
2. Select SETTINGS.

1.Once you log into the system, at the top right corner of the screen, select the bubble
with your initials.
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Log into the iBuy+ Concur Portal at https://ibuy.gwu.edu. 

Below are step-by-step directions for completing an expense report after purchasing faculty
regalia. 
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3.

4.

In the left-hand column under the heading Expense Settings, select EXPENSE
PREFERENCES.

A series of options appears to the right. One is labeled PROMPT. Please make sure the
check box below PROMPT is checked and then hit SAVE above the list of check boxes.
This will prompt you to name the expense report approver at the appropriate time.



5.

6. Select CREATE NEW REPORT.

Select EXPENSE from the Expense menu on the left-hand side of the screen..



7. The Report HEADER screen appears. Fill in the fields.
Report name: Regalia Reimbursement, FY xxxx
Report date: Current date 
Travel Destination / Business Purpose: Regalia 
What type of travel expenses are you claiming?: Domestic 
Start date: The date of the purchase 
End date: Current date 
Grant / Non-Grant : Non-Grant 
Oracle Alias: 403106 
Select CREATE REPORT at the bottom right hand side of the screen.
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8.

9.

 Under ADD EXPENSE, select MANUALLY CREATE EXPENSE.

In the pop-up that appears, create a new expense with the number 52612-SPECIAL
EVENTS/BUSINESS RELATIONS.



10.Complete the required fields in the window that appears.
 Transaction Date: The date on your receipt

Business Purpose: Regalia
Vendor Name: Where the regalia was purchased
Payment Type: Out of Pocket
Amount: Maximum $200
Is this a vendor invoice: Yes or no

If yes, you will be required to put in the invoice number and date

Attach the receipt with ADD RECEIPT and select SAVE EXPENSE at the bottom.

Click on the ATTENDEES button



11.Select SUBMIT REPORT.

In the pop-up window that appears, search for your name. 
If you cannot find it, click on ADVANCED OPTIONS and create a new attendee.

11.Select Patricia Carocci as the approver..


