The George Washington University
Faculty Regalia Reimbursement Procedure

Updated January 2026

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.

1.0nce you log into the system, at the top right corner of the screen, select the bubble
with your initials.
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2. Select SETTINGS.
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3. Inthe left-hand column under the heading Expense Settings, select EXPENSE

PREFERENCES.
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Profile Personal Information

Your Information
Personal Information
Company Information
Contact Information
Email Addresses.
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information
Bank Information

System Settings

Profile Options

Select ane of the following to customize your user profile,

Concur Mobile Registration

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't
have to re-enter it each time you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts
from participating vendors.

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees.

Expense Preferences

Select the options that define when you receive email

notifications. Prompts are pages that appear when you select
tfn. such as Submit or Print.

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-
hour clock? When does your workday star/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book
trips and enter expenses for you.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Request Preferences

Select the options that define when you receive email
netifications. Prompts are pages that appear when you select
a certain action, such as Submit or Print.

Concur Mobile Registration
Set up access to Concur on your mobile device

4. Aseries 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.
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5. Select EXPENSE from the Expense menu on the left-hand side of the screen..
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Personal Information
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Contact Information

> Email Addresses Select the options that define when you receive email no
Sponsored Guest Users
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6. Select CREATE NEW REPORT.

Home / Expense / Manage Expenses

Manage Expenses

Expense Reports Viev sacive Reports 7] ® Create New Report



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.

Create New Report

* Required field

. 1 exp you
Report Name Report Date Travel Destination/Business Purpase *
Regalia Reimbursement, FY2026 011452026 B Regalia Domestic v X
Expense Group 1D ™ Grant/Non Gramt * 1
0L/05/2026 =] QL142026 B The George Washinglon Uni...  ~ X (GL) Non-Grant v X
Oracle Alias * 2  Expense Report For
w3106 comvencemen.. v x  Martha Washington
o500
Travel Allowance

Select if you have travel and require lodging. meals, or incidental travel allowances.

Yes, | require Travel Allowance

&) No, | do not require Travel Allowance




8. Under ADD EXPENSE, select MANUALLY CREATE EXPENSE.

(*) Add Expense

/# Manually Create Expense

‘= Select from Available Expenses (5)

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

Add Expense to Report

¢ Manually Create Expense i= Select from Available Expenses (5)

Select an expense type for the new expense

52612

Search by expense type, categary, description

~  Recently Used

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.
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Click on the ATTENDEES button

52612-SPECIAL EVENTS/IBUSINESS RELATIONS

Details Itemizations
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Expense Type *
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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.

Attendees

52612-SPECIAL EVENTS/BUSINESS RELATIONS £200.00

Add Attendees

Search by name or corporate email

Q1 Add Attendees v Advanced Options

11.Select SUBMIT REPORT.
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11.Select Patricia Carocci as the approver..

Edit Approval Flow

A You must identify an approver before the expense report proceeds to the next
workflow step.

Manager Approval

Approver Name *

lLastNarne ~ | carod Q]

Fatricia Carocci |
*GWLU-Org Unit 2-Home Org; AVP ALUMNI ﬂ Caiicai

) RELATIONS AND OPERATIONS <
pearocci@gwu.edu ’



