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How many types of  
Concur Expense
Reports are there?

Types of Concur Expense Reports1. Types of Concur Expense Reports



Types of Concur Expense 
Reports 
How many campuses are on 
Concur?

19 Campuses on the Single-Instance of Concur

Chancellor’s Office Version

4 Campus’ on a Campus Specific Instance

CSU Business Conference 2025 Announced that
for shared services: Concur will roll-out to the
remaining 4 Campuses.  Timeline TBD.

CSUF is on a Campus-Specific Instance

Types of Concur Expense  Reports How 
many campuses are on  Concur?

Concur - Single Instance

Channel Islands

Concur - Campus Specific Instance

Bakersfield

Monterey Bay

Other Solutions

Chancellor's Office

Fresno

San Diego

Chico
Dominguez Hills

Fullerton

East Bavy

Humboldt

Pomona
San Bernardino

Long Beach

Maritime

Norfhridge

Los Angeles

Stanislaus

Sacramento

San Jose

San Francisco
San Luis Obispo
San Marcos
Sonoma

Transition In Progress...



Types of Concur Expense Reports 
How many types are there?

3 Types of Travel
Expense Reports

1 P-card Expense
Report

Travel Report

P-Card Travel for Others

Blanket Travel 

P-Card Expense Report



Types of Concur Expense Reports
How many types are there?

Travel Report 

When do I use this? 

A. To Reconcile your Travel Expense or someone else’s as a delegate

B. If you are a Traveler with a  P-Card-use your P-Card to procure (Hotel, Taxis,
Airfare, etc.) for yourself.  These charges will be reconciled on your own Travel
Expense report. 

Types of Concur Expense Reports How many types are there?

When do I use this?

Travel Report

To Reconcile your Travel Expense or someone else�s as a delegate
If you are a Traveler with a P-Card-use your P-Card to procure (Hotel, Taxis, Airfare, etc.) for yourself. 
These charges will be reconciled on your own Travel Expense report.



Types of Concur Expense Reports
How many types are there?

Travel Report 
Naming Convention

How do I use this? 

Example for Domestic Travel: Sep 2025 San Diego, CA
Month Year Destination (City, State)

Example for International Travel: Sep 2025 France
Month Year Destination (Country)

Types of Concur Expense Reports How many types are there?



P-Card Travel for Others

Types of Concur Expense Reports 
How many types are there?

When do I use this? 

As a P-Card Holder -if you use your P-Card to procure (Hotel, Taxis, Airfare, etc.)
for others, you will reconcile the expenses into this Travel Category. 

Types of Concur Expense Reports How many 
types are there?



P-Card Travel for Others
Naming Conventions

Types of Concur Expense Reports 
How many types are there?

How do I use this? 

Use P-Card Billing Cycle Dates

Naming Convention for Pcard Travel Expense Report:
Pcard Travel Month Year
Example: Pcard Travel Sep 2023

Types of Concur Expense Reports How many types are there?

How do I use this?

P-Card Travel for Others
Naming 
Conventions



Blanket Travel

Types of Concur Expense Reports 
How many types are there?

When do I use this? 

Used for Parking and Mileage in CA only
Requested for the Fiscal Year (July 1-June 30)

*If there is a registration fee for a conference, use the Travel Expense Claim

*Must have defensive driver’s training on file. 
*STD 261, Should be completed annually and on file with the employee’s department
*INF 254, Driving Record with the Police Department

Types of Concur Expense Reports How many tvpes are there?

When do I use this?

Blanket Travel

Used for Parking and Mileage in CA only
Requested for the Fiscal Year (July 1-June 30)

*If there is a registration fee for a conference, use the Travel Expense Claim

*Must have defensive driver�s training on file.

*STD 261, Should be completed annually and on file with the employee�s department
*INF 254, Driving Record with the Police Department



Blanket Travel
Naming Conventions

Types of Concur Expense Reports
How many types are there?

How do I use this? 

Travel Request (Blanket Travel)
Example: Blanket Travel FY 2024-2025
Blanket Travel FY Year-Year (Current Fiscal Year is 2024-2025)

Expense Report (Blanket Travel)
Example: Blanket Travel Sep 2025

Blanket Travel Month Year (submitted monthly for travel dates in that month)

Report start and end dates must match the travel month

Select Blanket Travel (Mileage and Parking) for "Report/Trip Purpose" on the Concur Expense Report (blanket
travel)

Types of Concur Expense Reports How many types are there?

Example:  Blanket Travel FY 2024-202b



P-Card 

Types of Concur Expense Reports 
How many types are there?

How do I use this? 

If you are a P-Card Holder, and use your P-Card to purchase goods and
services.

Types of Concur Expense Reports How many types are there?



P-Card 
Naming Conventions

Types of Concur Expense Reports 
How many types are there?

How do I use this? 

Naming Convention for P-Card Expense Report:

Month [MMM- first three letters only] Year [YYYY] P-Card
Example: Sep 2023 P-Card

Types of Concur Expense Reports How many types are there?



Types of 
Concur 
Expense
Reports 

One Page
 Guide

Types of Concur Expense 
Reports

One Page Guide

Image of CSUF Concur Reconciliation 
infographic 
with flowchart 
and instructions 
for travel expenses.



Fundamentals for  
Successful P-card
Reconciliations 
Transaction Management

P-Card Basics: Tips and Tricks 2. P-Card Basics: Tips and Tricks

Fundamentals for Successful P-card ) Reconciliations 
Transaction Management



P-Card Basics: Tips and Tricks
P-Card Monthly Billing Cycles

The P-Card billing cycle typically runs from
the 26th of the month (cycle start date) until
the 25th of the following month (cycle end
date)

These dates will change when they fall
on a non-business day.

When is the P-Card Monthly Billing Cycle?

A list of the P-Card Monthly Billing Cycle
for the FY can be found on: 

•C&P Website

•Concur Homepage – under Company
Notes

P-Card Basics: Tips and Tricks P-Card 
Monthly Billing Cycles

C&P Website

Concur Homepage � under Company 
Notes

https://financialservices.fullerton.edu/cp/


P-Card Basics: Tips and Tricks
P-Card Due Dates

10th day or the next business day if the 10th
falls on a non-business day of every month.

When is the P-Card Due?

P-Card Expense
 

Report
 Due

P-Card Billing 

Cycle End Date



P-Card Basics: Tips and Tricks
P-Card Transactions

Review your “Available Expenses” on
Concur and assign it to a Report as
soon as possible

Upload your receipts to your
transactions to stay ahead of
reconciling

*Tip: Moving your “Available
Expenses” to a report as you are
working on reconciling will avoid
infraction notices

P-Card Basics: Tips and Tricks P-Card Transactions



P-Card Basics: Tips and Tricks
Allocating Different Funds

Select “Itemizations”

Select “Allocate”

P-Card Basics: Tips and Tricks Allocating Different Funds



The Default will be
Percentage

Select “Amount”

P-Card Basics: Tips and Tricks
Allocating Different Funds

P-Card Basics: Tips and Tricks Allocating 
Different Funds



Allocating Different Funds

Default allocations
are automatically
mapped to your
home dept.

Select “Add”

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Allocating 
Different Funds



Allocating Different Funds

Select “Allocate”

Add “New Chartfields”
for allocation

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Allocating 
Different Funds



Allocating Different Funds

Select “Division”

Select “Department ID”

Select “Fund”, “Class”,
and “Program”, if
necessary

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Allocating 
Different Funds



Allocating Different Funds

New Chartfield is
added

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Allocating 
Different Funds



Allocating Different Funds

Add in the amount 
for the different fund
allocation

Automatically total
the remaining
balance to the
default

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Allocating Different 
Funds



Allocating Different Funds

Blue “Allocated”
means that the funds
are allocated

Double-Clicking the
Blue “Allocated” will
open up the different
funded allocations

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Allocating 
Different Funds



Saving Frequently Used Allocations

You can save time by
adding frequently
used Allocations, i.e.
IRA Chartfields, etc.

Click “Add” under
Allocate

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Saving Frequently Used Allocations



Saving Frequently Used Allocations

Select Chartfields for
Allocation

Click “Save” 

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Saving Frequently Used Allocations



Saving Frequently Used Allocations

Click “Save as
Favorite” 

P-Card Basics: Tips and Tricks

Check the
Chartfield you
want to “Save” 

P-Card Basics: Tips and Tricks Saving Frequently Used Allocations



Saving Frequently Used Allocations

Click “Save” 

P-Card Basics: Tips and Tricks

Favorite Name
your Chartfield

P-Card Basics: Tips and Tricks Saving Frequently 
Used Allocations



Saving Frequently Used Allocations
P-Card Basics: Tips and Tricks

Next time you
allocate, you can
go to “Favorite
Allocations”

P-Card Basics: Tips and Tricks Saving Frequently 
Used Allocations



Saving Frequently Used Allocations
P-Card Basics: Tips and Tricks

Select your
“Favorite
Allocations” and
it will apply the
Chartfield, once
you selectthe
one you want

P-Card Basics: Tips and Tricks Saving Frequently 
Used Allocations



Checking Alerts and Warnings

Red Alert-Cannot
submit until cleared

Red Error-Report
cannot be submitted
until after the billing
cycle date is closed.  I
can only submit after
the 26th

P-Card Basics: Tips and TricksP-Card Basics: Tips and Tricks Checking Alerts 
and Warnings



Important to submit
Successfully
know what to provide

Preparation3. Preparation

Important to submit Successfully 
know what to provide



Preparation
P-Card Reconciliation

US Bank Monthly Statement
(recommended but not required)

What is needed in Preparation of a P-Card
Reconciliation? 

Receipts/Invoices 

Compliance Documentation 

Detailed Business Purpose (who, what,
when, where, and why)

Chartfield and, if applicable, Disallowed
Expenses and Fraud Transactions

Preparation P-Card Reconciliation



Preparation
US Bank Monthly Billing Statement
Having the US Bank Monthly Billing
Statement readily available ensures that:

All transactions within the monthly billing
statement are captured in Concur.
All transactions in the monthly billing
statement are reconciled to the correct
billing cycle.
Aids in identifying P-Card vs. Travel
expenses.

Who has access to the US Bank Monthly
Statement?

Cardholders who have created an Access
Online Account when they received their P-
Card pick-up email notification.
Delegates who have submitted the US Bank
Delegation of Authority Form.

Preparation US Bank Monthly Billing Statement

https://financialservices.fullerton.edu/cp/services-forms-policies/?itemID=4d7c-b717-d31e281-16


Preparation
US Bank Monthly Billing Statement
How to create a US Bank Access Online Account:

Click on the hyperlinked US Bank or browse:
access.usbank.com
Click “Register Online” (toward the bottom of
the page), and when prompted, enter the
following information:

Short Name: CSUCA
Account Number: This is the number found
on the actual P-Card. 
Account Expiration Date: This is the
expiration date on the actual P-Card.

Delegates and other personnel may submit a
completed US Bank Delegation of Authority
Form to gain access to a Cardholder’s Online
Account.

Preparation US Bank Monthly Billing Statement

https://www.access.usbank.com/cpsApp1/AxolPreAuthServlet?requestCmdId=login


Preparation
US Bank Monthly Billing Statement
How to access monthly billing statement:

Click on the hyperlinked US Bank or browse: access.usbank.com and log in
to US Bank Access Online Account

Click “View Current Statement” and verify:
Billing Cycle Dates on the statement
All transactions correlate with those in Concur.

If transactions recorded in the US Bank billing statement are missing
from Concur, please email Concur@fullerton.edu immediately.

Tips:

Review the billing statement to determine which transactions are P-
Card vs. Travel Policy expenses. 

The Statement Total (under Account Summary) must match the total
expense report amount(s). 

Preparation US Bank Monthly Billing Statement

US Bank

https://www.access.usbank.com/cpsApp1/AxolPreAuthServlet?requestCmdId=login


Vendor’s name and date of purchase
Quantity and price/cost per unit
Legible itemized receipt/invoice identifies each item purchased
Shipping charges (if applicable), sales tax, and total amount
Payment by credit card (preferably showing the last four digits of the
card number) 

Preparation
Receipts/Invoices
A receipt or invoice must include the following information:

What to do if a receipt/invoice is missing information or has been
misplaced:

Contact the vendor for the missing information (in writing) or obtain a
duplicate receipt/invoice
If the vendor is unable or refuses to assist, complete the Lost/Missing
Receipt Verification form

Preparation Receipts/Invoices

https://financialservices.fullerton.edu/cp/services-forms-policies/?itemID=4d7c-b717-d31e206-14
https://financialservices.fullerton.edu/cp/services-forms-policies/?itemID=4d7c-b717-d31e206-14


Preparation
Compliance Documentation
What is compliance documentation, and why is 
it needed?

What compliance documentation is needed for P-Card
reconciliation?

Compliance documentation that requires preapproval
or additional approvals. Examples include:

Hospitality Justification Form
IT Authorization
Membership Justification Form
Branding approval email or form
EHS Preapproval Purchase email
Q# authorization

Compliance documentation is specific
records and documents of information
required to verify the compliance
implementation of a policy.

Preparation Compliance Documentation

Hospitality Justification Form
IT Authorization
Membership Justification Form
Branding approval email or form
EHS Preapproval Purchase email
Q# authorization



Preparation
Detailed Business Purpose
What constitutes a detailed business purpose:

Tips

A detailed business purpose must be given
for every line-item purchase on a receipt or
invoice.
Allocate each line item if applicable.
The Concur Business Purpose field is for text
to help identify the expenditure in OBIEE.
The Concur Comment field is for a detailed
justification (who, what, when, where, and
why).

Detailed business purposes must provide
enough specifics for a third-party
reviewer to understand the nature of the
purchase/transaction.
Details must include who, what, when,
where, and why.
Abbreviations or acronyms should not be
used for a detailed purpose.

Preparation Detailed Business Purpose



Preparation
Detailed Business Purpose Examples

Tournament and Membership Fees

Poor Examples of a Business Purpose

What is the business purpose missing?

Who - Identifies the individuals or groups
for whom the expense is meant.
What - Describes the action, event, or
expense items being purchased.
When - Specifies the time or date of the
event or action, if applicable
Where - Indicates the location or place
where the event or action took place, if
applicable.
Why - Explains the reason or motivation
behind the expense.
Abbreviations or acronyms shouldn’t be
used.

Preparation Detailed Business Purpose Examples

Poor Examples of a Business Purpose

What is the business purpose missing?



Preparation
Detailed Business Purpose Examples

$200 tournament fee and $100 bid
application fee for the 2025 spring semester
debate student team(s) to participate in
the American Forensics Association (AFA)
National Debate Tournament (NDT).  A $85
AFA membership fee was required to
participate in the tournament.

Better Examples of a Business Purpose

What are the 5Ws:

Who - Debate student team(s) 
What – Tournament, application, and
membership fees
When – 2025 spring semester
Where – N/A
Why – To participate in the American
Forensics Association (AFA) National
Debate Tournament (NDT).

Preparation Detailed Business Purpose Examples

Better Examples of a Business Purpose



Preparation
Chartfields and Disallowed Expenses
Chartfields

What is a chartfield and where do I get this
information?

A chartfields is only associated with State Funds,
which will always include an Account, Fund, and
Department ID (Program, Class, and Project are
optional fields.)
A default chartfield is identified on the P-Card
application and is used when expenses are
unreconciled.
Chartfields are tied to an area/department
budget, so the person who oversees the
area/department or the budget folks for a
college or division will have the chartfield
information.

Disallowed Expense

What is a disallowed expense?

Anything that falls under Section 6: Prohibited
Expenditures. 

What should be done if there’s a disallowed
expense?

The cardholder must reimburse the University out of
pocket or potentially reimburse with Auxiliary funds.
This is done using the Deposit or Reimbursement to
University Account (PCD) Form.

When reconciling the expense in Concur, allocate it
to account: 660898 - Disallowed.

Preparation Chartfields and Disallowed Expenses

https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/?itemID=4158-b4f1-d31e165-13
https://financialservices.fullerton.edu/controller/asfr/services-forms-policies/?itemID=4158-b4f1-d31e165-13


Preparation
Fraud Transaction
Fraud Transactions

What should be done if there’s a fraud charge?

The Cardholder must call US Bank at (800) 523-
9078 immediately and report the fraudulent
activity. The Cardholder will need to provide:

Card Address: 2600 Nutwood Ave., Suite 300,
Fullerton, CA 92831
Phone # and Credit Limits: indicated on the
P-Card application
Social Security #: Cardholder’s CWID

US Bank will mail a Fraud Statement that must
be uploaded to the Concur expenses.
The Concur expense must be allocated to:
660999 – Unreconciled.

Preparation Fraud Transaction

The Cardholder must call US Bank at (800) 523- 9078 immediately and 
report the fraudulent activity. The Cardholder will need to provide:

Card Address: 2600 Nutwood Ave., Suite 300,
Fullerton, 
CA 92831

US Bank will mail a Fraud Statement that must
be uploaded to the 
Concur expenses.

Phone # and Credit Limits: indicated on the
P-Card 
application

The Concur expense must be allocated to:
660999 � Unreconciled.

Social Security # Cardholder�s CWID



Preparation
 Reconciliation Reminders

Ensure the current compliance forms are used.

Monthly transactions must be reconciled and
submitted by the 10th of the month as a single 
P-Card Expense Report. 

All Concur Available Expenses must be assigned to
a report. This includes travel transactions that do
not need to be immediately submitted. 

Expenses may be reconciled as soon as they are
loaded to Concur, and P-Card Expense Reports may
be submitted for review and approval as soon as the
billing cycle closes (usually the 26th of the month).

Per Policy, P-Card Expense Reports must be approved
by an Approving Official to be considered submitted. 

Preparation Reconciliation Reminders



What’s the Difference? 
Expense Type vs. 
Itemization

AFIT CHART: Expense Type 
vs. Itemization

4. AFIT CHART: Expense Type vSs. ltemization

What's the Difference?
Expense Type vs. Itemization



P-Card Expense Type Definitions

Expense Type in
Concur is the
Category in which the
P-Card Module was
designed

Itemizations are 
important because
they tie to the
Account Codes on
OBIEE 

*NOTE: It is important
to detail what the
exact item is.

AFIT Chart: Expense Type vs. ItemizationAFIT Chart: Expense Type vs. Itemization P-Card Expense 
Type Definitions



P-Card Expense Type Definitions
AFIT Chart: Expense Type vs. Itemization

Concur no longer requires you to know
the Expense Type to get the correct

Itemization for Account Codes

AFIT Chart: Expense Type vs. Itemization P-Card Expense 
Type Definitions

Image of the dropdown options for "Expense Type" 
 The text states "Concur no longer requires 
you to know the Expense Type to get the 
correct Itemization for Account Codes"



P-Card Expense Type Definitions
AFIT Chart: Expense Type vs. Itemization

(660009) Specialized Training (Only use for
online/webinar and on-campus training)-

VIRTUAL, NO TRAVEL

619002 Equipment - INSTRUCTIONAL will be
inactivated, effective 7/1/2025. Per the

Chancellor’s Office, the account will be made
obsolete beginning 7/1/2025

AFIT Chart: Expense Type vs. Itemization P-Card 
Expense Type Definitions 4



What did I do wrong
now?
Avoid these common
Errors

Common Pitfalls5. Common Pitfalls

What did I do wrong now?

Avoid these common Errors



Common Pitfalls
How to avoid them

Monthly Billing Cycle 
Dates

Receipts/Invoices  

Not moving Available
Expenses to a report early

Not reconciling in a
Timely Manner or at all

Compliance 
Documentation  

Creating multiple reports for
different chartfield expenses or not

creating for a single transaction

Common Pitfalls How to avoid them



Common Pitfalls
Procurement 

Guidelines

Common Pitfalls Procurement 
Guidelines Procurement Card Guidelines

Use the format �[MMM-FIRST 3 LETTERS OMLY] [YﾥYY] 
P- 4
Card" (e.g., "JUL 2017 P-Card")

Header Namina Convention

Billing Cycle
Use the Correct Monthly P-Card Billing Cycle Dates

Your business purpose must clearly answer:

Business Purpose

Submit by the 10" of each month. Approving Official must
approve 
to be considered submitted

How does it support the institutional goals or the
department?

Who - Identifies the individuals or groups for whom 
the

expense is meant.
What - Describes the action, event, or expense items being 
purchased.
When - Specifies the time or date of the event or action,
if 
applicable
Where - Indicates the location or place where the event
or 
actien took place, if applicable.
Why - Explains the reason or motivation behind the

expense.

Abbreviations or acronyms shouldn�t be used.



Common Pitfalls
Procurement 

Guidelines

Common Pitfalls  Procurement Guidelines

Poor Business Purpose Examples:

Business Purpose (Cont.)

Better Business Purpose Examples:

Tournament and membership fees

$200 tournament fee and $100 bid application fee for
the 
2025 spring semester debate student team(s) 
to
participate in the American Forensics Association 
[AFA)
Mational Debate Tournament (MDT). 
A $85 AFA
membership fee was reguired to 
participate in the

tournament.

Receipts and Documentation
Itemized Receipt (includes date, vendor, items, and totals)

Proof of Payment (credit card confirmation, paid invoice
ete. 
with ltemized purchases)
NOTE: Totals should match the receipts



Common Pitfalls
Procurement 

Guidelines

Common Pitfalls  Procurement 
Guidelines Approved Hospitality Justification Form (formerly known as D-11) 

for Food, Entertainment, Gifts, Promotional Materials (etc.):

For a quick guide, use the Hospitality Requestor Checklist 
When a valid exception occurs outside the hospitality 
policy: Hospitality Authorization for Exception 
to Policy Form

Hospitality Justification Form

IT Authorization Number is provided for technology/software 
purchases.

Q#'s can be obtained by emailing: Ebusiness@fullerton.edu

Check requirements Accessible Technology Initiative
(ATI) 
Compliance and Review.

Lost/Missing Receipts submit the Lost/Missing 
Receipt Yerification Form

May REQUIRE: ATl REVIEW- Click here for 
a list of
Consumables
ATI REVIEW- Click here
REQUIRES: Click here to learn more about Q #



Common Pitfalls
Procurement 

Guidelines

Common Pitfalls  Procurement Guidelines Check for Correct Chartfields

Check for Correct Chartfields

Clear all Red Errors and review Yellow
Warnings

Tips and Tricks

Allocate Different Fund Sources (if necessary)

Clear all Red Errors (or else you cannot submit)

Ensure Purchases are ltemized.

Check all yellow warning signs, and this will not prevent 
you from submitting, but it will warn you to be 
aware of discrepancies.

Use the Comments Box to add any additional info to provide
clarity on items that are not clear to help 
expedite the process and
a detailed business purpose.

Submit for Approval When Ready

Be proactive, reach out to the team for best business practice 
or
best solutions before purchasing.
Include itemized receipts or provide the lost/missing justification
form, if vendor cannot be reached.



Let the fun begin...
connecting with each
other

Networking Activity, Quiz, Q &A 
6 Networking Activity, Quiz, Q &A

Let the fun begin... connecting 
with each other



Networking Activity
Connecting with Others

Who considers themselves proficient 
in Concur? 

Who is the newest to the CSU?

Find someone you do not know,
College, Department, or in another

Division (get their contact info)

Networking Activity Connecting with Others

Who considers themselves proficient
in Concur?

Who is the newest to the CSU?



Fun Quiz
Join Menti.com: 9760 5070
Fun Quiz Join Menti.com: 9760 5070

https://www.menti.com/bla4xrbet1op?source=qr-page

https://www.menti.com/bla4xrbet1op?source=qr-page


Q & A

Questions?

Q & A

Questions?



Upcoming Training
Continue the Learning 
 Journey (In-Person)

https://financialservices.fullerton.edu/training/

Mastering Concur and P-
Card Reconciliation: 
Thursday, May 8
10-11:30 am

Upcoming Training Continue the Learning Journey (In-Person)

https://financialservices.fullerton.edu/training/


Staying Connected
and Thank You

Academic Financial Services
AFS@Fullerton.edu

Contracts & Procurement
ebusiness@fullerton.edu
DL-C_and_P@fullerton.edu
Concur Technical Support
Concur@fullerton.edu

https://financialservices.fullerton.edu/afs/
https://financialservices.fullerton.edu/cp/


Additional Resources
Different Fund Allocations and Adding
Approvers

Tips and Tricks to Save Time 

https://www.awesomescreenshot.com/video/30677098?key=e4bb888377f0fd9c1ffaf82b3b519c53


Tips and Tricks
to Save Time

“Read More” on the home screen
give you a wealth of information
in one place



Tips and Tricks
to Save Time Available Expenses

TIP: Start Early! 
By adding available expenses to P-Card Reports

you avoid the billing cycle notices on being
delinquent.



Tips and Tricks
to Save Time

Where’s my Report?
Real-Time Tracking

Check comments and
actions taken

The image is divided into two sections. On the left is a screenshot of a software interface 
titled "Monthly Expense Report [Kelly, Smith]". It features a navigation bar with 
options: "Summary," "Details," "Receipts," and "Print/Email." There is a dropdown menu 
under "Details," highlighting "Audit Trail," indicated by arrows. Below is a table showing 
expenses, with columns for Date, Reviewed, Amount, and Approved. On the right 
is a close-up of an "Audit Trail" section displaying claim-level and entry-level information 
with columns for Date/Time, Updated By, Action, and Description. Below, a larger 
text overlay reads "Check comments and actions taken." At the bottom, there's a 
note: "Processors can view the Audit Trail to view all the details within the Expense Report."



Tips and Tricks
to Save Time

Report Timeline 
Who Approved?

Image of a financial report for August 2024 in Santa 
Barbara with a total of $2,975.61 and detailed 
expense entries.

Image of the Report timeline with approval 
flow and summary details.



Tips and Tricks
to Save Time

Concur Mobile App

Manage spending on-the-go 
with the SAP Concur 
mobile app.
Create and submit expense reports, manage travel, and approve involves anywhere, anytime.

Download on the App 
Store.

GET IT ON GOOGLE PLAY.



Tips and Tricks
to Save Time

Alert Signs-Are a way of letting
you know to double-check on an
entry (This will not prevent you
from submitting)

Exceptions must be resolved
before submission. (All
Exceptions must be cleared
before submitting)

SAP Concur User Interface Icons

Image of a Table listing various icons, their names, and descriptions of their functions.

https://help.sap.com/docs/SAP_CONCUR/789d0be9480c43679db82fd56b2785f5/b1b89f1ec46d4298ba95f521768168d6.html


Tips and Tricks
to Save Time

Alert Signs-Are a way of letting
you know to double-check on an
entry (This will not prevent you
from submitting)

Image of an alert, showing what it looks 
like to the user.



Tips and Tricks
to Save Time

Adding Comments help the
approvers understand the
warnings. (This will not prevent
you from submitting, but helps
speed up the process)

Image showing how comments show up on payment details.
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