Concur Travel and Expense

PCard Distribution Expense Reports

Overview
This guide outlines the steps necessary to process expense reports in Concur Travel and Expense.
This process is completed by the PCard Holder or the DCA (Department Card Administrator). A

Financial Approver also needs to be setup for the accountability structure that is chosen to ensure
that whoever it routes to can approve it.

PCard Holders MUST have the “PCard Holder” roles within Concur so that charges connect to the user.
Otherwise, they could be confused with T&E Card transactions.

Notes: Transactions will be viewable within Concur within 3-5 days of the charge being made.
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I_-._-_I Steps to Take

To log in to Concur, complete the following steps: m RIVERSIDE

RSpace Login

UCR NetID:

Password:

Visit UCR RSpace - http://rspace.ucredu/

Complete Duo Authentication if prompted

Select Authorized Apps

Select Concur Travel and Expense

Enter your UCR NetID with "@ucr.edu"

added to the end - ex. NetID@ucr.edu ¢ Sion Ir
[joshho@ucr.edu] -

6. Select Sign in with University Credentials

GoE W o
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Sign et Lesiwmraity 8 edembiaby
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Navigate to the Expense Report
7. Click Expense in the top left T

SAP Concur R

corner of the homepage. ot~ &
[T RIVERSIDE + U 0 W 05

New Required Authorization  Available Open
Approvals Requesls Eipenses Reports

COMPANY NOTES

8. Select the expense report that you would like to process.

SAP Concur [C]

Manage Expenses

Manage Expenses

REPORT LIBRARY @ view | A

sv || @ create New Report

PCard: 06/26 - 12125 :1 3942 o
0612612022

$4,425.05 o

Update the Report Header

This step is critical because it sets the default.

9. Click Report Details and select Report Header

PCard: 06/26 - 12/25 :1 3942 $4,425.05

Not Submitted | Report Number. BWBX14

Report Detalls j¢ | PrnuShare v Manage Recefpls v Travel Allowance v View Available Receipts £

~

fepen
| Report Header
Report Totals ~
. - . =
Report Timeline 2ceiptTd  Payment Type 7L Expense Type TL Vendor Details T4 Date AmountTs  Requested T}
Audit Trail ENTAL
Al I: pcan Undefined SHAPRY ICARRENTL 1210512022 $874.36 $874.36
llocation

krvine, Ca¥fornia
Summary

e Ea

10. Complete the appropriate fields. Every field with an asterisk is required. Note, the comments will
not feed to the ledger but could be helpful to make a note for yourself. Then click Save.

Report Header

.....

Rapor Harme Faped Stat Date Reput ExdDaie

PCaid: 06125 - 1225 11 3942 06262022 12252022

@ Accowsanity St

i —— -
(ORG9) Planning Budget & Adminstration ~ x ~ | | (DO1100) Accounting Dept {10009972) Bobbs McCracken

% | | (A01206) Accounting %~ | {19900) GENERAL FUNDS % ~ | | (72)INSTITU SUPPORTSGENERAL ADMIN

Flen 1* Fex2”

x| | (0006000000) DEFAULT PROSECT x v | (0000000000) Gefaul Flext x v | O000000) DEFAULT FLEX2

L\ Caneel | :
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11. A pop-up box will appear and ask if you would like to automatically apply these details across all
the expenses within this expense report. It also shows which fields you changed when updating
the header.

e To review and enter the appropriate values for each expense, click “Do Not Update.”
e If you click “Update” the system will apply this default to every expense row and you will
need to remember to change COA values if the row should be charged to a different COA.

Update Other Items?

0 You changed the following ficlds:

« Accountability Structure
« Approver ID

* Activity

« Fund

« Function

+ Program

» Praject

« Flex 1

« Flex 2

Do you want to alse update your expenses, itemizations, and
allocations in this report with the same changes?

0 Not Update: | [TEETY

Identify Allocation

This step can be done to an individual row or multiple can be selected. To select all, click the
checkbox in the left corner above the expense rows.

12. Select the desired row(s) to identify expense type and payment details
13. Click Edit.

PCard: 06/26 - 12/25 :1 3942 $4,425.05 P
Not Submitted | Report Number: BWBX14
Report Details v Print/Share, 13 age Receipls v Travel Allowance v View Available Receipts [
Select all
3
] AlertsTL  Receiptil Payment Type 1l Expense Type T, Vendor Details TL Date ¥ AmountTl  Requested TL =
@ ] e T pcam Undefined e T 1210872022 $674.3 567436
Rt ¥vine, Casfornia
o i1 pcam Undefined Facaimcos 1210412022 53201 53201
et ¥vine, Caifornia
KEMWELL CROUID RENTA OO
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Enter Allocation Details and Itemize (if applicable)
This step indicates allocations details based on which expense rows were selected.

14. Enter the appropriate details. If there is an asterisk, information is required. If needed, reference
the receipt for the needed information.
e The amount includes the amount charged on the receipt.
e The Vendor Tax Amount is the amount of tax that was paid.

15. Click or drag and drop to Add Receipt to attach an uploaded receipt.

120052022 SNAPPY CAR RENTAL Corporate Card

Details ltemizations

Equip, Non-Inv/Comp Less than $4999

Transaction Date Enter Vendor Name.

12/05/2022 SNAPPY CAR RENTAL

Payment Type

X v PCard
Amount Currency
874.36 US, Dollar
Vendor Tax Amount * @ MC Code
0.00 3360
Vendor Tax ID Facilities Reference Number @

Business Purpose/Additional Information

@ Allocate
Expense Type * i Wil e gostessed and added

vice Recet [7 For certain expense Types, Uise
Tax may be applicable.

h if the correspoani
amoaunt entered is not

suffrciert.

T i gt } . g = el e
| i his will oppen in Oracle
'w JE _-II-I.. i tor |=-|-_. ST e

Click to upload or drag and 6rap Fle to Upload a new receipt. K FREEIEACN, . L .
Vaid fil types for uplo j0g. ipeg. pdi, i or tif -
il LK

chartstring distributed

@t The Eramsactioern

16. To itemize the receipt click the
Itemizations tab.
A\ Itemization should be used to
identify different expense types or
taxed amount by item.

17. Complete the necessary fields
for the specific item including:
e Expense Type
e Amount
(Charged amount +
the tax)
e Vendor Tax Amount
(sales tax)
e Click Allocate if you need
to change the COA values.

18. Click Save Itemization once this
item is complete.

Equip, Non-Inv/Comp Less than $4999 $874.36 cance [
12/05/2022 SNAPPY CAR RENTAL Corporate Card
Amount femized Remaining at a 1ot -+ I12|»
$874.36 $0.00 $874.36

New Itemization
= (17)
Expense Type *

Equip, Non-Inv/Comp Less than $4999

Transactien Date * Enter Vendor Hame
12/05/2022 B SNAPPY CAR RENTAL

City of Purchase

Irvine, California

US, Dollar

MC Code
3360

save ltemization

18)
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19. Itemize each additional item by clicking Create Itemization once one item is complete, and then
fillin the associated information.

ez

Date = Expense Type 1L Requested TL

12/06/2022 Equip, Non-Im7Comp Less than 54999 77436

Example of additional item identifying |®
5100 freight with no taxed amount:

L Expense Type: Freight _
L Amount: 100.00 - z
L Vendor Tax Amount: 0

A This itemizing if Freight is
associated is critical
because it ensures that the
freight has its own line when the
transaction reaches Oracle.

20. When the remaining balance is $0.00, then it has been fully itemized. Click Save Expense.

> Equip, Non-Inv/Comp Less than $4999 $874.36 cancel
12/05/2022 SNAPPY CAR RENTAL Corporate Card
Details ltemizations Hide Receipt  [£]

Amount ltemized @ Remaining a a 1 |k =[+ I e|»
$874.36 $874.36 $0.00 P

Date = Expense Type T} Requested T,

12/05/2022 Freight $100.00

12/05/2022 Equip. Mon-ImyComp Less than $4999 S$774.36
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21. If you would like to allocate this to a different COA than the default, including splitting the
charge between multiple COAs (by percent or amount), click the Allocate button.

: =0 505
PCard: 06126 - 12725 1 3947 $4,475.05
Not Submitted | Report Number BWEX14
Allocate P B -
Report Detalls v PrinUShare v Manage Receipls v Travel Allowance v View Available Receipts
Expenses; 2 $874.36
=
Percent Amount
Amount B AlensTt  Receiptli -Payfient ype 1L Expense Type 11 Vendor Details T+ Date = AmountTl Requestedl
5874.36 i : : 5
| 0 PCard Equip, Mon-nviComp Less than $4399 A0 1200512022 $674.36 ST
e, Gatfornio erized
Default Alscation
Code PCard Equip, Non-miComp Less than $4399 s”‘up‘; CARRENTAL 121052022 §TI436 77436
Detault b
m L Peand Feight st 120812022 $100.00 $100.00

No Allacations
These expenses are assigned 16 your default allocation shown above. Click the allocate bution to allocate part or al of these expenses differently

cane “

22. Complete these steps for each expense on the report as they appear. Charges will appear on the
report unclassified approximately 3-5 business days after purchase.

23. Once the statement is closed (generally 26" of each month) and all transactions have been
classified and reconciled, then click Submit Report to submit the expense report to the
designated approver.

A This must be completed after the statement closes, and before the period closes each month.

After the report is submitted, a pop-up —_ -
will appear confirming the status.

In the box on the “Manage Expenses” @

screen a banner will appear at the bottom Plard: D838 - 12058 4 343 BETA.M

which reads “Pending ERP Validation.”

This indicates that the system has not
yet checked to confirm that the COA PCarek BN - 1208 1 20 ‘ “
values that were entered are correct. A $874.36

This process runs every 20 minutes. Once the submitted
report has passed this validation, the report will go

to the approver for review and approval. If it failed,

it will remain stating “Sent Back to User — Concur System.”
This is process happens for both requests and expense reports.

July 2023 | 6



