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STATE UNIVERSITY One University Plaza « Youngstown, Ohio 44555

PCard Training In Concur - Approver
This guide will assist staff who will be approving PCard Statements in Concur.

The instructions are listed in steps. Please follow each step in order to successfully approve
monthly PCard Statements electronically.

Step 1: Log in to the MyYSU
E,W Portal from https://my.ysu.edu

74%' i( ; U Ve : or http://www.ysu.edu

with your MyYSU user name
Secure Access Login

and password

User Name: ptpenguin

Password: essssss

Unauthorized use of Youngstown State
University computer and networking
resources is prohibited. Any use of this
system acknowledges your awareness of,
and agreement with, the Youngstown State
University Acceptable Use Policy. Any
violators of this policy will be subject to
disciplinary action, which may include
prosecution.

First time here? Click here for instructions.

Having problems logging in? Click here.

e-Services for  [@EEX Step 2: Click the link for

Faculty and pe==={ Concur Travel &

Staff Expense under the e-

= Banner Self Service Services for Faculty

. and Staff Section on the
Concur Travel & Expense left side of the MyYSU
Rental Program Portal Page

= Internet Native Banner

JPI {Sun Java Plugin)
« Download JPI Installer
+ Library Services
« Blackboard Learn 9
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Step 3: Approver Notification. Approvers will receive an email notification for statements that
are awaiting approval. Login to Concur to review and electronically approve the Statement
Report. (Be sure to make AutoNaotification@concursolutions.com a Safe Sender in your Outlook
email by copying this address, clicking on the Junk Email icon under the home button and pasting
it into the “Never Block Senders Domain” box)

From: "AutoNotification@concursolutions.com" <AutoNotification@concursolutions.com>
Date: Monday, December 1, 2014 at 2:09 PM

To: Bill Wheelock <wwheelock@ysu.edu>

Subject: Expense Report Pending Your Approval

(@ CONCUR
You have a report pending your approval.
Report From Rhonda Lee Lucivjansky
Report Name Statement Report 10/16 - 11/14
Report Purpose Statement Report for Period 10/16 - 11/14
Requested Amount 7,099.10 USD

Link To Approve Report

https://my.ysu.edu/cp/home/displaylogin

C.| View In Mobile App
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Step 4. From the Home tab, the
Approver will click on Required
Approvals (either button will work).

App Center

Reporting ~

Home Requests Travel Expense Approvals

Profile ~ .
-

gstown £ 02 00 00 00
UNIVERSITY New Required Authorization Available Open

Hello, Willid Approvals Requests Expenses Reports

TRIP SEARCH

Welcome back, Administrator.

Travel Type DA_YS . "l like the consistency of the interface. | like how responsive
| \ [=]] remain until and easy it is to find things."
the Enhanced Ul

—Concur customer

& Booking for myself | Book for a gulgt

A & == 0

Flight Search

Preview Settings

COMPANY NOTES

@ ) @) Multi . _ .
< R ) @iy o) R sea=s All travel must be in compliance with the University Travel Guidelines

Depariure City @
|CAK - Akron Canton Regional Arpt - Akron, OH |
Find an airport | Select multiple airparts

Find an airport | Select multiple airports 2

1. Ask permission to travel. Complete and have the Request
proved in Concur.

ook vour travel through Traveline. (Required for domestic

-

Show Mare Required Approvals - Available Expenses - Open Reports >
Or, tell us in your words what you want to do

Amival City @

Read more

|e.g. flight from JFK to Paris on Tuesday |
Rhonda L. | Statement._. You currently have no available You currently have no active reporis
§7,099.10 — Expense expenses.
Janet .. | Statement Re..
MY TRIPS (0) > 56,800 82 — Expense

You currently have no upcoming trips.
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Step 5: From the Approvals tab, click
the Statement Reports button. All
reports requiring approval will display.

CONCUR

Requests Travel Exp nse Approvals Reporting ~

Approvals Home Requests Reports
Approvals
00 00 00 02
Trips. Requests Expense Statement
Reports Reports
Y
Statement Reports
Report Name Employee

App Center

Card Program Name

Statement Close Date

Requested Amount

Statement Report 10/16 - 11/14 B
Q Statement Report for Period 10/16 - 11/14 Lucivjansky, Rhonda CBS - JPM Card 11/14/2014 $7,099.10
Statement Report 10/15 - 11/14 Jordan, Janet CBS - JPM Card 11/14/2014 $5,300.32

Statement Report for Perniod 10/16 - 11/14

Step 6: Click on a Statement Report
hyperlink. This will bring you to the
Reports page.
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Don’t
FORGET!

£
® 0

Approval of the Statement Report by the Financial Manager indicates that
each transaction was reviewed for the following:

Appropriateness of expense, including allowability under PCard program.
Compliance with University guidelines.

Proper FOAP assignment.

Existence of a receipt for every transaction, and other supporting documentation as
required by Payment Card (PCard) Guidelines

Step 7: Click on an Expense to open and view it. The information displays to the right of
the expense line. Here the Approver can review the vendor information, amount of the
transaction, and the account code entered by the cardholder.

Administration v | Help +

CONCUR = Requests |\ Travel  Expense  Approvals  Reporfing ~  App Center [}

Profile ~
L~

% Approvals Home  Requests  Rigorts

Statement Report 10/16 - 11/% jom i s s Fored

Summary Details * Receipts v Print/ Email * Hide Exceptions
Exceptions X
Expense Date Amount | Exception
701306-Official... 10/21/2014 529763 /| This expense entry may be a duplicate of the followi pense *

Report: Statement Report 1016 - 1114, Expense: 10/21/8814, 701306-Cfficial Business Travel, 5297 63
TMANRNieial  AN0014 S707RY /L Thiz svnence antn mav he & dimlicsts nf the fnllaninn nanas i
Expe“ses View™ & | Expense || Receipt Image
Transaction Date = Expense Type Enter Vendor... | Business Pu of Purchase  Payment Type Amount  Adjusted Clai. I
06 1o 701315-5tudent Recruitment ~ ENTERPRISE...  Statement Rep... JPM Peard 5693 36.938] Fevious Comment
Entered By Janet Jordan: ERIC GALLON 9-24 thru 27
e_ : 11i06/2014 701310-Faculty Travel OEA ENTERPRISE...  Statement Rep... JPM Peard §13.32 $13.32 (2| | 146760190 36UK
e_ . 10i20/2014 701315-5tudent Recruitment ~ ENTERPRISE...  Stafement Rep... JPM Peard §1095 510.85 I Expense Type Transaction Date
Q.. WS04 006OfcelBusness T, SNTERPRISE..  Siemeniep..Eoaraman, o JPM Ferd 519 soige | | [TU1315-Studenl Recruiment DI
il 3!
0O.. s T013155tudent Recuiment. ENTERPRISE..  Statement Rep..  Boardman, Ohio  JPM Peard 53061 051 | | Dusiness Pupose Etterlerdoane
- Statement Report for Period ENTERPRISE CAR TOLLS
0. 1 701306-Offcial Business Trs... ENTERPRISE... StatementRep... Austintown, Ohio  JPM Peard 58355 53358 10M6-11/14 £
Q.. 1We4 0SS Revniment  ENTERPRISE..  Siemenifep.. Nevart New ... [Pl Perd $1450 sz | PamentType o
v 6.93 v
e 111272014 701306-Official Business Tra... ENTERPRISE...  StatementRep... Youngstown, Chio JPM Peard 54451 34451
Reviewed Approved Amount
e_ : 111272014 701315-Student Recritment ~ ENTERPRISE...  StafementRep...  Youngstown, Ohio JPM Peard $308.32 $308.32 o 603
e_ : 11/08/2014 701307-Professional Develo... ENTERPRISE...  StafementRep... Youngstown, Ohio JPM Peard $50.27 $50.27 Comment
e_ : 1100772014 701310-Faculty Travel OEA ENTERPRISE...  StatementRep... ‘Youngstown, Chio JPM Peard $3225 §3225 B
aY-) 110772014 701320-Team Travel Athlefic..  ENTERPRISE Statement Ren...  Younastown. Ohio JPM Peard 510593 510583 7 -
TOTAL AMOUNT TOTAL REQUESTED
5330082 880082 A s
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Step 8: The computer icons displayed to the left of the expense are electronic hyperlinks that
display further information needed to review the transaction.

Loz
Expenses [ ) ] ] wiew -
1 Date - Expense Aammount Reqgquested
12/02/2014 TO1306-Official Business Travel B176.55 $176.5%
- e ENTERPRISE RENT-A-CAR, Your
§ 12/01/2014 TO1306-Official Business Travel 6528 eS8 28
- @ e @ o ENTERPRISE RENT-A-CAR, Aust

11/26/2014 7T01315-Student Recruitment 256 .59 $256.8¢
—1 @ e @ o ENTERPRISE RENT-A-CAR, Ypsi

Step 8a: The user can activate the hyperlinks by hovering over the icon. Receipts are required
for every transaction and each receipt needs to be reviewed by the approver. Receipt images
can be viewed all at once, or at the expense line for each individual transaction (just a matter of
user preference).

A concur Expense Adroiristes Tor
Jordan, Janat M

Support | MHelp -

Manage Expenses Vierw Transacthons

Statement Report 11/15-12/15 Ootete umport
T TS oot Detess s Receigts + Print e -
Expenses R T B2 % | mepence tntiie

i S

wzazzota il 701306.Omcs Dusinass Traval 17686 -

gl RS S

12204 O 306-Official Business Travel BES. 28 SE8 28

0 5 %f‘ ENTERPRISE RENT -A-CAR, Aust

;S» {1 been allacated =

NS Prrcent i 1 (=] 1 ” Combe

i wrcbotmor___rum PR o

2O8] = P TV CTATo0D NIt ik Aeadem A T1O0STA0E

oo®

pal=1 "

SE e o R

11242014 T04 306-Official Business Travel 5228 5228

0 s @ c ENTERSRISE RENT ACAR Yous

11222014 TOA310-Faculty Travel OEA 53539 53534

PP L b

V22014 T01206-Official Dusiness Travel 505 51 585 51

e ) e @ C ENTERPRISE RENT-A-CAR. Tallr

i oI B Tl

O & @ ( ENTERPRISE RENT-ACAR. Vou =

TOTAL AMOUNT TOTAL REQUESTED
£2.41479 12,414 79

@ = indicates that an expense entry has been allocated to a funding source other than the default.
(All transactions automatically come into Concur expensed to the cardholder’s default fund, org, and
program accounts. During reconciliation, cardholders have the ability to allocate transactions to other
funding sources).

@ = Receipt Image Available (displays the receipt).

e = Indicates that an expense entry was from a credit card transaction.

QO

= An expense entry has comments associated with it.

= Exception (Yellow): Receipt Image Required (receipts are required for every transaction).

“ = Exception (Red): Indicates that an expense entry has an exception associated with it that must
be resolved before you can submit the Statement Report electronically.
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Step 8b: Receipts (alternate views): An alternate method to view receipts is to click on the
Receipts pull-down menu on the Reports page (above the Expense list), and choose to display all of
the\receipts at once. They are also available to view in the window to the right of the expense by
clicking on Receipt Image button.

A harglcopy of the Statement Report is available to view or print. Frorp the Reports page, click on
Print AEmail and select YSU Detailed Report.

Administration ~ Help ~
CONCUR Requests Travel Expense Approvals Reporting ~ App Center [)

Profile ~
-

Approvals Home  Requests  Reports

Statement §eport 10/16 - 11/14 wwn e =

R

Summary Details *

Print / Email * Hide Exceplions

Receipts Required
ar S P p X
Exceprions VmRecer'ﬁtsmmmm
Expense b View Receipts in current window
701306-Official .. 1047201 a duplicate pf the following expense. -
Attach Receipt Images i~ 11114, Fhpense: 1012472014, 701306-Offcial Business Travel, 513054
TN13NR-Nfficial ANM4Ng14 2130 54 Thie svnanes antru mau ha s dunlighta nf tha frllnwinn svnenea =
Expenses View & | Expense | Receipt Image
Transaction Date = Expense Type Enter Vendor...  Business Purp... City of Purchase Payment Type Amount|  Adjusted Clai
00 10i30/2014 701320-Team Travel Athletic Use Only ENTERPRISE.  StatementRep..  Akron, Ohio JPM Peard 3-2442 52442 » | Previous Comment
(]| Entered By Janet Jordan: BRENNA BANKTSCN 10-9,10
e_ . 11022014 701315-Student Recruitment ENTERPRISE..  Statement Rep... Tampa, Florida JPM Peard 5-16.95 5-16.95 E‘ BMSK35 363P
e_ ) 103012014 701306-Official Business Travel ENTERPRISE Statement Rep...  Solen, Ohio JPM Pesrd $-12.95 51285 | ExpenseType Transaction Date
0OE. 1o 701315-Student Recruitment ENTERPRISE.. StstementRep... Youngstoan, Chio JPM Peard S9.03 s9.03 U215 Slident Rernudment IHEORY

Step 9: Approve / Receipt Submission. Once review is complete, the Approver can click on
the Approve button to submit the statement electronically. The Approver can also click on the
Send Back to Employee button if there are corrections to be made before electronic
submission. If required, the Approver can Approve & Forward to another Financial Manager
for additional final Approval. This is necessary if the approver s not the FM over all FOAPs
being charged on Statement. Include a comment to next approvento indicate the transaction(s)
needing approval.

Adminisirsbon = | Help =

[& concur Hequests Travel Experrse Approvals  Reporting = App Center Protls ~ &

Approvals Home

Roquosts Roparts

Statement Report 10/16 - 11/14 juwus

Exceptions *

| Lapanse Date Amount Laception

| roraoc-omeis . 10242014 SIZUE4 L This expense ety may be & dupiizate of the Tolowing expense «|
| Report: Scatemert Repart 10116 « 1114, Expense; 10242014, 701308-0fficlal Dusiness Traved, $130.54
| T meis anoaonis ST EE 11 Thin aymanas anin may ke o i sk af e Snlrusnn synanes '
Expenses Wt & | Ewpense || Receipt Image Receipt :
Tramaction Date | Fapense Type | Frter Vendos... & . ¥ " T .
3 - - 1 fEe B £ - | & # 03K - ign = = W
Lo 1=] 10300 TOI30.Tea T, ENTERPRISE. « | Frovious Comment o J'm ] s" > DR‘ b 5 }’ o d Ll
Entered By Janet Jordan:
(1= 1HmR014 TOI315-Student  ENTERPRISE (B| | BRENNA BANKTSON 108,10
BMSKIS 3838
oS 10T TOII0E-OMeisd . ENTERPRISE
Lipense Typs Rental Agreement #: BMEKJG)
(1= 11Dz TON3I5-Sasent  ENTERPRISE T3 125 hdent Fracrakmm Bill Rel #: SO00-0SIS-TSS2
10702014 TO315-Srudent,,  ENTERPRISE. - . Invelce Date: 10/15/2014
Tramsaenon Dote
o9 9501 PERRY HWY Account #: GARAISG
(Y= 10202014 T01216-Smdent,,  ENTERPRISE 10302014 PITTEBURGH. PA 152375545
[n1=] 110N 7013 5-Snudent...  ENTERPRISE. Dusineds Purpdss nlmhﬂm‘ - y 1
Statement Repor for Perog Description Gty/Per  Rate  Amount
[51=) 100302014 701306-Ofcist . ENTERPRISE. 10HE- 1114 THaE & g‘srmcs 4oay ares 12784
(=0 102014 T01315-Student . ENTERPRISE Erser Vender Nams 7779 1) Ve i T S | FUEL SERVIEE OPTION L ANT 8200 500
[a1=) VT T01315-Student .. ENTERPRISE SHTRRFRIGE RISV, N TOUNGSTOWM STAYE UNVERSITY Sublotsl 170.84
=) 1002014 TOINIS-Stoent.. ENTERPRISE.. o | Paymest Ties E ONE UNIVERSITY PLAZA :ﬁ?ﬁ:;g‘l?;:‘m; : :: :x ::
il ’ o) IV R vrreee 3 VEMICLE RENTAL TAX et 2w 23
TOTAL AMOUNT TOTAL REQUESTED — ————, ————— ALLEGHENY COUNTY BALES TAX FCT 00 nas
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Step 10: (optional/as needed): Concur’s automated workflow process allows for
a paperless filing system, and users have online visibility into their report status
and submission history. To review pending and completed Approval requests,
click on the Approvals tab and then click Reports.

Admimistrabion = | Help -

] CONCUR Requests Travel Expense Approvals Reporting « App Center
C.

Frofile = &

Approvals Home Requesls Reports

Approvals X
00 00 00 00
Trips Requesis Expense Statement
Hepoils Reports

Expense Reports

Report Hame Employse Report Date Amount Dus Employes Requested Amount

No records found.

Step 11: Click View and a drop-down list displays available report
options. Click on a selection.

CONCUR Requests Travel Expense Approvals Reporting ~ App Cente

Approvals Home Requests Reports

Report List

Repopg Pending your Approval(0)
v

® Reports Pending your Approval

' ins With v

Reports you Approved this Month
Reports you Approved last Month yee Name Report Name Comments

l—=

Reports you Approved this Quarter
Reports you Approved last Quarter
Reports you Approved this Year
Reports you Approved last Year
All Reports you Approved
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	From: "AutoNotification@concursolutions.com" <AutoNotification@concursolutions.com> Date: Monday, December 1, 2014 at 2:09 PM To: Bill Wheelock <wwheelock@ysu.edu> Subject: Expense Report Pending Your Approval

