Youngstown

STATE UNIVERSITY

PCard Training In Concur - Cardholder

This guide will assist cardholders with processing their PCard activity in Concur. Cardholders can take
advantage of single-sign on by using the MyYSU portal to access Concur. They will be able to track the
status of their statements via electronic workflow. Receipts and support documents can be scanned and
attached to Statement Reports, and once approved the statements and receipts will be electronically

One University Plaza « Youngstown, Ohio 44555

submitted to the Controller’s Office, thus eliminating the need for paper submission.

The instructions are listed in steps. Please follow each step in order to successfully process and submit a

PCard Statement Report.

asl

Secure Access Login
User Name: ptpenguin

Password: sssssss

Step 1: Log in to the MyYSU
Portal from https://my.ysu.edu
or http://www.ysu.edu

with your MyYSU user name
and password

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 =[B!
Faculty and
Staff

+« Banner Self Service

Concur Travel & Expense
Rental Program

« Internet Native Banner
JPI (Sun Java Plugin)

+ Download JPI Installer

« Library Services

« Blackboard Learn 9
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Step 2: Click the link for
Concur Travel & Expense
under the e-Services for
Faculty and Staff Section on
the left side of the MyYSU
Portal Page.




Cardholder Notification. Cardholders will receive an email notification
that they have transactions to review. (Be sure to make
AutoNotification@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 [mailto:AutoNotification@concursolutions.com]
Sent: Saturday, December 06, 2014 7:45 PM

To: Lisa J Mudryk

Subject: Company Card Notification for Lisa Mudryk

[ concur

Lisa Mudryk has received updated Company Card Transactions.

New company card transactions have been appended to an existing statement
report.

Report Name
Statement Report 11/15 - 12/15

Link To Expense:
https://my.ysu.edu/cp/home/displaylogin

»

h., Make your life easier with Concur's mobile solution.
L= : v This is what smartphones were made for. Click here to learn more.
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Each billing cycle that a cardholder has transactions, a Statement Report is automatically
generated. The report will be auto-named with the billing cycle dates for easy reference. New
transactions will be added to the report throughout the month.

Step 3: Simply log onto Concur’s Home page to view
the cardholder’s ‘to do’ tasks located on the Quick
Task Bar. Click Open Reports in the Tasks area to
open a Statement Report.

ote: Cardholder’'s name is displayed on the Home
age. When reviewing for other cardholders, it is
important to verify that the correct cardholder name is
displayed on the left side of the screen).

Support | Help ~

Take a Tour >

Requests Administer for |

Jordan, JanetM .
Quick
+ + + 00 01 02 Task
Starta Start a Upload Authorization Available Open
Request Receipts Requests Expenses Reports Bar

Welcome back, Administrator.

DAYS

remain until *This seems cleaner, easier to navigate "

the Enhanced UI. —Concur customer

COMPANY NOTES
All travel must be in compliance with the University Travel Guidelines
1. Ask permission to travel. Complete and have the Request
approved in Concur.
2. Book vour travel through Traveline. (Reduired for domestic travel
Read more
TASKS v
m Open Requests m Available Expenses > m Open Reports >
User currently has no active requests. 10/23 U SAVE AUTO RENTAL 11/15 Statement Report 11/15 - 12/15
$99.99 $1,299.85
10/16 Statement Report 10/16 - 11/14
$8,800.82
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Step 4: The Statement Report opens on the Expense page.

NOTE: Each cardholder’s profile comes with a default fund/org/program (i.e. 111000-
120611-63). The default fund/org/program can be viewed from the Statement Report
screen by clicking Details drop-down and choosing Report Header (see the Report
Header screen below)f The cardholder should verify that the defaults are cofrect
when logging in for the first time. Email limudryk@ysu.edu with any changest Click
on Cancel to return tofthe Statement Report.

Report header for: Statement Report 10/16 - 11/14

Report Name Report Date Business Purposs Report Id
| Statement Report 10116 - 11/14] I LTl CcAE] = | statement Report for perioa 10, | 34802C1ETCAT4CD78443
Report Currency Approval Status Comment
US, Dollar Not Submitied
Fund Organization Program Policy
I {111000) 111000 General Fu | I 120611 Procurement Ser ‘ v | I 63 General Adminisiratiol ‘ v ‘ | *CBS ‘ v ‘

Transactions for
review
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Step 5: Reconciliation: Click on an Expense to open and view it for legitimacy. The information
displays to the right of the expense li Here the cardholder can review the vendor information,
amount of the transaction, and enter/an account code that best describes the purchase. Concur
remembers previously entered accqunt codes for vendors. If the Expense type (YSU account code) is
already populated, verify that it is correct. If it is not populated or needs to be changed, click on the
down-arrow and choose the apprgpriate account code from the drop-down list. The Comment Box is
optional and can be used for transaction information.

If allocating to a different fund/grg/program than the default funding source, see next step. However, if
the transaction is being recongiled to the default, click Save and continue to Step 9. Repeat this step
for each expense transaction/ Receipts can be attached during reconciliation or at any other time
during the billing cycle. (Seg Step 10: Attaching Receipts).

Support | Help ~

CONCUR ~ Epemss N~
Mk, Lisss |

Manage Expenses Jf View Transactions

Statement Report

0/16-11/14 pp—

EDERE - « o

Requested
- . | Epmesipe . Trangschon st Busnses Purposs Enter Vendor Name

l T01330-Busingss Retate; 10014 ‘Statement Report for Penod 10 YS5U CATERING 25276627

Tayment Type Amount Comment

v 8140

e

10 Lk ted Expen
YSU CATERING 252TRR27 Yinmy

7 ne
111102014 T 330-Busincss Related Expen S TS 4TS
e YSU CATERING 25276627, Youry,
117102014 T81320-Dusineas Related Cxpen S5 S5
e YSU CATERING 25276627, Youry
117102014 T61320-Dusiness Related Cxpen 0125 SN 25
e YSU CATERING 2527607, Youny
1o To1350-Rusinexs Related Fipen S3AS00 sa5m
e YSU CATERING 25276627, Youn
11102014 Ti1330-Business Related Expen 52360 S8
e ¥SU CATERING 25276627, Youn;
11102014 Ti1330-Business Related Expen $280.00 $280.00
) e ¥5U CATCRING 25276627, Youny
TGN 1330 Business Helated Expen 54355 524355
- e V3L CATERING 25278837, Youry
111102014 Ti4330-Busincss Related Expen §1.086.00 $1.98600
y e YSUCATERING 25278827 Youry -
TOTAL AMOUNT TOTAL REQUESTED

$34,497.47 $34.497.47

Step 6 Allocating a Transaction (optional): If it is necessary to allocate an expense
transaction to something other than the default fund/org/program, first reconcile to the
appropriate Expense Type (account code) in Step 5 then click the Allocate button.
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Step 6a: Allocating a Transaction. Use the drop-down boxes to search for the correct
fund/org/program combination. In order to select a new fund, for example, type the fund
number into the fund box. A search window will display with a list of fund selections.
Double-click your choice from the drop-down box. Repeat the process for the organization
and program boxes if necessary. (If the transaction needs to be split between funding
sources, see Step 8 before saving the allocation). Once the allocation is complete, click
Save, click Ok, then click Done. This will return you to the Statement Report screen where
you can continue with the reconciliation.

Allocations for Report: Statement Report 10/ - 11/14 X

Expense List Allocations Total $168.75  Allocated §168.75 (100%) Remaining:$0.00 (0%)

Allocate Selected Expenses Clear Selecfions m Allocate By: = [l Add [ 2w Allocafion Delete Selected Allocations Add to Favorites

Select Group * [¥] Percentage *Organization  * Program Code

| 100 ] RERIIONEREL | (120600 1206... | | (46) 46 Acade.  111000-1206100...

Date~ Expense Amount
1171212014 701330-Bu.. $8.25 Type to search by:
11/12/2014  701330-Bu 5168.75 ®7ext © code © Ether
11122014 701330Bu.. 5331.40 (Code) Text

11122014 701330-Bu.. $65.50
111212014 701145-5u.. $170.00
117102014 701330-Bu.. $257.40
117102014 701330-Bu.. 594.75
117102014 701330-Bu.. 564.65
11102014 701330-Bu.. 5401.25
117102014 701330-Bu.. $335.00
11102014 701330Bu... & 523.60
11/10/2014  701330-Bu 528000
11/10/2014  701330-Bu 524355
11/10/2014  701330-Bu 51,986.00
117102014 701330-Bu.. $478.00
117102014 701330-Bu.. $130.00
117102014 701330-Bu.. $400.00
117102014 701330-Bu.. $130.00
117102014 701330-Bu.. $196.50
117102014 701330-Bu.. $308.60
11102014 701330-Bu.. $526.00

11102014 70133060 59475
=
11102014 __ 70133080 S6570 T Cancel

{111000) 111000 General Fund

(244501) 244501 STEM Restricted Gifts

{252004) 252004 Edward ] DeBartolo Endow

(222012) 222012 Choose OH 1st Sch Match FY14 & FY15
{115000) 115000 Technology/Lab Materials Fees
{247001) 247001 YSUF Eynon Beyer Memorial Chair
(218291) 218281 Senior Youth Mentorship Program
{123001) 123001 Unrestricted Gifts

{112004) 112004 Community Education

{244301) 244301 Coll of Creative Arts&Com Restr Gft
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Step 7: Splitting a Transaction (optional - as needed). If the transaction requires monies to
be taken from different funding sources, the transaction can be split among different
fund/org/programs. However, the Expense type (account code entered on the first screen)
has to be the same for split transactions. Click on the Add New Allocation box for as many
FOP lines as needed. A new line is added to insert additional fund/org/program
combinations. Allocations can be split by Percentage or dollar Amount. Once the allocation
is completed, click Save, click OK, then click Done in order to return to the Statement
Report screen where vou can continue with the reconciliation.

Allocations for Report: Statement Report 10/16-Y1/14 X

Expanse List Allocations Total $168.75  Allocated:$168.75 (100%)  Remaining:$0.00 (0%)

Allocate Selected Expenses M Clear Selections w Alocate By:+ [N Add New Allocation IS SSE s Aleid Add o Favorites
Select Group ¥ |:| Percentage * Fund *Organization | * Program Code
[ %

(111000) 1110... | (120611) 1206... | | (63)63 Gengr...  111000-120811...

Date * Expense | Group Amount

HHM0 TO30B. T e . [ 10 (1230011230, | (10734) M07... | | (15)15 nsfrue... | 12300%-110731...
v| 1122014 701330-Bu... & S168.T5

A0 T0330-Bu... N4
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Step 8: The computer icons displayed to the left of the expense transaction are electronic
hyperlinks that display further information needed to review the transaction.

L~z
Expenses | ] ] ] wiew -
1 Date « Expense Amount Requested
12/02/2014 TO01306-Official Business Travel F176.55 $176_5%
= e ENTERPRISE RENT-A-CAR, our
12/01/2014 TO1306-Official Business Trawvel BEB 28 HE8_2E

1 Q e @ o ENTERPRISE RENT-A-CAR, Aust

11/26/2014 T01315-Student Recruitment $256.59 B256.5¢

- Q e @ o ENTERPRISE RENT-A-CAR, Ypsi

Step 9a: The user can activate them by hovering over the icon. For example, Receipts are
required for every transaction (see Step 10: Attaching Receipts) and each receipt will be
reviewed by an approver. All exceptions must be cleared before electronically submitting the
Statement Report.

Support | Help -~

A concur Exponse

Manage Expenses View Transactions

Statement Report 11/15-12/15 pee o |

Fapenus

vamEE01a T1I06OMMe s Dusinass Teaval
3] —) ENTORPRISE RENT.A-CAR, vou

12mEa TO1308 OMMeial Business Travel 6528 ses 28
oo %r- ENTERPRISE RENT-A-CAR. Aust

ek

..... Crganication Program Gt

(1110001 11400 (144302) 14130, (46) 46 Academ 111000.141302

014 FO1315- Student Recruitment =003 sa03
@ () INTURPRIST RONTACAR, Vou

14 e ] 5226 226

OO @ C FHNTERFRISE RENT-A-CAR You

112272014 T0A310-Faculty Travel DEA 3531 53535

O O @ C ETERPRISE RENT-A-CAR, Yo

Yzt T01206-Official Dusiness Travel 30551 38551

O S @  ENTERPRISE RENT-A-CAR. Telr

117002014 01306 Official Busimeas Travel $107.50 310780

O O @ (O ENTERPRISE RENT-A-CAR, Vau =
TOTAL AMOUNT TOTAL REQUESTED
241479 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. During reconciliation, cardholders have the ability to allocate transactions to other funding
sources).

@ = Receipt Image Available (displays the receipt).

=
QO

= Indicates that an expense entry was from a JPM PCard credit card transaction.
= 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 9: Attaching Receipts. Receipts must first be scanned to your PC before they can be
uploaded. Receipts can be attached by using the drop-down Receipts menu at the top of the
screen. Receipts can also be added by clicking the Attach Receipts button on any individual
transaction.

CONCUR Requests Travel Expense Reporting ~ App Center

Manage Expenses View Transactions Processor =

Statement Report 10/16 - 11/14

import Details Print / Email ~

AEcsipts v

Receipts Required

Expenses

Avilable Receipts

View Receipts in new window

0 Date ~ Expense Am
View Receipts in current window i
111202014 701330-Business Related Expen . ETEEETE BT
O e @ ¥5U CATERING 25276627, Young Attach Receipt Images ss Relatec | v 111272014 Statement Report for Period 10
11/12/2014 701330-Business Related Expen View Available Receipts ame Payment Type Amount
v SU CATERING 25278627, ¥+ .
e Delete Receipt Images NG 25278627 e IBEES -
111212014 701330-Business Related Expen £331.40 &
[} SU CATERING 25276627, Young
1171272014 701330-Business Related Expen $65.50 $65.50
[} e @ ¥SU CATERING 25276627, Young
11112/2014 701145-Subscriptions Books am 5170.00 5170.00
O SU CATERING 25278627, Young
1171072014 701330-Business Related Expen $287.40 $287.40
| *SU CATERING 25276627, Young
11110/2014 701330-Business Related Expen 594.75 594.75
[} ¥SU CATERING 25278627, Young
11/10/2014 701330-Business Related Expen 564.65 564.65
O rSU CATERING 25276627, Young
11110/2014 701330-Business Related Expen 5401.25 5401.25
] ¥SU CATERING 25276627, Young
1171072014 701330-Business Related Expen $385.00 $385.00
| SU CATERING 25276627, Young
11/10/2014 701330-Business Related Expen $23.60 $23.60
O e @ ¥SU CATERING 25276627, Young
1171072014 701330-Business Related Expen $280.00 $280.00
| *SU CATERING 25276627, Young
11/10/2014 701330-Business Related Expen $243.55 $243.55
| 1 SU CATERING 25276627, Yound ol
TOTAL AMOUNT TOTAL REQUESTED
$34.197 47 $34.497 47 Save | ltemize | ‘ Allocate ‘ Attach Receipt ‘ | Cancel |
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Step 10: After clicking the Attach Receipt button for a given expense transaction, either click
Browse and go to the folder on your PC that contains the receipt, or click on an image file from the
Receipt Store Images. Once the image is selected, click on Attach to upload to the transaction. The
icon located to the left of the expense transaction changes from Yellow (Receipt Image Required) to
Blue (view the Receipt). P

Attach Receipt

Click Browse and select a .pna. .ipa, .dpea, -pdf, .html, tif or .4ff fils for upload. 5 MB limit per file.

File for uploading

o fibe nelocted

Or choose & Receipt Store image.
Receipt Store Images

10
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Step 11: Important Note. In some instances, PCard charges may not attach to an open
Statement Report and must be imported manually by the cardholder. To do this, while in your
Statement Report on the Expense page, click on the Import button.

SUppor
CONCUR  Expense Administer for

Lucivjansky, Rhonda L -

Manage Expenses View Transactions

Statement RepogAT1/15-12/15

i o Details = Recaipts « Print [ Email =

r§— e

|

Expenses S v & | Expense Available Receipts

Date = Expense Requested

11262014 701306-Official Business Traval 526010 4 | PPemsaType oo D

) e @ c USAIRWAY 0377542116110, Wille | 701306-Officlal Business | 11712472014
11/26/2014 T01306-Official Business Travel £25.00 52500 | Business Purpose Enter Viondor Name
) @ T FEES00G3L572832, TRA Statement Repart for Period 11/ AGNT FEE 8300834572892
112472014 701306-OMclal Business Travel $50.00 550,00 . T Aot
v © @ ( AONT FEE 6000634572002, TRA\ Eyment Ty aun
~ 50.00 JSD | ™
1172472014 T01306-Official Business Travel $914.20 £914.20 .
{ e @ c UNITED 0167542115061, 800-932 Comment
Request 37T6
112412014 701306-Official Business Travel $914.20 $914.20
& @ () UNTED 0167542115062, 800-632
112412014 701310-Faculty Travel OEA $358 70 £358 70
) € @ () SOUTHWES 5262463170267, 60¢
172412014 701306-Official Business Travel $144.20 $14420 -
TOTAL AMOUNT TOTAL REQUESTED - \ ST 5
$,| 5 850.84 $ 15.850.84 m | Homize Mlocate | | Attach Receipt Cancel
5,850. 5,850. | )

Step 13: To import Available Expenses, select JPM PCard from the drop-down box in
order view the PCard charges that have not been assigned to a Statement Report. Note:
The PCard charges can be identified by a purple icon.

CONCUR Expense Administer for

Lucivjansky, Rhonda L

Manage Expenses View Transactions

Statement Report 115 -12/15 SRR o

| =

o |7 e

| Import Details » Recaipts « Prind / Email =

Expenses (4 Viewr &€ | Available Expenses %

Date - Expense Amount Requested o e .
Import v | Wit I L Lhpiasted) | l [l ]
262014 T01308-Official By $260 10 $260.10 - AT T -

} e @ C USAIRWAY. 03775 | JPMorgan MasterCard - 8522 | Expense Source Date - Amount
! JPM Peard - 1534 - \
1262014 T01306-Officlal By $25.00 $25.00 ° T DULITTWESL AITHTS SR AT Airfare e 1210172014 $41920 -
) e@c AGNT FEE 890062
- Southwest Airlines 800-435...  Airfare e 121012014 $373.70
1172472014 701306-Officlal By $50.00 550.00
3 e @ c AGNT FEE 890062 American Aidines DUBLIN,...  Aidfare e 12/03/2014 $201.10
1172472014 701306-Official Bu 5914.20 $814.20 — AGNT FEE 800063457328,  Aifare 12/05/2014 $25.00
{ e @ C UNITED 01675421 e -
AGNT FEE 890063457329, Airfare e 121052014 53500
1172472014 701306-Official Bu 5814.20 5914 20
S @ Q UNTED MB7S4n AGNT FEE 890063457328...  Airfare o 12/05/2014 525.00
11/24/2014 T01310-Faculty Tr $358.70 £358.70 - 494571 Py =
e @ c SOUTHWES 5262 AGNT FEE BR0063457320..,  Airfare e 12052014 $25.00
W AGNT FEE 890063457328, Aurlare e 1210572014 $25.00
4 '
TOTAL AMOUNT TOTAL REQUESTED Soulbwest Aarlines BOO-435 Airlare e 1202014 $260.20
$ 1 5r8 5084 1’1 53850 84 1 Soullwest Aarhines 800435 Aurlare F—1 / 120672014 526020 ~
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Step 14: Compare the date of the credit card transaction to the Statement Report date
range. If they fall within the same date range, import the card transaction into the Statement
Report. Select the credit card transaction by placing a check-mark beside each individual
transaction, or select all as a group by placing a check-mark by Expense Detail. Click on the
Import drop-down box and select ‘To Current Report’.

N

CONCUR = Expense

Administer for -
Lucivjansky, Rhonda L

Manage Expenses View Transactions

Delate Repaort Submit Report

Statement Report 11/152 12/15

1 Impodt Detals » Recepls Print / Email =

Expenses ey EZH) vew- < | Available Expenses X
Date » Expense Amount Re —
O JPM Poard - 1534 = mpe:t v [l Match Deleto
11/262014  T01306-Official Bu $260.10 - — \
(Y =10 T wi AR BT [#] Expense Detail To Current Report Amount
117262014 701306-Official Bu $25.00 ® [ Southwest Aifines 800-435-0702, TX Airfare To New Report $410.20
™ AGNT FEE 880062 - g
=11~ 4] Southwest Airlines 800-435-9792, TX  Airfare =) 01/2013 £373.70
- 11/2472014 701306-Official By $50.00 — A
O neec AGNT FEE 890062 (7] American Airfines DUBLIN, OH Airfare =) 12103/2014 §201.10
- 1172472014 701306-Officlal By $914.20 s AGNT FEE 8900634573284 TRAVELI... Airfare e 121052014 £25.00
— 0 S G Q NTED0ET5N o [— B e | B
. 4| AGNT FEE 8900634573204 TRAVELI... Airfare =) 12/05/2014 $35.00
) 11242014 701306-Official Bu £914.20 i
U e e Q UNTEDoeTn | AGNT FEE 8900634573262 TRAVELI... Airfare e 12/05/2014 525,00
112412014 701310-Faculty Tr $358.70 1| AGNT FEE 8900634573283 TRAVELI... Airfare 12/05/2014 $25.00
) e @ c SOUTHWES 5262 |Ld| e =
= T ;1 AGNT FEE 8900634573286 TRAVELI... Airfare =) 121052014 £25.00
. - ¥ Ld |
TOTAL AMOUNT TOTAL REQUESTED [y Southwest Airfines 800-435-0792 TX Airfare e $260.20
$15,850.84 $15,850.84 | southwest Arlines 800435.9702, X Airtare - $26020 -

Step 15: The screen below appears which indicates that the selected expenses have been
successfully imported into the Statement Report. Click OK. These expenses can now be
edited and reconciled as in Steps 5 — 10 above.

Smart Expenses

The selected items have been successfully imported as
expenses.

- Newer show this prompt again

PCard Training in Concur — Cardholder v. 12-12-2014
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Note: Steps 12-15 above illustrate one way to attach unassigned expenses to a Statement
Report. This training video link
(http://www.concurtraining.com/resources/adding cc to_an ER.htm) provides another way.

Important: Statement Reports cannot be submitted until the billing cycle ends in order to ensure
that all charges for that statement period are included. After the billing cycle end date, it can take
an additional 3 to 5 days for all charges pertaining to that billing cycle to be imported into
Concur. Therefore, 5 days after the billing cycle ends, the PCard Administrator will email all
cardholders a reminder to review their monthly Statement Report to verify that all charges have
been imported into Concur.

Step 16: Once all of the expenses have been reconciled to the Statement Report, click
the Submit Report button in order to send the Statement Report to the Approver step.

[Bconcur | Reqess  Expense

Manage Expenses View Transactions
Statement Report 11/15-12/15 il >
O DTN rocc  Csane Respuc Prinigmsds
T B () view - & | ispenon | meceit image
e+ Erpeme Amaunt Hequested
] U130 ] Bussiness Traved 0 m w2  [Ieeiolpe Lol T I R
e @ 0 ENTERPRISE RENT-A-CAR Aust Ti1315 Student Rncntn Stalnmant Repor far Fonod 11, ENTERPRISE RENT-A-CAR
11262014 Te131§ Student Recruitment. =k 256 80 Pymast Typs Amani Comment
OO@Q CISENERETAC p % 255,80 v
11252014 Te1316 Stadent Recruitment 3081 08
0 e @ 0 ENTERPRISE RENT-A-CAR Bom
11Raz 013104 aculy Travet OEA st sTm
QBB  ENETHSERNIACE s
E
11242014 Te1320 Team Travel Athletic Use 0T WL
OO@O  UTUPUSROTLCH
11242014 Te1316 Stwdeet Recruitment s 3803
MTERPRISE RENT ACI o

06@0 ENTERPRISE REN CAR. You
TRae TOVI0E0Mcial thineas Traved s 278
QB@Q NIV RNIACE vou
11222014 T#1310 Faculty Travel OEA 2N N
oa@ ENTERPHISE RENTACAR Vou
11212014 Te1 308 Official Business Travel 38551 HiH

ENTERPRISE RENT A-CAR. Talr
(B]=]1=]
TR TI0EOme as S107 50 s

08@O BEwEs

11202014 T30 Tea avel Athlelic Use §10458 §10458
QOO@Q Ve RNLAC o
1IR20H TANT Professional Develop wit sue 128
0 e @ 0 ENTERPRISE RENT A-CAR. Aust
TS TEE31S. Shadee Heeruitment 1% 2%
QE@ () IS RENLALIK Boa
1171162014 TR1320 Team Travel Athletic Use 204 3IH
VSl  ENTERPRISE RENTAGAR Bow
TOTAL AMOUNT TOTAL REQUESTED
$2,238.24 $2238.24
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Step 17: Final Review. This gives the cardholder the opportunity to perform a final review before
submitting the report. Receipt images can also be attached at this time. Click on Submit Report to
forward to Approver.

Final Review x

Reminder: Receipts Required! -

According to company policy, you must provide receipts for the expenses listed below.
You may attach scanned images to individual expenses or to the report. To view the receipts that ale already

associated with this report. click View Receipts. If vou need to fax or attach mare. click Print Faj Cover S
Print ¥SU Detailed Report Attach Receipt Images ew Rece

Expense Date « Amount

‘D 701330-Business Related Expense 10M15/2014 523360 =
¥5U CATERING 25276627, Youngstown, Ohio

@ 701330-Business Related Expensse 10/15/2014 $530.10
¥5U CATERING 25276627, Youngstown, Ohio

@ 701330-Business Related Expensse 10/15/2014 $26.50
¥5U CATERING 25276627, Youngstown, Ohio

@ 701330-Business Related Expensse 10/15/2014 5711.00
¥5U CATERING 25276627, Youngstown, Ohio

@ 701330-Business Related Expensse 10/15/2014 $333.75
YSU CATERING 25278627, Youngstown, Ohio

@ 701330-Business Related Expensse 10/15/2014 5795.25
W5U CATERING 25278627, Youngstown, Ohio

@ 701330-Business Related Expensse 10/21/2014 5995.00
53U CATERING 23276627, Youngstown, Ohio

‘D 701330-Business Related Expensse 10/21/2014 5462.00
¥5U CATERING 25276627, Youngstown, Ohio

O 701330-Business Related Expensse 10/21/2014 51,540.00
¥5U CATERING 25276627, Youngstown, Ohio

@ 701330-Business Related Expenss 1M21/2014 5349.80
¥5U CATERING 25276627, Youngstown, Ohio

@ 701330-Business Related Expenss 10/21/2014 5163.50
¥5U CATERING 25276627, Youngstown, Ohio

0 7D01330-Business Related Expense 12172014 $90.79
¥5U CATERING 25276627, Youngstown, Ohio

‘D T7D1330-Business Related Expense 1212014 5356.40
¥5U CATERING 25276627, Youngstown, Ohio

@ 701330-Business Related Expensse 10/21/2014 5259.50
¥5U CATERING 25276627, Youngstown, Ohio

@ 701330-Business Related Expensse 10/21/2014 5191.00

¥5U CATERING 25276627, Youngstown, Ohio

b Repo Cancel

PCard Training in Concur — Cardholder v. 12-12-2014
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Step 18: Confirmation screen. Cardholder will receive a message confirming that the Report was
Successfully Submitted. Click Close.

Report Successfully Submitted

Statement Report 10/16 - 11/14
Approver: Wheelock, william H.

Expense Report

Report Total : 534,497 .47
Less Personal Amount $0.00

Amount Claimed : 534,497 47
Amount Rejected : $0.00

Company Disbursements

Amount Due Employee $0.00
Amount Due JPM Pcard : 534,497 47

Total Paid By Company : 534,497 .47
Employee Disbursements

Amount Owed Company :

Total Owed By Employee :

PCard Training in Concur — Cardholder v. 12-12-2014
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Step 19: Once submitted, the status of a Statement Report can be tracked. To see which
processing step it is currently on, from the Home screen, click the right-arrow in the Open
Reports Tasks.

Support

Administer for -
Lucivjansky, Rhonda L

Youngstown + +

STATE UNIVERSITY Start 2 Upload
<Lucivjansky, Rhonda L> Report Receipls

02 02
Al Open
Reports

ALERTS

@ vou haven't signed up to receive e-receipis.@ Sign up here

Welcome back, Administrator.

DAYS
remain until "It was a simpler workflow to me, and it presented useful options when | need them ™
the Enhanced Ul

—Concur customer

COMPANY NOTES
All travel must be in compliance with the University Travel Guidelines

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

TASKS
m Available Expenses > m Open Reports
12/01 Southwest Airlines 11/15 Statement Report 11/15 - 12115
$419.20 $15,850.84
12/01 Southwest Airlines 11/06 columbus 6-25
837370 $1,119.30 Returned

Step 20: The Active Reports screen opens. Click on All Reports.

Support Help -

A concur  Exponse

Manage Expenses wiew Transactions
Active Reports Al coports >
| [ worsummmren ]
i |
E E columbus 8-25 Statement Report 11/15 - 12115
g i
i |

Create New Report || 5y.419:30 $15,850.84

| i

Available Expenses

All Cards = [ stuew e [ et f
I Expense Detail Lxpanse Source Date -
Southwest Airlines B00.435.9792, TX Alrfare (=] 12/01/2014 $419.20 %
Southwest Alrlines 800-435-9792, TX Alrfare | =] 12/01/2014 $373.70

Available Receipts

-+
Upload New Receipt

Click here 10 aalect 8nd LPIGAT New
el mages

PCard Training in Concur — Cardholder v. 12-12-2014
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Step 21: The Active Reports screen opens to show the Status of all Active Reports.

[ concur | P

Managebxpemses  View [ransachons

 Evpenss Home

Active Reporls
o[ ]

Report Type Report Name. Comments

Report Date Total  Reguesied Amount
Ststement Statement Report 1145 - 1115 1915201 SRS SIS
Ststement Repos for Pariod 1115+ K115
@ Espene colaniban 625 11002014 iy N
s corference
This report has one or mone enry level excegions
Dralement Statement Report 10406 - 11114 Teport's sporoval Sme expred and twe sent i) A 1 S0 FoNN
Stmemen Repon fr Period 10714- 11114 anomes manager,

4 This report s tne o more eniry leve! escepions

Step 22: Click on the View drop-down box in order to see the status of a variety of different
Statement Reports. /Sdect All Reports.

support | Help -
[Bconcur | e

iser for 5
Luthansky, Fhonda L

View Transactions

Unsubmitted Reports
# ArTive Repors
Recent Reports

i Hepaet Hame Gomments status Payment Bates Hepirt Dake Totd | Hequested Amoust
Statement Huport 11718 - 1213 Mot usmted Mot Hedd TN FIEE ST FIRELES
Statement Report for Peried 1116 - 12116

enlumiess £-36 Saer Rk 1n Fmpleyes - Hot Prid 1ne2018 $11M30 s11130

Puding Repoibs g sonienense Luongangicy, Enonda L

Apgroved Hepors e ey el msepons

Trocessed Regords Statement Report 1015 1114 Raparts aparovel tme wpeed and tmaz sl Appraved T — Wis20M ) ST00A0
Stetvernert Awgest ko Pusical 1080 - 11714 [ep—

fircd Hoports o ey lews eunepsons

Regors for st Marth

Reporis for fiis Quarter

Repons for kst Quarar
Reparts for this Year
Reorts for Last Year
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Step 23: The status of all the reports that the cardholder has submitted is now displayed.

Support | Help =
CQNCUR Expense Admiigter for

Luciviansky, Rhonda L T

Manage Expenses  View Transacions

& Bxpense Home

All Reports
i Jomise: [
0

Report Type Report Name Comments Status Payment Status Report Date Total  Requested Amount
m Statement Statement Report 11/15 - 1215 No Submitted Mot Paid 11152014 $15350.84 1585084
Statement Repor for Period 11115 - 1215
Expense columbus 625 Sent Back to Emplayee - INot Paid 1062014 $1.118.30 §111830
[ luc conference Luciviansky, Rhonda L.
‘This report hes ane or more eniry level excepions.
Statement Statement Report 10/16 - 11/14 Repart's approval time expired and it was sentto  Approved Sent for Payment 10162014 70810 ot
[ ‘Statement Report for Period 10118 - 11/14 nather manager.
‘This report has ane or more eniry level excepions.
Statement Statement Report 08/16 - 1015 Aoproved Sentfor Payment 00182014 $1008.143 $10058.13
Statement Reportfor Period 09/18 - 10115
0
‘This report hes ane or more eniry level excepions.
Statement Statement Report 08/16 - 09/15 Aoproved ‘Sentfor Payment 8162014 S84 S48
L ‘Statement Report for Period 08116 - 0915

‘This report has ane or more eniry level excepions.
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	New company card transactions have been appended to an existing statement report. 

