SAP Concur

EXPENSE PROCESSOR ROLE




If your agency has workflow set up with an Expense Processor role, those in that role will be

assigned this capability.

To access the reports needing approval, select Expense from the menu bar, then Process Reports.

SAP Concur |§|

Requests

Expense

Approvals App Center

Group: Global -> CORRECTIONS

Find every report where

Manage Expenses

Wiew Transactions

Report Name v | [ Begns win | vl | AND
[ | 8
[0 | | | [reportname |submitbate | Empioyee Name | Approval status Report Total | Receipt Status | Cash Advance... | Payment Status

Process Reports

There are two ways to access the documents:

1. Select Run Query, then Reports Ready for Processing. This will display all pending reports, either at
the agency level or Comptroller level. Note: You will only have access to approve documents pending at

the agency level.

Group: Global -> HUMAN RESOUR

Run Query -

Creste/Manage Queries *

Reports Ready for Processing

Reports Review In Progress

Manage Expenses

Process Reporis

) th [v] | | AnD
Reports Review In Progress By Me
“] 1 v]
O | | | | Report Name | Submit Date | Employee Name |Apprwal Status Report Total | Receipt Status | Cash Advance... | Payment Status

EXPENSE PROCESSOR ROLE



This is an example of what the query will produce.

Manage Expenses  Process Reports

Reports Ready for Processing

Group: Global -> HUMAN RESCUR

Run Query = Creste/Mansage Queries ¥

Reports Ready for Processing

Reports Review In Progress

Reports Review In Progress By Me ' | ¥ | AND

2 ) S

O | ‘ ‘ | Report Name ‘ Submit Date ‘ Employee Name | Approval Status | Report Total | Receipt Status | Cash Advance... | Payment Status
O [ Neotile TN-. 11022018 Approved & In Accounting Review $2.30328 Received / Mot Mot Psid

/i) Cade: SKIPCOA, Level: 51: Note: This is for workfiow routing.

O @ Chicago, IL -4/ 11/01/2018 Approved & In Accounting Review $2.83085 Received / Not Mot Paid

[\ Code: SKIPCOA, Level: 51: Note: This is for workfiow routing.

O @ WILLIAMSBUR...  11/01/2018 Awsiting Comptroller Approval $2,441.40 Received / Mot... Mot Paid

[\ Code: SKIPCOA. Level: 51: Note: This is for workfiow routing.

[} [ OMshoma Cit.... 103172018 Awsiting Comptroller Approval $851.40 Received / Not... Mot Psid

i\, Code: SKIPGOA, Level: 51: Note: This is for workflow routing.

To narrow down your search to only show documents ready for agency approval, select Approval Status
in the first field.

Manage Expenses  View Transactions  Process Reports

Reports Ready for Processing

Group: Global - CORRECTIONS

Find every report where

Approval Status| v |Equ5|s | v ‘ | |v| AND
Report Name

Report Key [ v

Employee First Name
[| Employes Last Name e | submitpate | Employee Name | Approval status | Report Total | Receipt status | Cash Advance... | Payment Status

Employee ID
Report Id

P=yment Stais
Receipts Received
Receipt Image Aveilsble
Report Total

Amount Approved
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Next, select the report to be equal to Approved & In Accounting Review.

Manage Expenses View Transactions Process Reports

Reports Ready for Processing

Group: Global -> CORRECTIOMNS

Find every repart where

Approval Status z‘ | Equals | v | | | v | AND

Disputed

ML T et scsston revew

Submitted and Pending Concur Audif
[} | | | ‘ Report Name ‘ Submit Date ‘ Employee Name |Awaiting Comptrolier Approvsl tal ‘ Receipt Status Cash Advance... | Payment Status

Mo Expenss Reports Found Approved & In Accounting Review

Approved
Fending External Validstion
Pending Budget Approval
Presubmit Validation

Recalled to Processor

Pending Validation

Hald for Receipt Image

Recalled by Traveler

< >

Then select Go.

Manage Expenses View Transactions

Reports Ready for Processing

Group: Global -> CORRECTIONS

Find every report where

Approval Status t‘ | Eauais | v | | sproved & In Accounting Rewiew‘ v ‘ AND
] | - II I
O | | | ‘ Report Name ‘ Submit Date ‘ Emplayee Name ‘Applwa\ Status | Report Total | Receipt Status |

Mo Expense Reports Found

This process will need to be done each time you need to approve expense reports or you can create and
save a query to run each time.
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2. To create a query, select Create/Manage Queries, then select Create New Query.

Manage Expenses View Transactions Process Reports

Group: Global -» CORRECTIONS

Create New Query
Find every report where

Repart Name Z| | Begins witn [~] | AND

] | [v]

O | | | ‘ Report Name | Submit Date | Employee Name |Appmal Status Report Total | Receipt Status | Cash Advance... | Payment Status

You will need to enter the specifications to build the query. Select Report from the drop down in the
first field with Approval Status Equal to the value Approved & In Accounting Review. Use the prompts
on the right of the screen to assist in your selections.

pcess Reports

Query Name: I | Can

Select Field

Select a field from the list. The
fields that appear pertain to the
Data Object you selected.

Field/Value Operation

\ Approval Statug]
*Custom 18 - Request Relsted
Report 0OS

“Custom 10 - Request Related
| Report I

<]

|| “Org Unit 1 - Degariment

“Org Unit 2 - Accounting Group |
OrgUnita-TrpTyps |
“Org Unit 4 - Accounting Template
Amount Approved
Amount Compeny Paid
Amount Due Company
Amount Due Company Card

Amount Due Empioyee

Audit start
Business Purpose
The query details should be as follows:
Add a Query
Data ObjectiOperator FieldValue
O
E =T
Equsl
| |
|Value | Approved & In Accounting Review I
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Once this information has been keyed, you have the option to name and save this query at the top
right of the screen.

I Query Name: I | IC—anca\

Field/Value Operation

\ Approvsl Stetus

[]| Approved & In Accounting Review

B

Once the query has been saved, to access you will select Run Query then the query name that you
created. In this example, the query that was created is named “READY FOR APPROVAL".

Reports Ready for Processing

Group: Global -> CORRECTIONS

Create/Manage Queries *

Run Query ~ List Seffings

® Reports Ready for Processing
Reports Review In Progress

| - | |:|pm\¢ed & In Accounting Raview| v | AND

Reports Review In Progress By Me
READY FOR APPROVAL ]

|:| | | | | Report Name | Submit Date | Employee Name | Approval Status | Report Total | Receipt Statu

Mo Expense Reports Found

Once the query is selected, the report will generate if information is available. The header of the page
will display the name of the query run.

IREADY FOR APPROVAL I

Find every report where

Manage Expenses

Report Name v | | Begins witn ‘ ~ ‘ l AND
M ~]
O | | | |reporthame | submitbate | Employee Name | Approval status Report Total | Receipt Status | Cash Advance.__ | Payment status
7] © [ Neshvile - T1D2E01 Approved & In... 3230328 Received / Not... Hot Paid
[\ Code: SKIPCOA, Level: §1: Note: This is for workfiow rouing.
O [ ChicsgoIL-4i 1012018 Approved & In. 5283965 Received / Not Not Psid

[\ Gode: SKIPCOA, Level: 51: Note: This is for workfiow roufing.

For guidance on auditing expense reports, please see the Expense Approver job aid.
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