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Company Billed Statements (CBS) replaces the PaymentNet tool previously used by Business
Offices in the Procurement Card (Pcard) reconciliation process.

« (Cardholders area able to track the status of their statements via the electronic workflow.

« A Statement Report is automatically generated each billing cycle as cardholder has
transactions. New transactions will continue to be added to the report throughout the cycle. It

can take an additional 3 days for all charges pertaining to that billing cycle to be imported into
Concur.

* Receipts and support documents are scanned and attached to Statement Reports,.

« Statement reports with their supporting receipts are electronically routed for fiscal approval,
eliminating the need for paper submission.

Statements are automatically named for consistent and easy reference.
O Naming convention: PCARD Statement Period Last 4# of card

O Example: PCARD 07/07 — 08/06 0288

Statement Reports cannot be submitted until 3 days after the billing cycle ends in order to
ensure that all charges for that statement period are included. 2







\ PURDUE
k UNIVERSITY

 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.

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

‘ Task Bar ’
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COMPANY NOTES

Welcome to Concur Travel and Expense at Purdue University
To find travel processes, simulations. Quick Reference Cards (QRC's) and other helpful links; please go to the Business@Purdue website Additional resources, travel policies and guidelines are
available on the Travel website at the Concur ink

e In Concur, update your profile before booking any travel or creating an expense report
= Ensure that you know the account assignment being used to pay for travel
= Know your departmental travel rules; these are sometimes sinicter than the University travel polices
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The Statement Report opens
on the Expense page.

» Select Details drop-down and
choosing Report Header

» The Report Header screen
will display

« [fall transactions go to
the same account you
may enter the
information on the
Header screen and it will
fill down into the
transactions.

* The Account
Assignment auto
searches as you type.

PCard 07/07 -

08/06 0288

Exceptions

Expense Type | Date
A wrrezevts
Uncefined 07/2212019
536085-Game ...  07/18/2019
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Comments
0 Date v Expense Type |
Allocati
[] 0303201  Undefined s
QO TS TEATSRIVERSREWL Ly Allocations
O 07/30/2010 Undefined Travel Allowances
1AZO) VAT
©()E5  AVAZONCOWMATMROING New Htinerary
[ 07/3072019 Undefined Available I
QDG  AVINMKTP USMAGFITLIO inble Neeaios
Expenses & Adjustments
O 0772212019 Undefined
L AMTN MKTD | IS*0A 40042

Report header for: PCard 07/07 - 08/06 0288

Account Assignment

aocmonmom IMPAC‘TJ \ ‘

Type o search by:

Text ® Code Either Pate Statement Period - End Date
(Code) Text 08/06/2019
(F.00000077.04.001) IMPACT, J. Davis & E. Hannigan

Report Uate Heport Rey Report Currency
07/07/2019 322557 US, Dollar

Payment Status
Not Paid

Approval Status
Not Submitted
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The Statement Report opens on the

Expense page.

Report Exceptions are displayed on

this page. These require an update

to the data before a report can be
submitted.

Individual Expense Transactions
are also displayed.

«  Select the transaction you
want to review/update.

—
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PCard 07/07 - 08/06 0288

Import Expenses Details + Recepts Print »
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Expense Type Date
UITELIEU T

ey
Undefined o722
536085-Game 07/18/

Amount‘ Exception
VUTZTE g T Sy TR O U SAR IS Ty T OO TS el S A T Ty

2018 $802.72 o Missing required field: Business Purpose
2010 $750.00 o Missing required field: Business Purpose

o
Expenses View+ « | Expense
] ‘ Date v Expense Type [ Amount Requested
O 08/03/2010 Undefined $662.31 $662.31
0 ™ e TST* TEAYS RIVER BREWI, Lat
07/30/2018 Undefined $513.57 $513.57
0 ™ e AMAZON.COM*"MATMPO1N1
07/30/2010 Undefined $13.58 $13.58
o ' | e AMZN MKTP US*MABFJ7LIO
07/22/2018 Undefined $8e2.72 $802.72
o M e AMZN MKTP US*MA48MELE1
07/18/2010 536085-Game & Sports Equip $750.00 $750.00
0 M e NPFT TAU BETA PI, Knoxville, T
07/16/2010 536015-Minor Eq-Tools/Shop $-0.54 $-0.54

oS

THE HOME DEPOT #2034, Lafa

TOTAL AMOUNT TOTAL REQUESTED

$2,631.64 $2,631.64
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Click on an Expense to open and view the transaction
 The information displays to the right of the expense line.
» Review the vendor information and amount of the transaction

« CBS remembers previously entered expense types codes for vendors. If the Expense Type is already
populated, verify that it is correct.

« |fitis not populated or needs to be changed, click on the down-arrow and choose the appropriate
expense type from the drop-down list.

-~
1 b
] |Datev |ExpenseType | Amuunt| Requested|

] 08032018 Undefined 366231 623 & nse yie Aczourt Assignment Business Purpasa Purchaser's Mame fyp
ST TEAYS RIVI i
0 e LRI RIARERC L 535035-Bame & Sports Equip | v |(F.oacoaow 04.001) IMPACT, J. [| || \ | |

] 0772012018 Undefined LkET) 1357

. )
Q0@  AwNCoETRIN el e e )
7 07018 Undefined 5135 5135 ‘ ‘
0 = AMZN MKTP US*MABFJTLI0 -
] T Undefined 50072 27 Posted Data Transaction Date MC Code “Wendar Mame
0 6 AMZN MKTP US*MASOMELE1 07HEE0I0 gt il 08 NEFT TAUBETAFI
f| 07Me018  626085-Game & Sports Equip 75000 §760.00 City Payment Tyoe Amount .
\ NFFT TAU BETA P, Knowville, T ; e | lipucec — Tv| |7s000 50| v
Knauville, Tennessze JPMC PCard : 2=l

| Mizzing required field: Business Purpose.
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Step 5B- Allocating Account to a Transaction

» The Account Assignment auto searches as you type and will display a drop-down box to search
for the correct Account Assignment . Click your choice from the drop-down box.

« |f the transaction needs to be split between funding sources, see Step 6 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 next line in the statement reconciliation.

« All Required fields must be completed before you can complete the record. Example below requires
Business Purpose to be completed.

Expense Type Account Assignment Business Purpose Furchasers Mame |5
I 535085-5ame & Sports Equig | b | I (F.0:0000077.04.001) IMPACT, J. IZ| I| | |
Comment Personal Expense (do not reimburse]
Posted Date Transaction Date MC Code “endor Mame
oT1evz019 o7ia20e 2388 NPFT TAU BETAPI
City Payment Type Arnount
Fnowvilie, Tennesses JPMC PCard il T50.00 -
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Step 6-Splitting a Transaction usueeen

If the transaction requires monies to be taken from different funding sources, the transaction

can be split among different Account Assignments. However, the Expense Type has to be
the same for split transactions.

* Click on the Allocate button.

Missg requred fieic Busress Supose

37702010 536015-Mincr Eg-Tocks/Shop
oes THE HOME DESOT #2034, Laf

‘ Expanse Type Amc ects
536015-Minor 82019 5-05¢ (@ Missing reuirec fieid Susiess ==
| s2s085.Came 32012 7 @ Vissng =murec Sec Busress Supcse
Urcsfined 222019 S8 0 y mas Undefnec expense =ct oo for ty befo o == =0
xpenses Scese
Date » Expense Type Amcunt Requesi=c
08032018 Undefined s6ez 31 o2 Sienze Tyoe Accoum Assgrmens S.smess Fupose Purchasers Name 7
ones R R ER Is:»s:ss- me & Soors = F.00000077.04.001) VP l|
e < p— et Exparn 00 st s
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077302019 Undefined
0= AMATON COMMATMED
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$2,631.64 " $2631.64
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« The Allocation Report page will display. The system provides the ability to split allocations for multiple

transactions at one time.
« Select the transaction from the left side that needs split allocation.
* Click Select Allocated Expenses. A new line will display to the right.
Click on Allocate By. Allocations can be split by percentage or dollar amount.
Complete Account Assignments.
Click on Add New Allocation to add additional line for Account Assignments

Report screen where you can continue with the reconciliation.
If you use this allocation a lot, you can add it to your favorites.

Total S 0.54 ASocated $-0.54 (100%) Remaining $0.00 (0%)

D New Line

Once the allocation is completed, click Save, click OK, then click Done in order to return to the Statement

10
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step 7- Glearing System IGONS

The icons displayed to the left of the expense transaction are electronic hyperlinks that display further
information needed to review the transaction.

« The user can activate them by hovering over the icon
» Receipts are required for every transaction (see Step 8: Attaching Receipts)
 All exceptions must be cleared before electronically submitting the Statement Report.

® Missing information- Icon disappears when error corrected

' Missing receipt — Icon turns BLUE when receipts are attached

11
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Receipts must first be scanned to your PC before they can be uploaded.

DO NOT use Receipts in the Header Record. Purdue requires receipts attached at the transaction
level.

Receipts must be added by clicking the Attach Receipts button on any individual transaction.

Expense Ty ount | Excepton
|  Uncefres 073020% 351257 () The =ry n=s Undsfnec sxpense type You must seect an sxpenss ype for e ety before you T30 SUDTY e EXDensE T00T -
o 08T 352231 () The ety n=s Undefines expense tyoe You must seiect 3- xpense ype for e ety before you C3n SuomE the Eoense
| sesceme 575000 () Missing recuirec Seid Susiness Pumpose —
...... - € =
= = S -
Date v Expanse Type Amount Raquestec
08732010 UndeSines 862 31 o231 . EmpenseType Accourt Assgrmert S.sress Fupose e e
o e S EAYS RIVES BREWL L= l‘_:e,_’_ '''''''' " I:T___& — ot 1
'o‘“-' - U_‘”‘,_\'."‘:P__‘ Commen: esona Sxperss (00 "ot eTbuss
02018 SS1357 51357
0= LAZON COMMATNE
ostec Dat= noo” Name:
The ey =5 Unostres Spenss De 10U MUS SEe 37 Spense e or e BAZON COM
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0 = NN MTP 400 =
v 82010 36085-Gams & Sports Equip

548200-Other Sperses
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« After clicking the Attach Receipt button for,
a given expense transaction, either click
Browse and go to the folder on your PC e Selecedforuplosdng | c=n |

ile selected

that contains the receipt. R —

» |f a picture has been taken of the receipt [ |
on the Concur app, click on the image file
from the Available Receipts.

 Once the image is selected, click on
Attach to upload to the transaction.

* The icon located to the left of the expense e
transaction changes from Yellow (Receipt
Image Required) to Blue (view the
Receipt).

Attach Receipt
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Step 9:- Submitting the Report
. |

Step 10: Gonfirmation screen
« Cardholder will receive a message confirming that the Report was Successfull '

* Click Close.
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