Submitting P-Card Expense Report

These instructions cover how to submit your P-Card Expense Report for approval.

Click on any of the links below to skip ahead to that section.
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@ If you need assistance with logging into Concur, please go to Logging into Concur............. 0.


https://csuf-afit.screenstepslive.com/m/75002/l/1126205-logging-into-concur

Exceptions

Step 1: Before submitting your Expense Report, ensure all alerts are resolved.

Make sure all of your expenses have no red exceptions for each icon.
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Submitting Expense Report

Step 1: Once you reviewed the entire Expense Report and attached all receipts, select the Submit
Report button.

Note: Your Expense Report will be submitted to your Approver.
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@ Success! You have cleared all alerts on this report
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Step 2: A window will pop-up listing the P-Card User Agreement.

Once, you have read the agreement; select the Accept & Continue button.

PCard User Agreement *®

By clicking on the "Accept & Submal’ button

| HEREBY CERTIFY that | have reviewed my transactions for the appropriate billing cycle. | have attached a receipt
andior other required form/authorization number for every transaction included in this expense report. (Forms include
LostMissing Receipt, Disputed/Fraud Affidavil, or Directive 11, Authorization numbers include: Q# | IT Autharization

number )

| understand the Procurement Card should NEVER be used to make personal purchases. If an inadverient mistake
accurrad, | verify that it has been proparly documeanied and rembursemant has been made fo the appropriate fund

| atlest that all fransacthons are within established palicy and proceduras for the Procurement Cand Prodgram

Cancel Accept & Continue

Step 3: Awindow will pop-up listing the Report Totals that will show a summary of your Expense
Report.
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Select the Submit Report button.

Report Totals

Company Pays
$0.00

Employee

Amount Tola
512728

Requested Amount:
$127.28

$127.28

Card (Test US Bank

Visa)

Employee Pays
$0.00

Company

Due Employes

50.00

Amount Due (Test US Bank
Visa)
5127.28

Total Paid By Company:
$127.28

Owed Company
50.00

Total Owed By Employee:
$0.00

Cance Submit Report |

Step 4: The Report Status window will appear letting you know that your report has been

submitted.

Select the Close button when you are ready to continue.

Report Status

& Report Submitted

JUN 2017 P-Card | $127.28

Company Pays
Card (Test US Bank Visa)

Step 5: The screen will refresh to the Manage Expenses page.
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The status will be indicated on your Expense Report tile
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Create New Report

#103.36

O7/26r2018

JUL 2018 San Diego, CA

$0.00

@ If you need to edit your P-Card Expense Report, click on P-Card Goods & Services Expense

Report (Ul Upgrade)
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P-Card Expense Report Checklist

@ If you would like to use a checklist, click on the P-Card Expense Report Checklist.

Need more help?

Contact Concur Support at concur@fullerton.edu or at 657-278-3600.
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