Location Reports (New Ul)

This quick guide will show you how to run a location report and a query. These instructions
are for Risk Management purposes.

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.screenstepslive.com/s/19380/m/75002/l/1126205-logging-in-to-concur-v-2

Location Reporting

Step 1: Log into Concur and go to Reporting, then Intelligence tab.

SAP Concur E Requests Travel Expense Approvals Reporting = App Center

Inteligence
CALIFORNIA STATE UNIVERSITY DU

I FU LLER*FON Required

Approvals

TRIP SEARCH ALERTS

Step 2: Click on Team Content.

SAP Concur powered by Cognos 11

1/1 Alerts () Maintenance Welcome to Cognos 11. To restart delivery of Scheduled Reports please rer

Q. search Hello. Welcome to

D My content

)
Recent

My portal pages

@ Recent

@ Persona Dashboards

Name

Aging Travel Requests

Expense Accrual by Posted Date Range (Parent) with ...

Step 3: Select California State University, Fullerton (p0031139gqge).
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SAP Concur powered by Cognos 11

1/1 Alerts () Maintenance Welcome to Cognos 11. To restart delivery of Scheduled Reports please renew your credential

'@' Home Team content + Tl

te University, Fullerton (p0031139gqge)

Q Search

D My content
I EE—J Team content
Intelligence - Standard Reports
SRRl g O 1292018 9:25 oM

@ Recent

@ Persona Dashboards

Step 4: Select Risk Management.

SAP Concur E] powered by Cognos 11

1/1 Alerts (© Maintenance Welcome to Cognos 11. To restart delivery of Scheduled Reports please renew your credential:

@' Home
Q Search

D My content

I E Team content

My portal pages

® Recent

@ Persona Dashboards

=0

Step 5: Select “Search by Location Report”.
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SAP Concur powered by Cognos 11

1/1 Alerts (D) Maintenance Welcome to Cognos 11. To restart delivery of Scheduled Reports please renew your credentials

{oy Home > California State Uni ... (p0031139gqge) > RiskM..gement + 7 1l

Search By Location Report
Q Search (=) y Lo PO

12/19/2017 11:14 PM

[ My content
I [E Team content
My portal pages
Recent

Persona Dashboards

B O

Step 6: Select your options for the report.

Country, State/Providence/Regions, and City are optional.

If you do not want to search by dates, uncheck the Date Begin and Date End options.

To get an exact match for City, click the Options link and select your preferred search method.
Select Finish.

Your report will be displayed.
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Location Queries

Go through each line item to understand the process of location queries.

Run a Query

Step 1: Go to Requests, then Process Requests.
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CONCUR Requests Travel Expense

ests Create New

Step 2: Select Run Query and choose the Query you would like to run.

The results will display.

Approvals

CONCUR

Reporting -

Requests Travel

Manage Requests Create New - Proce:
Group Glsba
Cresta/Marsge Queries +
Requests Pen -
Requests Pending ARrow; roval limit date
Requests Approved without Expens -
Event Requests Subsmit Date: Approval Status | Employes Name | Requested)
Appro Dacke, Gwan L §165.00
® Approved Requests e §
Blanket Travel Appravad Biigana Doy, 260700
Location - By City o1neme Haie Richard P, §7.32
W Reports c1EEaNE s Malson T, §117.20
Regisiration Payment
G1/1872018 Approved Cisbrowskl, Davi . STRTS
Sent Back 1o Usar
State Travel 01172018 Approvad North, Angeis £ §128.00
Student Requests 01172018 Panding sndine.  Fraiing Ssly . §2.741.00
CCT 2017, Minneapclis mry cTRee Apgroved Ho Wu T 5238327
O ¥
(I 2018 FHRA Semine: - Ansheim IBHD oUITIEE Panding onine... Fogess. David M. 530572
0 BLANKET TRAVEL FY 2017-2018 BGR 0TI Apgroved Estebore. Jose L $51 60
O BLANKET TRAVEL FY 2017-2018 3363 DIITIZO18 Apgroved Chaver Enriqu... 55150
[y AM2012- SANTAANACA KA oTze Approved Estebars, Joss L 520404
l; JAMZOAE - SANTA ANA CA 38K oiATIZOI8 Aggroved Chaver Envigqu 5204 04

Edit a Query

Step 1: Go to Requests, then Process Requests.

App Center
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' CONCUR Reguests Travel Expense Approvals Reporting ~ App Center

Create Mew - Process Requests

Step 2: Select Create/Manage Queries and select the query you want to modify.

Manage Requests Creatd

Approved Requests

Group: Global

Find every request where

List Setlings | Create/Manage Queres * '
EER A ER AN

?_ljl Edit Saved Query | AND
X |v| Approved Requests | [ Go ]
| | | Request Blanket Travel Diate | Approval Status | Employ+

@ QOct 2017 Long Beach, Ca Location - By City 18 Approved Dack, G
O MAR 2015 DC Open Rep « 18 Approved Briseno

Registration Payment
@ FEB2018 - LA MIRADA CA 18 Approved Hale, Ri
Sent Back o User
Feb 2017 San Diego 18 Approved Magsai. N
O @ State Travel
@ FEB2018 - LA MIRADA CA Student Requests 18 Approved Oistrows
i FEE 2018 San Diego, CA 3BKP 01/17/2018 Approved Morth, A

Step 3: Once modifications are complete, click Save.

Re-run your query to see updated results.
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COMCUR Reqguests Travel Expense Approvals Repaorting - App Centber

Manage Reguasts Create New - Process Requesis Quick Search

EULD{JUE”'}" Query Name - | Location - By City

Data ObpectiOperator

Reguest sbrsbion City

Egusal

By City

Step 1: Modify Cities: Select By City from Query Name.
Use search fields on the right-hand side.

Select the updated city.

@ Youwill need to update all 3 city fields.
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By Country

Step 1: Modify Country: Select the By Country field from Query Name

Select the Country from the right-hand side.

@ You will need to update all 3 country fields.

Location Reports (New Ul) // Downloaded: 02-20-2024 // Disclaimer: This document is only valid as of the Page 10
day/time when it is downloaded. Please view the original web document for the current version.



Add a Query ——

By State

Step 1: Modify State: Select the State field from Query Name.

Select the *CSUF-State from the right-hand side.
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EdnQuery .
£
Data Cbject'Operator FurddValue Operation
wv— - Custom Lists
Equs Select a lisl. The items within this
list will display for you fo chooge
—~ [_h--.u ] from to create the condition.
Start Date
10
Approval Status
qua
e Approve
And @O
[T - | Acceoval Status
Walks Pendng an-ite By
Step 2:
Select the State from the right-hand side.
[ Items for Custom List:
G IE-S5 5t
CSUF-Si
FieldValue Owperation
Select an item from this custom
st for this condstion.
=== Soarch Taxt
Flonda
Staet Data
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Need more help?

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

Location Reports (New Ul) // Downloaded: 02-20-2024 // Disclaimer: This document is only valid as of the Page 13
day/time when it is downloaded. Please view the original web document for the current version.


mailto:concur@fullerton.edu

	Table of Contents:
	Location Reporting
	Location Queries
	Run a Query
	Edit a Query
	By City
	By Country
	By State

	Need more help?

