Columbia University Finance Training

Job Aid: Viewing Past Concur Expense Reports

This job aid details the steps to view the past Expense Reports that you submitted as a Payee and, if you have a Concur
Approver role, the past Expense Reports that you have approved.

Viewing Past Expense Reports that You Submitted

When you navigate to the Expense module in Concur, the default View is for Active Reports, Expense Reports that are
not yet submitted or those you submitted but are awaiting approval. However, if you need to access older reports, you
can select Views for various date periods, including a date range that you can specify.

1. Log into Concur.
2. Click the Expense tab. The initial Report Library View displays Active Expense Reports.

Administration~ | Help~
SAP Concur Requests. Expense Approvals App Center _— .
T -

Manage Expenses View Transactions Cash Advances Process Reports

Manage Expenses

REPORT LIBRARY \r

NOT SUBMITTED 0471472020 SUBMITTED 04/1572020 SUBMITTED 0471472020
Business Lunch Business lunch Busines Lunch
[+
Create New Report $110.00 $37.00 $60.00

Submitted & Pending Approval
AA Approver Initial Reviewer

Submitted & Pending Approval
AA Approver Initial Reviewer

3. Click the View dropdown and select the desired view,
Active Rem%

+ Active Reports
Sent for Payment (90 Days)

Last 90 Days
This Year
Last Year

Date Range

You can toggle between Sent for Payment (90 Days), those reports which have been fully approved and on its way
to being paid, or one of the listed date periods.

Viewing All Reports within a Date Range

1. Click the View dropdown and select Date Range.

REPORT LIBRARY v

From To

| MM/DDYYYY ‘ B| | MMDDIYYYY ‘ = |

2. Enter your desired From and To dates.
3. Click Search.
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Viewing Search Results

From To

| 02/01/2020 ‘| | 051012020 ‘|

Create New Report

Report Name Status Report Date «  Amount Requested

Eric Travel Expenses :
T EIE R e en TR IA Submitted & Pending Approval 02/03/2020 $1,354.00 $1,354.00

Training Conference :
ID- 124656A55D704FCCRC20 Pending Cost Object Approval 02/12/2020 $1,669.00 $1,669.00

Busines Lunch :
e RO ToL Submitted & Pending Approval 04/14/2020 $60.00 $60.00

Business Lunch -
I P E TR eSS Not Submitted 04/14/2020 $110.00 $110.00

Business lunch .
Tk Q= e TR Submitted & Pending Approval 04/15/2020 $37.00 $37.00

You can click a column heading to sort the list in order of that column. Click a Report row to view that specific Expense
Report.

Concur Approvers: Viewing Past Expense Reports You Approved

As a Concur Approver, the default view shows the Expense Reports pending your approval. To view the Expense
Reports that you have approved in the past:

1. Log into Concur.
2. Click the Approvals tab. Your Approvals queue appears.

Support | Help~

SAP Concur Roquests  Expense || Approvals || Reporting~ Acting as o
Reecy, Paul W = &’

Approvals
00 00
Requests Expense

Reports

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount

No records found.

3. Click the Reports link. The initial view of Reports Awaiting Your Approval appears in the Expense Report List.

Approvals Home Requests Reports

Expense Report List

Reports Pending your Approval(1)

Report Name v ‘ Begins With v | | ‘
(| | Employee Name ‘ Report Name Comments ‘ Report Date Date Submitted
D UAT Business Exp Report 10/31/2019 12/19/2019

Office supplies, meals, and taxis for business-related ..
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3. Click the View dropdown and select the desired view.

View v

—

® Reports Pending your Approval
Reports you Approved this Month
Reports you Approved last Month
Reports you Approved this Quarter
Reports you Approved last Quarter
B Reports you Approved this Year
Reports you Approved last Year

All Reports you Approved

The results for the selected View appear. You can filter the list by various Report attributes.

Expense Report List

All Reports you Approved

View »
Report Name v ‘ Begins With v ‘ ‘ ‘
Report Name o
L Employes First Nams ‘ Report Name ‘ Comments Status | Payment Sta|
Employee Last Name Corp Card Personal Charge Approved Sent for Paym|
Item Num 5
Employee ID
Report ID 2 or more entry level exceptions.
...| Submit Date
awh2106 UAT Travel Exceptions Approved Sent for Paym

O
Approval Stalus Research conference in Washington, DC

Payment Status

Receipts Received 2 or more entry level exceptions
-.| Receipt Image Available
Report Total JESSICA UAT TRAVEL EXCEPTIONS Approved & In Accounting Not Paid
P! Research ronference in Washinaton N €.
Amount Approved
)| D

Amount Due Employee

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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