Quick Reference Card — Review Concur Expense Documents in SAP

Concur - Review Concur Expense Documents in SAP

Process: After the Concur expense report posts to SAP, the documents can be seen
on several SAP transactions. The following transactions are the most commonly used
by university units.

Procedures

FBO3 - Display e Open the transaction.

Document e Enter the 53* document number and make
sure the Fiscal Year is correct.

e Press Enter.

Use this transaction if

the Concur document | Display Document: Initial Screen
number is known. =
Document List = |4 First Item &7 Editing Options

Keys for Entry View

Document Mumber 5300000009
| | Company Code KO0
|| Fiscal Year 2021

e The XC document will appear.

Doc.Type : XC {
Doc. Number

uments ) Normal document

Company Code  TUKDO -
Posting Date  07/17/2020 Period 01

Itm|Account  |Account short cext Amount|Cost Center |WBS element

a4 215100 Procard Payables 19.48=
2| 530401 FreightsOth Transpor 19.48 1012013010

KSB1 - Cost e Open the transaction.
Centers: Actual e On the Initial Screen
Line Items o Enter the Cost Center

o Enter the Posting Date

. . . o Execute the transaction
Use this transaction if

the document number
is not known for a cost
center.
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Display Actual Cost Line Items for Cost Centers : Initial Screen
JE[ Further Selection Criteria... |

!ﬁ!ﬁﬁ!ﬁﬁ!ﬂ

07/01/2020 0873172020

F

Layout /SOR-LEDGER  ledger reconciliation (update for SOA)

| More Settings |

e Click on the transaction to be reviewed.

Documentho|Cost Center |Doc. Date  |Name Cost element name Posting Date |Document Header Text RefDocho  |Cost Elem. Z|Z  Valin RC
3030673904 | 1012013010 [07/17/2020 (UPS*000000X5A183280 Freight&Oth Transpor  |07/17/2020 |Procard Report 07/13/2020 |30 1 530401 19.48
Freight&Oth Transpor 530401 [m 19.48

m 19.48

2

e Click on the Environment menu option at the
top of the transaction and choose Accounting

Documents.

Environment

Display Master Record Shift+F&
Source Docurnent Shift+F2
Accounting Documents

Relationship Browser

CO Document

Display Actual Cost Line It
Document ||'-'33:f"‘ Master Record |

e A list of Documents in Accounting will appear.
Double click on the Accounting Document that

begins with 53*.
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YWNTING

Documents in Accounting

Doc. Number| Object type text

5200000009

Accounting document

1035996039

Spec. purpose ledger

30306873004

Controling Docurmnent

5020882850

Funds Management doc

30 1 Grants Mgm. Doc.

@ @ Separate
e The XC document will appear.

Doc.Type : XC ( Concur Documents ) Normal document
oc. Number 5300000009 Company Code  UKOO Tear 2021
07/17/2020 Posting Date

Original document & 3

Fiscal
07/17/2020  Period o

o
I

Ref, . a0
Doc. Currency USD
D

oc. Bdr Text Procard Report 07/13/2020

Itm|Account |Account short text Amount |Cost Center |WBS element |Fund Text Bush|FA |Order

Payables 15.48-

5100 rocard Pay 0211371800 UL
2| 530401 FreightsOth Transpor 15.48 [1012013010

0011002000 |UPS*00000

FMRP_RFFMEP1AX
- All Postings

Use this transaction if
the document number
is not known for a WBS
element, fund or cost
center.

e Open the transaction.
e On the Document Journal Screen, enter one of
the following cost objects:
o Grant = WBS element
o Fund
= (022* for Sponsored project
external fund
= 001189* for sponsored
project cost share fund
= Inventory fund
o Funds Center = cost center

. Enter the Fiscal Year/Period.
. Execute the transaction.
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Document Journal
‘ Classification || Da‘l:asaurces|
Financial Management Area

FM Area uali)

==

©
2]

Key Date 08/08/2020

Commitment Item to
Variant oo

Functional Area to [ =]
Funded Program to ﬂ
[ Superior FMAAS

[[]subord. acct assgmts

mnnﬁimtsfm!

e The Concur documents will post as an XC
document type with a reference document that
begins with 53*,.

WBS Cost Center |GjL Acc|Commtment tem name | Text B Val.type text FM RefDochio | Year|s
1012013010 530401 |Freight&Oth Transpor  |UPS*000000X5A183280 19.48 |Invoices 07/17/2020 5300000009 |2021

5304, O - 19.48

o, - 19.48

e Double click on the reference document
number.
e The XC document will appear.

Doc. Number 5300000003 Company Code U0 Fiscal Year 2021
Doc. Date 07/17/2020 Posting Date  07/17/2020 Pericd oL
Calculate Tax [

Ref.Doc. 30

Doc. Currency USD
Doc. Hdr Text Procard Report 07/13/2020

|i_ | mount|Cost Center |WBS element |Fond  |Texx  |susA|FA |Ozder  |Rssignment

| 219100 Procard Payables 19.48- 0211371800 |UPS*000000XSA1E3280 0101 10637215
| 2|s530401 Freightsoth Transpor 19.48 | 1012013010 0011002000 |UPS*000000X5A183280 01010610| 10637215

[

0.00
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S_PLN_16000269 -
Grants
Management: Line
Item Display

Use this transaction if
the document number is
not known for a
sponsored project WBS
element.

e Open the transaction.
e Enter the following:
o Grant = WBS element
o Fund
= (022* for Sponsored project
external fund
= (001189* for sponsored
project cost share fund
o Posting Dates can be entered if only
a specific period for the grant is
being reviewed.
e Execute the transaction.

Grants Management: Line Item Display

& & H )=

e An expense layout will need to be applied
to the transaction to find the Concur
document.

o Click on the Select Layout menu
option.

Grants Management: Line Item Display

N aYPw | E8E| A

o Choose the EXPONLY layout.

Organizational
Company Code to
Grant Objects
Grant 3200000383 to H
Fund 001188 to =2
Sponsored Program to H
Sponsored Class to
Others
Posting Date to
Reference Document Number to
[] Passthrough Consolidation

i <T ST o s B |
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Layout “|Layout description Default Setting
/EXPCAPEQUIP |Expenses Capital Equipment Less Sof [=]
/EXPCAPSOFT |Expenses for Capital Software [+]
[EXPMTDCBA _ |Expenses MTDC base per fund, per g B
/EXPNCAPSOFT|Expenses for Non-capital Software
[EXPONLY Expenses per fund, per arant —
[EXPONLY T |BExpenses per fund, per grant TOC ba
[/EXPOTHERDIR |Expenses Other Direct Costs
/EXPSALBENEF |Expenses Salaries and Benefits only
[EXPSUBAVWA |Expenses Subawards

[FARIDA MAST |Balence afl account review for Farida

[/FEDINTEREST |Cash Balance for federal interest calc
| /[FSESPRIME Fin Statement hal chesat for nrirme

[0l | KD

[«I[»]]

e Find the expense to be reviewed.

Grants Management: Line Item Display
FNAYFF | T QOTHT® EHsw | @

|Fund WBS element “|Sp. Class | G/L Acc | Year|Period |Posting Date |Entered on DT |Documentho DocumentNo|Lnltm |£  Tran. Croy |Status VT | Text
0011890200(3200000383 |E330011 |53001¢ [2021 1]07/22/2020  [07/22/2020  [XC  [5300000040 1034203141 [000003 42019 | 92 |ARWAYS RENT-A-CAR

e The entry cannot be drilled into on this transaction. Instead,
copy the 53* document number and go to Transaction FBO3 to
look up the document (see the directions at the beginning of
this QRC).

Doc.Type & XC { Concur Documents ) Normal document
5300000040 Company Code  UK00 Fiscal Year 2021
07/22/2020 Posting Date  07/22/2020 Period 28

45
ney USD
wT  20200720Hzrahey

Account  (Account short text Amount|Cost Center |WBS element |Fund Text BushA|FA |Order

0101
0101

3200000383 20 39003310
420,19 4207451200 TBKAYS RENT-A-CAR 0101|1060 33003310

420.1%
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Information in SAP
that uploaded from
Concur

See the QRC-Document Information Available in SAP for more
information related to the information found on the Concur
document.

Questions

Questions Contact Customer Service:

o Email - concurexpense@uky.edu



mailto:concurexpense@uky.edu

