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How to add US Bank Card Charges to an Expense Report

This Quick Reference Guide demonstrates how to add credit card transactions from Boston University’s corporate paid
and billed business and travel expense credit card (US Bank Visa) to your Concur Expense Report.

Your US Bank credit card transactions are highlighted on your Concur homepage in the Available Expenses
section:
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(&] CONCUR Req ] Travel Expense Approvals Reporting ~ App Center [}
Profile = -

+ 00 00 07 00
New Required Authorization Available Open
Hello, KARA Approvals Requests Expenses Reports
TRIP SEARCH MY TASKS
& Booking for myself | Book for a guest Required Approvals > 07 Available Expenses - Open Reports >
£ =5 =& 8B 0
Great! You currently have no approvals. 06/17 UBER TECHNOLOGIES INC You currently have no active reports.
CONTACT THE DESIGNATED GOVERNMENT AGENCY IN $9.62
YOUR COUNTRY OF CITIZENSHIP FOR PASSPORTVISA
REQUIREMENTS. 06/11 UBER
TRAVEL INTO U.S. MAY REQUIRE ESTA AUTHOREZATION, .24
FOR DETAILS VISIT THE
THE ESTA WEBSITE 06/11 UBER
$10.83
AirfRail Search
_ _ _ 06/01 UBER TECHNOLOGIES INC
@ Round Trip () OneWay () Mult-Segment 56.99
Departure City §
| | 05/286 UBER
Find an airport | Select multiple aiports $10.95
Arrival City @

Credit card transactions also appear in under the Expense tab:

Administration ~ | Help =
(8] CONCUR Req 5 Travel Expense Approvals Reporting ~ App Center 9
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-
Manage Expenses View Transactions Process Reports
Available Expenses i
[ Expense Detail Expense ‘ Source Date « Amount
[ UBER TECHNOLOGIES INC 866-576-...  Taxi (513500 - 513700) e 05/01/2015 $17.74
[ UBER 866-576-1039, CA Taxi (513500 - 513700) e 05/20/2015 $13.72
[J UBER 866-576-1039, CA Taxi (513500 - 513700) e 05/28/2015 $1095
[J UBER TECHNOLOGIES INC 866-576-... Taxi (513500 - 513700) e 06/01/2015 $6.39
[ UBER 866-576-1039, CA Taxi (513500 - 513700) e 06/11/2015 $11.24
[ UBER 866-576-1039, CA Taxi (513500 - 513700) e 06/11/2015 $10.83
[J UBER TECHNOLOGIES INC 866-576-. .. Taxi (513500 - 513700) e 06/17/2015 $9.62

*Note: hovering over the blue credit card transaction symbol with give you additional information regarding the charge
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select all available transactions, click the box beside Expense Detail

1 To move the transactions into a report, select the box beside each available transaction, or to

2 Once the desired transactions are highlighted, select the blue Move button and hit To New

Report or To Existing Report if you already have a report in progress.

Manage Expenses View Transactions

Manage Expenses
ACTIVE REPORTS

AVAILABLE EXPENSES

Expense Detail Expense Type

VENETIAN/PALAZZO ROOM RSV LAS...  Accommodations (513500, 5...

United Airlines 800-932-2732, TX Airfare (513500, 513700)
United Airlines 800-932-2732, TX Airfare (513500, 513700)
Delta Air Lines DELTA.COM, CA Airfare (513500, 513700)
(51 1lmiéad Aidinans 00N 027 2727 TV Aicfrrn (E42ENN E427000

THERE ARE NO ACTIVE EXPENSE REPORTS.

Click Create New Report to create a new report.
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$5,508.80
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If you have already created your Expense Report [Please see the “How To Start An Expense Report” document if you
are having issues with this step] you can move your card transactions into the report one of two ways:

1 Scenario 1: your Available Expenses [unassigned US Bank card activity] appear on the right

hand side of your expense report screen. If you fall under Scenario 1, skip to Step 3.

right hand side of your expense report screen, click Import Expenses

2 Scenario 2: If your Available Expenses [unassigned US Bank card activity] do not appear on the



http://www.bu.edu/travelservices/files/2014/10/QRG_TM_How-to-Start-an-Expense-Report.pdf
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Manage Expenses

to Add Card Transactions

View Transactions

Process Reports

Detals v Recepts+  Prin/Email
EX View = & | new mgnsg‘ Avaisble Receipts
Date + Expense Amount|  Requested
pe q
Adding New Expense Expensa” | |

To creat

@ Recently Used Expense Types
Taxi (513500 - 513700)

Miscellaneous Travel (513500 - 513700)
All Expense Types

01. Travel Expenses
Accommodations (513500 - 513700)
Hotel Internet Fees (513500 - 513700)
Hote! Phone/Fas (513500 - §13700)
Incidentals (513500 - §13700)

Laundry (513500 - 513700)
Miscelaneous Travel (513500 - 513700)

02. Transportation

Airfare (513500 - 513700)
Airing Fees (513500 - 513700)
Car Rental (513500 - 513700)

Fuel (613500 - 513700}

This will bring up all unnasigned US Bank card activity

Travel | Expense | Appr

Reporting +

Car Rental (513500 - 513700)

02. Transportation
Mileage (513500 - 513700)
Farking/eters (513500 - 513700}
Public Transport (S13800 - £13700)
Taxi (512500 - $13700)

TolisfRoad Charges (513500 - 513700)
Train (513500 - §13700)

03. Meals
Business Meals (513600 - 513700)
Individual Weals (513500 - 513700)

04. Office Expenses
Office Supples (510030)

App Center

Hotel Internet Fees (513500 - 513700)

-04. Office Expenses
Printing/Photocopying/Stationery (510030

05. Fees
Currency Exchange Fees (513500 - 513700)
Passports/\Visa Fees (513500 - §13700)

06. Other
Books/Periadicals (513400)
Conference Registrations (513300)
Materials. (510010)
Meetings (513910)
Non Reimbursable/Personal Expense (140400)
Professional Subscriptions/Dues (513340)

Administration ~

Profile

| Help ~

Accommodations (513500 - 513700)

06. Other
Tips/Gratuties (513500 - 513700)

Consumable Suppies - Facilties Haintenance (510070)

Contracted Services - Facilties Maitenance (§15860)

Contracted Services - Rubbish (S15581)

Departmental Event Food (511200}

Equipment Rental - Lease (511800)

Facities Conference Fees Paid (513940)

Major Construction Permits - Fees (535172)

Permits (535170)

Routine Permits Inspections - Fees (S38171)

Unclassified Expense - Fasities Only (51999)

Manage Expenses

How to Add Card Transactions

Import Expenses.

Expenses
O |pater

Expense

Detais +

Amount

Receipts ~

View ©

Requested |

Print / Email +

View Transactions

Available Expenses

Process Reports

Delete Report ~ [ENLIEERRLY

[] Expense Detail Expense ‘ Source Date s ‘ Amount
[] UBER TECHNOLOGIES INC 866-576-1039, CA Taxi (513500 - §13700) 0510112015 S17.74
=}
] uBER 866-576-1039, CA Taxi (513500 - §13700) =) 0572012015 s1372
(] UBER 886-576-1039, CA Taxi (513500 513700) ) 050282015 stoss
UBER TECHNOLOGEES NC 866-576-1039, CA Tai (513500 513700 08012015 %30
) ( ) =)
7 User 886 576.1039, CA T (513500 813700) ) oaia0ts e
] UBER 866-576-1039, CA Taxi (513500 - §13700) =) 06/11/2015 51083
7] UBER TECHNOLOGES NG 866-576-1039, CA Taxi (513500 513700) ) 08172015 362

3 Select the expenses under the Available Expenses that you would like to use in your report

been added to your report.

4 Select the Move drop down box, and click To Current Report. The selected charges have now

Available Expenses
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Expense

‘ Source

)| ]

UBER TECHNOLOGIES INC 866-576-1039, CA l

Business Meals (513500, 513700)

[] UBER 866-576-1039, CA Taxi (513500, 513700) e 0572812015 $10.95
[ | UBER 866-576-1039, CA Taxi (513500, 513700) e 0572012015 $13.72
D Recey Print / Email @ Show Excepti
« x
Amount Requested [
- — — E Detail » E s Date Amount
<l 05/01/2015 Busit Meals (513500, 513700} $17.74 SVT]T i o 5 5 e aw( 5 R
0 e o~ UBEE'T‘ECNEN.OSL‘OG’E< e J ) UBER TECHNOLOGIES INC 866-576-1039. CA Business Meals (513500, 513700) e 06/01/2015 $6.39
f UBER 856-576-1039. CA Taxi (513500, 513700) ) 0611172015 s112¢
UBER 866-576-1039, CA Taa (513500, 513700) ) 051282015 $10.95
UBER 866-576-1039, CA Tad (513500, 513700) ) 05202015 s13n2




