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Access ProCard Reconciliation Report

Access ProCard Reconciliation Report

ProCard Reconciliation Reports will be automatically created on the monthly cycle, aggregating all
posted transactions within the period. There are three ways for the user to access ProCard

Reconciliation Reports in Concur:

A. Click Home in the top left corner, then click Expense under Applications. Click the available

ProCard Reconciliation Report.

B. Click Open Reports at the top right or bottom right of the Concur homepage. Once the Expense

page opens, users will be able to click on the available ProCard Reconciliation Report.

C. Click the available Report under Open Reports at the bottom right of the Concur homepage.

Note: ProCard Reconciliation Reports will always be titled "ProCard- DATE RANGE / LAST 4 DIGITS OF

CARD NUMBER / TOTAL STATEMENT BALANCE."

EX¥ concur | Home i |
Home

+
(9 APPLICATIONS Starta
Request
Requests
Expense

A\
ofravetto Washington DC requirements when traveling on State Funds.

+ 00 00

Starta Authorization Available
Report Requests Expenses

When traveling to Washington DC, while traveling on state funds and there may be activities that involve obtaining or spending Federal funds or impact Federal policies, please use this

link to download the doc, complete it and email it to: osfr@gov.texas.gov

Concur Training Toolkit

This link vill provide information to utilise the Concur Expense System.

Tasks
m Open Requests m Available Expenses
User currently has no active requests. You currently have no available expenses.

& &

ET¥Concur  Expense v

Manage Expenses  Card Transactions

Home / Expense / Manage Expenses
Manage Expenses

Report Library

ProCard- 07/04 - 08/03...0
07/04/2024

$357.20

Net Submitted

Read more

Open Reports

07/04 ProCard- 07/04 - 08103 9045
$357.20

| ® create New Report

view: Active Reports v
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Update ProCard Transactions

Alerts

When a ProCard Report is first loaded into the system, multiple Alerts may appear for each line. These

Alerts include both Errors and Warnings. Common standard Alerts include:

e Undefined expense type
e Missing required field: City of Purchase

e Receipt-related alerts

As the Report is completed, Errors will clear, while Warnings may remain depending on the context.
Alerts can be reviewed anytime from the Alerts section at the top of the Report screen. Alerts related to

specific expenses can be viewed at the top of the expense screen.

Note: The user must click the carat to the right of the Alerts box to expand the menu.

Example of Alerts from the Procard Reconciliation Report:

Home / Expense / Manage Expenses / ProCard- 07/04 - 08/03 9045
Alerts: 6
93 A3
Expense Undefined 07/17/2024  $127.21

© The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report. View

© Missing required field: City of Purchase. View

A\ Foreign merchants are required to be reviewed for sanctions. Plaase verify this merchant is net on the SDN list: https:/fwww.treasury. gov us ar

A\ You must attach a receipt image to this expense. View
Expense Undefined 07/115/2024 $229.99

€} The entry has Undefined expense type. You must select an expense type far the entry before you can submit the expense repart. View
A\ You must attach a receipt image to this expense. View
ProCard- 07/04 - 08/03 9045 $357.20

Not Submitted | Report Number: L6FVTZ

Report Detals v Prin/Share v Manage Recaipts W

lons/SDN-List/P; default.aspx View

V
i

View Available Receipts

Add Expense Wiew: Standard b
Alerts)T ReceiptdT Payment TypelT Expense Typell Vendor Details T Datel® Regquested [T
0O [x] 1 ProCard Undefined Spectrum 071172024 $127.21
Example of Alerts from the Expense Transaction Screen:
1
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Manage Expenses Card Transactions

Home / Expense / Manage Expenses / ProCard- 07/04 - 08/03 9045 / Undefined

Alerts: 4

[an| @2 &2
€ Missing required field: City of Purchase.

€ The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.

DN-List/Pag

o

A\ Foreign merchants are required to be reviewed for sanctions. Please verify this merchant is not on the SDN list: http asUry. g

A\ You must attach a receipt image to this expense.

(>) Undefined $127.21

07/17/2024 Spectrum Corporate Card
Hide Receipt

Details Itemizations Receipt

@ Allocate
* Required field
€ Expense Type *

Undefined X v

Transaction Date Additional Information

07/1712024

Enter Vendor Name €9 city of Purchase *

Spectrum

Last Revision: 11/1/2024
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Expenses

Every ProCard Expense must be appropriately categorized to an Expense Type. Depending on the
Expense Type and metadata from the credit card transaction, additional information may be necessary.

o Expense Type: Update the Expense Type as needed. Expenses may be listed as Undefined if
there was insufficient information based on the vendor to default to a different expense type.

Note: The Expense Type list can be searched by keyword or can be scrolled through to select.
Please contact Disbursements or Accounting Services if assistance is needed to identify the

appropriate expense type.

e Additional Information: Most Expense types will trigger an Additional Information field. If this
field is populated, a brief description should be applied to define what the specific purchase was

for.

e City of Purchase: Confirm City of Purchase. If no City was populated, update it to match the

vendor address based on the receipt.

e Report/Trip Purpose: Some Expense types will trigger a Report/Trip Purpose (generally Travel
Expense related). An appropriate option must be selected related to the charge.

e Comment: The Comment field at the bottom of the Details fields can be used to provide

additional information about the expense.

e Business Affairs Exception Tracker Number: If the expense requires a Business Affairs
Exception, Check the Exception Requested box, and enter the BAET# in the Business Affairs

Exceptions Tracker Number field.

e Attendees: If

Home / Expense / Manage Expenses / ProCard- 07/04 - 08/03 9045 / Undefined

- ) Undefined $127.21

Entertainment - NT or
Alcohol Beverages is
selected, an Attendees

button will appear in the

Corporate Card

top left. Click this to add

the list of attendees
present in lieu of

completing an Official

07/18/2024

Occasion Expense Form.

12721

US, Dollar (USD)

000001X1XRT000365107

Once all necessary fields have
been completed, click Save

! s Exception Tracker Number
BAET2-12345678

More Comments here

Expense in the bottom left or top
right corner.

() Exception Requested

11111

et

FAKE SPECTRUM RECEIPT
7/17/2024

$127.21

Ft. Worth, Texas

Internet Services

FAKE SPECTRUM RECEIPT.pdf
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Update Allocations

Allocations will default to the Allocation specified on the Request or Report Header. If changes are
needed to specific expenses, or if the allocations need to be split among multiple funding sources,
reference the sections below. For ProCard Reconciliation Reports, there are no default allocations from

the Report Header

Note: Allocation update functionality works uniformly across Travel Requests, Expense Reports, and

ProCard Reconciliation Reports.

Single Expected Expense - Single Funding Source

1. After opening the Expense line, click Allocate in the top left corner.

1/30/2024

1

Transaction Date *

Description 0/64
10/30/2024 5
4
Transaction Amount * Currency *
2,000.00 US, Dollar (USD) X v
Trip Type
Qut-of-State v
2. The Allocation from the Request Allocate
or Report Header will be Erpenses:1  $2,00000
displayed under Code. Click Add
on the left side of the screen to | Percent Amount
H Amount Allocated $2,000.00
change the Allocation. $2 000.00 100k
Default Allocation
Code
UTARL-115000-312345-3100
Last Revision: 10/31/2024 1
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Note: All Allocation fields default Business Unit 1
to search by Code (i.e., the

numerical value of the field). To
search by description, click on a Depariment 2
given field. Then, on the Code

(UTARL) UT Arlington X v

. Code w  Search by Code Q
drop-down menu, click on Text. o
T —
Text -
IT Endpoint Support
Code
IT Network Services
Either

“—orurwwr OIT Shared Services

Complete the following fields in order: Add Allocation X

+ HNew Allocation W Favorite Allocations
I. Select the department that owns the funding

* R ired field
source. To search by department name equired fie

artment * 2
instead of number, Click Code and select peparment
{115000) Training X v
Text.
speed Type * 3
II. Once the department is selected, the Speed (312345) TRAINING TEST X v
Type list will be populated with all Cost Fund Code * i
Centers and Projects that belong to that (3105) DES Designated Tuition X v
department. To search by the account name . o
rogram Code
instead of number, Click Code and select = o
Text.
Chartfield2
[ll. Once the Speed Type is selected, the Fund v
Code field can be selected. Each Speed Type Product
only has one associated Fund Code to select. v
Note: Most Recently Used Cancel @

Department/SpeedType/Fund Code
combinations will appear at the top of the
dropdown list. Do not utilize these unless
that is the desired combination.

IV. If needed, complete the Program Code, Chartfield 2, and Product fields. These fields can all
also be searched by Text instead of Code.

V. Click Save.

3. The updated Allocation will be displayed. Click Save in the bottom right corner.

Last Revision: 10/31/2024 2
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Allocate X
Expenses: 1 $2,000.00

| Percent Amount

Amount Allocated $2,000.00 @ Remaining $0.00

$2,000.00 100% 0%

Default Allocation

Code Percent %
UTARL-115000-312345-3100 0

Save as Favorite

() Business Unit)? Department|l Speed Typell  FundCodell  PCBusiness Unitl] Program Codell Chartfiled2l] Productll Codel® Percent %

(J  UTArlingron Training Training Test DES Designated Tuition 115000-312345-3105 100

Canc@

Video Demo: A Single Expected Expense Funded by A Single Funding Source

Last Revision: 10/31/2024 3
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Single Expected Expense - Multiple Funding Sources

Update Allocations

Allocations will default to the Allocation specified on the Request or Report Header. If changes are
needed to specific expenses, or if the allocations need to be split among multiple funding sources,
reference the sections below. For ProCard Reconciliation Reports, there are no default allocations from

the Report Header

Note: Allocation update functionality works uniformly across Travel Requests, Expense Reports, and

ProCard Reconciliation Reports.

Single Expected Expense - Multiple Funding Sources

1. After opening the Expense line, click Allocate in the top left corner.

/[30/2024

1
Transaction Date * Description 0/64
10/30/2024 ]
4
Transaction Amount * Currency *
2,000.00 US, Dollar (USD) X v
Trip Type
Qut-of-State v
H Allocate
2. The Allocation from the Requestor 2=
Report Header will be displayed ( — R
under Code. Click Add on the left Amount Alocaed 32.000.00
$2,000.00 100%

side of the screen to change the
Allocation.

Note: All Allocation fields default to
search by Code (i.e., the numerical
value of the field). To search by
description, click on a given field.
Then, on the Code drop-down
menu, click on Text.

Default Allocation

Cade
UTARL-115000-312345-3100

=5

Business Unit 1

(UTARL) UT Arlington X v

Department 2

Code v  Search by Code Q

Tegt CTmmmme -
« IT Endpoint Support

Code

IT Network Services

Last Revision: 10/31/2024
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Complete the following fields in order: Add Allocation X
+ Mew Allocation W Favorite Allocations

I. Select the department that owns the funding  Required fld

source. To search by department name Department * 2
instead of number, Click Code and select Text. (115000) Training X v
SpeedT‘,‘ae* 3

II. Once the department is selected, the Speed 312345 TRAINING TEST % v

Type list will be populated with all Cost I \

Centers and Projects that belong to that (3108) DES Designated Tuidon % v

department. To search by the account name

. . rogram Code

instead of number, Click Code and select Text. e .
Ill. Once the Speed Type is selected, the Fund Chertfieldz

Code field can be selected. Each Speed Type e

only has one associated Fund Code to select. Product

Note: Most Recently Used Cancal ﬂ

Department/SpeedType/Fund Code
combinations will appear at the top of the
dropdown list. Do not utilize these unless that
is the desired combination.

IV. If needed, complete the Program Code, Chartfield 2, and Product fields. These fields can all
also be searched by Text instead of Code.

V. Click Save.

3. The updated Allocation will be displayed. Click Add on the left side of the screen to create
additional Allocations.

Allocate X
Expenses: 1 $2,000.00

‘ Percent Amount

Amount Allocated $2,000.00 @ Remaining $0.00

$2,000.00 100% 0%
Default Allocation
Code Percent %
000-312345-3100 0
() Business Unit)T Department|l Speed Typell  FundCodell  PC BusinessUnitlT Program Codell Chartfiled2)] Productyf Codel= Percent %
(J  UT Arlingien Training Training Test DES Designated Tuition 115000-312345-3105 100

4. Repeat Step 2 as many times as necessary to add all Allocations.

5. Once multiple funding sources are displayed, modify the Percent % fields to add up to 100.
Alternatively, click the Amount tab in the top left corner and modify the Amount fields to add up
to the total of the expense. Click Save.

Last Revision: 10/31/2024 2
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Allocate X
Expenses: 4 $3,060.00
|| Percent Amount
mount Allocated $3,060.00 @ Remaining $0.00
$3,060.00 100% 0%
Default Allocation
Code Percent %
Default 0
o
(m] Business UnitlT DepartmentlT  Speed Typell  Fund Codell  PC Business UnitlT Program Codelf Chartfiled2lT Productll Codel® Percent %
() UT Arlington Training Training Test DES Designated Tuition 115000-312345-3105 50
[J T Adington Training Training Test E&G General Funds 115000-201234-2100 S0

Cancfﬁ

Video Demo: A Single Expected Expense Funded by Multiple Funding Sources

Last Revision: 10/31/2024


https://youtu.be/-sC19L79Tmc?si=5qI6PB_t2yvka0gr
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Update Allocations

Allocations will default to the Allocation specified on the Request or Report Header. If changes are
needed to specific expenses, or if the allocations need to be split among multiple funding sources,
reference the sections below. For ProCard Reconciliation Reports, there are no default allocations from
the Report Header

Note: Allocation update functionality works uniformly across Travel Requests, Expense Reports, and
ProCard Reconciliation Reports.

Multiple Expected Expenses - Single Funding Source

1. If multiple expenses need to be charged to the same funding source, they can be selected using
the check marks to the left of the expected expenses, then click Allocate above the Expenses.

EXPECTED EXRENSES

1
m Delete Allocate
I_ZI Expense typell Details [T Datel™ AmountlT Requested|T
- $2,000.00
[¥] Hotel - Conference 10/30/2024 $2,000.00 Alocated
IZI Airfare 10/24/2024 $500.00 $500.00
IZI Travel Meals 10/24/2024 $500.00 $500.00
¥ Miscellaneous Travel Expense -Incidental Metro Card 10/24/2024 $60.00 $60.00
$3,060.00
2. The total number and amount of expenses | Are on
will be displayed. Click Add on the left side \ — Amunt
. Amoumt Allocated $3,060.00
of the screen to change the Allocation. $3.050.00 oo
Default Allocation
Code
Defa?
Note: All Allocation fields default to search Business Unit
. . UTARL) UT Arli X v
by Code (i.e., the numerical value of the (UTARL) UT Ariingten
field). To search by description, click on a pepariment =
Code w Search by Code Q

given field. Then, on the Code drop-down

. Tegt "
menu, click on Text. %Tmpmswpm
Code

Last Revision: 10/31/2024 1



UTA -
&4 Knowledge Services

Multiple Expected Expenses - Single Funding Source

Complete the following fields in order:

V.

V.

3. The updated Allocation will be displayed. Click Save in the bottom right corner.

Allocate

Expenses: 4

Amount

Percent

$3,060.00

Default Allocation

Code

Default

Select the department that owns the funding
source. To search by department name instead
of number, Click Code and select Text.

Once the department is selected, the Speed
Type list will be populated with all Cost Centers
and Projects that belong to that department. To
search by the account name instead of number,
Click Code and select Text.

Once the Speed Type is selected, the Fund Code
field can be selected. Each Speed Type only has
one associated Fund Code to select.

Note: Most Recently Used Department/
SpeedType/Fund Code combinations will appear
at the top of the dropdown list. Do not utilize
these unless that is the desired combination.

Add Allocation

<+ new Allocation + Favorite Allocations

* Required field
Department * 2
(115000) Training X v
Speed Type *
(312345) TRAINING TEST X v
Fund Code * 4
(3105) DES Designated Tuition X v

Program Cod

Chartfield2

de

If needed, complete the Program Code, Chartfield 2, and Product fields. These fields can all

also be searched by Text instead of Code.
Click Save.

$3,060.00

Amount

Allocated $3,060.00

100%

@ Remaining $0.00
0%

Business UnitlT DepartmentlT  Speed Typell  Fund Codell  PC Business UnitlT Program Codell Chartfiled2lT Productll Codef®

UT Arlington

Training Training Test DES Designated Tuition

Video Demo: Multiple Expenses Funded by A Single Funding Source

115000-312345-3105

100

Percent %

Canc@

Last Revision: 10/31/2024


https://youtu.be/CxB93bvOqVI?si=64XVXHnlso9SiJzb
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Update Allocations

Allocations will default to the Allocation specified on the Request or Report Header. If changes are
needed to specific expenses, or if the allocations need to be split among multiple funding sources,
reference the sections below. For ProCard Reconciliation Reports, there are no default allocations from
the Report Header

Note: Allocation update functionality works uniformly across Travel Requests, Expense Reports, and
ProCard Reconciliation Reports.

Multiple Expected Expenses - Multiple Funding Sources

1. If multiple expected expenses need to be charged to the multiple funding sources, they can be
selected using the check marks to the left of the expected expenses, then click Allocate above
the Expenses.

(v)|§ Expense typell Details|T Datel* AmountlT Requested|T
— $2,000.00
[v] Hotel - Conference 10/30/2024 $2,000.00
_ Allocated
|Z| Airfare 10/24/2024 $500.00 $500.00
|'Z'| Travel Meals 10/24/2024 $500.00 $500.00
IZI Miscellaneous Travel Expense -Incidental Metro Card 10/24/2024 £60.00 $60.00
$3,060.00
2. The total number and amount of Sxporme 4 | $3,050.00
expenses will be displayed. Click Add on \_ Percent Amount
the left side of the screen to change the $3.060.00 ot
AI Iocation_ Eoe::ull Allocation
Defa?
Note: All Allocation fields default to Business L

(UTARL) UT Arlington X v

search by Code (i.e., the numerical value
of the field). To search by description, ot <] Semet by Coe
click on a given field. Then, on the Code i T =

Tegt
drop-down menu, click on Text. k‘“”“"“‘“““""”

Department

™

o]

Last Revision: 10/31/2024 1
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Complete the following fields in order: Add Allocation X
+ New Allocation W Favorite Allocations
I. Select the department that owns the funding * Required fild
source. To search by department name instead of epartment ” 2

{115000) Training X v

number, Click Code and select Text.

Speed Type *

(312345) TRAINING TEST X v

II. Once the department is selected, the Speed Type
list will be populated with all Cost Centers and
Projects that belong to that department. To search ——
by the account name instead of number, Click v
Code and select Text.

Fund Code *

(3105) DES Designated Tuition X v

Chartfield2

lIl. Once the Speed Type is selected, the Fund Code product
field can be selected. Each Speed Type only has v
one associated Fund Code to select. Cancal a

Note: Most Recently Used Department/
SpeedType/Fund Code combinations will appear at
the top of the dropdown list. Do not utilize these
unless that is the desired combination.

IV. If needed, complete the Program Code, Chartfield 2, and Product fields. These fields can all
also be searched by Text instead of Code.

V. Click Save.

3. The updated Allocation will be displayed. Click Add on the left side of the screen to create
additional Allocations.

Allocate X

Expenses: 4 $3,060.00

| Percent Amount

Amount Allocated $3,060.00 @ Remaining $0.00
$3,060.00 100% 0%

Default Allocation

Code Percent %

Defa 0
O Business Unit]T Department|f  Speed Typelt  FundCodell  PC Business UnitlT Program Codelf Chartfiled2|f Productlf Codet> Percent it %

) UT Arington Training Training Test DES Designated Tuition 115000-312345-3105 100

4. Repeat Step 2 as many times as necessary to add all Allocations.

5. Once multiple funding sources are displayed, modify the Percent % fields to add up to 100.
Alternatively, click the Amount tab in the top left corner and modify the Amount fields to add up
to the total of the expense. Click Save..

Last Revision: 10/31/2024 2
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Multiple Expected Expenses - Multiple Funding Sources

Allocate
Expenses: 4 $3,060.00

|| Percent Amount

moun

Allocated $3,060.00

$3,060.00 100%

Default Allocation

Code

Default

o

@ Remaining $0.00

0%

(]  BusinessUnit}l Departmentil  Speed Typell  Fund Codell  PCBusiness Unitlf Program Codell Chartfiled2l] Productll Codel®

(O | uTArlington Training Training Test DES Designated Tuition

O UT Arlington Training Training Test E&G General Funds

Video Demo: Multiple Expenses Funded by Multiple Funding Sources

115000-312345-3105

115000-201234-2100

Percent %

0

Percent %

50

50

Cancﬁﬁ

Last Revision: 10/31/2024
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Add Attachments

Receipts and other required support documentation must be attached to the Expense Report. These can
be added in two ways: Report Level or Expense Level.

Report Level Attachments

Report Level Attachments should be used for support documentation that is relevant to the Expense

Report overall, and not associated to a specific ex

pense.

1. Click Manage Receipts, then Manage Attachments.

Lowes 9/7/24 $122.34

Not Submitted | Report Number: RWLRUE

Report Details v Print/Share v | | Manage Receipts fravel Allowance v

Manage Attachmers’

Expenses View: Standafd.

O Alerts|T Receipt!T Payment Typelf Expense Type [T

o a

Out of Pocket

Attendees (2)

2. Click Upload Report Level Attachment.

Attach to Report

Entertainment - Non Travel

Copy Report | Delete Report

View Available Receipts

(® Add Expense

Vendor Details [T

Panera

Arlington, Texas

Datel¥ Requested [T

09/27/2024 $122.34

$122.34

i
-

valid file types for upload are .png, .jpg. .jpeg. .pdf, .tif or .tiff. SMB limit per file.

Upload Report Level Attachme

ﬁil

Not seeing your attachment? Try again in a few minutes

N\,

3. Add afile, such as a receipt relevant to multiple transactions.

Note: Report Level Attachments cannot be pulled from Available Receipts, these must be

manually added from the device.

Last Revision: 11/1/2024
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Add Attachments

Expense Level Attachments

@ File Upload
< 5 ~ 1 ¥ ThisPC » Downloads » ~|@/| | Search Downloads -]
Organize = New folder - [ @
~ [0 Date modified Type Mame Size
3t Quick access
I Desktop ~ Last week (1)
* Prrples 9/12/2024 3:3..  Adobe AcrobatD..  14-305 (2) 584 KB
d Documents ~ Earlier this month (1)
= Pictures 97472024 3:19 ...  PNG File image (4] 114 KB
CampusOptics E ~ Last month (5)
Concur Canvas ¢ PNG File 00503944 97 KB
HCM RLS Chang PNG File HRMS Approvals 47TKB
KS Final Docume Adobe Acrobat ... BF-PGC-F7 filled 560 KB
Adobe Acrobat D..  BF-PGC-FG (2) 384KB
Creative Cloud Fil Adobe Acrobat D BF-PGC-FT 205KB
@ OneDrive - Univer , v Earlier this year (50)
File name: ‘ BF-PGC-FT filled v| All Supported Types R

Individual transaction receipts and associated support documentation should be added to the specific

Expense.

From the Report screen:

A. Click the Upload Icon in the Receipt column. Select the receipt from the available receipts list or
click Upload New Receipt in the top right corner.

B. Dragand drop a receipt to the expense line from the Available Receipts menu.

Panera 9/27/24 $122.34

Not Submitted | Report Number: RWLRUE

EICUTESRRE | copy Report | Delete Report

Report Details v Hide Available Receipts

PrintShare v Manage Receipts v Travel Allowance v

@ Add Expense

Expenses view  Standard hd Receipts

Available Receipts (2)

[0  AlertslT Receiptll Payment Typell Expense Typell

Vendor DetailsiT Datel” Requestedf

Drag and drop an available receipt onto an expense to attach it. Valid file types for upload are .png. .jpg. jpeg, -pd,

Drop receipt fifor

Entertainment - B
anera

Non Travel _ 09/27/2024
Arlington, Texas

attengees (2)

2 upload New Receipt | [T
Out of Pocket

$122.34 FAKE
Uploaded:

ON RECEIPT.pdf FAKE PANERA RECEIPT.pdf

Uploaded: 10/31/2024 2:28 PM

FAKE AMAZON RECEIPT
7/15/2024

FAKE PANERA RECEIPT

B ©

Last Revision: 11/1/2024 2



N
UTI"‘\ Knowledge Services Add Attachments

From the Expense screen:

A. Click Add Receipt on the right side of the screen.

() Entertainment - Non Travel $122.34 i Dot Expense | Cancel
09/27/2024 Panera
Hide Receipt

Details Itemizations Receipt
& Attendees (2) @ Allocate
* Required field
Expense Type *
Entertainment - Non Travel X v
Transaction Date * Report/Trip Purpose
00/27/2024 ] NT-Business Meeting/Entertain -
Trip/Non-Travel Type Entertainment Business Purpose * v -1‘
Non-Travel 4 Team building A '_ __ i\"-'“\
N
Meal Type * Additional Information
Lunch ~ Click to upload or drag and drop files to upload a new receipt
Valid file types for upload are .png, .Jpg. .jpeg. .pdf, .tif or .tiff
Enter Vendor Name * City of Purchase * SMB limit per file,
Panera Arlington, Texas X v Add Receipt
Payment Type *
Out of Pocket v

B. Then select the receipt from the available receipts list or click Upload New Receipt above the
Receipts section.

Attach Receipt X

Available Receipts (2)

Attach an available receipt to the expense by selecting "Attach". Valid file types for upload are png
jpg. jpeg. .pdf, .tif or tiff.

T upload New Receipt | | |T

FAKE AMAZON RECEIPT.pdf FAKE PANERA RECEIPT.pdf
Uploaded: 10/31/2024 2:37 PM Uploaded: 10/31/2024 2:28 PM

FAKE AMAZON RECEIPT}
B @ © B @ ©

Once receipts have been added, the upload section will be replaced with a document preview.

Video Demo: Adding an Attachment
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Submit ProCard Reconciliation Report

Once all necessary support documentation has been attached, expense lines have been updated, and
allocations have been confirmed, the Cardholder must submit the ProCard Reconciliation Report.

Note: The ProCard Reconciliation Report must be submitted by the cardholder due to the legal
requirement that they actually certify the document. Delegation is not allowed.

If a Delegate has updated the ProCard Reconciliation Report, they must notify the Cardholder that it is

ready for submission.

1. Access the ProCard Report following the instructions on Access ProCard Reconciliation Report.

2. Review all expense lines, attachments, and allocations for accuracy.

3. Click Submit Report in the top right corner.

Home / Expense / Manage Expenses / ProCard- 07/04 - 08/03 9045
A Alerts: 1
ProCard- 07/04 - 08/03 9045 $357.20

Ready For Review | Report Number: L6FVTZ

Report Details v Print/Share v Manage Receipts v

Add Expense
CommentlT Receiptll Payment Typell Expense Typelf
O 5 ProCard Internet/Online Fees

0 ProCard Computer Equip - Expensed

4. Review the User Electronic Agreement by
scrolling to the bottom of the statement
and click Accept & Continue.

Delete Report Submit R

View Available Receipts

View:  Standard v
Vendor Details T Datel® Requested T
7.

Spectrum 0711712024 $127.21
Fort Worth, Texas Allocated
F! $229.99

AMAZON.COM RS3EN3F51 07115/2024
Seattle, Washington Allocated
$357.20

User Electronic Agreement

ProCard Certification:

Each person signing below certifies that the expenses are just, true and correct, and were incurred by the

cardholder for University business on dates shown on supporting documentation.

Certification is also made that charges were not for personal use or are considered as an unallowable pur-

chase according to the University's ProCard Procedure.

We further understand that improper use of this card may result in disciplinary action, up to and including

termination of employment.

——
[P Accept & Continue
e

Last Revision: 11/1/2024
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Submit ProCard Reconciliation Report

5. Review the final Report Totals and click
Submit Report.

Report Totals

A Alents: 1

Company Payments
$0.00

Employee

$357.20

ProCard

Employee Payments
$0.00

Company

Amount Total:
$357.20

Due Employee:

$0.00

Amount Due (ProCard):
$357.20

Owed Company:
$0.00

Requested Amount:
$357.20

4. A Report Status message will appear, click Close.

Report Status

@ Report Submitted
ProCard- 07/04 - 08/03 9045 $357.20

Report Validation

Total Paid By Company:

$357.20

Total Owed By Employee:
$0.00

Cancel I Submit Report I

After an ProCard Expense Report is submitted it will be "Pending External Validation" before it submits
to workflow. This process generally only takes a few minutes. If any errors between Concur and UTShare
are flagged, the ProCard Expense Report will be Returned with the status "Sent back to user Concur

System."

If any errors between Concur and UTShare are
flagged, the Request will be Returned with the
status "Sent back to User."

Manage Expenses

Report Library
ProCard- 07/04-08/03 9045 /) Lowes 9/7124
10/03/2024 09/25/2024
$357.20 $0.00

Returned

Sent Back to User
Concur System

Not Submitted

After Accessing the Report a detailed notification will appear at the top of the Report. Click View Report

Timeline to see additional information.

@ Report Comment | Concur System: Line: 1, Spllt L Budget Check Exception: OPE,SpeedlType = 312345, Account = 62206 No Budget detal data found. Line: 2 Spl 1 - Budget Check Exception: OPE SpeedType = 312345, Account =

62201,No Budget detail data found.,Ligg;

= 62209,No Budget detail data found.
ProCard- 07/04-08/03 9045 $357.20

@ Returned | Report Number: 6GQSFU

Report Details ¥ Print/Share ¥ Manage Receipts V¥  Travel Allowance V'

gt Check Exception: OPE,SpaedType = 312345, Account = 62203,No Budget detalldata found. Line: 10, Splt: 1 - Budget Check Exception: OPE, SpeedType = 312345, Account

Delete Report | CopyReport || Submit Report

View Available Receipts

Last Revision: 11/1/2024
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Submit ProCard Reconciliation Report

Report Timeline
ProCard-07/04-08/03 9045 | $357.20

Approval Flow

) Supervisor

Report Comment

Report Summary

Sort v Filter v

0/500

£

‘ Dolan, Jane

) Funding Approval

| Thursday, October 3, 2024

) Approval for Processing

Report Comment - §357.20

Concur System Oct 3, 2024 11:27 AM
Line: 1, Split: 1 - Budget Check Exception: OPE,SpeedType = 312345, Account = 62206,No Budget detail data found.,Line: 2, Split: 1 -
,Budget Check Exception: OPE,SpeedType = 312345, Account = 62201,No Budget detail data found.,Line: 10, Split: 1 - ,Budget Check
Exception: OPE,SpeedType =312345 , Account = 62205,No Budget detail data found. Line: 10, Split: 1 - ,Budget Check Exception

OPE,SpeedType = 312345, Account = 62209,No Budget detail data found.,

Status: Sent Back to User

Status Updated: Concur System

Oct 3, 2024 11:27 AM

Status: Pending External Validation
Status Updated: Maverick, Sam

Oct 3, 2024 11:27 AM

Status: Submitted

Status Updated: Maverick, sam

Oct 3, 2024 11:27 AM

Notify Cardholder

If a Delegate has updated the Expense Report, they must notify the recipient that it is ready for

submission.

1. Access the ProCard Report following the instructions on Access ProCard Reconciliation Report.

2. Confirm all expense lines, attachments, and allocations have been appropriately updated.

3. Click Ready for Review in the top right corner.

Home / Expense / Manage Expenses / ProCard- 07/04 - 08/03 9045

ProCard- 07/04 - 08/03 9045 $357.20

Not Submitted | Report Number: LEFVTZ

Report Details ¥ Print/Share ¥  Manage Receipts v

Add Expense

()  Commentlf Receiptil PaymentTypelf

@] 5] \ 3 ProCard

) L ProCard

Expense TypelT

Internet/Online Fees

Computer Equip - Expensed

Vendor Details |1

Spectrum
Fort Worth, Texas

AMAZON.COM RS3EN3F51
Seattle, Washington

Delete Report | Ready For Review

View Available Receipts

View:  Standard v
Datel Requested T
07/17/12024 $127.21
07/15/2024 $229.99
$357.20

Last Revision: 11/1/2024
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4. Verify Report Totals and click Ready for Report Totals X
Review at the bottom of the pop-up Company Paymants
window. $0.00 $357.20
Employee ProCard

Employee Payments

$0.00
Company
Amount Total: Due Employee: Owed Company:
$357.20 $0.00 $0.00
Amount Due (ProCard):
$357.20
Requested Amount: Total Paid By Company: Total Owed By Employee:
$357.20 $357.20 $0.00

Cancel Ready For Review

5. The following notification will appear: "An email notification to review this report has been sent
to the employee." If changes are necessary, click Not Ready For Review. The Report may be
modified further as needed.

Home / Expense / Manage Expenses / ProCard- 07/04 - 08/03 9045
© Alerts: 3 v

& An email notification to review this report has been sent to the employee.

ProCard- 07/04 - 08/03 9045 $357.20 PI—

Ready For Review | Report Number: LEFVTZ

Last Revision: 11/1/2024 4



