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UNIVERSAL CARD RECONCILIATION
Overview

Prior to making purchases on the Universal Card (U-Card), review and ensure you understand the CSUSB
Universal Card Handbook. In Concur, the Universal Card expense (reconciliation) report is not automatically
created. Cardholders must access their available expenses in Concur and manually move transactions into a
report each month. When creating the report, cardholders are required to enter the statement cycle start and
end dates in the report header fields. Cardholders may reconcile transactions throughout the month; however,
submission is not permitted until all transactions for the cycle are included in the statement report.

Logging into Concur

Note: The screen captures included in this document may look slightly different on-screen due to user interface
changes made by campus.

1. Navigation: Go to CSUSB.edu and click on myCoyote in the upper right-hand corner of the main CSUSB
website.

/a8 CSUSB  wz ozrive e Zditte Apply Visit Requestinfo | myCoyote | PDC Give Q =

2. Sign in using your Single Sign On.

/= CSUSB
WE DEFINE THE 720%

CoyotelD (e.g. 001234567)

Password

Sign in =

Forgot Password?  Account Management

Activate Account IT Support
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3. Click on the Administrative System:s tile.

Employment % TechTools v  Administralive Systems v Academics v Advising Tools v

SB

%) You have successfully signed in to myCoyote as

@) myCoyote

Faculty and Staff Email
Office 365 nchud

£
 as Email Colonds

'CONNECTION

wE pEFINE THE TRdile

Coyote Connection

Coyote OneCard Portal

Personal Messages

Faculty Center

Manags your class rostes, class SChedule. and 9ragng

Tech Tools (formerly Collaborate)

Employment ~  Tech Tools v v Academics v

PeopleSaft CS
PeogleSoft Campus Solutions

Common Financial System Common Financial Systom Data Warehouse

The financial data Management system for e CSU Run reparts on finance informatic

Event Management System
EMS: Re
R

1 a Room, Request Fumiture/E

oyee portal

WebTMA

Facilities Mananemeant Wk Doniect Swstam

-
- ebnamnt

Demos v

Canvas

Carwas Leaming Management Systom

Have Questions? Ask Cody!
Ask Cody’ Trot G
¢

My Financials
Mok
Scrolarsh

SUS8 andt
ology

€5 Worldist, C

. JU—

Advising Tools v

Demos v aQa © o

CS Worklist
Access to PeopleSoft approval

SimpleK Key Management
Dl N Vi s s pmnaetact n VD ar ha nn

5. Once you have logged into Concur, you will be on the main landing page.

= EI7 Concur

@
s
o>
.  CreateRequest Create Expense Report
=8 » t pproval request for travel Be X t

© You haven't signed up to recelve e-receipts.@ Sign up here

The California
State University

e
“

Company Notes
+ 2 = 8]

*Don't book travel until your request is
approved™

gh Concur to ge

Flight Search

Available Expenses Expense Reports
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Moving Non-Travel Transactions into a New Report

Reconcile all non-travel-related expenses (e.g., supply purchases) on a single expense report each month, as they appear
in your Available Expenses section.

Travel-related expenses should be reconciled on a separate Travel expense report that corresponds to the associated
travel request.

Selecting Universal Card Non-Travel Transactions
1. From the Home page, click on the Expenses in the left Navigation Panel and select Manage Expenses.

o
reate Req
:

Card Transactions

The California
State University

Company Notes

Concur Travel Booking is for BUSINESS purposes only.
Book f gh Coneur to get our CSU contracted pricing

]

Seosnecbi m EEDEEY, m

Available Expenses (21) see All Expense Reports + Requests +
$720.00
o [j [j
$13.00
No Reports No Requests
User currently has no open reports. User currently has no active requests.

$155.00

$1,119.00

2. Inthe Manage Expenses window, select all Non-Travel transactions under your Available Expenses to move
into a New Report (Employee Expense-Non-Travel Report).

= I Concur a o
]
. Available Expenses
> Drag and drop files to upload a new receipt. Valid file types for upload are .png, .ijpg, jpeg, -pdf, -tif or .tiff.
>
View: All Expenses ~ T Upload Receipt Delete Move v
&> — ) p
\!\ Receipt Payment Type [T Expense Source Expense TypelT Vendor Details T DatelT AmoumlTI New Report
‘:‘ NEW Universal Card Corporate Card Hotel/Lodging METROPOLE HOTELS 02/08/2026 $423.44
\:\ GTAGard Corporate Card Undefined UNITED 02/07/2026 $176.93
NEW Universal Card Corporate Card Undefined Staples.com 02/05/2026 $905.44
: CTA Card Corporate Card Undefined AGENT FEES 02/04/2026 $24.00
O NEW Universal Card Corporate Card Car Rental ALLSTAE RENT-A-CAR 0210312026 $776.75
E\ NEW Universal Card Corporate Card Internet/Telephone/Fax Amazon.com 02/03/2026 (850.64)
v NEW Universal Card Corporate Card Internet/Telephone/Fax Amazon.com 0210312026 $550.64
O cTaCard Corporate Card Undefined AGENT FEES 01/31/2026 $24.00
? NEW Universal Card Corporate Card Undefined Lowes 01/31/2026 $20.90
) NEW Universal Card Corporate Card Undefined National Association 01/31/2026 $905.41
O CTACard Corporate Card Undefined UNITED 01/31/2026 $14.18
‘7‘ CTA Card Corporate Card Undefined AGENT FEES 01/30/2026 $24.00
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3. The Create Expense Report window opens up. Continue to the next section to create an Employee Expense
(Non-Travel) report header.

Create Expense Report

Create From an Approved Request
Required field *
Report Type * Report/Trip Name * Trip Type * Travel Start Date *

Employee Expense - Travel v MM/DD/YYYY

Travel End Date * Traveler Type * Trip Purpose ¥ Personal Dates of Travel-If none enter NA *

MM/DD/YYYY v v

Business Unit * 3 Department ¥ 4  Project

Program 2

v

Comments To/From Approvers/Processors

Travel Allowance a

Next: Create report and add itinerary details for your travel allowances

Cancel
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Creating an Employee Expense-Non-Travel Report Header

Entering Report Header Data
Ensure that all required information is accurately entered in the Report Header, as this is essential for properly

organizing and processing the reconciliation report.

= ET¥ concur a o A
™ Home/Exa Create Expense Report
. Man
£l Create From an Approved Requast
field * Bl
@
Expense Report
ype Report Nam Report Start D Report End Date * J
=B
| Employee Expense - Non-Travel ~ 144 B ¥ B
-] Business Unit * 2 Fund* 3 4 Project 5
i v
2 Cla 2
Comments To/From Approversi/Processors. o500
Avai
Drag ang
View: |

Note: In the Create Expense Report window, the Request Header defaults the Report Type to Employee
Expense — Travel.

Click the drop-down in the Report Type field and select Employee Expense - Non-Travel for Universal Card
Non-Travel report. This identifies the report as a monthly Universal Card Non-Travel report and applies the
correct policies and audit rules.

Create Expense Report

Create From an Approved Request

Required field *

Report Type *

Employee Expense - Travel

Employee Expense - Non-Travel

[Report/Trip Name * Trip Type * Travel Start Date *
v MM/DD/YYYY (=]
[Traveler Type * Trip Purpose * Personal Dates of Travel-If none enter NA*

Non-Employee Expense

Employee Expense - Travel (LocaliMileage)

v

Fund * 3 Department *

Employee Expense - Travel

Project 5

[Class 2

\\. v

Comments To/From Approvers/Prof

Report Type *

Employee Expense - Travel v

Employee Expense - Non-Travel

Employee Expense - Travel (Local/Mileage)

Non-Employee Expense

Employee Expense - Travel
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Report Name

Enter the monthly naming convention for the report to include the reconciliation month and year recon
report (e.g., April 2026 Recon Report) for easy tracking and auditing.

Create Expense Report

Create From an Approved Request

Required field *

Report Type * Report Name * Report Start Date * Report End Date *
Employee Expense - Non-Travel ~ May 2026 Recon Report MM/DD/YYYY ] MM/DD/YYYY (=]
Business Unit * 2 Fund® \ 3 Department* 4 Project 5
v
*
Program 2 | Report Name
v
Comments To/From Approvers/Processors M ay 2026 Recon Report 0/500

Report Start Date

Enter the beginning date of the reconciliation cycle. This should match the first day of the billing cycle for
the transactions included in the report.

Create Expense Report

Create From an Approved Request

Required field *

Report Type * Report Name * Report Start Date * Report End Date *
Employee Expense - Non-Travel v | May 2026 Recon Report 04124/2026 & | mmoorvyyy =]
Business Unit * 2 Fund® 3 Department * / 4 Project 5
v *
Report Start Date
Program 2
v | 04242026 8
Comments Ta/From Approvers/Processors 0/500
Report End Date
Enter the ending date of the reconciliation cycle. This should match the last day of the billing cycle.
Create Expense Report
Create From an Approved Request
Required field *
Report Type * Report Name * Report Start Date * Report End Date *
Employee Expense - Non-Travel v | May 2026 Recon Report 04124/2026 B [ 05/2312026 B
Business Unit * 2 Fund* 3 Department * ect 5
v
*
Program 2 | Report End Date
v
05/23/2026 B
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Chartfield String

Select the appropriate chartfield string under which the majority of charges will be expensed. You can enter
the most used chartfield string at the report header level so it will automatically flow to each expense line.
You can then adjust individual line items as needed for expenses that should be allocated differently.

The chartfield string consists of the following components: Business Unit, Fund, Department, Program,
Project, and Class Code. Enter the applicable value in each field and select the appropriate option from the
dropdown list that appears. Please note that free text entry is not permitted; you must select from the
dropdown list for the system to populate each field correctly.

1. Business Unit - Select the appropriate business unit that will be charged for the expenses. This value
determines the organizational entity responsible for the costs.

2. Fund - Enter the funding source that will pay for the expenses. This ensures costs are allocated to
the correct funding category.

3. Department - Enter the department responsible for the expenses. This is used for financial tracking
and reporting within the organization.

4. Project - If applicable, enter the project ID associated with the expenses. Use this field when charges
should be tracked to a specific project.

5. Program — If applicable, enter the program code associated with the expenses. This is used to
further categorize expenses for reporting purposes.

6. Class — If applicable, enter the class code associated with the expenses. This field is used for
additional financial classification and reporting.

Create Expense Report

Create From an Approved Request

Required field *

Report Type * Report Name * Report Start Date * Report End Date *
Employee Expense - Non-Travel v May 2026 Recon Report 04/24/2026 B 05/23/2026 B
Business Unit * 2 Fund* 3 Department* 4 Project B
v
Program 2 Class 2
v v

Comments To/From Approvers/Processors 0/500

Comments To/From Approvers/Processors

Comments entered in the Report Header are intended for approvers and should include any relevant notes
or explanations. For transaction-specific business justifications, comments must be entered on each
corresponding transaction line.

Create Expense Report

Create From an Approved Request

Required field *

Report Type * Report Name * Report Start Date ® Report End Date *
Employee Expense - Non-Travel v May 2026 Recon Report 0412412026 £y 051232026 [S]
Business Unit * 2 Fund* 3 Department* 4 Project 5
v
Program 2 Class 2

Comments To/From Approvers/Processors 0/500
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Review Fields and Create Report

1. Verify that all required header fields are completed accurately, then select Create Report.

= EI7 Concur n o
a = = N

® CGreate Expense Report
» Use "Month Year Recon Report” for
22 Create From an Approved Request easy tracking
> Required field *

Report Type * Report Name * Report Start Date * Report End Date *

>

= Employee Expense - Non-Travel v April 2026 Recon Report MM/DD/YYYY 03/24/2026 =] MM/DD/YYYY  04/23/2026 8
[} Business Unit * 2 Fund® 3 Department * 4 Project 5
is ~
E

Program 2 Class 2 Select the default chart field for this Reconciliation Report. This chart field will apply to

each transaction in the statement report unless the transaction is allocated at the
¥ ¥ transaction line level. Click Save when complete.
Comments TolFrom Approvers/Processors /500

Avai
b=ead  Enter any relevant notes or explanations for approvers or processors. Use this field to clarify unusual
expenses, provide justifications, or communicate important information about the report.

View:

N\

2. Once the report has been created, the Expenses window opens. Confirm that all non-travel-related
transactions are included in the report and proceed to define each expense and allocate each individual
transaction as needed, ensuring expenses are correctly categorized and assigned.

= EI7 concur o @
< Expense Reports

May 2026 Reconh Report $950.98 © View Alerts
Not Submitted Report number: F7RZCA

Report Details v Print/Share v Manage Receipts v

Expenses (3) | View: Standard v ® Add Expense v
O Alerts |1 Date IF Receipt [T Attributes Expense Type |1 Vendor Details |1 Payment Type |1 Requested | Actions
O [x) 02/05/2026 5] Undefined $Q*1100: COYOTE BOOKSTOR  Ne Universal Card $905.44
\:\ Q 01/31/2026 8 Undefined TARGET.COM* NEW Universal Card $20.90
[x] 0172912026 8 Meals and Refreshments (NON-ALCOHOLIC) ~ Starbucks NEW Universal Card $24.64
$950.98

8|Page
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Reconcile Universal Card Transactions at Expense level

Universal Card transactions are loaded into the Available Expenses throughout the billing cycle. It is highly
recommended to reconcile transactions as they are available. This helps ensure timely submission and approval
of the Employee Expense -Non-Travel Report.

Define the Expense Type for each Transaction Line

Note: Some Expense Types may not be permitted for the University and an alert will display when the
transaction is saved to inform users and delegates.

1. From the Expenses screen, select the transaction to reconcile.
May 2026 Recon Report $950.98 @ View aterts

Not Submitted Report number: TLA9Q8

Report Details v Print/Share v Manage Receipts v

~
Expenses (3) View: Standard v (® Add Expense v 1
D Alerts T Date |7 Receipt T Attributes Expense Type [T Vendor Details J]T  Payment Type T Requested [T Actions
@] a 02/05/2026 B General Supplies 5Q *1100: COYOTE BOOKSTOR  NEW Universal Card $905.44
D 'y 01/31/2026 B General Supplies TARGET.COM * NEW Universal Card $20.90
D Q 01/29/2026 1 | B8 Meals and Refreshments (NON-ALCOHOLIC)  Starbucks NEW Universal Card $24.64

$950.98

2. When the transaction opens, first select the Expense Type that best suits the transaction.

Undefined $905.41 « - © View Alens A\ Add a receipt below.

Comorate Card e llooloosooosoooeeoooy
Details Itemizations

@ Allocate Required field *

© Expense Type *

Undefined v X
Upload or drag-and-drop your receipts here. @
Transaction Date * City of Purchase
01/31/2026 v H T Upload New Receipt
Payment Type Enter Vendor Name 1 Choose From Available Receipts
NEW Universal Card National Association
Amount * Currency
90541 US, Dollar (USD)
Last Name First Name

3. The form fields updates based on the Expense Type selected. Complete the required fields.

Undefined $905.41 « - Save Expense | ~ [0 A\ Add a receipt below.
Corporate Card TR e L .

Details emizations

@ Allocate Required field

Expense Type *

General Supplies v X : - -

N
Ay
)
© Ouick Tips —
For example, IT-related supplies (software and hardware) should be charged to the appropriate object code in the 616XXX
series.
Show Less

Upload or drag-and-drop your receipts here. @

Transaction Dale * City of Purchase ' 1 Upload New Receipt

01/31/2026 ~

Choose From Available Receipts
Enter Vendor Name

NEW Universal Card National Association

Amount * Currency



4. If areceiptis added later, click Save Expense to return to the Expenses list. View and correct any additional
alerts on the transaction. Then, proceed to the next transaction to be reconciled.

Undefined $905.41 « -

Save Expense | v
Corporate Card
Details Itemizations
@ Allocate Required field

Expense Type *

General Supplies

© Quick Tips

For example, IT-related supplies (software and hardware) should be charged to the appropriate object code in the 516XXX

series.
Show Less

Transaction Date *

City of Purchase
01/31/2026
Payment Type Enter Vendor Name:
NEW Universal Card National Association

Currency

Add Business Purpose/lustification in Comment field

A\ Add a receipt below:

Upload or drag-and-drop your receipts here. @

T Upload New Receipt

Choose From Available Receipts

All purchases must include sufficient justification and comply with applicable campus policies. If a purchase does
not include adequate justification, the expense reconciliation report may be returned for clarification.

When entering expenses, in the Comments section, provide detailed explanations rather than vague
descriptions. For example, instead of writing “Office Supplies,” state: “Purchase of printer ink and paper for

faculty research materials in [Department Name].”

General Supplies $905.44 - Save Expense | v
Details Itemizations

Amount ™ Currency
905.44 US, Dollar (USD)

Last Nam First Name

Email Address Request ID

Purpose and Travel Dates

Comments To/From Approvers/Processors 0/500

Clear Purpose - Why was this purchase necessary?
Who Benefited - Was it for a department, an event, or a specific project?
How it Supports University Business - Direct connection to CSUSE activities.

10| Page
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Add Itemized Receipt in each Transaction Line
Add Receipt - Drag and Drop

1. Navigate to the location of the receipt, select and drag the file over to transaction receipt window and
drop the file.

Receipt & Hide Receipt Viewer

A\ Add a receipt below.

Upload or drag-and-drop your receipts here. 2]

T Upload New Receipt

Choose From Available Receipts

2. Once the attached receipt is visible in the Receipt window, click Save Expense.

< May 2026 Recon Report (im] Receipt & Hide Receipt Viewer

Meals and Refreshments (NON-ALCOHOLIC) $24.64 « = e -+ 1 of1 e Q

Save Expense | v

Corporate Card
Test
Details Itemizations

o
AR Attendees (1) | (% Allocate Required field

Expense Type *

Meals and Refreshments (NON-ALCOHOLIC) v X

© Quick Tips
'CSU Hospitality Policy [add link] limits per person spend for the following meal types:
- Breakfast $40/pp
- Lunch $60/pp
- Dinner $90/pp
- Light Refreshments $40/pp
Show Less
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Add Receipt — Upload New Receipt (Alternative Option)
1. Inthe Attach Receipt window, click Upload New Receipt if the desired receipt is not already displayed.

Receipt & Hide Receipt Viewer

A\ Add a receipt below.

Upload or drag-and-drop your receipts here. 0

T Upload New Receipt

Choose From Available Receipts

2. Once you select Upload New Receipt it will open your desktop file browser. Navigate to the location of
your supporting documents, select the required receipt(s), and then click Open to attach them to your

report.
| @ Open X
T 4 > Documents y) Search Document: y ]
Organize v New folder =~ 0 0
R Gallery D Name ’ Date modified

1
‘ 4 Documents
|

@ OneDrive - California State Univers

File name: Custom Files

croee
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3. Once the attached receipt is visible in the Receipt window, click Save Expense.

< May 2026 Recon Report im] Receipt & Hide Receipt Viewer

Meals and Refreshments (NON-ALCOHOLIC) $24.64 <« = e - + 1 ef1 e Q
Save Expense | v
Corporate Card

Test
Details Itemizations

P
R Attendees (1) || (¥ Allocate Required field
Expense Type *

Meals and Refreshments (NON-ALCOHOLIC)

@ Quick Tips
CSU Hospitality Policy [add link] limits per person spend for the following meal types:
- Breakfast $40/pp
- Lunch $60/pp
- Dinner $90/pp
- Light Refreshments $40/pp
Show Less

Add Missing Receipt Declaration — DO NOT USE
The Missing Receipt Declaration feature in Concur must not be used for Universal Card transactions.

If a required receipt has been misplaced or is unavailable, the cardholder must instead complete and attach a
Lost Receipt Affidavit Request Form to the transaction.

Use the official Lost Receipt Affidavit Request Form:

. The completed form must include detailed business purpose, and an explanation of why the receipt
is unavailable. Attach the signed affidavit in Concur in place of the missing receipt. Additional supporting
documentation (if available) should also be included to substantiate the expense.

Failure to provide appropriate documentation may result in delays, rejection, or non-compliance with
Chancellor’s Office policy.

13| Page


https://www.csusb.edu/sites/default/files/upload/file/2020/Lost%20Receipt%20Affidavit.pdf
https://www.csusb.edu/accounts-payable/forms-documents
https://www.csusb.edu/accounts-payable/forms-documents

Allocate Expense

The Allocate feature can be used to designate different chart fields for expenses. This feature may be used when
an expense needs to be split across multiple accounts or business units. This feature allows you to split the
charged amount at the level of exacts costs or percentages depending on your preference.

To view the default chartfield in the Report Header, select the Report Details drop down to open the Report
Header.

May 2026 Recon Report $1,556.39

Not Submitted Report number: TLA9Q8

Report Details v| Print/Share v~  Manage Receipts v

7 ~

: Report

Report Header prandard M

1. To Allocate an expense line to a different chartfield or business unit from the default that is in the Report
Header, select the transaction line that you want to change.

May 2026 Recon Report $950.98 © View Alerts

Not Submitted Report number: TLA9Q8

Report Details v Print/Share v Manage Receipts v

Expenses (3) View: Standard M (® Add Expense v 1
D Alerts [T Date |7 Receipt |T Attributes Expense Type |T Vendor Details |T Payment Type |T Requested [T Actions
@ a 02/05/2026 l B8 General Supplies SQ *1100: COYOTE BOOKSTOR NEW Universal Card $905.44
[:] 'y 01/31/2026 B General Supplies TARGET.COM * NEW Universal Card $20.90
D [x] 01/29/2026 B8 Meals and Refreshments (NON-ALCOHOLIC)  Starbucks NEW Universal Card $24.64

$950.98

2. Once the transaction is opened, select the Allocate button.

General Supplies $20.90 « - Save Expense | v D

Corporate Card

Details ltemizations

R
(% Allocate Required field

Expense Type *

3. Inthe Allocate window, click +Add.

Allocate

Expenses: 1 $20.90

Amount Allocated $20.90 @ Remaining $0.00

$20.90 100% 0%

Default Allocation

Code Percent %

SBCMP-SB001-D0820 100
Allocations (0) ® Add
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4. Inthe Add Allocation window, select the desired chartfield in the order the segments are presented. The
valid values of a segment are dependent on the value of the prior segment and thus must be selected in
order. Only segments with an asterisk (*) are required.

a. Select the Business Unit (BU) *.
b. Select Fund*.
c. Select Department®.
d. Select Program, Project, Class, if needed.
<+ New Allocation W Favorite Allocations
Required field *
Business Unit * 2
(COCSU) CSU Office of the Chancellor v X
Fund * 3
(44101) PaCE Operations v o X
Department * 4
(1005) CO Accounts Payable v o X
Project 5

Note: Most Recently Used chartfield will display at the top of the dropdown list, if available. Selecting a
recently used chart field will fill in each of the segments as previously selected.

5. Click Save to add the allocation.
Add Allocation

-+ New Allocation W Favorite Allocations

Required field *

Business Unit ® 2
(COCsU) CsU Office of the Chancellor g X
Fund * 3
(44101) PaCE Operations v X
Department * 4
(1005) CO Accounts Payable v x
Project 5

Cancel

15| Page



6. From the Allocate window, add additional allocations as desired. The distribution defaults to Percent %, but
can be distributed by amount by selecting Amount $ in the upper left. If a percentage or amount of the
distribution needs to include the original Default Allocation, adjust the Percent % or Amount $ of each
added allocation to the desired value.

Allocate
Expenses: 1 $577.46 View Allocation Group
Percent Amount
Amount Allocated $577.46 © Remaining $0.00
$577.46 100% 0%
Default Allocation
Code Percent %
Default 50
Allocations (1) ® Add Save as Favorite
Business UnitT Fund|T Department)T Project)T Program]T Class|T Codel= Percent %
CSU Office of the Chancellor PaCE Operations ~ CO Accounts Payable COCSU-44101-1005 50

-] CanCEI

7. Inthe Allocate window, click Save to return to the expense form.
8. From the expense form, click Save Expense to return to the Expenses list.

Subscription/Publication (non-IT) $577.46 ¢ - Save Expense | v | B

Corporate Card

Details  Itemizations

» N
@ Alocate Required field

> Receipt

Expense Type *

Subscription/Publication (non-IT) v X

9. Inthe Expenses list, the pie chart icon indicates that the transaction has successfully created an Allocation

Summary
Expenses (4)  View: Standard v (® Add Expense v +
O Alerts T Date |F Receipt [T Attributes  Expense Type [T Vendor Details /T Payment Type LT Amount [T Requested [T Actions
D [x] 02/05/2026 B8 General Supplies 5Q *1100: COYOTE BOOKSTOR  NEW Universal Card $905.44 $605.44
D [x] 01/31/2026 =B Undefined National Association NEW Universal Card $905.41 $905.41
D a 01/31/2026 8 General Supplies TARGET.COM * NEW Universal Card $20.90 $20.90
D [x] 01/29/2026 & B Meals and Refreshments (NON-ALCOHOLIC) ~ Starbucks NEW Universal Card $24.64 $24.64
$1,556.39 $1,556.39
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Allocation (Save as Favorite)
1. Inthe Allocate window, to save a new allocation as a favorite to be used in the future, select the Save as
Favorite link.

Atocaions =

Business Unit)T Fund|T Department [T Project|T Program|T Class|T Codel= Percent %

CSU Office of the Chancellor PaCE Operations ~ CO Accounts Payable COCSU-44101-1005 50

2. Inthe Save as Favorite window, enter a Favorite Name (pick something that will be easy to recognize in a list
of favorites such as ‘PaCE Operations — CO Accounts Payable’) and click Save.

Save as Favorite

Favorite Name *

| PaCE Operations - CO Accounts Payable |

| Cancel

3. Next time the Add Allocation window is displayed, click on the Favorite Allocations tab to see saved
favorites. Select the desired saved Favorite Allocations.

Add Allocation

-+ New Allocation W Favorite Allocations

Select

CO STEM Project Code

| El PaCE Operations - CO Accounts Payable

LELELCRNLLE LIl View Favorite  Cancel

4. Click Replace Allocations to use the saved favorite allocation. Or click View Favorite to view the allocation
or delete it from the Favorite Allocations.
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Itemize Expense

The Itemize feature allows a transaction to be split into multiple Expense Types. This can be used in any
transaction that may require splitting the Expense Types (which subsequently may charge the amount to a
different account code).

1. Open a transaction to reconcile. After the required fields in the expense form have been completed, select
the Itemizations tab.

General Supplies $905.44 - A View Alerts

Corporate Card

L
(5 Auocate Required field

Expense Type *

General Supplies v X

© Quick Tips
For example, IT-related supplies (software and hardware) should be charged to the appropriate object code in the 616XXX
series.
Show Less

Transaction Date * City of Purchase

02/05/2026 v

2. Click + Add Itemization.

General Supplies $905.44 -> Save Expense | v
Corporate Card

Details Itemizations

Amount ltemized Remaining

$905.44 $0.00 $905.44

ltemizations ® Add ltemization

3. Select the first Expense Type.

Add Itemization

Amount temized Remaining
$905.44 $0.00 $905.44
Required field *

Expense Type *

I Search for an expense type v |

4. Update any of the information (e.g., Business Justification) as needed and enter the Allocation.
5. Review and complete all required fields and any optional fields, as desired.
6. Ifthereis an amount Remaining, click + Add Itemization to add another Expense Type and Amount.

General Supplies $905.44 > € View Alerts

Corporate Card

Details Itemizations
Amount Itemized € Remaining
$905.44 $605.00 $300.44
Itemizations (1) Select Al T

General Supplies $605.00
02/05/2026

18| Page



7. Click Save Itemization and repeat the above step until the amount Remaining is $0.00.

General Supplies $905.44 - Save Expense | v [T = ~ 4 1 | a1 e Q -
Corporate Card
Details Itemizations
Test
Amaunt temized
$905.44 $905.44
Itemizations (2) (® Add Itemization Select Al [T
] General Supplies $605.00
02/05/2026
| Subscription/Publication (non-IT) $300.44
0210512026
8. Click Save Expense.
General Supplies $905.44 - Save Expense | v = = dy of 1 Q
Corporate Card
Details Itemizations ‘
Test
$905.44 $905.44 $0.00
Itemizations (2) @ Add Itemization SelectAll [T
| General Supplies $605.00
- 02/05/2026
] Subscription/Publication (non-IT) $300.44

02/05/2026

In the Expenses list, the clipboard icon indicates that the transaction has successfully created an Itemization
Summary.

May 2026 Recon Report $1,856.39 @ View Alents | TR
Not Submitted Report number: T1A9Q8

Report Details ~  Print/Share ~¥  Manage Receipts v

Expenses (4) | View: Standard v

@ Add Expense v

|

) Alerts [T Date |¥ Receipt [T Attributes Expense Type [T Vendor Details [T

Payment Type [T Requested [T Actions
0 0200512026 B General Supplies

SQ *1100: COYOTE BOOKSTOR ~ NEW Universal Card $905.44
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Submit Universal Card Recon Report

Universal Card Reconciliation Reports must be submitted no later than the 30™ of each month to ensure all non-
travel transactions for the billing cycle are included. Once all transactions have been fully reconciled and any
outstanding alerts or exceptions have been resolved, the report may be submitted. At fiscal year-end,
submission deadlines may be modified in accordance with Chancellor’s Office closing timelines and
requirements.

Audit Alerts

Alerts are messages triggered by certain criteria in your Report. There are different types of alerts.

1. Inthe Expense Window, under Alerts, select the X to review the error message and correct any alerts or errors
that must be resolved before the report can be submitted.

= T Concur

< Expense Reports

May 2026 Recon Report $950.98
Not Submitted Report number: F7RZCA

Report Details v Print/Share v Manage Receipts v

ExpensNVew Standard v

L] Alerts |5 Date LT Receipt JT Attributes
() ) 01/29/2026 1 =
(] (] 01/31/2026 (1 =

M " Aterts ‘ =
01 A1l

€3 Error: ACTION REQUIRED: This expense type is not
permitted for your University. Please select a different

Expense Type and save the entry. View

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

a. Error: If an alert displays in red, it is displaying an error. This means an action must be taken before
the Report can be submitted.

b. Warning: An orange alert displays communication related to your Report components advising you
to read and take action. Note: Some orange warnings will not clear; however, they will not prevent
the user from submitting the Report.
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Review of all Non-Travel Transactions

Review all non-travel transactions within the monthly reconciliation expense report to confirm that each
transaction is fully reconciled, supported by appropriate receipts and documentation, includes a clear business
justification, and contains no error alerts (red stop signs).

1. Once everything has been reviewed, click Submit Report.

= EI¥concur n @
< Expense Reparts
May 2026 Recon Report $1,831.75
Not Submitted Report number: F7RZCA

Report Detalls ~  PrinUShare ¥  Manage Receipts v

Expenses (3) | View: Standard ~ (® Add Expense v 4
Date JT Receipt JT Attributes Expense Type LT Vendor Details JT Payment Type T Requested |7 Actions
02/05/2026 =] General Supplies 5Q*1100: COYOTEBOOKSTOR ~ NEW Universal Card $905.44
01/31/2026 B Memberships (Non-Travel)  National Association NEW Universal Card $905.41
01/31/2026 B General Supplies TARGET COM * NEW Universal Card $20.90

$1,831.75

2. Inthe Report Totals window, click Submit Report.

Report Totals
75
Company Payments
$0.00 Employee | $1,831.75 NEW Universal Card
Employee Payments
It $0.00 Company
Amount Total: Due Employee: Owed Company:
$1,831.75 $0.00 $0.00
Amount Due (NEW Universal
Card):
$1,831.75
Requested Amount: Total Paid By Company: Total Owed By Employee:
$1,831.75 $1,831.75 $0.00
Cancel
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3. Inthe User Electronic Agreement window, review the details and click Accept & Continue.

B31.75

eipts v

User Electronic Agreement

By clicking 'Accept & Submit', | certify that:

»

- This is a true and accurate accounting of expenses incurred for CSU business, with no personal or unallowable expenses claimed
(including alcohol, unless permitted by the funding source).

- All required receipts and supporting documents are attached.

- The requestor has not received, nor will receive, reimbursement from any other source for these expenses.

- The requestor agrees to repay CSU in full for any overpayment or reimbursement by another source.

- The requestor understands and accepts the responsibility to comply with all CSU and university policies.

teceipl

|l

Accept & Continue Cancel

4. Inthe Report Status window, click Close.

Report Status

@ Report Submitted

May 2026 Recon Report $1,831.75

5. The Universal Card Recon Report is submitted and displayed in the Manage Expenses.

= EI7 Concur o ®
@ Home / Expense / Manage Expenses
‘s Manage Expenses
ES

Expense Reports Ve AcveRepors - @ © Create Expense Report
o om0

May 2026 Recon Report
0511372026

$1,831.75

Due Employee:
$0.00
Submitied

Pending CFS Validation

Available Expenses
Drag and drop files to upload a new receipt. Valid file types for upload are .png, jpg, jpeg. pdf, tif or tiff.

View: All Expenses v 1 upload Receipt
[ Receipt  Payment Type [T Expense Source Expense TypelT Vendor Details JT Datel¥ Amount T
. NEW Universal Card Corporate Card HotelLodging METROPOLE HOTELS 02/08/2026 542344

6. Toreview the approval flow, see the View Report Timeline section below for guidance.
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Report Details

Report Header

1. Select Report Details, then choose Report Header or select the Report Number to open the Report Header.

= [EI7concur o ®
< Expense Reports

May 2026 Recon Report $1,831.75 Duplicate Report

Pending CFS Validation  Report number| FTRZCA
Report Details v | Printshare v  Manage Receipts v

Report

Report Header Standard M 3
Report Totals Receipt JT Attributes Expense Type JT Vendor Details T Payment Type JT Requested J5 Actions
Report Timeline D B General Supplies Staples.com NEW Universal Card $905.44 >
Audit Trail ) )
D =] Memberships (Non-Travel) National Association NEW Universal Card $905.41 >
Allocation Summary
|:| B8 General Supplies Lowes NEW Universal Card $20.90 >
Linked Add-ons
Manage Requests $1,831.75
Manage Cash Advances
View Report Timeline
The timeline displays the approval workflow and identifies the steps which have been completed or are
outstanding.
1. Select Report Details, then choose Report Timeline to view the status and history of the report.
= 7 concur a ®
< Expense Reports
May 2026 Recon Report $1,831.75 Duplicate Report
Pending CFS Validation Report number: F7RZCA
PrinuShare Manage Recelis v
— iy B
Report
Report Header Standard M £
Report Totals Receipt JT Attributes Expense Type |T Vendor Details JT Payment Type [T Requested |5 Actions
Report Timeline D [S] General Supplies Staples.com NEW Universal Card $905.44 >
Audit Trail " N "
D =] Memberships (Non-Travel) National Association NEW Universal Card $905.41 >
Allocation Summary
D B General Supplies Lowes NEW Universal Card $20.90 >
Linked Add-ons
Manage Requests $1,831.75

Manage Cash Advances

2. Atypical Approval Flow for Universal Card Recon Report displays. This may differ slightly depending on the
business unit.

Report Timeline

May 2026 Recon Report | $1,821.75

Approval Flow

() CFS Validation

( ) Direct Supervisor 1 Approval

( ) FinancialDOA Approval

| Expense Processor Review
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Audit Trail
The audit trail will display the timestamp of certain actions taken on the report.

1. Select Report Details, then choose Audit Trail to view a detailed record of all actions taken on the

= EI7 Concur a ®
< Expense Reports

May 2026 Recon Report $1,831.75 Duplicate Report
Pending CFS Validation Report number: FFRZCA

Print/Share v Manage Receipts v

Report
Report Header Standard M R
Report Totals Receipt [T Attributes Expense Type |1 Vendor Details |1 Payment Type |1 Requested |7 Actions
Report Timeline l:‘ = General Supplies Staples.com NEW Universal Card $905.44 >
Audit Trail ) )
= Memberships (Non-Travel) National Association NEW Universal Card $905.41 >

Allocation Summary

l:‘ = General Supplies Lowes NEW Universal Card $20.90 >
Linked Add-ons
Manage Requests $1,831.75

Manage Cash Advances

2. The date/time of the Action and the Updated By names will display.

cuy Audit Trail

May 2026 Recon Report | $1,831.75

s
6 Report Level ml
DatelTime ™ Updated By|T Action T Description [T —
da
05/13/2026 11:54 AM User3 (SB) Test Confirmation Agreement Acceptance *NEW CSU User Submit Agreement-Non-Travel
v
Entry Level
) DatelTime ™ Updated By |T Action [T Description|T

Expense Type: IT Software;
05/13/2026 11:33 AM User3 (SB) Test Receipt Image Detached Date: 01/31/2026 cl
User detached receipt image from this expense entry. i
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Allocation Summary

If a line has an allocation, the Allocation Summary displays a summary of any chart field split that might have
been added to the request expenses.

1. Select Report Details, then choose Allocation Summary to view the detailed allocation information.
= EI7 Concur oA ®
< Expense Reports
May 2026 Recon Report $1,831.75 Duplicate Report
Pending CFS Validation Report number: F7RZCA
Print/Share v Manage Receipts v
——— A
Report
Report Header Standard M i
Report Totals Receipt LT Attributes Expense Type JT Vendor Details JT Payment Type JT Requested |¥ Actions
Report Timeline D B8 General Supplies Staples.com NEW Universal Card $905.44 >
Audit Trail
D B Memberships (Non-Travel) National Association NEW Universal Card 3$905.41 >
Allocation Summary
l:l B General Supplies Lowes NEW Universal Card $20.90 )
Linked Add-ons
Manage Requests $1,831.75

Manage Cash Advances

2. The Allocation Summary window displays.

-

Allocation Summary

May 2026 Recon Report $1,831.75  The sum of allocation amounts may not exactly match the expense amount due to rounding.

[ CodelT Amountl¥

SBCMP-5B001-D0820

$1,831.75
b C5U San Bernardino - TF485-CAMPUS OPERATING FUND - FAS - Procurement & Contracts

m//
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Attachments

Additional documentation can be added at the Report level.
1. Select Manage Receipts, then choose Manage Attachments to view all attachments in the report.

= EI¥ Concur
< Expense Reports

May 2026 Recon Report $1,831.75

Pending CFS Validation  Report number: FIRZCA

Report Details v Print/Share v | Manage Receipts v

Manage Attachments

Expenses (3) | View: Standard

View Receipts in New Window

Date JT

Missing Receipt Declaration

02/05/2026

01/31/2026 D
01/31/2026 |:|

Attributes

=]

=)

=]

Expense Type |T

General Supplies

Memberships (Non-Travel)

General Supplies

Vendor Details JT

Staples.com

National Association

Lowes

Payment Type JT

NEW Universal Card

NEW Universal Card

NEW Universal Card

LR  Duplicate Report

4
Requested |7 Actions
$905.44 >
$905.41 >
$20.90 >
$1,831.75

2. Inthe Report Attachments window, select Add to browse, open, and attach supporting document(s), if
needed. All required receipts must be attached at the individual expense line level (not at the report level).

Report Attachments

=  GEEAAFC2DAIEFD8397461EDTS...

n R Test
Repor

Share

Standa

pt T

(7 open

3. Click Close once files have been added.

Report Attachments

n R Test
Repor

share

Standa

ptlf

Add

(3 open

Reques

$

e Reques
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