Find any outstanding Cash Advances in Concur that need to be reconciled –

1.        Click Profile
2.        Enter the Dean’s name under Acting as other user
3.        Click Start Session
4.        Click Reporting > Intelligence
5.        Click Team Content
6.        Click Chapman University
7.        Click Cash Advance Travel Dates and Balance
8.        Download into Excel by clicking the play button
9.        Click Run Excel data
Under the Remaining Balance (Amount less Submitted) column you will see if there are any outstanding CAs
 
Find any outstanding PCard charges in Concur that need to be reconciled

1.        Click Profile
2.        Enter the Dean’s name under Acting as other user
3.        Click Start Session
4.        Click Reporting > Intelligence
5.        Click Team Content
6.        Click Chapman University
7.        Click CC_Data_Statement_Accrual
8.        Run the report with dates June 1 – May 31 of the current fiscal year
9.        Click OK
10.        Download into Excel by clicking the play button
11.        Click Run Excel data
Sort by Approval Status and delete out anything listed as Approved.  Then under the Approval Status column, you will see any that are "Not Submitted" and "Submitted & Pending Approval" so that you can follow up on them.  Ideally you want to follow up on these monthly.  "Pending External Validation" means the report is pending AP's audit review (first step after cardholder submits or resubmits the report).  "Pending Cost Object Approval" means it is in the approval flow pending review of additional approvers depending on the budgets used (i.e. gifts, grants, etc).  All employees can view where their report is by clicking on the report > Details > Approval Flow.
 
Find any outstanding Expense Reports in Concur that need to be closed & inactivated or need to be submitted –

1.        Click Profile
2.        Enter the Dean’s name under Acting as other user
3.        Click Start Session
4.        Click Reporting > Intelligence
5.        Click Team Content
6.        Click Chapman University
7.        Click Expense Report Details-All Status-Excludes Pcard
8.        Download into Excel by clicking the play button
9.        Click Run Excel data
Note that Expense Reports hit the Budget to Actuals report before being fully approved, so these can create unnecessary encumbrances if an employee creates an ER by accident.  Sort by Approval Status and delete out anything listed as Approved.  Follow up on any with an Approval Status of Not Submitted, Pending Cost Object Approval (pending review of additional approvers based on budgets used) or Sent Back to User.  Pending External Validation means it is pending AP review.
 
RUN THIS ON JUNE 2nd AFTER THE END OF THE FISCAL YEAR
To run a report to help determine what Accruals are needed in Concur -
1.        Click Profile
2.        Enter the Dean’s name under Acting as other user
3.        Click Start Session
4.        Click Reporting > Intelligence
5.        Click Team Content
6.        Click Intelligence-Standard Reports
7.        Click Expense Processing
8.        Click Unsubmitted Expense Entry Analysis Details (grouped by Employee)
9.        Run the report with dates June 1 – May 31 of the current fiscal year
10.        Click Finish
11.        Download into Excel by clicking the play button
12.        Click Run Excel data

