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How to Find and Track an Approved Report: for Approvers

This Quick Reference Guide demonstrates how to find a report in Concur that you have already approved, and how
to find the financial posting document number in SAP.
Reports post in SAP the day after they have a status of “Sent for Payment” in Concur.

Part One: To find a report in Concur that you have already approved, log in to your Concur profile, and click
on the Approvals Tab.

From the Approvals Tab:

SAP Concur Approvals ~

Expense Report List

Reports Pending your Approval(0)

Report Name b Begins With hd a

| | Employee Name Report Name Comments | Report Date

Mo Expense Reports Found

1 Click on the Home dropdown and select Reports.

2 Click on the “View” button and select your desired time frame- a list of all reports approved within

that timeframe will populate.

SAP Concur Approvals «

Approvals Home Reports

Expense Report List

Reports Pending your Approval(0)

® FReports Pending your Approval
P B your A s witn v [ co |

Reports you Approved this Month ~ [---------------mmmmoomoooo oo

I Reports you Approved last Month port Name Comments |
I Reports you Approved this Quarter I
eports you Approved last Wuarter

Reports you Approved this Year

Reports you Approved last Year
All Reports you Approved
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3 Open the desired report and click on the Details button

4 Select Audit Trail

SAP Concur Approvals

Approvals Home Reports

Holiday Luncheon for Student EMpP s

Summary 3 i

Report ) —
Expenses ' View® < | summary |

_ Report Header
Datel* | Amount Approved | Report Sum mary

121041202 Totals 60) $119.04 $119.04 Report Totals
Pd=) I Audit Trail I Mas:

Approval Flow

Comments

The top entry will be the date that the report was last approved- once approved by Accounting
Review, reports are sent for payment. This is the last step in the Audit Trail.

Audit Trail X
Report Level
Date/TimelF | Updated By Action Description
0L/17/2024 07:12 System, Concur Payment Status Status changed from Processing -
PM Change Payment to Sent for Payment
0L/17/2024 01:57 System, Concur Payment Status Status changed from Mot Paid to
Pl Change Processing Payment
0L/17/2024 01:57 _ Approval Status Status changed from Approved & In
P Change Accounting Review to Approved
Comment:
0L/17/2024 01:57 _ Exception One or more Cost objects could not

Part Two: Once you have checked the status of the report in Concur, you can use the FB03 function in
SAP (WebGUI) to find the financial posting Document Number.

To do this, first open SAP and enter FBO3 in the command field- this will open Display Document.
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r N
y ECC System - BUworks Ce.. % | +

€ ) @ nttps://ppo.buw.bu.cdw/irj/servict/pr/portal/prteventname/Navigate/priroot/ped3aportal_content!2fevery_user2fger

Display Document: Initial Screen
[menua]l K] || ocument List |( st tem ][ Eating Options |

Keys for Entry View

Document Number
Company Code [meu]
Fiscal Vear

1 Click on Document List

2 Hit the Get Variant icon- this will open the Variant Directory

3a | Inthe Variant Directory table select the TRAVEL /travel row and double click

4 .
| ECC System - BUworks Ce.. ® | =

eneral 2fdefaultDesktop!2fframeworkPages 2fframeworkpage! 2fcom.sap.portal.ir

ttps://ppo.buw. bu.edu/ir)/servlet/prt/portal/prteventname/MNavigate/prtroot/pcd!3aportal_content!2fevery
@ https://ppo.buw.bu.edu/ir) let/pri/pertal/p Navigate/p ped!3aportal 12f

Document List

[m“ I | [ Save as Variant... ] Cancel h‘_aﬂ‘ IGe1 Variant... ] Dynamic selection ][ Program Do i ][ Data SDurces]
Company code |@| to (|
Document Number | | to | |
Fiscal Year |:| to |:|
Ledger Group |:|
Variant Catalog for Program RFBUEBOO
= o
General selections t_‘ |
Teees |:| o |:| “ariant name Short Description
T ( | 0 |7| APDOCTYPES All AP Document Types.
Entry date ( | 0o |7| PAYROLLDOCS Payroll FI Documents
Reference number ( | to ( | @ SAPSAUDIT_CO_D  Cut-off AR-List Customers =
Reference Transaction |:I to |:| @ —_—
Reference key | fto | @ RNEL firavel
Logical system | | to [ ] @
Also display noted items
[T Display noted items
Search for own documents

[[] Own documents only

3b | This will populate the Reference Number field with 12 zeros. Delete two zeroes and then enter
the Report Key in the remaining space

4 Click the Execute button

*For help finding the Report Key, please refer to “How to Find the Report Key.”


http://www.bu.edu/travelservices/files/2015/08/How-to-Find-the-Report-Key.pdf
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General Selechions

Document Type . g |
Posting Date [ %
Entry Date | ‘-;v |
Reference Number I -.'muuuuuuu Ito | &
Reference Transaction to ; = |
Reference Key to | F |
Logical System to | 2
This will display the Document number.
Document List
@ v« eqe =i 0 0P
Document List
QRER a&aFFY B0 AT B
B wocumentNo . we Postng Date  Entered on ~ Document Header Text  Reference Key DT Reference User
2100295209 YT 23 01/18/2024 01/18/2024 Other/Holday Luncheon fo 2100295209TRBU2024 0000000000424085 AP-POST

After posting in SAP the payment timeline is as follows:

Payment for Guest Profiles and Individuals who have not signed up for direct deposit for Business and
Travel Reimbursements: Check is issued and mailed from a check processing facility located outside of
the Northeast on Tuesdays or Thursdays.

Payment for Individuals who have signed up for direct deposit for Business and Travel
Reimbursements (this is a separate bank from Direct Deposit for Payroll): Payment initiated two

business days after SAP posting.

Part Three: To determine if a check has been mailed or cashed

1 Double click on the document number- this will open Display Document: Data Entry View

2 Double click the employee or guest’s name in the Description column

3 This will open Display Document: Line Iltem 001
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= Display Docurment: Data Entry View ===
@ v & ase =l =
i, Display Document: Data Entry View
6? a Cj—‘, & 5=Disp\ay Currency 5 General Ledger View

Data Entry View

Document Number 2100295209 Company Code TRBU Fiscal Year 2024
Document Date 12/05/2023 Posting Date 01/18/2024| Period 7]
Reference 0000000000424085]Cross-Comp.No. |

Currency USD Texts exist O ]

Ledger Group

(]I [&]

Key Account

P %L = Ll (S8 . L] L] T3]

Text

= Amount Assignment BusA Fund Cost Center
Other/Holiday Luncheon fo 119.04-
40 516060 Holiday Luncheon for Student Emp  119.04 IS 1CRc 1000000000 NN
= 0.00

[ Document  Edit

(]

al Display Docurmerr: —
I Statt Ctr+F10
S S S & adddonalDa o e

Document Environment »
Vendor H Addiional Assignments »
Company Code Valuation »

Trustees of Boston Univ Bri¢

G/L Acc 210000

Carrespondence Doc. no.[2100295209

Line Item 1 / Invoice / 31

Amount 119.04

Tax Code ]

Addtional Data

Bus. Area

Dic. base 0.00 USD  Disc. Amount  [0.00 usD

Pmnt Terms 2001 Days/percent o0 [o.000 |20 [0.000 |2[0 |

Bine Date 12/05/2023 Fixed []

Pmnt: Block [] Invoice Ref. /[ 70 ]

Paymnt Croy Pt Croy Amt 0.00

Pt Method " |Prnt Meth. Sup. ]

Payment Ref.

Clearing 01/18/2024|/ /2003010998

Assignment

Text Other/Holday Luncheon fo . Longtext
4 Click the Environment drop down

5 Select Check Information.

This will open Display Check Information. Select Check Recipient to view the address the check was
mailed to.
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Display Check Information
{I Check recipient| 1 Accnmpanymg docs BaPayment document
Paying Company Code TRBU Payment document no. 2003010998
Bank detals
House Bank JEMN2 Bank Key _
Account ID JPDIS Bank Account ——
Bark Name LI L [(CheckRecplere
City TAMPA 33610-0000 prieT _
Check information Address
Check number _ Currency UsD Tide
Payment date 01/18/2024 Amount paid 119.04
o Poyeerome
Check encashment 01/29/2024 Cash discount amount 0.00

Check recipient

Neme | Sireet e T —
City Bridgewater City Bridgewater PostalCode 02424
Payee's country [os | PO box city PO box post cde

Regional code MA Country [os | Regional code Ma |

The Payment date is the day the check was generated- check encashment date is the day the
check was cashed. If the recipient address is incorrect a check reissue must be requested
through the Financial Affairs help portal by opening a new case with Accounts Payable and
selecting the check reissue option here: https://bu.service-now.com/fa (see below on how to)

» NK

Services from Sourcing & Procurement, Accounts Payable, Cashier Services, and Travel Services

e Fra o

0. (@O

Disbursement Inqu...



https://bu.service-now.com/fa

