


Attach Additional Documentation to 
a Report 
You may attach any additional documentation as 

needed at the report level within an Expense 
Report. 

1. Click the Receipts button below the Statement
Report title at the top of the screen.

2. Select Attach Receipt Images.

3. Click Browse in the File Selected for Uploading
window at the bottom.

4. Navigate to the saved receipt image on your
computer.

5. Select the file and click Open.

6. Click Upload to attach the file. The window will
note the file is Attached. Close the window.

7. The approver/processors will be able to see the
attached documentation under View Receipts
function.

Allocating Charges between multiple 
Expense Types and Chartfields

To allocate charges between multiple chartfields 
and expense types, the transaction must be 
Itemized and/ or Allocated. Itemization (allocating 
between multiple account codes) must be 
completed prior to Allocation (allocating between 
multiple chartfields. 

Itemization

5. If you want to split the transaction among
multiple chartstrings, click Add New Allocation.

6. Repeat steps 4 and 5 for each new allocation.

7. Click Save. The sum of the split transactions
must be equal to the total transaction.

1. Select the transaction you need to allocate from
the expense listing.

2. Click Allocate near the lower-right corner of the
Expense Details section.

3. From the Allocate By dropdown menu, choose
either Percentage or Amount.

9. In the Allocate Report window, click Done.

Submitting Reports for Approval

Expense reports must be summited within 60 days 
from the trip return date. 

To submit the report, on the Expense Report page, 
click the Submit Report button. All red exception 
flags must be cleared before the report can be 
submitted. Yellow flags are considered warnings, 
but will not stop the submital process. 

Examples of Exception Flags: 
♦ Entry has an undefined expense type

♦ Missing required fields

To see who is approving your reports or to see 
where your report is in the workflow, open the 
Expense Report, click Details then click 
Approval Flow. 

Concur website: https://www.csub.edu/bas/
paymentservices/Concur/index.html

Travel email: accounts_payable@csub.edu and enter 
"travel" in the subject line

4. Click the field under Fund or Department. Recently
used chartfields will display. Select the desired data
from the dropdown or enter them manually.

If you need to split a transaction between multiple
Expense Types, you must use the Itemize feature.

1. Select the transaction you need to itemize
from the expense listing.

2. Select an Expense Type.
3. Click Itemize in the lower-right corner of the

Expense Details section.
4. On the Add Itemization tab, select Expense

Type from the drop-down list and complete
all required fields.

5. Adjust the expense amount.
6. Click Save.
7. Repeat the above steps until the Remaining

Amount equals $0.00.
8. Click Save.

Allocation 
If you need to allocate to a chartfield that is 
different from the default listed in your profile or 
you need to split a transaction between multiple 
chartfield you must use the Allocation feature. 

8. In the confirmation message box, click OK.
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