Columbia University Finance Training
Job Aid: Running Concur Reports for Reporting Managers

The Concur Reporting module allows you to run Columbia specific and Concur standard reports containing
University-wide travel and expense data. All reports can be found in the Team content folder.

Accessing the Concur Reporting Module
1. Log into Concur.

2. Click the Home dropdown and select Reporting and Intelligence.
The Report Module appears in a new tab in your browser. The reports that you have recently run would appear in
Recent, which you toggle between Tile or List view. The first time you run the Reporting module, this will be

blank.
SAP Concur [C] powered by Cognos 11 Resources
(@) Home
Schen Hello. Welcome to reporting for SAP Concur solutions.
3 Mycontent
[ Team content

' Recent a
My portal pages
® Recent @ : @
) Persona Dashboards Expense Accrual Employee Details
Report Report
+ Now
Setting My Preferences

1. From the upper right corner of the Reporting Module screen, click the Personal icon and My Preferences.

Resources

+)
m

My schedules and subscriptions
My preferences @
My Watch [tems

About

Sign out

The General tab on the My Preferences pane appears.
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My preferences

General Personal

Home page Reset to default

Report format HTML v

Turn on accessibility features

Show hints

Options for your region

Time zone

]

Product language

[ [d]

Content language

O

Bidirectional language support

Right-to-left

2. Select the default Report format. When you click a Report to run, this will be the default report format. You can
use the Run As feature to select a different format for individual reports.

3. Set your preferred Time zone from the dropdown and select your preferred time zone.

Navigating to Reports
1. Click the Team content folder from the Navigation pane.

{ay Home I:I > T..r > Expe..racking + T 1l
& Home Team content + 7 n @ > TheT..19ingn + ¥ 1L
— Equipment/Supplies > $2,500 (Athletics) -
N Search
Concur Data Warehouse Advances Q B 5712021 5:a5 A
Q search O 1212022 752 oM O 512212020 10:06 A
Equipment/Supplies > $2500
Dashboard Metrics Credit Card (3 my content B 103720201051 Am
03y content SRt B, T comonnm ®
@® —> > Expense Details
Team content
[ Team content [ [ntelligence - Standard Reports g oy Credicerdadmin & B 42372022 136w
2572015 405 o1 12/18/202010:11 AM
Expense Details - Fly America
. Delegation D) My portal pages B 2772021 12:02m
B porsipaes | o JelusesmatCol.vokGoeelen B o 2.
 Trustees of Columbia University In The City of New Yor Expense Details - Group ... Private Home
= @® oy Emeloyee Information @© Recent B 412772021 12:49 PM
(© Recent 8/20/2020 6:16 P11
I [ o Eessslsmie gy [B) Persona Dashboards @ Penee Detals - Student Em... Student
[E]) Persona Dashboards 6/16/20213:01PM

2. Click through sub-folders until you locate the report you want to run. Columbia specific folders and reports can be
found within the Trustees of Columbia University in the City of New York folder.

You can use the back arrow D icon at the top of the Navigation pane to go back to the previous folder level.
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Creating a Folder Shortcut
You can select to create a shortcut to a folder or report so that you have quick access to it in your My content folder.
1. Navigate to the folder or report.

2. Inthe More [ ] icon for the folder or report you want to make a shortcut, click Create Shortcut.

{a} Home > TheTruste..82819ngr) + T 1l
Advances -
Q SR i 5/22/2020 10:06 AM
Credit Card
D Ehicaiient O 4/23/2022 2:43 PM
®

Credit Card Admin
[&) Teamcontent O 12122020 10111 aM

Delegation
[E3) Myportal pages O 7,.‘1:'23020 10:47 AM

Employee Information
@ ez O /2012020 126 P I

@ Persona Dashboards | I,E)‘(lp,ej.gigi-r!?ék!:}g
LyLof =
0 Copy or move

Finance Administration

3/15/2021 12118 PM £> Create 5horc|_|t

Request Tracking
O 6/9/2020 11:30 AM ]i[ Delete

Segregation of Duties
7/1/2020 12:19 PM

[}

== Properties

The Create shortcut window appears.

Create shortcut: Expense Tracking 'Y

Select a destination

[hm} My content [

[E @ Shortcut to Expense Tracking

Destination: My content

Create shortcut

3. Select the My content folder as the destination and click Create shortcut. The shortcut to the folder or report can
be found in the My content folder.

@ Home My content + ¥ T
Shortcut to Expense Tracking
Q S = 4/23/2022 6:22PM

D My content

[E Team content

My portal pages

&y

Recent

Persona Dashboards

B ©
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Running Reports

1. Navigate to the report you want to run and click the report name. The report will run in the default format indicated
in My Preferences.

'@' Home > T..r. » Expe..racking + & Tl
Equipment/Supplies > $2,500 (Athletics) -

Q HEEED = /7/2021 9:49 AM

D My content &) Equipment/Supplies > $2500

10/12/202010:31 AM

@
E Team content [} ?;:23 Dstails
o Expense Details

Expense Details - Fly America
iy il e & :-'2%‘-‘2[:21 12:42 PM !

Expense Details - Group ... Private Home
@ ez B 4/27/2021 12:49 pM
@ Persona Dashboards &) F?<2|:I>;9I2§§1Dﬁ(t§|ljsw- Student Em ... Student

The Prompts screen appears.
All Prompts Optional ~

Select Sent to Arc Date Range Select Report Purpose

From: r

()| May 27, 2020 i
(@) Earfiest date

To:

()| may 27, 2020 m-

(@) Latest date

Select Employee School
Keywords:
Type one or more keywords separated by spaces.

Search[g]
Options ¥

Results:

Select all Deselect all Select all Deselect all

Select Employee Division
Keywords:
Type one or moere keywords separated by spaces.

Search[g]
Options ¥

Results:

Select all Deselect all Select all C

<
2. Enter the required or desired optional Prompts.

>

3. Click Finish at the bottom of the screen. The report may take some time to render depending on the amount of data.

Running Reports using Run as
1. Navigate to the report you want to run.

2. Click the More "] icon for the report you want to run and click Run as.

Current Quarter Spend Details
[E2 Myportalpagas [E] 7;'9:'2019%:3111«1 °

'@ Home > Pers..oan > Depa..rvie > Detai...ports +
Average Life Cycle Details

Q =l | [E] 1/26/2018 6:22 PM
Average Spend by Category Details

D Rivicepient B 7/9/2019 8:29 PM
Credit Card Adoption Details

E Team content m 7[9/2019 8:30 PM

AT

) > I‘?unaa @ r

Edit report

Y

@ Create report view

B View versions

The Run as screen appears.
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Runas x

QI Runin background

Summary
@ Promptme
You will be prompted for input before the report runs. Format
HTML
Q Find Languages
undefined
Format {) Reset defaults

(@ HTML QO Por QO Excel
() Excel Data QO csv O xML
Accessibility

[] Enable accessibility support

“

3. Optionally, You can select the Run as background option to run your report in the background, Now or Later for a
set time, so you can proceed with other tasks if a larger report requires time to run.
@D Runinbackground

O Mow

(@) Later £y 2022-04-23 © 7:55 M

4. Select the report Format. Select only HTML, Excel 2007, or Excel 2002.

5. Click Run. The Prompts screen appears.

6. Enter the required or desired optional Prompts.

7. Click Finish at the bottom of the screen. The report may take some time to render depending on the amount of data.
Scheduling a Report

You can specify the run time and delivery options for your report, including emailing it to yourself or colleagues.
1. Navigate to the report you want to run.

2. Inthe More El icon the report you want to run, click the Properties.

{o) Home > ) > Expa.cking + ¥ 1
Equipment/Supplies > $2,500 (Athletics) .
Q FEENET m 9/7/2021 9:4% AM
Equipment/Supplies > $2500
D M\[COI'ItEmi @ 10/12/2020 10:31 AM
®
Expense Details
[&] Team content & Lr2p3-'2u221:35 PM
o [> Runas
Expense Details - Fly America
M\[ portalpages @ 4/27/202112:42 PM & Ed]treport

® Recent 8 Expense Details - Group ... Private Home

4/27/2021 12:49 PM fia Createreport view

Expense Details - Student Em ... Student
4/27(2021 1:06 PM

[E] View versions

@ Persona Dashboards =

8 Funds Due to Columbia % Create a new job
4/27/2021 1:17 PM
] Copy or move
Imputed Income = P
2] 4[1/2022 8:21 PM
& Create shortcut
Profiled Students

i} 4/27/2021 2:02 FM [i] Delets
Report View of Expense Details B
+ MNew (O] n

<
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3. Click the Schedule tab and click the Edit link.

{o} Home > ) > Exp..cking + 7 N [2] Expense Details
; 17 s -
Q Search I Ei{%?f;tfgiﬁp“es > $2,500 (Athletics)
e - o Owner
Equipment/Supplies > $2500 Unknown ype:
D Riveonient m 10/12/202010:31 AM
@
Expense Details General Report | Schedule
I:E Team content m 4/23/2022 1:36 PM ——
My portal pages I Expense Details - Fly America Q Enable Delete
yp pag 4/27/2021 12:42 PM
@ Recent e Expense Details - Group ... Private Home Schedule
4/27/202112:49 PM | Runevery 1 week(s) from November 12, 2020 at 2:53 PM an
c Details - Student E Srudent Wednesday, Thursday, Friday.
xpense Details - Student Em ... Studen
@ Persona Dashboards ] 4]27/2021 1:06 PM
Credentials
I Funds Due to Columbia Unavailable
4/27/2021 1:17 PM
e Imputed Income Priority
4/1/2022 8:21PM 3
Profiled Students
B 27/2001 2:02 91 Format
N HTML, Excel
Report View of Expense Details
[ -
—+  New @ Delivery
Comil Covim e m w2 St Pl VFim s f B -
Expense Details ®
Schedule  Options  Prompts Summary =
Schedule
Frequency Run every 1 week(s) from November 12, 2020 at
2:53 PM on Wednesday, Thursday, Friday.
Type Weekly v Credentials
Unavailable
Repeat every 1 O week Briority
3
Repeat on M T W T F 5 5
e e s ~ Format
HTML, Excel
=
4. Click the Options tab.
Expense Details X
Schedule  Options  Prompts Summary =
Q. Find Schedule
Run every 1 week(s) from November 12, 2020 at
2:53 PM on Wednesday, Thursday. Friday.
Format Credentials
Unavailable
HTML [] PoF Excel Priority
Edit options
3
[] Excel Data [ csv ] xmL
Format
Accessibility -
HTML, Excel
M1 Frahla arrassikilitv sinnart -

5. Select the desired Format.
6. Scroll down to the Delivery section, click the Send report by email option and click the Edit details link.
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Expense Details

Delivery
Save

(@) Savereport

(O saveasareport view

Languages English x

Send report by email Edit details
1 recipient
[] Print

Languages -

English

Number of prompts

2

£) Reset default options

Save Cancel

The email options screen appears.

Expense Details

Schedule ~ Options  Prompts

& Send report by email
To

ahc2141; lumbia.ed lumbia.edu, je2561 lumbia.edu , tsps a.2d

Subject

RE: Concur P&S Expense Details Report

ce | Bee Directory

Summary

Schedule

Run svery 1w
2:53 PMon W

om November 12, 2020 at

Credentials

Unavailable

Priority

3

Format

HTML, Excel

“

7. Enter email addresses in the To, CC, or BCC sections separated with semi-colons and compose the email Subject

and Message.
6. Click Save.

Getting Help
Please contact the Finance Service Center

http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now

https://columbia.service-now.com
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