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. TROUBLESHOOTING GUIDE

This troubleshooting guide serves as a quick-reference resource to solve for the most common issues we
have seen in SAP Concur. This guide will be updated on an ongoing basis.

Il. ERROR MESSAGES — EXPENSES
2.A Transaction Date Greater Than 30 Days Old

| am getting the following error message: “The transaction date is greater than 30 days old & may not
be reimbursable. Please enter your reason for the delay in the "Additional Information" box of this
transaction.” What do | need to do?
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1. Inthe left-hand side of your Expense Report, click on the transaction that is over 30 days old.
November 2018 CC Expenses

+ Mew Expense |  Import Expenses Details » Receipls Print { Email +
Exceptions
Expense Type | Date Amount | Exception
Mon Instruction... 111042018 516.00 () This itemized entry has sub-entries with one or more exceptions.
Instructional Su 11/08/2018 58.00 () The transaction date is greater than 30 days old & therefore may not be
MNon Instruction. 11/08/2018 58.00 OTr'e transaction date is greater than 30 days old & therefore may not be
Expenses = BE] vew- < | Exwense | Rec
Date » Expense Type Amount Requested
O] > 11082018 Mon Instructional Supplies 516.00 $16.00 Expenss Type
GREAT CLIPS, Santa Barbara, ¢ I Non Instruclio
[ 1170872018 Undefined $709.40 5709.40 ReportiTrip Purg
i Y \GAVE RESTAURANT
I District Credit
) 1110772018 Non Instructional Supplies 5117 34 511734 )
City of Purchase
=) TITOT720T T TNEITTIOTST 5T o7

O SBCC BOOKSTORE, Santa Bar Comment

2. In the Additional Information field, note your reason for the delay in submitting the report.
erses et gt |

Amcant Requaated
S16.00 51600 Expesse Type Emplayea Trpe Trarsacton Dale
Hon iesinectonal Supples |~ Dusirict Credit Card w HATZE8 15
570940 SToasn FeportTrp Purpose Add@onal informalion Enier vendaor Hame
I District Crecht Cand - Oul on Sick Leave Amazen
511734 ST 34
ity of Purchass Ty TerE TyDe Amound
[out erpecin ~ 1734 USD | w
S346T 584 67
Comranl

3. Click on the Save button.

2.B Entry in the Expense Type Box is “Undefined”

| am getting the following error message: “The entry in the Expense Type box is "Undefined". You must
select an Expense Type description for the entry before you can submit the expense report.” What do |
need to do?

1. Inthe left-hand side of your expense report, click on the transaction that you are being alerted
about.
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November 2018 CC Expenses

Import Expensés Details = Receiplts + Print / Email =
Exceptions
Expense Type Date Amount | Exception
Non Instructicn TUE2018 S5.00° A\ This repori contains expense(s) oulside of the reportiinip dates. Please review the date range in the He
Mon Instruction 1110872018 £8.00 () The transaction date is greater than 30 days cid & may not be reimbursable. Please enler your reason
Undefined 110872018 5709.40 ) The entry in the Expense Type box is “Undefined”. You must select an Expense Type description for th
Expenses m m View * & | Expense | Receipt image
[ Date * Expense Type Amount Requested
] > 10azME Hon Instructional Supplies $16.00 516.00 Expense Type Tran
00 GREAT CLIPS, Santa Barbara, I Undefined w l i
] 1M082018 Undefined 5709.40 5709.40 Enter Vendor Hame City
0 NGAVE RESTAURANT
Z WGAVE RESTAURANT
The enlry in the Expense Type bax is “Undefined™ Vou must select an Expense Type Armount Com
description for the enbry befare you can submi the expense repor. 709.40 USD | v
Thig report contains expense(s) outside of the reportinip dates. Please review the dale )

range in the Header section of this report for accuracy.
The Wansaction date is greater than 30 days old & may nol be reimbursable. Plaase
enfer your reason for the delay in the “Addibional Information” bas of this fransaction.

VUNTIAR Man Inatrustinnal Sunnlise BT A4 AT T4

2. Inthe Expense Type field, choose the correct expense type.
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3. Once you have chosen the correct Expense Type description, click on the Save button.

2.C Expense(s) Outside of the Report/Trip Dates

| am getting the following error message: “This report contains expense(s) outside of the report/trip
dates. Please review the date range in the Header section of this report for accuracy.” What do | need
to do?
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1. Click on the Header section of the Expense Report, which is located at the top of the report.

[November 2018 CC Expenses J—_

4+ MNew Expense Impor Expenses Dietads = Receipés ~ Primt / Emagdl »
Expense Type Date Amount | Exception
Non Insfruction. 1082018 S16.00 fj} This repori contains expense(s) culside of the reporbirip dales. Please review the dale range in the Header section of this repor for accura
Hgn Instruction 11082018 518,00 () This Hemized eairy has sub-eniries with cne of mose exceplions
Instnacfional Sy 1UOR018 S8.00 b Tees rencsd coniung aynanesis) sodeids of Bha sancebinn da) smas payiey Bhe s ranas in She baadar sactine of this ranad for secirs
Expenses m m View * & | Expenss | Receipt Image
Date * Expense Type Amount Requosted -
! al
v > 1082018 Mon instructional Supplies S18.00 S16.00
0@' GREAT CLIPS, Santa Barbara, {
Expense Type Empicyee Type
This report containg expense(s) outside of the reporiinp dates Piease review the date l”uu Iritriacsanal Supplbes W l Duatiict Cradit Card b
range in the Header sechon of fis report for accuracy
Thig samzad anlry has tub-aAlNes vilh 068 oF MO BXCEpBORE ReporTrp Purpose Additional Inlarmaion
o e i

2. Review the Report/Trip Start & End Dates. The date range should cover the range of the
transactions of the report (for District Credit card reports please use the whole calendar month).
As you could see from the previous screen shot, the transaction date is 11/08/18, whereas the Start Date
in the Header below is 11/20/2018, which is what is triggering the error message.

Report header for: November 2018 CC Expenses
Policy
I *SBCC-Distict Card Expense F|
ReportTrip Name ReporiTrip Start Date ReportTrip End Date Report/Trip Purpose
I Hovember 2018 CC Expenses 1oz 1173072018 District Credst Card bd
Employee Type Comment
I District Credit Card w w
Chart Fund Org Program
I 1} 5BCC Chart b [- 11000) General Fund - Unre | I (4212) Fiscal Services W I 672000) Fiscal Operations |
Achivity Location
Report 1d Repon Cumancy Approval Status Report Total

3. Review the Report/Trip Start & End Dates. The date range should cover the range of the
transactions of the report (for District Credit Card reports, please use the full calendar month).
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« C & nitps//www.concursolutions.com/ axps ierit/dataule.asy # @9 0 @ ¢
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Repaort header for: November 2018 CC Expenses

Fobey

[ s00c st Gave Expeon |

FispanTep Name #Top Stant Flepedirg End Date
[overmter 2018 cC Expenses | R

Empioyes Tipe Adatonsl infomation

[t crean ot ~ ¢ Movember 28+ 3

[rs0cc cran 2 e L | [ rmcat sences [ 1572000 Prvcat cpmasons |+

Actaty

Approval St Foapsart Talal
Ml Sutetien 781

Ameunl Approved Amound Cotege Pae
02141 0.00

Smenset Du et Amsunt Dus Coliage Card

FEor ooe

4. Click on the Save button.

lll. ERROR MESSAGES — TRAVEL & CONFERENCE

3.A Error regarding Conference Agenda/Registration receipt

Special Note: We have received reports that some Concur users have received the following alert even
after attaching a conference agenda. This appears to be a glitch in the software. If you receive this note
after attaching the Conference Agenda, please disregard.

Expense Type ‘ Date | Amuunt‘ Exception
HIA & Please pravide canfersnce agendalregistration recaipt that shows any meal inclusions. Expenses are subject to review and approval by Supenvisor, and if deemed of personal nature, will nof be
reimbursed.
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