Guide for Unintended Transactions
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Did this unintended personal transaction happen while not fraveling on university business? If so, begin at Part
1.

Did this charge happen while on a trip for the university? If so, proceed normally with your expense report
and skip to Part 2B.

Part 1: Creating an Expense Report for Your Unintended Transaction

Log inTo SAP COnCUr Ond Manage Expenses  View Transactions ..Cash Adancon.© scess Reports

click on "Expense” in the Manage Expenses

top toolbar. REPORT LIBRARY @ vior ectvesecons | @ creste e repon
I TEST. Employee Recruitment o l Fraud Transaction o

Select

“Create New Expense.”


https://ds.calstate.edu/?svc=concur

Filll out the report Create New Report x
header as normal

* Required field

with  these special e
. . *CSU-Expense Policy 1 Unintended Personal Transactions 1-In-State ~ 07/01/2023 - |
adjustments:
Travel End Date * Traveler Type * Trip Purpose * Personal Dates of TravelIf none enter NA *
0710372023 [~} Unintended Transacton ~ Umintended Transaction - NA
Under ’mp name, type At you tmeing 0  bamned state? * e you ling withsucnts? Busingsa U * D Fua 3
" . No - No ~ {HMCMP) HMCMP - Humboldt State Universty x | (HMS00) HM500 - OPERATING FUND x v
Unintended Personal D e D o= D
- " (D30003) D30003 - ACCOUNTS PAYABLE X v ~ > v
Transaction.

Select the date of the
TFO nsc‘chon . Comments TorFrom ApproversiPiocessors

For Traveler Type and Trip

Purpose, enter —

In comment section, add
some text explaining the
unintended transaction
and then “Create
Report”.




Select “Add Expense” to
add in your credit card
fransaction.

Select the fransaction,
then click “Add To
Report”.

Once the transaction is
added to the report, click
on the expense type to
bring you info the details of
the fransaction. Select the
expense type
“Personal/Nonreimbursable

Click “Submit Report”. You
will receive instructions via
email to pay this back at
the Cashier’s office located
on the second floor of SBS
or online.
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Part 2:

Part 2B: Start here if your
unintended charge
happened during a trip...

When you return from
your travels, navigate to
your approved request,
and select “Create
Expense Report”.

This will automatically
bring you over to an
expense report. Click
“Add Expense’.

From your available
expenses, click the box on
the left of the unintended
fransaction you need to
add to this report, then click
“Add to Report”.

Creating the Expense Report for your Unintended Transaction
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Once the fransaction is
added to your report, click
into the transaction line to
bring up the details. Under
the “Expense Type" drop
down menu, select
“Personal/Non
Reimbursable”. Add a
receipt if necessary and
then click “Save Expense”.
Write a comment if you
need to provide any
context.

Once you have added
the expense as
“Personal/Non
Reimbursable”, you may
“Submit Report”. You will
receive instructions via
email to pay this back at
the Cashier’s office
located on the second
floor of SBS or online.
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Click here or drag and drop files to upload a new receipt.
Valid file types for upload are png, jpg. jpeg, pdf, tif or tiff
5MB limit per file.
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