How to run reports for Approved Expense Detail Report


Note:  Only a limited number of people have access to run Concur Reports.  At least one person in each college/division has been given access.

The following Concur Report will list your department Expense Reports (approved) with expense types and the corresponding amounts.  


Approved Expense Detail Report

1. From the Concur home page under Reporting, click on Intelligence
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1.  Click on Team Content > then click on University of Houston System
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1.  Open folder User Reports
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1. Click on the Expenses: Approved Expense Detail Report  
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1. Select your department(s), then click on “Finish”
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1. [bookmark: _Hlk109933523]From the report, click on the Run as [image: ] icon, then click on Run Excel in order to run the report in Excel
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Note: Concur Reports pulls the information as of the previous day.  Therefore, if you run the above reports today, you will see the results listed as of yesterday.
image4.png
@ Expenses: Approved Expense Detail Report <

7/23/2022 3:17 AM




image5.png
el Ol

¢}

<Back

Selset ) Dessent sl

Next>

ish

Enter Department ID




image6.png




image7.png
SAPConcur[c] & | D>

@ [@ Run HTML

Run PDF

Run Excel if—

Run Excel data.

[ Run CSV

W [ Run XML

[> Reset prompts and run




image1.png
Requests  Travel  Expense  Approvals App Center

UNIVERSITY OF -
HOUSTON SYSTEM




image2.png
B

B O K OO

powered by Cognos 11

Home.

Search

My content

Team content

My portal pages

Recent

Persona Dashboards

Team content

Concur Data Warshouse
7/14/2022 11:06 PM

Dashboard Metrics
7/29/20147:32PM

Intelligence - Standard Reports
1/29/2018 9:45 PM

University of Houston System (p00001317tro) < —

10/2/2019 4:58 PM





image3.png
SAP Concur [C] powered by Cognos 11

@ Home Team content > University of Houston System (p0000131ztro) + v

Accounts Payable
Q Search O 452009 7:15

Examples
e O ciarotesasem
Managed Reporting

Team content O 1172572020 7:33 pm

RM
10/2/2019 5:52PM

User Reports

Hecert O spspo197:480m

{a ]
=
[ My portal pagss o
¢}
i

Persona Dashboards @ P dates sample




