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AGENDA

e Expectations for reviewing/approving Concur expense reports

* Review the standard approval flows for appointed, non-
appointed and non-employees (e.g., visitors)

* Understanding the difference between Approve & Forward and
using the Approval Flow

* Addressing unique approval situations, such as claimants who
are AAA or cross-appointed

* Avoiding Funds Availability errors

* Looking up approval reports in Concur
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LEARNING OBJECTIVE

7

54

This session is intended for Business Officers and other approvers and will walk
through how to effectively review and approve Concur expense reports for Appointed,
Non-Appointed and Non-Employee/Visitors.
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REVIEWING AND APPROVING EXPENSE REPORTS
IN CONCUR

As part of the Concur workflow and review process, typically
expense reports are reviewed by:

* the org. unit’s default Concur Business Officer
(see BO List Report)

* claimant’s one-up manager
(as per HRIS org. structure)

This is the bare minimum required, and unit can forward
expense reports to others for require when necessary (e.g.
cross-appointments, administrative academic appointments).

~ Click here for the reference guides.
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https://utoronto.sharepoint.com/sites/finsv-concurtravel
https://utoronto.sharepoint.com/sites/finsv-concurtravel/_layouts/15/search.aspx/siteall?q=approve
https://utoronto.sharepoint.com/sites/finsv-concurtravel/_layouts/15/search.aspx/siteall?q=approve

WORKFLOWS — APPOINTED, NON-APPOINTED & NON-
EMPLOYEE/VISITOR

The Concur workflows do vary dependent on the type of claimant.
These differences will impact the steps in the review/approval process

for:

Appointed

Non-Appointed (i.e. casual/part-time employees)
Non-employees/Visitors

Cross-Appointments

Administrative Academic Appointment (AAA)
Budget owner in another unit

For example, when Concur Business Officers review claims submitted
by Non-Appointed employees and Non-Employees/Visitors, they MUST
manually add the one-up approver to the workflow (see guide — step

4).

If this is not added, the claim will either not be able to proceed (non-
employee) or sent to the wrong person for approval (hon-appointed).
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https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1

APPOINTED STAFF — EXPENSE REPORT WORKFLOW

Reviewer
(Business Officer) Does the Business Officer

Approval by one-up Expense Report

Clai ti i supervisor in HRIS i i

. a'I::aTJ |f1cuniats Claimant / R add additional approvers P Post to the 'deposned into .
e |g} e University Delegate submits Claim Does the Business S (e.g., cross-appointment, Financial System (FIS) Claimant/Employee’s
business expenses Initiates Claim Officer approve the YE Frr Does the one-up Bank Account.

manager approve the
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expense repor expense report?
<
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Approval by 1-up supervisor in
HRIS

Additional
approver reviews Does the one-up manager

= —— approve the expense report?
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NON- APPOINTED STAFF — EXPENSE REPORT WORKFLOW

The Reviewer/Business
Officer identifies and adds the one-up supervisor
one-up reviews the expense
claimant incurs eligible Reviewer Manager to the approval report.
Officer will create i This determines the i
University business Initiates Claim and submits Claim {Business Officer) queue. Does the one-up

expenses an Employee - ____reviewer/Business Officer | 0= manager approve the

; Vendor Account IE |E—I g Does the Business Officer expense report? @,

= (if none exists) @ ™ Q/ approve the expense report? |'U[||]]T"";:"
®

® e

If Non-Appointed
Non-Appointed employee's first Claimant selects
claim, Business Claimant [ Delegate department and division. Claimant prepares

Expense Report
Post to the deposited into

Financial System (FIS) Claimant/Employee’s
Bank Account.

> Click here for simulations related to expense
7N reports for Non-Appointed employees.

Click here to learn more about the non-
appointed workflow.
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Visitor Expense Report Workflow

MNon-Employee provides
receipts/back-up
documentationto U of T
contact

U of T contact (e.g.,
Business Officer)
searches for Non-
Employee's profile in
FIORI app®.

If no profile exists, U of T
employee creates a
temporary Non-Employee
profile in FIORI.

*NOTE: Anyone with the 'BO role’in
AMS will be able to access FIORI app.

AFTER
24

Hours

Delegate uploads Mon-
Employee's email
confirmation/approval.

Delegate submits the
expense report.

Delegate emails expense
report to the Non-
Employee (through
Concur) for email
confirmation/approval.

The Concur Business
Officer reviews the
expense report IF they are
MOT the delegate who
created/submitted it.

U of T employee, as the
delegate, enters expense
reports on behalf of the
Mon-Employee.

Cne-up approver reviews
and approves expense
report.

Profile created in Concur.

Expense report posted to
FIS.

IMPORTANT! Visitor expense reports will be issued via cheque in CAD OR USD.

Payment run, cheque

(CAD or USD) issued.
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DOCUMENTATION REQUIREMENTS FOR PRE-
PAID EXPENSES
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ACCESSING THE APPROVAL QUEUE

Concur Business Officers and approvers can access the approval queue by either:
1. Approvals >> Approvals Home OR
2. Approvals dashboard. Click on individual claims or See All to view the entire queue.

= [T concur o ® =RP
Concur Guides, Simulations and Training -
Access guides or book training with the FAST team.
[~
P
a5
Approvals Expenses (163) See All Expense Reports (20) + SeeAl Approvals (26) 9 See All Requests (11) o+
% Approvals Home 1
e ) Addison Barnes $2,450.00
Reports
N |
Jessica Maltese $1,000.00
O
o Scott Curry $100.00
Hong Luo $550.00
O g
Hong Luo $550.00
- o e
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= [T Concur

&> Approvals

%y > Approvals Home

Requests

I Reporis

nnnnnn o 0014231

The Approval Report is
available for Concur
Business Officers and all

ey ?

other approvers to view all

reports they have approved

(or “Approve & Forward)
historically.

NOTE: Only reports you, or
the person who you are an

approver delegate for
approved will appear.

APPROVAL REPORT

Y Concur

Report List

Reports Pending your Approval(26)

[ ‘ending your
st | : o
Reports you Approved this Month e
Reports you Approved last Month Employee Name Report Name Comments. Report Date
Reports you Approved this Quarte dison Bames 02/17/2026
Reports you Approved last Quarter e e
Reports you Approved this Year
Reports you Approved last Year
= i Zeh 100772025
Expense Type 10/01r2025
A\ This report has one or more entry level exceptions.
o TRy 10!0].{2025
A\ This report has one or more entry level exceptions.
i far s Ui e
A\ This report has one or more entry level exceptions.
Ty T 10!01{2025
A\ This report has one or more entry level exceptions.
Ea Boai L 10!01.'2025
A\ This report has one or more entry level exceptions.
e bk i
A\ This report has one or more entry level exceptions.
i et 10!0].{2025
| Pegel 1| of1] Bs
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IDENTIFYING CLAIMANT/PERSONNEL TYPE

As mentioned earlier, approving Appointed employee claims are typically simpler then for Non-Appointed or

Non-Employee/Visitor claims.

How can you identify what type of claimant you are reviewing?

= [F Concur

@  Back to Report List
= - W g e
8 > Summary Details 'Qeceiptsv Print | Email »
v
_ |
Exceptions | _Report —
%y > MBNE W ReportHeader |2
NIA Totals. L
NA Audit Trail \
Approval Flow B
EXDensEs Comments
_‘— Taxation Summary
4 o
Allocations
2026

Report header for: o X
='uLu-:v' Report Mame Report Id Employes Name =
UofT Mon-Appointed Expense Pc i [ H ”
Report Date Summary Purpose of Claim
10/30/2025 [ ]
Claim Period Start Date ‘Claim Period End Date Detafled Purpose of Claim
10/30/2025 1073072025
Claim Type [y Report Currency Receipts Received Submit Date
Employee Field Trip Canada, Dollar Yes ¥ 103002025
Approval Status Payment Status Logical System Entity
Submitted & Pending Approval Mot Paid {QS1010) Test client {UOFT) University of Toronto
Cost Type Q? Cost Center or Order Q? Fund Center h'p Fund
(CC) Cost Center bl (13424) Fin:Financial Advisory | {100654) Fin:Financial Services De
Division Department
{UTM) UofT Mississauga b I {UMHIS) UTM: Historical Studi
Personnel Area Personnel Sub Area Comments
(0002) Non Appointed {5100) Casual Salaried
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APPROVAL FLOW

The Approval Flow is required to be used to add the 1-up managers for Non-Appointed & Non-Employee/Visitor

expense reports.

The Approval Flow can also be used to manage/dictate the approval sequence for Appointed claimants when there
are multiple approvers in addition to the claimant’s 1-up manager.

Approval Flow for Report: Copy: TEST Approve and Forward -

—# Business Officer Reviews:

Rames Paramsothy

User-Added Appraver:

Alexander Danne (BLUEFORMUOFT@GMAIL.COM)

Manager Approval:
Tara Wells

User-Added Appraver:

Nusrath Mohiuddin

Fund Check:

{this step may be skipped)

@  Back to Report List

> - W e

E’ 3 o Details Receipts % Print | Email »
Exceptions Report
“’ﬂ » Expense Type Report Header kception
i Totals L
A Audit Trail
Approval Flow 2
Expenses Comments
Taxation Summary
@ Allocations
Allocations

A"DEEP DIVE INTO THE CONCUR APPROVAL PROCESS

Steps:

1.

Click the “+” sign to the right of
the approver to add
additional/adhoc approvers to
the workflow before or after a
step.

Search and select the desired
approver.

Repeat until all approvers are
added in the desired order.
Click Save Workflow.

Click here to view the guide for

more information.


https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/ApproveForward.aspx?web=1

UPDATING FIELDS AS A BUSINESS OFFICER

Any field that has a red =7 Conaur

marker can be updated in @

€ Back to Report List

Qa ® &re

ichi G Speaker - Jan 2026
the Opproval, Whlch InCIudes: =B uest pea er an [Addison Barnes]
° EX ense T e B 3 Summary Details v Receipts ¥ Print /| Email v
P yp ’
Expetes View¥ < | Expense | Receipt Image |
. B> | | Expense Type Line Item Text Cost Center o... | Fund Center Fund Vendor Details Amount | Adjusted
* City of Purch ’
I y o u rc G se @ Taxi/Rideshare (21139) APSC:... (108218) ECE.... CAD 50.00 CAD@M Expense Type
. Full Day Per Di... (21139) APSC-... (108218) ECE.... CAD 400.00 CAD Accommadation / Hotel
O C I 0 I m Type @ Airfare (21139) APSC:... (108218) ECE.... CAD 1,000.00 CAD 1,0 Transaction Date Iy?
@ Accommodatio... (21139) APSC:... (108218) ECE.... CAD 1,000.00 CAD 1.0 0L/05/2028

* Receipt Status

o Approved Amount (fOI’ F

most expense types)

* Per Diem Rate Type

Amount
1,000.00

Approved Amaount

| 1,000.00

3

Claim Type 7

I Visitor

City of Purchase N7

Vancouver, British Columbia

Reviewed

No

Receipt Status

I Receipt

Cost Type Iz

(CC) Cost Center

Cost Center or Order ;2

I (211389) APSC:ECP:ECE v

Fund Center jy2
(108218) ECE:Electronics Group

Commitment ltem |2

Fund (for research and trust funds only)

Assignment (opticnal)

* Cost Type J oot -oepautr v
* Cost Center or Order ‘ ’ = j|
* Funds Center CAD2,450.00  CAD 2,450.00 O CT

* Fund

NOTE: Click here to learn how a Business Officer can split expenses between multiple

* Commitment Item accounts when approving an expense report.
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FUNDS AVAILABILITY

One of the most common errors and reasons why an expense report fails is insufficient funds.

When a Business Officer is reviewing an expense report it is important to:

* Update any instances of “UNKNOWN” to an appropriate Cost Center/Internal Order/Funds Center/Fund

or Funds Center/Fund in the expense

Funding:Funds Center or Fund

Fiscal year Select Print Excel Overview
University of Toronto
BCS Funding:Funds Center or Fund
FM area: UOFT Fiscal year:
Budget-version: [}
Funds Center:
I| Fund:
Start date: 01.04.2024 End date: 31.03.2030
Sponsor:
Title of research:
Message:
No. of LTCAP units as of 01.04.2026: Q.00

Commitment

Released

Total Commitments/

Page : 1 of 1
Program : ZFTROO1
User : PARAMRAM
Date : 04/05/26
Time : 10:01

Revenue variance/

item Budget Commitments Actuals Actuals Funds available
Revenues
MISC-CONTR 0.60 Q.00 445,096.25- 445,096.25- 445,096.25
Expenditures

EXPENSE-S

I SPECIAL2

512,025.00

71,100.00

13,365.27

218,795.80

47,400.00

232,161.07

47,400.00

279,863.93

23,700.00

SPECIAL3

52,560.00

50,560.00

50,560.00

2,000.00

Use the appropriate FIS reports (e.g., ZFM1 — Funds Center/Fund Report) to check the funds available for all the Funds Center

= E57concur

£ Paris Conference Expenses

Supplies - Laboratory $1,000.00 «

Details Itemizations

(5 Allocate

Expense Type *

‘Save Expense | v

Required field *

Supplies - Laboratary v X
Transaction Date * 9 City of Purchase * 0

04/06/2026 Toronto, Ontario ' X
Receipt Status *

Receipt
Amount * Currency *

1,000.00 Canada, Dollar (CAD) v X
CostType * @ Cost Center or Order * @ 4

(CC) Cost Center v X
Fund Center * 9 Fund (for research and trust funds only)

v X

Commitment Item * @

(SPECIAL2) 005 - SPECIAL2

ssignment (optional)
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CLARIFICATION - SUPPORTING DOCUMENTATION FOR
EXPENSES PAID IN ADVANCE

The GTFM permits claimants to be reimbursed for any travel expenses
as soon as they pay them. Common examples are airfare, conference
registration fees and hotel/accommodations.

Evidence of actual travel associated with these expenses after its
completion is provided by the way of the expense claim for the other
travel expenses (e.g., hotel bill at the travel destination, taxi/transit

receipt, meal receipts or certificate of conference attendance). . @, .

For example, if a claimant was reimbursed 3 months prior to a flight, r ‘
once they return from the travel, they would submit the expense report

for the other expenses (e.g., taxi, meals, hotel). This subsequent

expense report would be sufficient to support that they took the

flight/other pre-reimbursed expenses, and documentation is NOT
required to be attached to the earlier claim.

Departments should rely on the goodwill of the claim to notify them if
a flight was cancelled or they received a credit. 18
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WHO DO | CONTACT?

For questions regarding Concur, please contact
concur.travel@utoronto.ca.
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’ THANK YOU!
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