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Subject:

Creating and Submitting a District Credit Card Expense Report in SAP Concur

Purpose:

Creating Expense Report for
District Credit Card Expenses

This is the process for District Leaders to submit District credit card expenses incurred during the year through Concur. This

business process includes a step-by-step procedure for District Leaders who opted to receive a District credit card.

Key Notes:

» Only one (1) expense report should be submitted for each month of credit card activity (e.g., all expenses incurred in
July should be submitted in one report).

= This allows the District Concur approvers, Audit Committee, and District Finance Team to quickly verify credit card
transactions against the monthly credit card bills uploaded to our accounting system.

» If the District receives a refund or charge-back, submit the refund with the original expense when possible.

» Credit card expenses must be submitted with the “BOA - Visa” payment type or “Corporate Card” expense source. If

“Out-Of-Pocket” (OOP) is selected, the District is paying for the expense twice and the cardholder will need to
reimburse the District.

BOA - Visa

Corporate Card

» If aline item indicates “Pending Card Transaction” or “Expenselt” this means the receipt was uploaded before the credit
card company populated the charge in your Concur account. Please wait until you see the matching “BOA - Visa”

expense line before moving the expense to a report.

Expense Sources (2)

Separate Expenses

Philadelphia, Pennsylvania

Expense Source Vendor Date Amount
Corporate Card TOASTMASTERS INTERMNATION
v BOA-Visa 6028 7024385050, CO 07/22/2025 $673.95
v Expenselt Toastrasters International 07/22/2075 $673.95
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Step by Step Procedure:
1. Open a browser on your computer.

2. Navigate to concursolutions.com/.

3. Log in to Concur using your District credentials. For your first login please see the following user ID and password
instructions:

a. User ID: [8-digit member ID]@toastmasters.org
= Example: 00112233@toastmasters.org
b. Select “forgot password”.

This should email you a link allowing you to update your password and subsequently log in. If you have any issues with login
specifically, including the two-factor authentication requirement, please view the Logging into Concur training. If you
continue to have issues, please email District Finance at districtconcur@toastmasters.org.

4. Create an expense report by clicking on the + (plus mark) icon on the Home menu.

= -___,’ T Concur

=

B Pre-Spend Planner

5} Expense
Create Expense Report

TOASTMASTERS
INTERNATIONAL

Available Expenses Expense Reports +

No Available Expenses No Reports

a. Title it as follows: <First Initial Last Name>-<Month>-<District Credit Card> (example: JSmith-June-District Credit Card)
i. Policy: *District Expense Policy (This should default and not need to be changed.)
ii. Report Date: (This should default to the current date and not need to be changed.)
Please note if Expense Assistant is enabled in your Concur profile, the system will automatically populate a named expense

report with the given monthly District credit card activity. The naming convention on this auto-generated report is
acceptable, and you can skip to step 7 of this walkthrough.
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https://www.concursolutions.com/
https://toastmasters.zoom.us/rec/component-page?accessLevel=meeting&hasValidToken=false&clusterId=us06&action=play&filePlayId=&componentName=recording-register&meetingId=-g4Bm4lWAAUzik7yBKvGf1K3NkFK0wQo0er-vhcic2g5yN3O5-uiMvod1dCJ39XH.NqaP5WGhl_h93wCC&originRequestUrl=https%3A%2F%2Ftoastmasters.zoom.us%2Frec%2Fshare%2FHEn30agtrv33Wq22AmcKIUI2T_1TOPkiY6VZPWoKIEpfZKkf6c3xy6z-ZAohhrZr.YJh5lN9aRgxoUshj
mailto:districtconcur%40toastmasters.org?subject=

5. Create an expense report by clicking on the + (plus mark) icon on the Home menui.

o

Report Name *

JSmith- Dec-TLI

Create New Report

Comment

Policy

*District Expense Policy

Report Date

01/14/2025

* Required field

~
X

0/500

Cancell Create Report I

6. Within your newly created expense click “Add Expense” and navigate to “Select from Available Expenses”. Now you may

select all "BOA - Visa” expenses incurred that month.

Expanits

Ih: St WacHpl |

A Mdaraay Craai [ iparia

Selach e dvulabn Dageme 1

U B0 - Vi Carparabe Card Mewsletler [7024) COPCONSTANT-CONTACT 04207028
) PUERTO NUEWD COFFEE

[ B Vi Corparata Card Undefined il 042026

u Bk - Vimy Corporale Gard Lncsfined THYME CAFE AND MARKET 0307008

L] BOA - Uiz Carparale Card Mewsletler [7024) CCPCONSTANT-CONTACT OZIWH2E

[ BOA - Vs Carparate Card wwebsite (7026} DREAMHOST 03252026
ACH CIT

I:I BOs - Vs Corporate Card Lnefineed LG EE I COLECE Y OZ1ArxM8
Long Beach, Calfomia

|:| B - Visa Carporate Card Lindefined Linkedin PFAZIEI4446 0L
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7. Select the report you wish to edit and click on an expense line within the report.

March Expenses (03/01/2026)

March Expenses... Not Submitted Report number:
03/18/2026

Report Details Print/Share Manage Receipts

Not Submitted Expenses (2)

(] Alerts | Date |5 Receipt |1

/ ) o 03/28/2026 l

0 O 03/14/2026 {4

8. Type or select the expense type “Account Label”. This will relate to the type of charge you are entering; some common

examples include.

Vi,

Vii.

viii.

7060: AIRFARE EXPENSE Corporate Card
7062: MILEAGE EXPENSE — Mileage must not be entered for any Details ltemizations
District credit card expenses.
7064: TAXIS/SHUTTLE EXPENSE Required field *
7066: RAIL EXPENSE Expense Type *
7068: TRAVEL — OTHER E Bearch for an expense type
7058: LODGING Lodging (7058)
7016: MEAL EVENT EXPENSE
Mileage (7062)
7078: FOOD EXPENSE
7056;: CONVENTION REGISRATION FEES Other (7068)
There are additional account labels available in section 02. Other Rail (7066)
Taxis/Shuitle (7064)
02. Other
Advertising (7036)

Audio/Visual (7022)
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9. Update the following information, as needed. All additional fields not listed below are automatically populated via the
credit card company and must not be changed.

i. Business Purpose — Brief title or description of expense.
ii. Reporting code — This should match how the expense was budgeted. For example:
10. Travel Reporting Codes — All travel-related expenses for the individual.
11. Lodging Reporting Codes — All lodging-related expenses for the individual.
12. Food and Meals Reporting Codes — All District-related food and meal event expenses paid for by the individual.

iii. Event Period — This will either have the option for “N/A" or may be changed to the month the District expense is
related to. For example:

iv. (20XX-04) or (20XX-05) for District Conference-related expenses.

v. District — This should default to your District, if this information is incorrect, please contact the District Finance
Team at districtconcur@toastmasters.org.

vi. Subsidiary - We recommend using “District”, there may be other available options that can be selected if relevant
as well.

10. An example of a completed expense is shown below:

€ Judy Cepeenzes [O70L2026)
Dues & Association Fees (7038) $51.85
Corporabe Cand

Detalls Hemlzatbans

Fequired fisld *
Expansa Typs ®
Dues £ Assnclation Fees (FO3E)

Trarsachon Dada ® Rusirsss Purposs

OTI02026 Pubilic Relaliors
Enler ek Mame Cily of Purdfze
Maitchimp
Payment Type
BOA - Visa
Aurount * Currency
hl1.ES us, Dallar (Us0)
Aumount Appraved Heporting Gode ®
51.E5 {E01) Public Relxtians
Evertt Pancd * 2 District * 1
i, {0FS) Disarict 76
Subaidiary * 2

Diatrict
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11. Add the receipt in the right-hand pane and select “Save Expense”.

a. This can be done by dragging the receipt into the box or clicking one of the options below.

1afz 3 in] Recaipt

[smocone | - | SRR

o o
Uplaay o dogand-drop your eculpls berg, (7]
1 uplosd New Recelpt
. [5] Cheose From Avallable Recspts

12.Once all District credit card expenses and receipts are added to the report, the “View Alerts” icon will disappear and allow

you to select “Submit Report”.

March Expenses [03/01/2028) B i | R |-

o B el Lo ST =g

MaesColats ~  PrikThan =~ Vavege Tsovcs

13. An electronic agreement will appear. Select "Accept & Continue”.

User Electronic Agreement 4

P By dlicking on the Accept & Submit’ button, | ceriffy that:
1. Thi=is a true and accurate acoounting of expensos incurned to accomplish official busines= for the Comparmy
and there are no expenses claimed as reimbursable which relate to perzonal or unallowable expenses.
2. A&l required racaipt images have bean attached to this report
3. hawe not received, nor will | receiee, reimbursement from any obther sowoe{s) for the expenses daimed.
4. Inthe event of overpeyment or if payment is received from another source for any portion of the expenses
claimad | assume responsibdity for repaying the Company in full for those axpensas
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