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Concur – Expense Report Information Available in SAP 

Process: After expense reports post, certain Concur information can be seen on SAP 
transactions. The following are examples of common information found in the SAP 
fields on the expense document that may be used by campus units in reconciling cost 

object transactions and in researching Concur documents.  

 

 

Fields with Associated Concur Transaction Information 

Reference 

Document (Ref. 
Doc) 

• The reference document is the unique report key assigned by 

Concur to the expense report  

 

Transaction FB03 in SAP  

 

 

Printed Report in Concur 
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Document Header 
Text (Doc. Hdr 
Text) 

• The document header is the expense report 
name assigned by the user on the Report 

Header screen in Concur (limited to 25 
characters) 

 

Transaction FB03 in SAP 

 

 

Printed Report in Concur 

 

Report Header on Expense Report in Concur 
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Text field 

 

The information in the text field will depend on the 
type of entry. See below for examples of expense 

report posting scenarios: 

 

• Procard Payable and Associated Expenses = Vendor 
Name 

 

Transaction FB03 in SAP 

 

 

Printed Report in Concur 

 

 

Manage Expenses on Expense Report in Concur 
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• Employee travel expense reimbursement  
o Employee vendor = report name 

o Expense = Business Destination and end date of trip 

 

 

Transaction FB03 in SAP 

 

 

 

Printed Report in Concur 
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• Personal Cardholder Expenses = Employee ID, Employee 
Name 

 

Transaction FB03 in SAP 

 

 

 

Printed Report in Concur 
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• Personal Non-Cardholder Expense = Non-Cardholder 
Employee ID, Non-Cardholder name, Vendor 

 

Transaction FB03 in SAP 

 

 

Details Tab of Expense Type in Concur 

 

 

Printed Report in Concur 
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• Cash Advance Request 
o Employee vendor = Cash Advance name 

o Advance Receivable = Employee last name and end date of 
trip 

 

Transaction FB03 in SAP 

 

 

Printed Report in Concur 
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• Cash Advance Expense Report 
o Expense = Business destination and end date of trip 

o Advance Receivable = Employee last name and end date of 
trip 

Transaction FB03 in SAP 

 

 

Printed Report in Concur 

 

 

 

 

Assignment field 

 

The information in the assignment field will depend on the type of 
entry. See below for examples of expense report posting scenarios: 

 
• Procard Payable and Associated Expenses = unique 

procurement card transaction number created by Concur 

 

Transaction FB03 in SAP 

 

 

Printed Report in Concur 
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• COVID-19 Expenses – If an expense is COVID-19 related, the 
user will add “COVID-19” to the Additional Information Field on 

the Expense Type form. This information will now be available for 
reporting.  

 

Transaction FB03 in SAP 

 

 

Details Tab on Expense Type in Concur 

 

 

Printed Report in Concur 

 

 

• Personal Cardholder Expense = Unique procurement card 
transaction ID 

 

Transaction FB03 in SAP 

 

 

Printed Report in Concur 
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• Personal Non-Cardholder Expense - Unique procurement card 

transaction ID 

 

Transaction FB03 in SAP 

 

 

Printed Report in Concur 

 

 
• Reimbursed Travel Expenses = Employee ID of cardholder for 

whom the travel expense report has been submitted 

 

Transaction FB03 in SAP 

 

 

Printed Report in Concur 
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• Cash Advance Request = Employee ID of cardholder for whom 
the cash advance was requested 

 

Transaction FB03 in SAP 

 

 

Printed Report in Concur

 

 

• Cash Advance Expense Report =  Employee ID of cardholder 
for whom the travel expense report has been submitted 

 

Transaction FB03 in SAP 

 

 

 Printed Report in Concur 
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Questions • Questions Contact Customer Service: 
o Email – concurexpense@uky.edu 

 

 

mailto:concurexpense@uky.edu

