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Concur – Personal Cardholder Expense 

Process: In Concur, a procurement card holder may use their procard to purchase a 
personal item. When this occurs, the Personal Cardholder Expense type will be 
chosen by the user when adding expenses to the expense report. The amount of the 

personal expense will be deducted from the cardholder’s wages through the payroll 
system.    

 

 

Procedures 

In an open expense 
report  

• Click on Add Expense 

 

 

Add the 
cardholder’s 
procurement card 

expense to the 
expense report 

 

• Click on the box to the left of the personal procurement card 
expense that was purchased by the cardholder  

• Click Add To Report 
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• The procard expense will appear in the list of expenses in the 

report. Click on the expense type to open the procard expense. 

 

 

                 

• In the Expense Type field on the entry form, choose Personal 
Cardholder Expense.  

      

 

              

 
• A receipt for the expense type can be added by clicking on the 

Attach Receipt Image to the right of the form. 
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• A receipt can be added by choosing a receipt from the receipt 
library or uploading the receipt image. 

                 
 

 

• The Personal Cardholder Expense does not need to be allocated to 
a cost center because it will automatically post to a payroll fund 

and a general ledger account that have been programmed into 
Concur. 

 
• Save the expense by clicking on the Save Expense button at the 

top or bottom of the expense form. 

 
 

• The Personal Cardholder Expense has successfully been 
added to the expense report. 
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Itemizing an 
expense where a 
portion is 

business related 
and a portion is a 
personal 

cardholder 
expense 

 

 

Some Personal Cardholder Expenses are part of a legitimate 

business expense such as room service charges on a hotel invoice. 
In these cases, the business expense type should be itemized so the 

expense will charge to both the business expense and the personal 
cardholder expense. 

 

• Click on the box to the left of the personal procurement card 

expense that should be itemized between the business and 
personal cardholder expense. 

• Click Add To Report 

 
 

• The procard expense will appear in the list of expenses in the 

report. Click on the expense type to open the procard expense. 

 

 

 

• Complete any pertinent information on the expense type form and 

attach the receipt. 
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• Click on the Itemizations tab and click Create Itemization. 

 

 

 

 

• Click the same expense type chosen on the form page. 
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• Be sure everything copied down from the details page and then 
enter the amount of the itemization to the expense type. 
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• Click on the Save Itemization button. 

 

 

 

• Add the next expense type to be itemized by clicking on Create 

Itemization. 
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• Add the Personal Cardholder Expense type and the amount. 

 

 

• Click on Save Itemization 
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• Once all the expense types have been added to the itemization, be 
sure the itemization form shows $0.00 remaining to be itemized. 

 
• Click on Save Expense. 

 
• The itemization process for the expense is complete. 

 

 

Special Notes  

 

 

• Personal Cardholder Expenses are not allowable business 

expenses and the cardholder is responsible for categorizing the 
personal expenses appropriately on the expense report.  

• To reimburse the university, the Personal Cardholder Expenses 
will deduct from the cardholder’s wages through the university’s 

payroll process. Because of this, the department does not need to 
track the personal cardholder expenses or to collect a 

reimbursement from the cardholder. 
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Questions • Questions Contact Customer Service: 
o Email – concurexpense@uky.edu 

 

mailto:concurexpense@uky.edu

