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SIMBA/SAP Concur Classes: 
 

 

 

Travel Expense 
 

Session 26233, Wednesday 4/19/23 

10:00 AM 

 

 

Goods & Services 
 

Session 26235, Thursday 4/27/23 

1:00 PM 

 
 

PCard Policy & Procedure Training 
 

April 6, 2023; 8:30 - 10:00 

Registration: Link 

Request Pcard Maintenance 

Finance Website 

 Non-PO Invoice 

 Journal Entry 

 Shopping Cart 

Please refer to our Resources Webpage 

for Financial Information and SIMBA 
Helpful Hints. Some recent updates/
instructions added: 

• Retrieval of OPP Billing Reports 

• Budget vs Actual by Funds Center 

• How to Approve: 

BOBJ Open Office Hours 

Upcoming Sessions: 

BOBJ every second (2nd) Tuesday 

9:00-10:00 am  

Open Reporting Hours every fourth 

(4th) Thursday 9:00-10:00 am  

All sessions will be hosted via Zoom 

If you have someone who is new to 

SIMBA BOBJ or Webi reports (or if 

you need a refresher) it will be in-

credibly helpful to watch the Webi 

101 Session. 

 
 

BUDGET CLEAN UP 

The following SAP Concur training sessions are available in the Learning Resources Net-

work: 
 

Travel Expense —Click here to register for Travel New user interface sessions in LRN  

 

Goods & Services — Click here to register for Goods & Services New user interface sessions in LRN 

 

Pcard Requests—Click here to register for Pcard request New user interface training session in LRN 

 

SAP CONUR NEW USER INTERFACE 

 

A reminder that business purchases should not be made using personal funds. The only 

exceptions are; memberships, conference registration, group meals or to pay for travel 

expenses. These purchases can be made with personal funds and reimbursed to the 

employee.  If a purchase, other than the types listed above, is made with personal 

funds, a one time exception for reimbursement must be approved by Nicky Rigg and 

her approval uploaded for payment. Don’t risk not being reimbursed for the expense.   

Recently we have had questions regarding mileage overage and several issues with 

mileage being claimed in excess over the SAP Mileage Calculator. Due to the recent 

questions/issues, we are implementing the following: 

• Mileage can be reimbursed up to 10% over the SAP Mileage Calculator. 

 If claiming over 10%, we will need justification for overage and Google Maps if 

alternative route taken. 

• If using Google Maps due to alternate route, mileage can be reimbursed up to 

10% over Google Maps. 

 If claiming over 10%, we will need justification and this will be handled on a 

case-by-case basis. 

  

HHD MILEAGE OVERAGE POLICY 

In preparation for Quarterly Budget Reviews: 

• Please review and update the LD Plans for your area. There should not be any distri-

butions to the HHD Salary Clearing Account. 

• Check your Temp Sal account to see if there are distributions that can be redistrib-

uted to a new account. 

• Review the Clearing Account for your area. JE expenses to new accounts when 

possible.  

PERSONAL FUNDS SHOULD NOT BE USED 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpsu.csod.com%2Fsamldefault.aspx%3Freturnurl%3D%25252fDeepLink%25252fProcessRedirect.aspx%25253fmodule%25253dlodetails%252526lo%25253d8daba682-edda-4236-b31c-a9e08fcd9ea1&data=05%7C01%7CL-PCRECO
https://sapconcur.psu.edu/request-purchasing-card-maintenance
https://hhd.psu.edu/faculty-staff/finance-and-accounting/finance-and-accounting-office-resources-you-need-succeed
https://psu.zoom.us/j/97047669439?pwd=MDBUbVBsVDRndmVBMVREOTVzTGJMUT09.
https://psu.mediaspace.kaltura.com/media/SIMBA+Reporting+-+Webi+101/1_otja5x2l/179943741
https://psu.mediaspace.kaltura.com/media/SIMBA+Reporting+-+Webi+101/1_otja5x2l/179943741
https://psu.csod.com/samldefault.aspx?returnurl=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo%3d22eecc7c-8b95-407b-b8ea-ab18169a9d35
https://psu.csod.com/ui/lms-learning-details/app/event/a5c5f941-ddfb-4f54-91c2-494c6b3ef7e1
https://sapconcur.psu.edu/sap-concur-training-options
https://psu.csod.com/samldefault.aspx?returnurl=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo%3d162505ea-21b3-4137-994e-047c3b8cd6ae

