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CONCUR EXPENSE REPORT ATTACHMENTS - GOODS & SERVICES ONLY

The Penn State SAP Concur Attachments are flagged to be pulled into SIMBA for all
postings once the daily financial posting process is run. This process will bring over any
attachments that may be on the SAP Concur expense report. The only attachments
that will come over are those at the expense type level. The SAP Concur header at-
tachments are not supported with this SIMBA integration. The attachments feature was
“turned on” as of April 15th, 2022 and will process daily at 1:30pm. No Penn State Con-
cur attachments are available in SIMBA from July 1, 2020, through April 14th, 2022. Addi-
fional informatfion can be found here.
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Finance and Accounting Office

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:

Note: If Research Approval is needed, please attach at the expense type level.

* Non-PO Invoice
*  Journal Entry
Shopping Cart

Supported Expense Type Level Attachments (The only attachments that will come over
are those at the expense type level)

Attachments Sample -

~  Pint/Emai v /
ceiptimage

—

SIMBA/SAP Concur Classes:
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PCard Policy & Procedure Training JAttachments; B Y,
Tuesday, May 3, 1:30-3:00 TR T
Click Here to register through LRN
Or

Unsupported Header Level Attachments (The SAP Concur header attachments are not
Corporate Controller's Welbsite supported with this SIMBA integration)
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Open Reporting Hours every fourth e
Thursday 9:00-10:00 am starting
1/27/22

All sessions will be hosted via Zoom

Upcoming Sessions:

END OF YEAR PREPARATION

As we enter the last quarter of FY22, please remember to start reviewing and making
any needed corrections to the following to be prepared for 6/30/2022:

If you have someone who is new to
SIMBA BOBJ or Webi reports (or if

you need a refresher) it will be in- e LD Plans in Error
credibly helpful to watch the Webi
101 Session. e Temp Sal Accounts

e Departmental Clearing Accounts



https://psu.csod.com/ui/lms-learning-details/app/event/8daba682-edda-4236-b31c-a9e08fcd9ea1
https://controller.psu.edu/purchasing-card-0
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://pennstate.service-now.com/sp?id=kb_article_view&sysparm_article=KB0018160&sys_kb_id=608bba71db368d107fb5266e139619cd&spa=1

