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Critical Role of Business Liaison

• Primary quality control point
– Validate funding/expense types
– Verify expenses claimed are allowable under 

department/university policy
– Provide comments/details needed for understanding and 

processing of expense
– Ensure all receipts and required documentation are 

attached
– Communicate important information to travelers and 

cardholders in your unit(s)



Topics Covered
• Modifying Expense Type
• Adding/modifying allocation
• Additional Approver to Workflow
• Reviewing previous requests and reports
• Large Group Attendee List
• Other Employee Travel Expense Charged in Error
• Closed Requests
• Questions



Modifying Expense Type
• Expense Type + Report Header controls the object code



Modifying Expense Type



Modifying Expense Type on Itemized 
Transaction
• If you are having trouble modifying an expense type, it may be 

itemized
• Reminder: Changing Expense Type may also change the data fields 

available to capture information



Adding an Allocation
Delegate View: Acting for the Traveler/Cardholder



Adding an Allocation
Delegate View: Acting for the Traveler/Cardholder



Adding an Allocation
Delegate View:



Adjustments to Allocations
Approver View: Business Liaison



Adjustments to Allocations
Approver View:



Adjustments to Allocations
Approver View:



Adjustments to Allocations
Approver View:



Adjustments to Allocations
Approver View:



Adding Additional Approvers to Workflow
Requests:



Adding Additional Approvers to Workflow
Requests:



Adding Additional Approvers to Workflow
Reports:



Adding Additional Approvers to Workflow
Reports:



Reviewing Previous Requests



Reviewing Previous Reports



Reviewing Previous Reports
• There is the ability to search Reports



Large Group Attendee List



Large Group Attendee List
• No search results > select create & add attendee



Large Group Attendee List
• Modify the attendee count and save
• Reminder: Attach the list of attendees with the receipt

o May need to save Excel Files as a PDF



Other Employee Travel Expense 
Charged in Error
• Charged to a University Credit Card that is not the employee
• Available in Procurement Card and Travel Expense Reports through transition



Other Employee Travel Expense 
Charged in Error
• Add Employee Travel Request and add the employee attendee 

o Tip: Search by Last Name (too much information can hinder the search)



Other Employee Travel Expense 
Charged in Error
• Reminder: If the traveler pays for themselves and another employee, 

the expense will be itemized.



Closed Requests

• Travel Requests will automatically close after 6 months 
from travel date
o Requests in a closed status cannot be attached to Travel Expense 

Reports

• If that Travel Request is still needed, please 
email CONCUR@K-STATE.EDU

mailto:CONCUR@K-STATE.EDU


Questions?


