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ProCard Reconciliation 
Overview 

Prior to making purchases on the University Card (ProCard), review and ensure you understand the 9.00 Expenditure 
Policy and Procedures and complete the University ProCard Training in EDGE Learning.  

In Travel & Expense, ProCard uses the Company Billed Statement (CBS) functionality for reconciliation.  The ProCard 
statement report is automatically created when the first transaction of the cycle for the cardholder is loaded into 
Travel & Expense. The report name contains the statement cycle start and end date. Cardholders and/or their 
delegates should reconcile throughout the month, but cannot submit until three calendar days after the cycle close 
(audit rule) to ensure all transactions for the cycle are included in the statement report. 

In addition to email notifications (e.g., report submitted, report pending approval), examples of email reminders 
sent to the cardholder or approver to support the ProCard reconciliation process include, but are not limited to: 

• ProCard holders receive reminders to submit at 2 days after the statement cycle closes 

• Approvers receive reminders at 5 days after submission to approve the report 

 
Note: The screen captures in this document may appear slightly different on-screen due to Concur's user interface 
changes. 

Open ProCard Statement Report 

1. Log in to Travel & Expense through UAccess and your SSO.  

2. From the Home page, in the Expense Reports section, click on the ProCard report name to open the 
report. 

 
 

3. Red alerts appear on these transactions because they are imported into Concur from the bank but lack 
some required fields and haven’t been fully reconciled. Cardholders or their delegates will need to review 
and reconcile each transaction, complete the required fields, and attach receipts. 

https://policy.fso.arizona.edu/fsm/900
https://policy.fso.arizona.edu/fsm/900
https://arizona.sabacloud.com/Saba/Web_spf/NA7P1PRD161/common/ledetail/cours000000000037708
https://share.articulate.com/j7G8x_XMk7XqSZgIanr2G
https://uaccess.arizona.edu/
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Report Header and Default Chart String for the Report 
1. The first time this ProCard statement report is opened, select the Report number link to open the Report 

Header. 

 
2. Select the default chart string for this ProCard statement report. This contains the Campus Code, Org 

Number, and Account Number. You can also add a Sub-Account or Project Code. This chart string will 
apply to every transaction in the statement report unless the transaction is allocated at the transaction 
line level to a different chart string. Click Save when complete. 

Note: The chart field in the report header will only need to be selected the first time the ProCard 
statement report is opened.  Once it is saved, that default chart string will remain unless changed by the 
user or delegate prior to report submission. Object Codes are called Expense Types in Travel & Expense 
and are chosen at the transaction level.  
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Reconcile ProCard Transactions 

ProCard transactions are loaded into the ProCard Statement Report throughout the billing cycle.  It is highly 
recommended that the cardholder and/or their delegates reconcile transactions as they are available in the 
statement report to not be left with reconciling all the transactions at the end of the billing cycle.  This helps 
ensure timely submission and approval of the ProCard Statement Report. 

When ProCard transactions are loaded into Travel & Expense, the Expense Type (object code) is Undefined. 
The first step in reconciling a transaction is selecting the Expense Type (object code).  

1. From the Expenses screen, select the transaction to reconcile by double clicking it. 

 
2. When the transaction opens, first select the Expense Type (object code). Always select the Expense Type 

first, as this drives any additional actions needed for certain expense types.  

 
3. The form fields update is based on the Expense Type selected. Complete the required fields and any 

optional fields as necessary.  

4. NOTE: the next step is to add a receipt (see the next section). However, if you don't have the receipt to 
add currently, click Save Expense to return to the Expenses list. View and correct any additional alerts on 
the transaction. Then, proceed to the next transaction to be reconciled.  
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Add Receipt in the Transaction 
1. In the Receipt window, click Add Receipt. 

 

2. In the Attach Receipt window, click Upload New Receipt if the desired receipt is not already displayed.  

 

3. Locate and select the receipt to upload. The attached receipt is visible in the Receipt window. Click Save 
Expense. 
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Add Receipt from the Expenses List 
You can add receipts while reconciling a transaction as shown above. But you can also add a receipt from the 
expenses list as shown below. A transaction that requires a receipt will display an up arrow that can be clicked to 
upload the receipt. 

1. From the Expenses list, click the up arrow for the transaction to upload the receipt. 

 
2. In the Attach Receipt window, select the receipt if it has already been loaded into your Travel & Expense 

profile via email or the mobile app. Or, click Upload New Receipt and follow the prompts to upload a 
receipt from your computer. 

 
3. In the Attach Receipt window, when the selected receipt is displayed, click Attach. 

 
4. In the Expenses list, the receipt is attached to the transaction. 
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Add Missing Receipt Declaration (in rare case needed) 
NOTE: This process should only be used as a last resort. Cardholders should first work with the vendor to retrieve a 
duplicate receipt. There should be very few rare cases in which a duplicate receipt cannot be obtained.  

If the user has misplaced a receipt for a transaction that requires a receipt, a missing receipt declaration can be 
added to the transaction.  This option is only available to the cardholder because acknowledgment is required.  A 
delegate cannot add a missing receipt declaration to a transaction. 

Note: There are certain expense types (e.g., airfare, hotel, car rental) where a missing receipt declaration is not 
available. For these transactions, the traveler should be able to get a duplicate copy of the receipt from the vendor 
or travel management company. 

1. From the Expenses list, click the up arrow for the transaction to upload the receipt. Or, if the transaction 
is already open, click the Add Receipt button. 

 
2. In the Attach Receipt window, select Missing Receipt Declaration. 

 
3. In the Create Receipt Declaration window, select the transaction where the original receipt has been lost 

or is not available. Review the acknowledgment and click Accept & Create. 



  

Table of Contents  Last Updated: May 21, 2026 8 

 
4. In the Receipt window, the missing receipt declaration is attached. 

 
5. In the Expenses list, the missing receipt icon is displayed on the transaction line. 

 
 

Add Attendees 
Certain expense types (e.g., business meals, open event meals, etc.) require Attendees to be added.  This is often 
required in order to support calculations such as per-person meal amounts, which are then compared against 
thresholds defined in the policies. 

1. When the transaction opens, first select the Expense Type. In this example, Business Meal is selected. 
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2. Complete the required fields and any optional fields as desired.  

3. Click the Attendees button in the upper left.  

Note: An expense type that requires attendees will be denoted with a red error alert next to the 
Attendees button as a visual indicator. 

 
4. In the Attendees window, click the drop-down arrow to see any recently used Attendees. If those are not 

the Attendees for this expense, select the Advanced Options link to open the Add Attendees window. 

 
5. In the Add Attendees window, there are multiple options (tabs across the top) to search and/or create 

new attendees. 

Attendees – search for attendees including Faculty/Staff that are part of the Concur solution or 
previously used attendees 

Recent Attendees – up to five of your most recently used attendees 
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Attendee Groups – your saved Favorites or attendee groups that have been used 

Import Attendees – import up to 500 attendees using the Concur provided import template 

Additional Attendee Options: 

- Import Corporate Email Addresses – copy and paste up to 100 U of A email addresses 

- Open Event Meal Attendee – used in the Open Event Meals expense type where a list of 
specific attendee names is not required.  However, an approximate count is required in order 
to calculate the per person meal amount. 

 

6. In the Add Attendees window, if the attendees were other university employees, select the Attendee 
Type = Faculty/Staff in the dropdown and enter the employee’s name in the search criteria. Click Search 
to display results. Click Add to add any of the results displayed. 

 
7. In the Add Attendees window, if the attendees were not university employees, select the appropriate 

Attendee Type in the dropdown and Search or select Create New Attendee. In this example, Attendee 
Type = University Guest 

8. If after searching your attendee does not show up, you should create a new attendee. In the Create New 
Attendee window, enter the attendee details in the required fields for the selected Attendee Type. Click 
Create Attendee. 

 
9. A green banner will indicate that the attendee was created and added to this expense. If additional 

attendees need to be created, complete the details for the next attendee.  Else, if no additional 
attendees need to be created, click Cancel. 
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10. The new attendees display in the Attendees window.  Click Save to return to the expense form. 

Note: The Amount per person is calculated and evenly split. 

 
11. The expense form shows the Attendees added. Click Save Expense to return to the Expenses list. 

 
12. For expense types (business meals, open event meals, etc.) that involve food, an agenda is also required. 

Please be sure to upload your agenda using the Add Receipt feature in the transaction.  Once you have 
added the agenda, be sure to click the Agenda button. When all items have been completed, including 



  

Table of Contents  Last Updated: May 21, 2026 12 

attaching your receipt, meal type, and business purpose, click the Save Expense button. 

  
13. In the Expenses list, the people icon indicates that the transaction has Attendees added. 

 

Import Attendees 

Within the Add Attendees window, the Import Attendees tab allows users to upload large lists of attendees 
using the Concur provided upload template. 

1. Select Download the template. The Excel template is saved to your computer.  

 
2. Locate and open the template. Complete the details for the attendees to be imported. 

 
a. Attendee Type (required) – use the AtnTypeKey tab to see the list of valid values for this field. 

b. Last Name (required) – enter the attendee last name or the group / department name. 

c. Company (required for all Attendee Types except for Spouse/Partner/Family Member) – enter 
affiliation/school, company, institution. 
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d. First Name (required) – enter the attendee first name. 

e. Title (optional) – enter title or job title. 

3. Save the Excel file. Use a file name that is easy to find when uploading. 

4. Click Upload Spreadsheet. Select the saved attendee import file to upload. 

 
5. In the Import Attendees window, review the uploaded attendees and click Next to continue. 

 
6. Follow the prompts as the information is uploaded.  Click Close when complete. 

 
7. The new attendees display in the Attendees window.  Click Save to return to the expense form. 

Note: The Amount per person is calculated and evenly split. 

8. Click Save Expense to return to the Expenses list. 
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Import Corporate Email Addresses 

Within the Add Attendees window, the Import Corporate Email Addresses option allows user to quickly add 
Faculty/Staff attendees using their U of A email address. For example, this can be helpful if copying a list of 
attendees from a meeting invite. 

1. In the Attendees tab, select Attendee Type = Faculty / Staff. Then select the Import Corporate Email 
Addresses link. 

 
2. In the Import Corporate Email Addresses window, paste up to 100 U of A email addresses. Click Add. 

 
3. Verify the attendees to be added and click Done. 
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4. The new attendees display in the Attendees window.  Click Save to return to the expense form. 

Note: The Amount per person is calculated and evenly split. 

5. Click Save Expense to return to the Expenses list. 

 

Open Event Meal Attendees 

When using the expense type Open Event Meals, an approximation of attendees is required.  This expense 
type is used for events that are open to the public or broadly available to all students; a list of attendees is 
not required. Departments must provide documentation, such as an agenda, program, or flyer. 

1. In the Add Attendees window, select Attendee Type = Open Event Meal Attendees. This attendee type is 
only available for when using the Open Event Meals expense type. 

2. Search for a previously used value or select Create New Attendee to add a new value. In this example, 
create a new value. 

 
3. In the Create New Attendee window, complete the required fields. Click Create Attendee. 

 
4. The new attendee is added. Click Cancel if no other attendees need to be added. 

 
5. In the Attendees window, the Attendee Count defaults to 1.  Update to the approximate attendee count 

for the event. Click Save. 
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6. The new attendees display in the Attendees window.  Click Save to return to the expense form. 

7. Click Save Expense to return to the Expenses list. 

8. Hover over the Attendees icon to see the per person meal amount.  If the amount exceeds the policy 
limit, the user will be required to add Comments as an explanation and the report will route for 
exception approval. 
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Allocate Expense 
The Allocate feature can be used to designate different chart fields for expenses if there is a need to split the 
funding of a transaction between multiple accounts or charge it to a different account, sub-account, or 
project code other than the default one at the Report Header level.  

To view the default chart field in the Report Header, select the Report number link to open the Report 
Header.   

 
 

1. Open a transaction to allocate the expense. After the required fields in the expense form have been 
completed, select Allocate. 

 
2. In the Allocate window, click +Add. 

 
3. In the Add Allocation window, select the desired chart field in the order the segments are presented.  

The valid values of a segment are dependent on the value of the prior segment and thus must be 
selected in order. Only chart fields with an asterisk (*) are required. 

4. Select the Campus Code.   

5. Select Org Code. 

6. Select Account. 

7. Select Sub-Account and/or Project Code, if needed. 

Note: Most Recently Used chart strings will display at the top of the dropdown list, if available.  
Selecting a recently used chart field will fill in each of the segments as previously selected. 
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8. Click Save to add the allocation. 

9. From the Allocate window, add additional allocations as desired. The distribution defaults to Percent %, 
but can be distributed by amount by selecting Amount in the upper left. If a percentage or amount of the 
distribution needs to include the original Default Allocation, adjust the Percent % or Amount of each 
added allocation to the desired value. If you want to add another chart string, click the Add button and 
adjust the percentage/amount as needed.  

NOTE: This does not update the Expense Type (object code).  The Expense Type (Object code) will stay 
the same as the transaction line. To change the Expense Type (object code) for a portion of the 
transaction, you will need to use the Itemization feature (see the next section for instructions).  
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10. In the Allocate window, click Save to return to the expense form. 

11. From the expense form, click Save Expense to return to the Expenses list. 

  
12. In the Expenses list, the pie chart icon indicates that the transaction has an Allocation Summary. 

 

Allocation (Save as Favorite)  
1. In the Allocate window, to save a new allocation as a favorite to be used in the future, select the Save as 

Favorite link.   

 

2. In the Save as Favorite window, enter a Favorite Name (pick something that will be easy to recognize in a 
list of favorites) and click Save. 

 
3. Next time the Add Allocation window is displayed, click on the Favorite Allocations tab to see saved 

favorites. Select the desired saved favorite allocation. 
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4. Click Replace Allocations to use the saved favorite allocation.  Or click View Favorite to view the 

allocation or delete it from the Favorite Allocations. 
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Itemize Expense 
The Itemization feature allows a transaction to be split into multiple Expense Types (object codes). You only 
need to use this feature when the transaction needs to include multiple Expense Types (object codes) for 
more accurate accounting. For instance, a purchase that includes office supplies (5230) and housekeeping 
supplies (5220).  

1. Open a transaction to reconcile. Choose the Expense Type (object code) that is correct for most or all (if 
hotel with no additional items) of the transaction. Review and complete the required fields in the 
expense form, then select the Itemizations tab. 

 
2. Click + Add Itemization. 

 
3. Select the Expense Type (object code). 

 
4. Update any of the information (e.g., Business Justification) as needed and enter the Amount you want to 

itemize to that particular Expense Type (object code).  
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5. Review and complete all required fields and any optional fields, as desired. 

6. If there is an amount Remaining, click + Add Itemization to add another Expense Type and Amount.   

 
7. Click Save Itemization and repeat the above step until the amount Remaining is $0.00. 

8. Click Save Expense.  

 
9. In the Expenses list, the clipboard icon indicates that the transaction has an Itemization Summary. 
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Bulk Edit Transactions (optional feature) 
When you are reconciling your ProCard Statement, there may come a time when multiple transactions need 
to be reconciled with the same information (e.g., expense type, business purpose, etc.), you can choose to 
use the bulk edit feature to reduce manual entry. 

1. From the Expenses list, mark the checkbox next to the transactions to bulk edit. 

 
2. Click Edit in the upper right. The Edit Expenses window displays. 

 

3. In the Edit Expense window, select the Expense Type and complete the Business Purpose (and any 
additional fields as desired).  Click Next. 
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4. In the Confirm window, click Save. 
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5. In the Expenses list, the selected lines have been updated with the Expense Type, but each has an orange 

warning alert (Warning: You must attach a receipt image to this expense).  Add the receipts as needed. 

 
 

Bulk Allocate Transactions (optional feature) 
When multiple transactions need to be allocated to the same chart string and splits (not matching the report 
header's default string), you can use the bulk allocate feature to reduce manual entry.  

1. In the Expenses list, mark the checkbox next to the transactions to bulk allocate to the same chart fields 
and select the Allocate link. 

 

2. In the Allocate window, click +Add to add a different chartfield string for these transactions. 
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3. In the Add Allocation window, enter a New Allocation or select from the Favorite Allocations tab. Click Save 
when complete. 

 

4. In the Allocate window, click Save. 

 

5. In the Expenses list, the pie chart icon indicates that the transaction has an Allocation Summary. 
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Submit ProCard Statement 

ProCard Statement Reports cannot be submitted until the 25th of each month (audit rule) to ensure all transactions 
for the cycle are included in the statement report. Once all transactions are reconciled and all alerts are resolved, 
the ProCard Statement Report can be submitted. 

NOTE: ProCard Statements are from the 21st-20th. We ask that ProCard Statements be fully reconciled and 
submitted on or shortly after the 25th of each month to allow ample time for the Fiscal Officer to review and 
approve the statements. Hence, why it is necessary to be engaged in ongoing reconciliation during the statement 
period and not waiting until the statement is closed. Please note that the cardholder OR their delegate can submit 
the reconciled ProCard Statement for review and approval by the Fiscal Officer.  

1. Review that all transactions to have been reconciled, have receipts attached and are clear of any error
alerts (red stop signs).

2. Click Submit Report.

3. In the Report Totals window, click Submit Report.

4. In the User Electronic Agreement window, review the details and click Accept & Continue.
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5. In the Report Status window, click Close. 

 
6. The ProCard Statement Report is submitted and displayed in the Report library. 

 
7. To review the approval flow, see the Report Timeline section below for instructions. 
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Report Details 

Report Header 
1. Select Report Details  Report Header or select the Report Number link. 

 

Report Timeline 
The timeline displays the approval workflow and identifies the steps which have been completed or are outstanding.  

1. Select Report Details  Report Timeline. 

 
2. A typical Approval Flow for ProCard statement displays.  
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Audit Trail 
The audit trail will display the timestamp of certain actions taken on the report. 

1. Select Report Details  Audit Trail. 

 
2. The date/time of the Action and the Updated By names will display. 
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Allocation Summary 
If a line has an allocation, the Allocation Summary displays a summary of any chart field splits that might 
have been added to the request expenses. 

1. Select Report Details  Allocation Summary 

 
2. The Allocation Summary window displays. 
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Print/Share 

From the Print/Share menu, select the available printed report option to view and save as a PDF.  
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Attachments 

Additional documentation can be added at the Report level. 

1. Select Manage Receipts  Manage Attachment. 

 
2. In the Report Attachments window, select Add to browse, open, and attach file(s) that support the 

Report. 

 
3. Click Close once files have been added. 

 

Alert Types 

Alerts are messages triggered by certain criteria in your Report. There are different types of alerts. 

 

1. Error: If an alert displays in red, it is an displaying an error.  This means an action must be taken before 
the Report can be submitted.  

2. Warning: An orange alert displays communication related to your Report components advising you to 
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read and take action.  

Note: Some orange warnings will not clear; however, they will not prevent the user from submitting the 
Report. 
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