SAP® Concur® eExpenses
Reporting Quick Reference Guide
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1. At the top of the home screen click on Reporting =~

then select Intelligence from the drop down menu
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7. The browser will now prompt you to download the
De you wantte open or save Transactions Report.xlsx (74,1 KB) from euf cog3.concursolutions.com? Open Save |v| Cancel
data output which you can save and view in Excel.

Please note that other browsers like Chrome and
Edge will have a different download prompt.



https://eu1cog3.concursolutions.com/cognos/cgi-bin/cognosisapi.dll?b_action=xts.run&m=portal/cc.xts&m_folder=i304D88B705A44D6798634FAA63FD675B&m_folder2=m-iBD4121366A264E32A5F76B19D9E28BD0
https://eu1cog3.concursolutions.com/cognos/cgi-bin/cognosisapi.dll?b_action=xts.run&m=portal/cc.xts&m_folder=i304D88B705A44D6798634FAA63FD675B&m_folder2=m-iBD4121366A264E32A5F76B19D9E28BD0
https://finance.admin.ox.ac.uk/files/expensespolicy050719pdf
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e Bl Managers can access reporting via Intelligence and any data that you export will only relate to the Bl manager’s
assigned employees. Only staff with Professional Author, Business Author and Consumer will have access to all
claimant data.

e To avoid losing any features in SAP Concur (Cognos) please use Internet Explorer when running your reports.
Reports will still run on any other browser but Internet Explorer is the most compatible.

Getting help

Access eExpenses Expenses policy Training and support 24/7

":.r SAP Concur support:

¢ 0800 389 8758
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https://finance.admin.ox.ac.uk/files/expensespolicy050719pdf
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