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Reporting Guide  
T h i s ap p end i x pro v id es int r od u ct or y guid anc e and info rmat io n on the basic s of the Concur 
Repo r ti ng module. SAP Concur prov id es ext ens i ve guid es and traini ng sess io ns for user s th at 
int end to delv e mor e deep ly int o rep or t i ng inc lu d ing edit ing exis t i ng repo r ts. Visit th e SAP 
Concur Rep or t i ng Training  web s it e for mor e info rmat i o n and mat er i als.  

Introduction 
T h e Univ er s it y of Alaska (UA) uses th e Repo rt i ng: Intellig enc e module to gener at e re p o rt s fro m 
info r mat i o n cap t ur ed in all areas of the Concur plat f o rm. Intellig enc e is a robus t rep or t i ng too l 
bas ed on Cogno s softw are.  

Intellig enc e inc lu d es gener al rep o rt s writt en for all Concur client s and repor t s writt en 
sp ec ifi c ally for UA. Since th e C oncur plat f or m is config ur ed to fit UA needs, user s may find some 
of the gener al rep o rt s less usefu l.  

Users 
UA has a limit ed numb er of repo rt i ng lic ens es availab le. Sinc e th es e are shar ed sys t emw i d e, 
they are ass ig ned to users judic i ou s ly and sp ar ingly. Re p or t i ng lic ens es are primar i ly giv en to 
financ i al manag er s, camp u s trav el financ e offic es, and oth er pers o nnel th at need regular dir ect 
acc es s to trav el financ e info r mati o n for an ent ir e dep ar tment or campu s.  

All BI Manager s (e.g. Default Appro v ers) have a cces s to the Concur Repo rt ing module as well. 
However, info r mat io n in their rep or ts is limit ed to user s th at fall under th eir manag er hier ar ch y. 
For examp le, a sup er v is or rec eiv es info rmat i o n on their emp lo yees as well as anyo ne th os e 
emp lo yees sup er v is e.  
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Run a Report  
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b.  “ S av e” downlo ad s th e re p or t to the user ’s dev ic e  

 

c.  “Later” giv es th e user an opt io n to run and sav e the rep o rt on a spec if ic date and 
time  

 

4. 
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Schedule a Report  
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4. S et th e sch ed u le for th e rep o rt  
a.  Choose th e des ir ed Frequenc y op tio ns  
b.  S et a start and end Per iod if need ed  

 

5. T h e sch ed u led rep or t  runs with its defau lt set tings 
a.  S elec t th e Opt io ns tab to make any ch ang es (e.g., sett ing Format to Excel)  
b.  T h i s is als o wh er e user s can set an email sch ed u le as the deliv er y meth od; use 

“Edit det ails ” to assig n rec ip i ents  
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