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Logging in to SAP Concur

* Log in to SAP Concur
e https://www.concursolutions.com/

SAP Concur & English (US) v

Sign In

Username, verified email address, or S50 code

[J Remember me

Forgot username?

Via

SAP Concur

Processor Privacy Statement


https://www.concursolutions.com/

Logging in to SAP Concur

e UH User Name and SAP Goncur €]

Password
e “Sign in with UH/UHF S Sigrein
Login (|f both UHF)” ikkashiw@hawait.edu

b u tto n e ] Sign in with UH/UHF Login (If both UHF)
i 7 Sign in with your password

* SAP Concur System
e “Sign in with your
password” button

e Default password is
“welcome”

* PLEASE CHANGE YOUR
PASSWORD

SAP Concur




Creating an Expense Report

* Click on the “Expense” tab at the top of the SAP
Concur welcome page

Administration | Help~
SAP Concur Requests Expense Approvals App Center .
Profile ~
-
UNIVERSITY
H ( + 00 00 08 00
of HAWAI'I : J )
New Required Authorization Available Open
Hello, Justin Approvals Requests Expenses Reports
COMPANY NOTES

PCard Resources
+ Department Coordinator/Fiscal Administrator/Approving Official lists by FO code
+ UH Administrative Procedures: APM 8.266 and Exceptions to APM 8.266
« Centresuite: Login for your monthly statements and other transaction details.
+ Monthly Newsletter and Forms
« Capital Asset Expenses: For all Capital Asset purchases, the Capital Asset Equipment Worksheet must be completed and submitted to your Fiscal
Administrator.
Read more

MY TASKS

Required Approvals - Available Expenses - Open Reports -



Creating an Expense Report

* Click on “Create New Report” box

Administration* | Help~

SAP Concur @ Requests Expense Approvals App Center .
Profile = -

Manage Exp Wiew Transaction: Processor~

Manage Expenses

REPORT LIBRARY View. | Active Reports v

©

Create New Report

AVAILABLE EXPENSES View: Al Expenses v

Receipt Payment Type Expanse Type Vendor Datails Data = Amount



Creating an Expense Report

e Fields to enter:
e “Report Name” = 057-UH USER NAME-MONTH-YEAR
e Example: 057-JKKASHIW-JULY-2021

e “Report Start Date” = Always the 15t of the current billing
period
e Example: 06/15/21
e “Report End Date” = Always the 14t of the current billing
period
e Example: 07/14/21
e “Report Purpose” = Always “Monthly PCDO”

e “Chart” = “(KA) Kapiolani CC” (Auto populate with defaulted
chart)

e “Account” = (Auto populate with defaulted account)



Creating an Expense Report

Create New Report x
* Required field
Report Hame * Report Start Date * Report End Date *
OAT-JKKASHMW-JULY-2021 06/16/2021 = 071472021 =
Report Purpose 9
MONTHLY PCDO
Chart * [ 1] Account ® [ 2] SubAccount (3]
Y ~ | (KA)Kapiolani CC Y ~ | (2226712) TFSF - BUSINESS OFFICE Y ~ | Search by Text
Additional Infermation from User Report Total
Y
Comrment To/From Approver/Processor

Cancel Create Report



Creating an Expense Report

* Click “Create Report” button

Create New Report

% Required field
Report Hame * ﬂ Report Start Date * 9 Report End Date * 0

057-JKKASHMW-JULY-2021 06/15/2021 =] 07/14/2021 =

Report Purpose * (@)

MONTHLY PCDO v
Chart® (1] Account ® (2] Sub&ccount (3]
Y ~ | (KA) Kapiolani CC Y ~ | (2226712) TFSF - BUSINESS OFFICE Y ~ | Search by Text
Additional Information from User Report Total
A

Comment To/From Approver/Processor

Cancel Create Report




Creating an Expense Report

e Successful creation of an SAP Concur Expense
Report

057-JKKASHIW-JULY-2021 $0.00 @

Not Submitted

Report Details v Print/Share v  Manage Receipts v



Creating an Expense Report

* To edit Expense Report fields, click on the Report
Name.

»057-JKKASHIW-JULY—2021 $0.00
Not Submitted

Report Details v Print/Share v  Manage Receipts v




Adding an Expense

e To go directly to a previously created Expense
Report; in the Open Reports box, click on the report
name.

SAP Concur @ Requests Expense Approvals Reporting = App Center .
Profile ~
-
UNIVERSITY
HAWAI'l + 00 00 07 01
of HAWA , e '
MNew Required Authorization Available Open
Hello, Justin Approvals Requests Expenses Reports

COMPANY NOTES

PCard Resources
« Depariment CoordinaterFlscal Administrator/Appr g Officlal llsts by FO code
= UH Administrative Procedures: APM 8.266 and Exce| ns to APM B.266
= Centresuite: Login for your monthly statements and other transaction details.
« Monthly Newsletter and Forms
= Capltal Asset Expenses: For all Capital Asset purchases, the Capital Asset Equipment Worksheet must be completed and submitted to your Fiscal Administrator,
+ FHB Dispute Form to be completed by Cardholder and attached to disputed transactions.

Read more
MY TASKS
Required Approvals - 01 Available Expenses - Open Reports -
Great! You currently have no approvals 06/28 AMZN Mktp US 296GQE6GF1 07/12 05T-JKKASHIW-JULY-2021

$258.40 $138.04



Adding an Expense

 Click on the “Add Expense” button

Administration | Help~
SAP Concur Requests Expense Approvals Reporting v App Center .
Profile ~ o~
Manage Expenses View Transactions Processor
057-JKKASHIW-JULY-2021 $0.00 i

Not Subgitig

Report Def Print/Share w Manage Receipts v

Add Expense

No Expenses
Add expenses to this report to submit for reimbursement.



Adding an Expense

e Select the boxes of the transactions that appear on
the CentreSuite Bank Statement

Add Expense X
8 +
Available Expenses Create New Expense
-~
Payment Type Expense Type Vendor Details Date = Amount
) AMZN Mktp US
FHB Pcard Undefined 06/29/2021  $258.40
car naetine 296GQBGF1 $
Pending Card Supplies, Data AMAZON.COM, ING.  06/27/2021  $10.70
Transaction Processing (3405)
Pending Gard Supplies, Data
ansaction Processing (3405) AMAZON.COM, INC 06/27/2021  $17.27
Pending Gara Supplies, Data AMAZON.COM, INC.  06/27/2021  $27.25
Transaction Processing (3405)
o AMZN Mktp US S

Close



Adding an Expense

* Click on the “Add To Report” button

Add Expense

8

Available Expenses

—| Payment Type

FHB Pcard

Pending Card

Transaction

Pending Card

Transaction

Pending Card
Transaction

-+

Create New Expense

Expense Type

Other Supplies (3400)

Supplies, Data
Processing (3405)

Supplies, Data
Processing (3405)

Supplies, Data
Processing (3405)

Vendor Details

AMZN Mktp US
296GQBEGF1

AMAZON.COM, INC.

AMAZON.COM, INC.

AMAZON.COM, INC.

AMZN Mktp US

Date = Amount

06/29/2021  $258.40
06/27/2021 $10.70
06/27/2021 $17.27

06/27/2021 $27.25

Close Add To Report




Adding an Expense

e Select a transaction box
* Click the “Edit” button

Administration* | Help~
SAP Concur Reguesis Expense Approvals Reporting » App Center 9
Profile =
L4
Manage Expenses View Transactions Processar~
0 Alerts: 4 ~

LY-2021 $396.44 fi

057-JKKASHIW,

Not Submitted

Report Details ~ Print/S pnage Recelpls ~
= Alerts Receipt Payment Type Expense Type Vendor Details Date = Requested
0 -‘— FHB Pcard Other Supplies (3400) AMEZN Mktp US 206GREGF1 062612021 $258.40
m o - FHB Peard Supplies, Office (3200) AMZN Mktp US 2171DESTO 06/27/2021 $138.04

$396.44



Adding an Expense

e Fields to enter:

e “Expense Type” = Use the auto populate function, type
the object code and select the appropriate object code.

e “Goods or Service Received Date:”

e Determining goods/services receive date
e Goods = Actual date received
e Airfare = Date of purchase
* Registration fee = Date of purchase
* Services = Date of work completed

e Services for a period of time = Beginning or end of service period
depending on the invoice billing in advance or in arrears

e Example: subscription 07/01/21 — 06/30/22
e Example: in advance =07/01/21
* Example: in arrears = 06/30/22



Adding an Expense

e “Description” = Enter a short description of the goods or
services purchased

e “Chart” = Use the auto populate function, type the chart
code and select the appropriate chart code.

e “Account” = (Click the filter button and select “code”)

Use the auto populate function, type the account code
and select the appropriate account code.



Adding an Expense

© Supplies, Office (3200) $138.04 @ Gancel

06/27/2021 AMZN Mktp US 2171D68T0 Corporate Card

Details Itemizations Hide Receipt EI

@ Allocate
* Required field

Expense Type *
Supplies, Office (3200) v

Transaction Date Posted Date 0
06/27/2021 06/28/2021
Goods or Senices Received Date: Organization Document Number

06/29/2021

Description 0 o

Disputed ¢ .
O Disputz File Pocket Folders: 1.75in, 3.5in, 5.25in,

Attach Receipt Image

Enter Vendor Name City of Purchase

AMZN Mktp US 2171D69TO

Payment Type

FHB Pcard
Amount Currency
138.04 Us, Dollar

Chart * Account * [2]

Y v | (KA) Kapiolani CC Y v~ | (2226712) TFSF - BUSINESS . .

SubAccount
Y v | Search by Text



Adding an Expense

 Click on the “Save Expense” button

© Supplies, Office (3200) $138.04 Cancel

06/27/2021 AMZN Mktp US 2171D69TO Corporate Card

Details ltemizations Hide Receipt El

@ Allocate
* Required field

Expense Type *

Supplies, Office (3200) v
Transaction Date Posted Date @

06/27/2021 06/28/2021
Goods or Senices Received Date Organization Decument Number

06/29/2021

Description 0 o
‘ File Packet Folders: 1 75in, 3.5in, 5.25in,
Attach Receipt Image

[] Disputed

Enter Vendor Name City of Purchase

AMZN Mktp US 2171D69TO

Payment Type

FHB Pcard
Amount Currency
138.04 Us, Dollar
Chart * [1]) Account * [ 2]

Y v | (KA) Kapiolani CC Y ~ | (2226712) TFSF - BUSINESS .



Adding an Expense

e Tip for inputting Account Codes

e Click the filter icon to change the auto populate function
to “Code” to search by account number.

count * (2 ]
Y +v | (KA) Kapiolani CC Y v | (2226712) TFSF - BUSINESS...

Chart *

SubAccount o | Text

Y ~ | Search by Text Code



Adding an Expense

 Tips for inputting Object and Account Codes

e SAP Concur learns from your usage. After initially
searching for account and object codes manually, click
on the account or object code field and it will populate
“Recently Used” to select from.

Amount Currenc Y
138.04 US, Dollar
Chart * Account * (2]
Y ~ | (KA) Kapiolani CC Y ~ ‘ Search by Code ‘
SubAccount Recently Used

(KA-2226712) TFSF - BUSINESS OFFICE
(KA-2226702) TFSF - HUMAN RESOQURCES

(KA-2244952) ALLIED HEALTH LIAB INSURANCE-
R854
Org/Ref ID

(1002882) G050 KCC A-19 GF ALLOC
(1116462) CENTER FOR INTERNATIONAL AFFAIRS
(1116472) CURRICULUM MANAGEMENT

5942



ltemization Function
(Multiple Object Codes)

* Multiple accounts and multiple object codes (do
not allocate, input itemization)

e Click the “Itemizations” tab

Supplies, Office (3200) $138.04

06/27/2021 AMZN Mktp US 217

1D69T Corporate Card
ltemizations <4|AAEEEE—GSS 0202000 ideRecept E
* R 3

@ Allocate



ltemization Function
(Multiple Object Codes)

e Click “Create Itemization” button

Administration> | Help~
SAP Concur Requests Expense Approvals Reporting ~ App Center ‘
Profile ~
-
Manage Expenses View Transactions Processor~
A\ Aerts: 1 A

A\ Youmust attach a receipt image to this expense.

« Supplies, Office (3200) $138.04 i Cancel

06/27/2021 AMZN Mktp US 2171D69T0 Corporate Card

Details Itemizations Hide Receipt [
Amount ltemized Remaining
$138.04 $0.00 $138.04

Create ltemization

No ltemizations.
Create itemizations for the items on your receipt.




ltemization Function
(Multiple Object Codes)

e “Expense Type” = Use the auto populate function, type
the object code and select the appropriate object code.

Supplies, Office (3200) $138.04 i Cancel

06/27/2021 AMZN Mktp US 2171D69TO Corporate Card

mmmmmmmmmmmmmmmmmmmmmm

CCCCCC



ltemization Function
(Multiple Object Codes)

“Amount” = enter amount for the selected object code

“Chart” = Use the auto populate function, type the chart
code and select the appropriate chart code.

“Account” = (Click the filter button and select “code”)
Use the auto populate function, type the account code
and select the appropriate account code.



ltemization Function
(Multiple Object Codes)

e Supplies, Office (3200) $138.04 @

06/27/2021 AMZN Mktp US 2171D69T0 Corporate Card

Details Itemizations
Amount ltemized Remaining
$138.04 $0.00 $138.04

New Itemization
@ Allocate

* Required field
Expense Type *

Supplies, Office (3200) v
Transaction Date * Posted Date 0
06/27/2021 06/28/2021

Goods or Senvices Received Date Organization Document Number

06/29/2021
Description 0
Disputed R B
File Pocket Folders: 1.75in, 3.5in, 5.25...
Amount * Currency

100.00 US, Dollar

Chant * Account [2]

Y v | (KA) Kapiolani CC Y v | (2226712) TFSF - BUSINESS...

SubAccount

Y v | Search by Text

Cancel Save ltemization

Hide Receipt El

)

Attach Receipt Image




ltemization Function
(Multiple Object Codes)

Click “Save Itemization”

< Supplies, Office (3200) $138.04 @

06/27/2021 AMZN Mktp US 217106910 Corporate Card

Details Itemizations
Amount ltemized Remaining
$138.04 $0.00 $138.04

New Itemization
@ Allocate

* Required field
Expense Type *

Supplies, Office (3200) v
Transaction Date * Posted Date 0
06/27/2021 06/28/2021

Goods or Services Received Date Organization Document Number

06/29/2021
Description 0
Disputed ) )
File Pocket Folders: 1. 75in, 3.5in, 525
Amount * Currency
100.00 US, Dollar
Chart * [1]) Account ® (2]
Y ~ | (KA) Kapiolani CC Y ~ | (2226712) TFSF - BUSINESS..
SubAccount o

Y v | Search by Text

Cancel Save ltemization

Hide Receipt E

)

Attach Receipt Image




ltemization Function
(Multiple Object Codes)

e Repeat Itemization Function steps for each object and
account code

Administration | Help~
SAP Concur @ Requests Expense Approvals Reporting ¥ App Center .
Profile ~
-
Manage Expenses View Transactions Processor ™
A Alerts: 1 ~

A\ You must attach a receipt image to this expense.

« Supplies, Office (3200) $138.04 @ Cancel

06/27/2021 AMZN Mktp US 2171D69T0 Corporate Card

Details Itemizations Hide Receipt E|
Amount ltemized ] Remaining
$138.04 $138.04 $0.00

Create Itemization

(] Date = Expense Type Requested
O  06/27/2021 Supplies, Office (3200) $18.04
O  oe/27/2021 Supplies, Office (3200) $20.00
O  oe/27/2021 Other Supplies (3400) $100.00




ltemization Function
(Multiple Object Codes)

 Multiple object codes and one account code

e Repeat Itemization Function steps for each object code
(No need to input Chart and Account)

e Click “Save ltemization”
e Repeat steps for each object code

A
A Yo
Ssupplies, Office (3200) $138.04
06/2 AMZN Mktp US 2171D69T0 Corporate Card
lllll ipt E
Itemized °R nnnnnnnnn
$ $0.0

Requested




ltemization Function
(Multiple Object Codes)

e Tip for itemization

e [temization must equal all expenses or error alert will
appear

Administrationv | Help~
SAP Concur Requests Expense Approvals Reporting~ App Center .
Profile ~
-
Manage Expenses View Transactions Processor ™
O Aers: 2 ~

0 The itemization amounts do not add up to the expense amount. View

& You must attach a receipt image to this expense.

< Supplies, Office (3200) $138.04 i Gancel

06/27/2021 AMZN Mktp US 2171D69TO Corporate Card

Details ltemizations Hide Receipt E

Amount ltemized 0 Remaining

$138.04 $120.00 $18.04

Create ltemization

O Date = Expense Type Requested
[ 08272021 Supplies, Office (3200) $20.00

O 062712021 Other Supplies (3400) $100.00




Allocate Function
(Multiple Account Codes)

* One Object code and Multiple Account Codes
e Click “Allocate” below the “Details” tab

Supplies, Office (3200) $138.04 i Cancel

06/27/2021 AMZN Mktp US 2171D69T0 Corporate Card

06/27/2(
Details Itemizations Hide Rocaipt B
@ Allocate o Q 1 of4 - |+ »
* Required field L
Expense Type *



Allocate Function
(Multiple Account Codes)

e Select “Amount”

Allocate
Expenses. 2 $138.04
Fercent Amount
$138.04

$138.04

Code Ameunt USD
DEFAULT $138.04



Allocate Function
(Multiple Account Codes)

* Click on the “Add” button

Amount

$138.04



Allocate Function
(Multiple Account Codes)

e “Chart” = Use the auto populate function, type the chart
code and select the appropriate chart code.

e “Account” = (Click the filter button and select “code”)
Use the auto populate functlon type the account code
and Se Add Alloc.atlion x

+ *

New Allocation Favorite Allocations

* Required field A~

Y v | (KA)Kapiolani CC

Y v | (2226712) TFSF - BUSINESS OFFICE

Y ~ | Search by Text



Allocate Function
(Multiple Account Codes)

e Click “Save” button

Add Allocation x
+ x*
New Allocation Favorite Allocations

* Required field

Chart * (1]
Y v | (KA) Kapiolani CC

Accoun t* (2]
Y v (2226712) TFSF - BUSINESS OFFICE

SubAccount (3]

Y v | Search by Text

Org/Ref ID



Allocate Function
(Multiple Account Codes)

e Repeat the allocate function steps for each additional
accounts

e Enter amount for each account

Amount

DEFAULT $0.00

“
[ Chart Accoun




Allocate Function
(Multiple Account Co

e Click “Save” button

Allocate
Expanses 2 513804
Percent
$138.04

Diefaukt Allocation

DEFAULT

Chart

Kapialani CC

Kapiolani CC

Amount

Account SubAccount Org/Ref ID Brief Description

@ Remaining 0%
$0.00

KA. 2226712

es

$0.00

Amaunt USD

38.04

100.00



Attaching a Receipt

e Click “Attach Receipt Image” box

Administration | Help~™
SAP Concur @ Requests Expense Approvals Reporting¥ App Center .

Profile ~ -

Manage Expenses View Transactions Processor=

A Alerts: 1 ~

£\ Youmust attach a receipt image to this expense

< Supplies, Office (3200) $138.04 & cancel

06/27/2021 AMZN Mktp US 2171D69T0 Corporate Card

Details ltemizations Hide R

it [

o

Cf

o

@ Allocate
* Required field
Expense Type *

Supplies, Office (3200) ~
Transaction Date Posted Date 9

06/27/2021 06/28/2021
Goods or Services Received Date: Organization Document Number

06/29/2021

Description 0 o

D ited
- Diepute File Pocket Folders™ 1 75in, 3 5in, 5.25i

Attach Receipt Image

Enter Vendor Name City of Purchase

AMZN Mktp US 2171D69T0

Payment Type
FHB Pcard

Amount Currency

138.04 US, Dollar




Attaching a Receipt

 Click “Upload Receipt Image”

Attach Receipt

+

Upload Receipt

Image
5MB limit per file

Uploaded: ¥12/2021 9:58 AM

Receipt uploaded on July 12,
2021758 PM

Aftach Wiew

Close



Attaching a Receipt

e Select a file to upload

@& File Upload
= v 4 « Deskt.. * P-card Receipts w O A Search P-card Receipts
Organize ~ MNew folder h
&2 8.RGP CCP8.20( A  pame - .

Date modified

@ OneDrive ** July PCDO Folders 7/6/2021 11:37 AM

A This PC
J 3D Objects
I Desktop
Documents
¥ Downloads
J Music
& Pictures
B videos
2 Local Disk (C:)
=y culn-bus ofc (\pr

¥ Network v £

File name: | July PCDO Folders v| All Sud pes

Cancel



Attaching a Receipt

e Click “Attach” on file

Attach Receipt

+

Upload Receipt

Image
5MB limit per file

Uploaded: ¥12/2021 9:58 AM

Receipt uploaded on July 12,
2021758 PM

Aftach Wiew

Close



Attaching a Receipt

 Click on the “Save Expense” button

Administration | Help~

SAP Concur [¢] Requests Expense Approvals Reporting > App Center . °
rofile ¥
-

Manage Expenses View Transactions Processor=

° Success! You have cleared all alerts on this expense.

< Supplies, Office (3200) $138.04 @ S oo cxpense

06/27/2021 AMZN Mktp US 2171D69TO Corporate Card
Details temizations Hide Receipt E]
@ Allocate o Q 1) of 13 -+ »

* Required field ~

Expense Type *

Supplies, Office (3200) ~
Transaction Date Posted Date 0

06/27/2021 06/28/2021
Goods or Services Received Date Organization Document Number

06/29/2021

Description Q
D led

- Dispte File Pocket Folders: 1.75in, 3.5in, 5.25i ...
Enter Vendor Name City of Purchase

AMZN Mktp US 2171D69TO

Payment Type
FHB Pcard

Amount Currency

138.04 US, Dollar




Adding an Expense

* Repeat steps for EACH transaction

e Successful completion of adding an expense to the
SAP Concur Expense Report

e Alerts column will not have any alerts if expense is
completed

Administration> | Help~

A\ Alerts: 1 v
057-JKKASHIW-JULY-2021 $396.44 copy Report
Not Submitted
Report Details w Print/Share Manage Receipts v

Alerts  Receipt Payment Type Expense Type Vendor Details Date = Requeste: d
7 & e FHB Pcard Other Supplies (3400) AMZN Mktp US 286GOEGF1 06/29/2021 $258.40
B Supplies, Office (3200) pUsS2171D68TO 06/27/2021 $:jif



Submitting a SAP Concur

Expense Report

 Verify the totals in the SAP Concur Expense Report
and the CentreSuite Bank Statement matches

 Click on the “Submit Report” button




Submitting a SAP Concur
Expense Report

e Review PCDO Attestation and Certification
Agreement

 Click the “Accept & Continue” button.

PCDO Attestation and Certification Agreement

By clicking on the "Accept & Continue’ button, | attest and certify that:
1. To the best of my knowledge and ability, all purchases have been done in accordance with University of Hawal'i
procurement card policy, guidelines and internal controls.

2. This is a true and accurate accounting of expenses incurred during this monthly billing cycle to accomplish official
business for the University of Hawai'i.

3. All receipt images and supporting documentation have been attached to this PCDO.

4. All goods and services have been received on the date indicated for each entry, or if not received, documentation
reflecting the date received will be attached as soon as possible.

5. All purchases were directly authorized by me or have been initiated for bank dispute and to the best of my knowledge
there are no duplicate payments by the University. In the event of overpayment or if payment is received from another source
for any portion of the expenses claimed, to which | should have been reasonably aware, | assume responsibility for repaying
the University of Hawaii Systems in full for those expenses.

Cancel Accept & Continue




Submitting a SAP Concur
Expense Report

e Review Report Totals
 Click the “Submit Report” button.

Report Totals

Company Pays Employee Pays

$0.00 $396.44 $0.00

Employee Card (FHB Pcard) Company

Amaount Total: Due Employee: Owed Company:
$396.44 $0.00 $0.00

Amount Due (FHB Pcard):
$396.44

Requested Amount: Total Paid By Company: Total Owed By Employee:
$396.44 $396.44 $0.00 '

Cancel Submit Report




Submitting a SAP Concur
Expense Report

e Successful submission of a SAP Concur Expense
Re p O rt Report Status X

@ Report Submitted

057-JKKASHIW-JULY-2021 $396.44

Manage Expenses

REPORT LIBRARY View: Active Reports w

057-JKKASHIW-JULY-2021

$396.44



Submitting a SAP Concur
Expense Report

o After submission, to edit SAP Concur Expense
Report, click the “Recall Report” button.

Administration= | Helpw
SAP Concur Requests Expense Approvals Reporting v App Center

Profile = ...

Manage Expenses View Transactions Processor

057-JKKASHIW-JULY-2021 $396.44

Submitted & Pending Reconciler Review

Report Details w Print/Share w Manage Receipts w
Receipt Payment Type Expense Type Vendor Details Date = Requested
FHB Pcard Supplies, Office (3200) AMZN Mktp US 296GQEGF1 06/29/2021 $258.40
FHBE Pcard Supplies, Office (3200) AMZN Mktp US 2171D69T0 06/27/2021 $138.04

$396.44



Submission to the Business Office

e Please submit the CentreSuite Bank Statement to
the Business Office.

e Please write the account and object code next to the
expense amount in the margin on the right.

* Please be sure to breakdown account, object, and amounts if
necessary.

e As an option you may use the transaction log to organize the
information.

* In case the default account or amount does not match, the
breakdown on the CentreSuite Bank Statement will be used.
e Please retain all original receipts and documentation
and discard after the Fiscal Year.



Submission to the Business Office

[ N

ﬂ First Hawaiian Bank

MEMO STATEMENT

BAMNKCARD CENTER Account Number RO 9053
PO BOX 1250
) 1 0 -
HONOLULU HIB2805-1852 Statement Date JUL 14, 2024
Total Activity 5396 44

T MEMO STATEMENT ONLY ™
DO NOT REMIT PAY MENT

JUSTIM K KASHIWAEDA
UNIVERSITY OF HAWAII
KAPIOLANI COMMUNITY COLLEGE
4303 DIAMOND HEAD RD
HOMOLULU HI 96816

ACCOUNT SUMMARY
JUSTIN K R SHIAA DA Purchases Cash Total
R O - M X -B053 & Other Debits + Advances - Credits = Activity
Account Total F206.44 *0.00 50.00 20644
ACCOUNT ACTIVITY
Post  Tran
Date Date Reference Number Transaction De scription Amount
- s - g - . HA-2228712-3200: 5100.00
08-28 06-27 55432B61173200287148035 AMZN Mkp US"2171D6ETD  Aman.com/bilfiWa 3504
Tran: 112-7039243-11322 Mer Ref %5Grw2Aowm3mNvDE Mer Zip: 25108 Tax 621 KA-2226702-2400: 335.0¢
Product Code: BOOWVSDG2J4 Desc: Amazon Basics Expanding Accordian O Oty: 2.00 Unit: PCE Disc: N
Ext Itern Amt: 50.72



Questions or Need Help?
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Please attend
our “Help Desk”
hours!

UNIVERSITY of HAWAI'l®
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BUSINESS OFFICE
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