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The Assigned and Unassigned Burst Reports are distributed weekly 

to designated business unit TRaC Reps and Business 

Managers/Finance Leadership to manage the timely posting of 

corporate card transactions to the general ledger. Every month, 

designated management center representatives receive these 

reports to help business units manage the timely posting of 

transactions.

Use this quick reference guide to understand the report, the report 

distribution process, and best practices for using this burst report.

Questions? Visit Contact Information at concur.duke.edu             

or email Concur-ExpenseSupport@duke.edu. 

This report is distributed automatically from Concur via an overnight job.

Those on the distribution list receive the report via email as outlined in this 

guide's Burst Report Distribution section.

The report contains two tabs.

The Unassigned Tab contains corporate card transactions not included in an 

expense report as of the Bank of America Posting Date included in the 

report.

The Assigned Tab contains expense reports with corporate card transactions not 

routed for all levels of approval.

Reports distributed on Monday include ALL outstanding corporate card 

transactions as of the Bank of America posting date of the report.  Reports 

distributed on Wednesday include UNTIMELY corporate card transactions based on 

the Untimely Posting Schedule.  

Failure to act on these transactions in a timely fashion will result in the transactions 

being posted to the ledger using a losses and damages untimely general ledger 

account and may result in corporate card suspension for the cardholder. Users may 

review GAP 200.129, Corporate Cards – Untimely Posting of Transactions for 

detailed information.

mailto:Concur-ExpenseSupport@duke.edu
https://finance.duke.edu/travel/resources/untimely
https://finance.duke.edu/accounting/gap/m200-029
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The following data elements display for unassigned transactions: 

• The Employee and Employee DUID; 

• Employee Active Flag indicating if the employee is currently active (Y) or if 

they have been Terminated (N);

• Org Unit, BFR, and Org Key of the employee; 

• Transaction Date of the unassigned transaction; 

• Posted Date is the date Bank of America posted the transaction; 

• Posted Amount is the dollar amount of the transaction; 

• Last 4 digits of the Card #, Transaction ID, Transaction Reference 

Number are all related to banking specifics of the transaction; 

• Cost Center/WBSE/OI  and Description is the default travel cost object 

associated with the person, found in the header record and pulled from the 

travel default set in SAP or from the default on the person’s position; 

• Vendor Name is the vendor associated with the transaction. 
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Questions? Visit Contact Information at concur.duke.edu             

or email Concur-ExpenseSupport@duke.edu. 

I n t e r p r e t i n g  t h e  R e p o r t  – U n a s s i g n e d  Ta b

Columns 1-10 

Columns 11-14 
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The second tab is Assigned corporate card transactions. 

The following data elements display for assigned transactions: 

• Report key is the unique system generated number associated with the 

report; 

• Report name is the name given to the report during the creation of the 

header record; 

• The Employee and Employee DUID; 

• Employee Active Flag indicating if the employee is currently active (Y) or if 

they have been Terminated (N);

• Org Unit, BFR, and Org Key of the employee; 

• Approval Status displays the status of the report; 

• Current Approvers Name is the person who currently has the report and 

who should take action on the report; 

• Current Workflow Step displays where the report is in workflow.

• Date of the Workflow Step is the date the current approver received the 

workflow; 

• Current Cost Object Approver Name displays if the report has reached 

cost object approval; 

• Date of Cost Object Approver Workflow Step is the date the cost object 

approver received the workflow if it has reached that step;

• First Submitted Date is the date the report was first submitted into workflow; 

• Transaction Date of the transaction; 

• Posted Date is the date Bank of America posted the transaction; 

• Expense Amount is the dollar amount of the transaction; 

• Last 4 digits of the Card #, Transaction ID, Transaction Reference 

Number are all related to banking specifics of the transaction; 

• Cost Center/WBSE/OI  and Description is the default travel cost object 

associated with the person, found in the headers record and pulled from the 

travel default set in SAP or from the default on the person’s position; 

• Vendor Name is the vendor associated with the transaction. 
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Questions? Visit Contact Information at concur.duke.edu             

or email Concur-ExpenseSupport@duke.edu. 
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Questions? Visit Contact Information at concur.duke.edu             

or email Concur-ExpenseSupport@duke.edu. 

This report is distributed automatically from Concur via an overnight job for Monday 

and Wednesday deliveries.  The chart below outlines the corporate card 

transactions included in the report and the audience who receives the report.  

TRaC Rep Business 

Manager

Mgmt Center Cardholder

Outstanding Transactions

Assigned and unassigned transaction reports 

sent every Monday

Outstanding 

Transactions

Assigned and 

unassigned transaction 

reports sent first 

Monday of the month

Untimely Transactions 

Assigned and unassigned transaction reports 

sent every Wednesday

Untimely 

Transactions 

Assigned and 

unassigned transaction 

reports sent first 

Wednesday of the 

month

Untimely 

Transactions 

Unassigned 

transaction reports 

sent first Wednesday 

of the month
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Questions? Visit Contact Information at concur.duke.edu             

or email Concur-ExpenseSupport@duke.edu. 

H e l p f u l  H i n t s  

A s s i g n e d  a n d  U n a s s i g n e d  B u r s t  R e p o r t s

• Have a defined process in your business units 

 Who distributes report information to employees and expense 
delegates? 

 Business Units often copy and paste lines of the report for distribution

• Understand the difference between the Monday and Wednesday reports 

 Monday contains ALL corporate card transactions 

 Wednesday contains POTENTIALLY UNTIMELY corporate card 
transactions

 Pay attention to transaction dates and untimely posting deadlines

 Make sure you are communicating about the most pressing 
transactions. Communication around every transaction or expense 
report is not necessary. Focus on transactions close to being 
untimely. 

• Unassigned transactions may or may not have receipts

 Remind employees to leverage electronic receipt options 

mailto:Concur-ExpenseSupport@duke.edu

