
Quick Reference Guide

A S S I G N E D _ U N A S S I G N E D  R E P O R T S

S t e p  1

1

Overview: The Assigned_Unassigned Reports display credits card

transactions that are assigned to an expenses report on one tab and those 

that are unassigned and not included in an expense report on another tab. 

The assigned report does not include reports that are with Employee 

Travel and Reimbursement for approval.  Transactions displayed are 

based on organizational hierarchy access of the individual running the 

report. Displayed transactions are grouped by employee.  The report 

provides the ability for the BI Manager and his/her delegates to monitor 

assigned and unassigned corporate card transactions in real-time.  The 

report runs as an Excel file and can be manipulated and distributed as 

necessary within a business unit.   

Questions? Visit Contact Information at concur.duke.edu             

or email Concur-ExpenseSupport@duke.edu. 

To access this report, from the Public Folders main page, select Duke 

University. Select Consultative Intelligence. Select Assigned_Unassigned 

Reports.

S t e p  2 - A 

On the Assigned and Unassigned Reports Screen, there are Required and 

Optional data select fields.  The Posted Date is required and defaults to the current 

date.  A custom date range can also be created by choosing Select Custom Date 

Range Below (radio button must be selected) and providing the date range.  If 

running just by posted date, select Finish located at the bottom of the page.  
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Questions? Visit Contact Information at concur.duke.edu             

or email Concur-ExpenseSupport@duke.edu. 
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Use Optional selection criteria as appropriate.  Data can be filtered by 

Organizational Unit or by the Employee’s DUID.  Enter the desired Organizational 

Unit or DUID in the Keyword search and select Search.  When Results display, 

highlight the result and select Insert to move the desired results into Choice.  

When the report runs, it will be running based on information in the Choice field. 

Select Finish to run the report.   
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The report returns as an Excel file. Open the file to display the report. 

The first tab is Unassigned corporate card transactions. 

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. 
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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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Columns 11-20 
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