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Reconciling & Allocating MSU Agency Card Transactions 
(Direct Billed Airfare/Rail) 

 

A. Do you have an approved Request? 

1. To do this, log into Concur. 

 

 

2. Select Request from the menu bar. 

 

 

3. Use the View button to see All Requests. 
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4. Locate the Request to which the airfare/rail apply.  

5. Verify the Request’s status is Approved. 

 

 

6. If not, open the Request, complete any outstanding information and submit.  You will 

have to wait until your Request has been fully approved in order to continue. 

 

B. When your Request is Approved, Complete Expense Report: 

 
1. Select Request from the menu bar. 

 

 

2. Locate the Request to which airfare/rail needs to be reported. 
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3. Go to the far right-side of the Request information. 

4. Find the Action column. 

5. Select Expense - this begins a new Expense Report.  

 

 

6. Complete Expense Report. 

 

 

7. Use Report Details pull-down tab to access Report Header. 

 



 
 

4/6/2020  4 

8. Complete fields that are highlighted.   

9. Save.  

 

10. Add Expense. 

 

11. Use the check box to select MSU Agency Card transaction. 

12. Click Add to Report. 
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13. Click on Airfare.  Do you see that Corporate Card, Reservation, E-receipt are included?  If 

so, your receipt has been attached for you.  Click on each and you can view the details 

behind the transaction. 

 

 

14. If your transaction requires a receipt, please be sure to add to the MSU Agency Card 

expense. 

15. Save Expense. 

16. Submit.  (Profiled travelers must submit their own Expense Reports.) 

 

 


