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How to Approve an Expense Report in CardQuest

Summary

This guide will explain how to approve an expense report in CardQuest. If you would like the ability to
approve expense reports via the mobile app, please email cardquesthelp@caltech.edu and request mobile
app instructions.

Procedure
1 . 2 3 4
acceLsch:I‘tfaoch & Open the report Review the Approve the
)  thati fi |
then login to —> tbzt : re:;x;o —> r::ctr:acor _> Report
CardQuest PP ¥
Step 1
1a) Log in to access.caltech & itosioceess cltech.ed)
at: 2 Most Visited | | Access @ Compass Portal Google [ﬁ'l Concur SharePaint 5 Spend Compass FTP Concur: Travel andE... & €

https://access.caltech.edu

access.caltech

Welcome 1o access.caltech

Username ™

Password ™

SIGN IN >

First time logging in? Click here If you need assistance, please contact the
IMSS Help Desk at 626.395.3500 (M-F, from 8AM to 5PM) or email us at

help@caltech.edu.

IMPORTAMT: Your browser must accept cookies to use access.caltech.
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mailto:cardquesthelp@caltech.edu
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1b) Click on the CardQuest
link from the list of
applications in
access.caltech then log in to
CardQuest using your
access.caltech credentials.

Step 2

After hitting the Login button
in step 1b, you will be taken
to the CardQuest landing

page.

Caltech

Pleass Login with vour access.caltech credentials:

Username
Password
l Caonlinue

Please contact the M55 Help Deak at help@caltech eda or

%3500 for assistance

concur

You are requesting access to:

Under Required Approvals,
find and click on the report
that you are ready to

approve.

Take a Tour v

| Help -

Administration

@ cardQuest + * & 00 01 02
Start a Enter Upload Required Available Open
Hello, Cynthia Report Reservation Receipts Approvals Expenses Reports
TRIP SEARCH COMPANY NOTES
Fule Class
-] Welcome to Elxpense. Please click the Expense tab to start an expense report, view status of existing reports, and mare

& Booking for myself | Book for a guest

48 ® = §&§ 8 O

Welcome to California Institute of Technology's online reservation site!

““*Pleasy be aware that vour site will be down starting on Sectember 2nd until October 17th. Please call vour team to make

Ticket Exchanges and Trips departing within 24nrs

must be booked directly with an FCm Agent during

normal business hours Monday-Friday $am-5:30pm
PST,

MY TASKS

€ Round Tre © OneWay © Mul-Segment

Osparture Cty @
Stewo G. | October 2014
T T $120.00 - Expense
ATAEN D Dennis C. | Dec 2013
$307.62 - Expense
P sepn | Saat i aeps
Departure @

cepan x| 0sovam x| 22 3]| ¥
Return §

depart ¥ || 0s:00 pm || 22 =] ]

I Prck-uprop-oft car at siport
T Automasiosty resarys this car
" Find o Hotet

T Retundable oty ar tares

ArCansds Promotonal Code (optonsn)
Class of Service: | Economy class ¥ @

Search fights by € Price @ Schedule

0926 Delta Air Lines
§1,131.60

mkwmp.mgp mAE 5 mon >

07/07 Traveler, 7/7-7/10, Seattle
$275.00

07/01 Traveler, 7H-7/3, Denver
$300.00
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Step 3

After clicking on the
report name in Step 2,
the report will open.

Approvals Home Reports

Oct 2014 s s

3a) Please review the
charges in the report to
certify that the report
correctly describes the
actual amount of
allowable business
expenses incurred in the
performance of the
employee’s assigned
duties.

3b) Review Receipts
To review receipt
images, hover over this

icon and an image of
the receipt will pop up
for your review.

Send Back to User

L] -

Summary Defais +  Receipts+  Print/ Email +
Expenses View [« | Expenge || ReceiptImage
Date v Expensg | , Amount Requested
R i) A S s Expense Type Enter Vendor Name Transaction Date
& @  LARAGEN, Culer Ciy, Caiforia Services (simple) LARAGEN 08/25/2014
06252014 Goods (itemized) 5112.00 5112.00 Amount . I™ Non-Taxable? Sales Tax Amount Charged
Y QO @  ARAGEN, Culver Ciy Calformia 91.00 usD | 000
052014 Goods 5100.00 $100.00 Freight Amount Charged Short Order Description Business Purpose
DNA sequencing lab tests
06252014 Freight $8.00 $8.00 Ship to Location Requestor SKU/Part Number
CALTECH
05252014 Sales Tax 5400 $4.00
Quantity Unit of Measure FAMIS WO
Comment
™ Disputed chargeiawating credit 7
Payment Type: Reviewed Approved Amount
BoA NasterCard (CBCP) | v 1 v 91.00

[@concun &

Oct 2014 wus

B cardQuest

Sample Receipt 1

TOTAL AMDUNT
5$203.00

[ p——

TOTAL REQUESTED
5203.00

Baymwat Type Brwwad

Approved Anunt

BER o | oo
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3C) ReVieW A"ocations Xpense Approvals Reporting App Center
To review if charges
have been allocated to
the correct PTAE, hover

i’ Oct 20’] 4 [Gould, Steve]

Approvals Home Reports

over this icon @ and
. Summary Details * Receipts * Print / Email *
the allocation for the .
. Vigw * ummar;
entry will pop up for S R ) [l
A Date » Expense Amount Requested Repor‘t Sur‘nrnary
your review. P s e F00 3100 Report Totals
._@_ = B Amount Due Company
06/25/2014 2 [=Hibad
. . > Allocations 000
To view the entire 1o1) ,
PrOjeCt/TaSk/Award _ Percentage Frojecb’Tasl(l(!._}ederal]Nol Fe... | Expenditure Code
100 CCE.01150CCE...  Mon-Federal Supplies - Alloc...  P1429526-Non-.
field, slide the divider
line to the right.

Allocating in CardQuest
is the process of
assigning a PTAE string
to an entry.

Or if you need to see the
PTAE allocations for the GDHCUH (pense Approvals
entire expense report
you can view an
Allocation Report. Click Approvals Home  Reports
on Print/Email and
choose Report-

D
Allocation. OCt A_O/| 4 [Gould, Steve]
Summary Details = Receiptz € [ Print / Email »

Caltech Detailed Report

Expenses ; View » [«
IRepDrt - Allocation I
Date = Expense e LRI LY Requested
06/252014 Services (simple) $91.00 §91.00
e @ LARAGEM, Culver City, California
08/25/2014 Goods (itemized) F112.00 F112.00
, Culver City, California
> LARAGEM, Culver City, Californi
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3c) (Cont') This Wi | I o pe n 49 B hitos: | fmgdemeria idenbipmd_ar e Type = 1000l -PAR_REGRN~ALW _E‘>_.'}(i“k-_:l_!e_§_-_{€‘l\_=_l:l:-‘igj_‘!l ALY

up the Allocation Report__gs, e cousomme  woor  cmmcnse ——
showing all allocations I

for the entire expense

0R252014 Goods (Remized) LARAGEN Cubver City BoA MasterCard (CECP)
Business Purpose : DA 58

* (852014 Freight LARAGEN Cuhved Caty HBoa MasterCand (CBCP)
report. If there are Mocabors:  parcenage: 10000%
. . . “ProjectTaskisward: 2_TO_BE_aLLOGATED_IN_ORACLE (2_TO_BE_ALLOGATED_IN_ORAG
itemizations on the A T
*Cxpandmure; 2Ty

expense report, tick the
Show Itemizations —

Business Purpose : DNA seq

s 08252014 Goods LARAGEMN Cubves City BoA MasterCard (CBCP) g
. Allocations : Percontagi: 100.00%
CheCk bOX in the upper ‘ProjectTasiAward:  CCEODVISOCCEADMINI 14/GE 000110 (P1429525) E""':"D: A'""""’"‘"“"""""!:;:
left hand corner at the : it it ||
Eaponditure; Supgiies - ABSCABA [Supplies - ABOCADIN)
Very top Of the Business Purpose : DNAseq
Allocation Report. This o D6RSZON Sales Tac LARAGEN Cutvir Ay BoA MasterCand (CHCP) [
Alocalon Percentage: 100.00%

will make sure the
allocations on those

"ProjectTaskiAward: £_TO_BE_ALLOCATED_IN_ORACLE (Z_TO_BE_ALLOCATED_IN_ORAC
“Federabtiol Federak: £ (7]

*Capenditure: @
itemized entries are il .
visible in the report. : | o
TOTAL AMOUNT TOTAL REQUESTED
$203.00 $203.00
=101

@ https:/mplementation. concursolutions. com/expense fdient/print_cpr.asp?type=102980pt=PAR._REGRJH=ALW EXP_CHC ITM&ptCode=DETL &explodeEr

Step 4 (see Exceptions at the end of this guide for how to Approve & Forward or Send Back To User)
Once you have verified
that the receipts and
charges are all

Approvals Homa Reparts

Oct 2014 possem [ cosnanua | [ soore s focmns |

allowable, click the o R

Approve button. The :M — ——— — "_;; e —

approved report will Sy e | == —— e
either be forwarded to L S | e e
the PCard team to audit s el | — oo

or be sent for payment if %«m- . W e | e o o=
thereis a —

reimbursement owed.

™ Dmputed chacpaimmatng st tyy

Buprrest Type [ Approves Ameunt
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Exceptions

Approve & Forward

If there are charges on
the report that you
would like another
person to approve in
addition to your own
approval, you may click
Approve & Forward.

When you click approve
and forward you will see
a pop up box asking for
the additional
Approver’s name.* You
may also include a

comment.

*Please note that the
person you are
forwarding to must be
set up in CardQuest as
an Approver or their
name will not appear as
an option.

Send Back to User

If there are charges on
the report that require
more information or
changes before you can
approve, you can send
the report back to the
employee.

You must include a
comment letting the
employee know what
changes you need to see
before they resubmit for
your approval.

Approve & Forward Report: Oct 2014

User-Added Approver.

IMarquez‘ Wonica L. (CardQuestHelp@catech.edu)

Comment;

lonica - please review and approve this report

Approve & Forward eI

 ——
end Back Report

Comment History

Date Entered By Comment Text

Adda piain why you g B report. Thea clek OK
Commest
Please Crovics B more detmbed deacrioaon of the Lirapen Charges

P-Card Services
10/31/2014
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CardQuest Help

Visit the CardQuest webpage:
https://procurement.caltech.edu/cardquest/
Email us your questions:
cardquesthelp@caltech.edu

Call the Procurement Services Hotline:

(626) 395-8900

Muriel Sandoval

P-Card and Travel Manager
(626) 395-6273
muriel.sandoval@caltech.edu
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