
 

 

  

Select the FSC technician that supports your department. This 
assures that your submission is routed correctly and without delay. 

Select only one department/program name from these three menus. Mul=ple 
selec=ons can delay the correct technician receiving your submission. 

If you are interested in uploading your receipts directly to Concur, you can do so using the Concur Mobile App. You can also 
add them to Available Expenses in Concur from your PC using the “Upload New Receipt” buKon (or just drag and drop). 

Be sure that the receipt you plan to upload is itemized. Valid documenta=on includes: 
• Vendor Iden=fica=on 
• Date of Purchase 
• Descrip=on and number of each item purchased 
• Cost per item 
• Total cost of order 

Itemized receipts and accurate aKendee informa=on are required 
for all food and beverage purchases related to official func=ons. 

Enter the full 8-digit speedtype that you would like the expense to be charged to. Answer yes if 
payment needs to be allocated between mul=ple speedtypes, and addi=onal fields will populate. 

Keep your answer in this field simple. No need to copy and paste itemiza=on here, just summarize what was purchased.  



 

Explain how the purchase relates to university business and what the benefit is to CU. The more explana=on and detail you can provide here, the less likely your FSC technician 
will need to follow-up for more informa=on. For example, provide details like course numbers for instruc=onal supplies, project name, =tle or descrip=on of your research, etc. 

If you are a department administrator and would like to be 
automa=cally copied on all submissions made in your unit, 
contact your FSC technician and we will set it up. 


