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Determining PCard Use

* Allowableness is established by each individual award

* Pleasevisit RF PCard Categories and Funding Source
Chart as a general guideline for goods and services
purchasing

* Contact RF-PCard if unsure regarding purchasing
restrictions

 Contact an Account Representative in SPS for questions
on allowableness for awards to avoid delay in payment
processing

University at Buffalo
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https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/use-rf-pcard/rf-categories-fundingsource-chart.html#certify-pcard-concur
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/use-rf-pcard/rf-categories-fundingsource-chart.html#certify-pcard-concur
mailto:ubs-rfpcard@buffalo.edu?subject=Question%20on%20RF%20PCard%20Purchasing
mailto:ubs-rfpcard@buffalo.edu?subject=Question%20on%20RF%20PCard%20Purchasing
mailto:ubs-rfpcard@buffalo.edu?subject=Question%20on%20RF%20PCard%20Purchasing
https://www.buffalo.edu/research/about-us/staff-directory/contact-grant-expert.html

-[é University at Buffalo The State University of New York

Common PCard
Allowable Purchases

* Lab Supplies and Chemicals
* Abstract Fees, Publishing Costs

 Conference Registrations

G5

Common PCard
Unallowable Purchases

Dependent on the award:

* Office Supplies

* Memberships

* Food (agenda/flyer and participant list when
allowable)

* Computers

In some instances, the above are allowable. Please

Contact SPS first prior for questions to avoid a delay in

processing.
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Restrictions

Category Restrictions (Categories that will decline purchases)

Accommodations
Oil/Gas

Travel

Car Rental

Restaurant

In some cases, select categories may be temporary lifted to allow select
purchasing. Please contact RF P-Card for more information.

Alcohol and gift cards are unallowable on the R-PCard

Contact RF-PCard if unsure regarding purchasing restrictions

G5
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Company Bill Statements (CBS):

Benefits :

* Charges will be posted to grants more quickly and accurately
* Monthly summary charges will be pre-populated to simplify

reconciliation

* Automated cost approvals and workflow tracking within

Concur
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Workflow
Process
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Workflow

Cardholder

Sponsored
Projects
Cardholder is Cost (Sponsored Award)

Approver
Concur Processor

(Non-Sponsored)

Sponsored
Projects

(Sponsored Award

Cost Approver
Concur Processor
(Non-Sponsored)

G5

Expense Report Approved
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Processed Multiple
times by RF
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Processed Multiple
times by RF
Business system
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Pro Tips:

Review Expenses Once a week Pay attention to the Billing Cycle

Review expenses weekly to avoid a The Billing Cycle for Purchase Cards
backlog. Especially if you are a high- runs from the 29 to the 28t of each
volume purchaser month
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First things first... Accessing Expense Reports

1. Log In to Concur

. . og In to Concur
Log into view your Statement

» Use your UBIT Credentials to
log in.
2. Access Expense Reports
+ From the Concur dashboard, click the Expense tab.

+ Click Expense Reports to view your monthly statements.

University at Buffalo
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Locate Expense Reports

EI¥Concur Home v

Click me!

E  Available Expenses 0 [  Expense Reports 3

%Univmityak B
T ke Usberaay of Mo ek

Company Notes

UBF now offers Direct Deposit
UBF now offers direct depaosit for accounts payable reimbursements through Concur. If you would like to sign up for direct deposit, you can find the form and instructions for

completing the form and required information at Direct Deposit Request for Accounts Payable (UBF).

Request Assistant - Request Costs Estimates with Genrative Al
To improve the user experience and simplify the user interface, Concur has introduced Request Assistant as an optional feature based on generative Al technology that provides travel

cost estimates for easier review and comparison. When accepted, Request Assistant automatically creates reguests with expected expenses based on the generated cost estimates.

Read More

University at Buffalo
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Select a Statement

E: ¥ Concur Expense v

Manage Expenses Card Transactions

Home ! Expense / Manage Expenses

Manage Expenses

Report Lihrary View: Active Reports

RF Pcard- 07/29 - 08/15 1000
07/2972025

($396.51)

Not Submitted

\§

J

Available Expenses View: Al Expenses

These are

statements.

..butyou

probably guessed that

RF Pcard- 07/16 - 07/28 1000
07/18/2025

$842.13

Not Submitted

G5

RF Pcard- 06/29 - 07/15 1000
06/29/2025

$152.14

Mot Submitted

University at Buffalo
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Always
CE R

View the Transactions (Expenses) alerts!

Home i Expense | Manage Expenses | RF Pcard- 07729 - 0815 1000

@ Alers: 27 v

RF Pcard- 07/29 - 08/15 1000 ($396.51) s g

Mot Submitted | Report Number: HXE2WT

Report Details ~ Print/Share Manage Receipts v View Available Receipts
Expenses (¥} Add Expense
D Alerts)T  ReceiptlT Payment TypelT Expense TypelT Vendor Details]T Datel¥ Requested T
[x] E'_‘_I‘_ k RF Pcard Undiefined ) AMAZON.COM LLE 0B/09/2025 £26.00

3 Seattle, Washington

AMAZON.COM LLC

] e RF Pcard Undefined S 08/06/2025 $59.67
0 o RF Peard Undefined 5T LOUIS BREAD=5010010NL 08/05/2025 5173.44
e Buffalo, Mew York :
] [x] RF Peard Undefined = U n d efl ne d 08/04/2025 ($994.27)
0 o ‘1!  RFPcad Undefined EE?“TEE . 071312025 5153.12
D oston, Massachuse
FA ST LOUIS BREADS6010010KL
O e i1 RFPrard Undfined o Nt 07/30/2025 $158.50
] [} 't RFPcard Undefined ‘;"‘tr“zo\:‘:ﬁiiﬁ Le 07/28/2025 £27.03
—1 == attle, on
($396.51)

University at Buffalo
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Reconciling

University at Buffalo
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Reconcile the Transactions (Expenses)

© plens: 27 Click the
RF Pcard- 07/29 - 08/15 1000 ($396.51) dots to

Not Submitted | Report Number: HXEZWT access th (]
edit option

Report Details ~ Print’Share Manage Receipts ~

Expenses ® Add Expé

C] AlertslT  Receipt]T  Payment Typell Expense TypelT Vendor Details [T Datel® Requested]T
0O e ‘11 RFPcard Undefined AMAZON.COM LLC 08/09/2025 £26.00
5 Seattle, Washington
AMAZON.COM LLC
1 ' T o
0O o : 1 RF Pcard Undefined Seate, Vs DBIG/2025 59,67
Delete
0O e {1 RFPcard Undefined 5T LOUIS BREAD#80LO010NL 08/05/2025 5173.44
[ e Buffalo, New York ) Allocate
- No Vendor Supplied
e
O o RF Peard Undefined St Howr vort 0B/04/2025 ($984.27)
0O e ‘P! RFPcard Undefined EE'CIATEE _— 073112025 $153.12
5 oston, Massachuss
ST LOUIS BREAD#6010010NL
0O o i1 RFPeard Undefined o Moo 07/30/2025 $158.50
0O e ‘1! RFPcard Undefined AMAZON.COM LLC 07/28/2025 £27.03

Seattle, Washington

($396.51)

University at Buffalo
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Home { Expense | Manage Expenses / RF Pcard- 07/23 - 08/15 1000 / Undefined

Give me a = N

Q3 Al

[ )
I I I I n u fe fo &3 Error: Missing required field: Business Purpose.

€) Error: Please allocate your expense entry lines.

[ )
eX I q I n €3 Error: The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.
L X N J
A% Warning: You must attach a receipt image to this expense.

(=) Undefined $26.00

OB092025 AMAZON.COM LLC Corporate Card

Deelete Expense Cancel

Hide Receipt

Details ltemizations Receipt

B Allocate
* Required field
€3 Expense Type *

Undefined ~ X

Transaction Date ™

08/09/2025 2025-08-10
MC Code Enter Viendor Mame
506D AMAZON.COM LLC
of Purchase Payment Type

Seattle, Washington X RF Pcard
Amount* Currency Click to upload or drag and drop files to up.c!a:l a '.'ef.irece:nl: Valid file types for upload are .png, jpg. Jpeg.
: .pf. .tif or _tiff. SMB limit per file.
26.00 US, Dollar (USD)
Add Receipt
Sales Tax ¥mment

€ Business Purpose * @ /500

Business Services
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Home { Expense | Manage Expenses / RF Pcard- 07/23 - 08/15 1000 / Undefined

Alerts :

gs Al

&3 Error: Missing required field: Business Purpose.
€) Error: Please allocate your expense entry lines.

Q Error: The entry has Undefined expense type. You must select an expense type for the entry before youw can submit the expense report.

A% Warning: You must attach a receipt image to this expense.

Alerts: 4
preipt
o: a —
€3 Error: Missing required field: Business Purpose.
€3 Error: Please allocate your expense entry lines.
€ Error: The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.
A\ Warning: You must attach a receipt image to this expense.
€ Business Purpose * @ /500

tﬂ% Business Services
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Home { Expense / Manage Expenses / RF Pcard- 07/20 - 08/15 1000 / Undefined

Next Section = A

Q3 a1

&3 Error: Missing required field: Business Purpose.
€) Error: Please allocate your expense entry lines.
Q Error: The entry has Undefined expense type. You must select an expense type for the entry before youw can submit the expense report.

A% Warning: You must attach a receipt image to this expense.

Ul‘ldefi ned szs.oo Save Expense Delete Expense Cancel

OB 2025 AMAZON.COM LLC Corporate Card

Hide Receipt

Details ltemizations Receipt

B Allocate

* Required field
€3 Expense Type *

Undefined X

Transaction Date ™ Post

08/09/2025 2025-08-10

MC Code

5060 AMAZON.COM LLC

f Purchase Payment Type
Seattle, Washington X RF Pcard
Amount* Currency Click to upload or drag and drop files to up.c!a:l a '.'ef.irece_nt: Valid file types for upload are .png, jog. Jpeg.
pf. tif or _tiff. SMB limit per file.
26.00 US, Dollar (USD)
Add Recaipt
Sales Tax

€ Business Purpose * @ /500

| Business Services



-[é University at Buffalo The State University of New York

Defining the
Transaction

Home / Expense / Mana)
Alerts: 4

& Error: Missing req

€) Error: Please allo

Details Itemizations

I Allocate

€ Expense Type ¥

Click the drop
down to view
Expense types

© Error: The entry i Undefined v o X
A Warming: You mu Transaction Date ® Posted Date
.:’:‘:. ul 08/09/2025 2025-08-10
DROSAZS | AMA MC Code Enter Vendor Name
5969 AMAZON.COM LLC
Details Wemizall
City of Purchase Payment Type
B Allocate
Seattle, Washington L. 4 RF Pcard
9 e¢enze Hoe* 00—V
Undefined Amount * Currency
Transaction Date * 26.00 U5, Dollar (USD)
oswogzo2s
Sales Tax Comment
MC Code
5060
City of Purchase £ *
Q Business Purpose 0 0/500
Seattle, Washington
Amount *
26.00
=2ales lax
A
€ Business Purpose

Save Expense

Deelete Expense Cancel

Hide Receipt

)

w receipt. Valid file types for upload are .png, jpg. Jjpeg.
. SMB Limit per file.

Receipt

% | Business Services
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Select the
Expense Type

You can easily search for
the expense type that
matches your purchase, or
scroll to locate

Details Itemizations

I Allocate

* Required field

€3 Expense Tupe *

|Search for an expense type PO x

This field is mizsing required infarmation.

Mobile/Cellular Phone - GNS

Office Supplies/Software

Other Expenses
Other General
Other Miscellaneous
Other Supplies

Page Costs '

Participant Support

. Prometional Support v

University at Buffalo
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Details ltemizations

Business Purpose

5 Allocate

* Required field

Expense Type *

Office Supplies/Software v X
Transaction Date ® Posted Date
0BM09/2025 2025-08-10
oo e ome
Now just the business = R swmowcowue
. o City of Purchase Payment Type
purpose Of fhls form Is Seattle, Washington e X RF Pcard
needed. The Business

26.00 US, Dollar (USD)

Purpose should showhow = B R
- - Sales Tax Comment

this purchase benefits the

award and the University. suiness Pupose * @ s2500

Printing Paper for office copier

Save Expense Cancel

University at Buffalo
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oading the
eceipt

Home ! Expense | Manage Expenses / RF Pcard- 07/29 - 0B/15 1000 | Undefined

Alerts: 4

@3 Al

€3 Error: Missing required field: Business Purpose.

€ Error: Please allocate your expense entry lines.

) Error: The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.

Ak Warning: You must attach a receipt image o this expensza.

(=) Undefined $26.00

0B/0% 2025 AMAZON.COM LLC Corporate Card

Details Itemizations

(b Allocate

€ Expenze Type *

Undefined

* Required fiel

v

Transaction Date * Posted Da

08/09/2025 2025-08-10
MC Code Enter Vendor Name

5060 AMAZON.COM LLC
City of Purchase Payment Type

Seattle, Washington RF Pcard
Amount ™ Currency

26.00 Us, Dollar (USD)
Salles Tax Comment
€ Business Purpose ™ @ 0/50

Save Expense

Delete Expense

Receipt

Cancel

Beceipt

FE ="
» T
| I

.pdf, tif or tiff. SMB limit per file.

Add Receipt

niversity at suiralo

Business Services

Click to upload or drag and drop files to upload a new receipt. Valid file types for upload are .png, Jjpg. jpeg.
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Home { Expense | Manage Expenses / RF Pcard- 07/23 - 08/15 1000 / Undefined RECE ! Pt
[ ]
Add Recelp’r ’
&3 Error: Missing required field: Business Purpose.
€) Error: Please allocate your expense entry lines.
Q Error: The entry has Undefined expense type. You must select an expense type for the entry before youw can
A% Warning: You must attach a receipt image to this expense.
(’:\:l undefined szs.oo Delete Expense | Cancel
OB092025 AMAZON.COM LLC Corporate Card
- -
Hide Receipt
i
Details ltemizations i
- -
B Allocate &.\\—)
M,
€3 Expense Type *
Undefined
Trznsaction Date * Posted [ Click to upload or drag and drop files to upload a new receipt. Valid file types for upload
08/09/2025 20254 are .png, .Jpg, .jpeg, -pdf, _tif or .ff. SMB limit per file.
MC Code Enter Ve
5080 AMAT( Add Receipt
City of Purchase Payment
Seattle, Washington X RF Pca
- Currengy I t h i n k yo u fior upload are .png, .jpg. jpeg.
26.00 us, Da
Sales Tax Commer got th I S
€ Business Purpose * @ p a rt

tﬂ% Business Services
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Upload Receipt

Have the PDF or other
electronic copies of your
receipts ready to make this
process easier

B = |

Attach Receipt »

Attach an available receipt to the expense by selecting "Attach”. Valid file types for upload are

PNg, Jpg. .ipeg, .pdf, uf or .tiff.
T Upload New Receipt a8 | T

You have no available receipts

University at Buffalo
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Locate Receipt

G Open

&« > v 4 > Melissa - University at Buffalo » Desktop > Receipts Search Receipts 2
Organize ¥ New folder =~ [@ @ §uso [ () High Potential B.. EJp VPRAUPLAN - Train... I@ 1- Introductionto.. @ Adobe Acr
v @ Melissa - Univer MName . Status Date modified Type Size
5 Apps |@ 37.98 - Burke - Amazon ®@ 8/18/2025 1:40 PM Microsoft Edge P... 31 KB .
3 Attachments @ 2025 Annual Conference schedule At A G.. @ 7/14/2025 9:05 AM Microsoft Edge P... 131 KB U Se yo u r fl le
> @ Desktop B Air Ticket Invoice Template ©] 5/22/2025 10:22 AM Microsoft Edge P... 1,055 KB e)(p lo rer to locate
> E Documents Conference ltinerary @ 6/26,/2025 2:45 PM JPG File T3 KB h o p
, Microsoft Cop IE Conference Receipt ® 7/14/2025 10:36 AM Micrasoft Edge P.. 31KB the correctrec e Ipt Delete Expense [IREaREE]
5 Microsaft Tear @ Conference Tampa Invite @ 5/29/2025 10:38 AM Microsoft Edge P... 243 KB fo r th e tra n Sa Ctl O n
s R Pictures [E Group Olive Garden Receipt ® 5/12/2025 11:41 AM Micrasoft Edge P.. 134 KB an d th enc l.| C k 0o pe n LLieiREcen
s Whiteboards @ Hotel Receipt ® 3/3/2025 1:44 PM Microsoft Edge P... 64 KB
@ McDonalds [©] 6/16/2025 10:32 AM Microsoft Edge P... 103 KB Attach an available receipt to the expense by selecting "Attach”. Valid file types for upload are
.PNg, .jpg, .jpeg, .pdf, .4f or .tiff.
@ NCTA Conferecne Justification ®@ 771472025 10:46 AM Microsoft Edge P... 101 KB

pired field

File name: |3'.-".98 - Burke - Amazon

1 Upload New Receipt 8

Cancel

Dare

08/09/2025

Fosted Date

2025-08-10

MC Code

Enter Vendor Name

AMAZON.COM LLC

University at Buffalo
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EI7Concur  Expense v o

Manage Expenses Card Transactions

N O Home ! Expense | Manage Expenses / RF Pcard- 07/29 - 08/15 1000 / Undefined

':E:' Undefined $26.°0 Delete Expense | Cancel

M o r e 0B/09/2025  AMAZON.COMLLC  Corporate Card
Hide Receipt

Details Itemizations Receipt

R e d ! @ Allocate

Expense Type *

* Required field

Office Supplies/Software w X
Transaction Date * Posted Date Ordier Placed: Hovember 18 2024
Amazon.com ordes numbar: 112-7032657-603:208
08/09/2025 2025-08-10 OrasrToal: sea
| Business crdar information
MC Code Enter Viendor Name [Beparmeme: Theser and oance
Shippad on Novesnber 18, 2024
5969 AMAZON.COM LLC
Iams Ordered
2o Cuace Coppanion A4 ateres wifh Poser oot ingredients. §4 Cauv Fack Double A Satery wih Lang-suting Powar Al
City of Purchase Payment Type Ik A ey st e Dt
ity s
Seattle, Washington v X RF Pcard
gm:ﬂml:ll: Remis) Subtotat
Shipping & Handing.
Amount * Currency P AL,y sazen-som
| United States. Total betone tax:
28.00 US, Dollar (USD) s Ses Tax

Speed:
[FREE Frime Detvery Total for This Shipmeni:

Sales Tax Comment

Shipped on November 26, 2024

Iams Orderad
1 0 Curaced Proced @ Vot Aaseres. Pack o 13 Paciaging May Vary)
Business Purpose * @ S b Ao s s

Printing Paper for office copier C I.i C k ¢ S a Ve 3798 - Amaznn_mf
Expense”
to continue

Cancel

University at Buffalo
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Before Reconciliation

RF Pcard- 07/29 - 08/15 1000 ($396.51) o
Mot Submitted | Report Number: HXEZWT
Report Details ~  Print'Share ~  Manage Receipts ~ View Available Receipas [0
Expenses (%) Add Expense
[  menslt Receiptil Payment Typelf Expense Type [T Vendor Details [T Date)? Requested T
0 o (£ we ey oo e

After Reconciliation

RF Pcard- 07/29 - 08/15 1000 ($396.51) Detete Repor
Mot Submitted | Report Number: HXE2ZWT
Report Details Print/Share Manage Receipts v View Available Receipts
Expenses (*) Add Expense
C] Alerts]T commentlT Receiptll Payment Typell Expense Typell Vendor Details T Datel¥ Requested )T
E] [x] = ’—| RF Pcard Office Supplies/Software ::riﬁ:u‘;;?g;m O3/0W2025 $26.00

University at Buffalo
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Tips: Like
Reconciliations

University at Buffalo
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Need to use

R . a different
Like Transactions Edit button
for this

method

Home | Expense / Manage Expenses / RF Pcard- 07/29 - 08715 1000

@ Alerts: 25

RF Pcard- 07/29 - 08/15 1000 ($396.51)

Mot Submitted | Report Number: HXE2WT

Report Details v Print/Share Manage Receipts v View g Eble Receipts
Expenses (¥ Add Expense Delete  Allocate
@ Alerts|T Comment|T Receipt)T Payment TypelT Expense TypelT Vendor Details T Datel® Requested T
[x] B { -’T‘-. RF Pcard Qffice Supplies/Software AMAZON COM LLC 0802025 $26.00

L— Seattle, Washington

o O

T - AMAZON.COM LLC
[x] :.Lf RF Pcard Undefimed Seante, Wiashingon 08/06/2025 £50.67

V [x] it RFPcard Undefined =T LOUIS BREADSOI0010NL 08/05/2025 517344
el Buffalo, New York
e No Viendor Supplied
C] Q RF Pcard Undefimed Bufiaio. New York 080472025 ($924.27)
(] o i RF Pcard Undefined EZCATER 0713112025 $153.12

f— Boston, Massachusetts

[«
|

At ST LOUIS BREAD#6010010ML
V [x] g 'T‘ H RF Pcard Undlefined 07/30¥2025 5158.50
| — Buffalo, New York

i | RF Pcard Undlefined AMAZON.COM LLC 07/28/2025 527.03
b ) Seattie, Washington

O
o
_}

(5396.51)

University at Buffalo
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Reconciling Like Transactions ,. :

I.) Edit Expenses

Expenses: 2

Edits you make to the fields below will be applied to all selected
expenses. If a field is not edited, no changes will be made.

Expensze Type

Evpeni [:] Undefined v X
A different expense window s
comes up. Here you will | PP— T
Undefing
need to place a check
. Undefing Sales Tax
mark in the Expense type - =
and in the Business e
. . Comment
purpose field. Start with et (]
Expense type. il
. Business Purpose @ /500
=

University at Buffalo

Business Services
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Like Transactions-Expense Type e

Expenses: 2
Ediits you make to the fields below will be applied to all selected
expenses. If a field is not edited, no changes will be made.
£ Fxpense Tupe

o
Search for an expense type Q

&S Mo walid option selected

Now we have access to the
Expense Type drop down i
we can select the Type the
applies to all the like
transactions

C] 01. Travel Expenses

- >

Laundry

Participant Travel

| 3

L

Participant Travel, Fellowship Travel - Usually indicated

02. Transportation
fine C] Car Rental

Car Rental Fuel 0ol

| §

Car Service/Limousine

Car Service/Taxi
v

m Cancel
y

University at Buffalo
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Like Transactions-Business e
Purpose

Edits you make to the fields below will be applied to all selected
expenses. If a field is not edited, no changes will be made.

Expense Type

ell Lab Supplies v X

Once the Expense type is
selected, we can fill in the

City of Purchase

D Buffalo, New York v X
Business Purpose and click
nex-l- Sales Tax
o U
Comment
]
| Business Purpose @ 4B/300

Bread company supplying yeast for research study

m Cancel
y

University at Buffalo
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Like Transactions-Confirmation

Confirm

Expenses: 2

Edits you make to the fields below will be applied to all selected
expenses. If a field is not edited, no changes will be made.

CIiCk "SGVG” On fhe Expense Type
Confirmation screen if all o Supplics
looks correct. - =

Business Purpose g 48500
Bread company supplying yeast for research study

R )

University at Buffalo

Business Services
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Like Transactions-Receipts

RF Pcard- 07/29 - 08/15 1000 ($396.51) e

Mot Submitted | Report Number: HXE2WT

Report Details v Print’Share Manage Receipts v View Available Receipts

Expenses Manage Attachments (¥) Add Expense | | Edit | Delete  Allocate

[E] Alerts|T Comment]T Receipt]T Payment Typell Vendor Details | T DatelT Requested [T

AMAZON.COM LLC

] o 5] RF Pcard S ——— 08/09/2025 $26.00
Ol e Load Receipts by clicking Lo L . o
. {1 9 Seattle, Washington .
on this “Upload” button,
. ST LOUIS BREADs6010010ML

@ " the process is the same Buti, New Yor priesizeze s
O e R peard as earlier demonstrated it caazzs (32047
1] o _i RF Pcard fro m th ere E:;‘jﬁ:mchmm 07/31/2025 5153.12
[x] = i RF Pcard gﬁi?ﬁiﬁﬁmlmlm" 07/30/2025 $158.50
C] (] _1 RF Pcard Undefined gﬁ?&iﬁ;‘;"c 07/28/2025 $27.03

($396.51)

University at Buffalo
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Allocating
Charges

University at Buffalo
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Allocation Information

Cost Approver:
* Ifyouare unsure on who the cost approveris you can
look up the cost approver in SIRI:
 Traveland Expense
* Procurement
e Security

VP | Decanal Unit Functional Role Department Base Entity Entity Number
-Select Value— w -Select Value— w -Select Value— w -Select Value— w

Cost Approver Cost Approver Person Mumber Account Number

—Select Value—  w contains any

Apply Reset v

artment Base Entity Entity Number Cost Approver Cost Approver Person Number Funding Source Account Number Account Title
3 Main Account Activity CFP Main Account Activity 3362 CORRY, BETH 27061951 RF 1175335_1_75023 Master Facility & Adm
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Allocation Information

Need to Know:

If you are a Cost Approver, your report will either go to Sponsored
Projects (SPS) or Non-Sponsored (NSG) Approvals

If you are not a Cost Approver, your report will go to your Cost
Approver before going to SPS or NSG

You can select multiple transactions to allocate all at once

You can split between accounts either by amount or percentage, the
same way you can do like reconciliations

Reports can only be submitted starting 5 calendar days after the
close of the cycle (28™)
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The Allocate button
will remain greyed
out until you select

A”OCCI'l'lng the transaction(s)

you to allocate

Click here to select all lines

Expens () Add Expense
C] AlertslT CommentlT Receiptl? Payment Typelf Expense TypelT Vendor Details)T Datel™ Requested )T
_
i AMAZON.COM LLC
) [} 5] L 1 i RFPcad Office Supplies/Software —— 08/09/2025 £26.00
R AMAZON.COM LLC
O o i RF Pcard Undefined et emington 08/0512025 £59.67
Click here
) [} B 't RFPcad Lab Supplies ST LOUIS BREAD#E010010NL 08/05/2025 §173.44
tO S e le Ct L= Buffalo, Mew York
single or e No Vendor Supplied
g . ] (] RF Pcard Undefined Bt Mo ok 0810472025 ($994.27)
multiple
l| nes D (=} 'T' ; RF Pcard Undefined :?TE: _— 07/31/2025 £153.12
p—— ston, Massachuse
ST LOUIS BREAD#5010010ML
[} B P RF Pcard Lab Supplies 07i30r2025 5138.50
o Buffalo, Mew York
[:] (] o RF Pcard Undefined MON'CQM Le 07/28/2025 s27.03
b —t Seattle, Washington

(5396.51)
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Allocation Selections Made

RF Pcard- 07/29 - 08/15 1000 ($396.51) oo R

Not Submitted | Report Mumber: HXE2ZWT

Report Details +~ Print/Share Manage Receipts ~ View Available Receipis
Expenses (¥) Add Expense | | Edit | Delete | Allocate
[i] AlentsT  Comment)T ReceiptlT Payment Typell Expense TypelT Vendor Details [T Datel= Requested]T
o = {4+  RFPcard Office Supplies/Sofware A 0BI00/2025 S6.00 .-

L Seattie, Washington

AMAZON.COM LLC

O e ' RF Pcard Undefined R 08/08/2025 55967 -
[x] = _i RF Pcard Leb Supplies iﬂﬁf‘ﬂiﬁii’"mﬁmmlﬂ"L 08/05/2025 517344 -
() RF Pcard Undefined ::’H:‘:"S:: f;fp"m 0RI04/2025 ($994.27) =
[x] { _i RF Peard Undefined ELCATER 07/31/2025 15312 -e

Boston, Massachusetts

) ST LOUIS BREAD#S010010ML
RF Pcard Lab Supplies Buffalo, New York 07/302025 $158.50

]
|0
|-

RF Pcard Undefined ON.COM LT O7/28/2025 527.03 e
) Seattle, Washington

O
[}
.I_)'

(5396.51)
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Allocation
Choices

You Can:

* Change Allocation by
* Percentage
« Amount

e Leaveitas 100%

Allocate

I Expenses: 3 §357.94

{ Percent ] Amount
Amourt Alicated $357.94
$357.94 100%
Defauilt Allocation
Code
Default

Allocations (0)

i

No Allocations
These expenses are assigned to your default allocation shown
above. Click the Add button to allocate part or all of these ex-
penses differently.

@ Remaining $0.00

@ Add

Click “Add”

after making
your choice

Parcant %
100

University at Buffalo
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AI IO quio n M o re ﬂ:dNt:Z‘::::on # Favorite Allocations Befo re
Forms to Fill S—
Allocation: .

In the pop up you need to fill 4 lines. Each

line becomes available as the previous is Entty Add Allocation
filled. . 4 NewAllocation Y Favorite Allocations After
— Funding Source o -
1. Approver- Fillin your Cost Approver . v | %
 Tip-Search by last name i .
2. Funding Source- Always “RF” ~ (9 Pharmacology and Toxicology v X
3. Entity- The organization (department) [ y
the purchase was made for ( }) Supplies and support for research activties wit.. v X
4. Account-The account being used for the Funding Fiscal Year
fU ndS Current Fiscal Year v | X | =
* Funding Fiscal Year-Always stays
“Current Fiscal Year” s JESUE
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Check your
Allocations

If all looks well click
“Save” to move on

Expenses: 3 $357.94

| Allocate

View Allocation Group

I | Percent ] Amount

Amount

$357.94

Default Allocation

Code
Default

Allocations (1)

D Ap prover.l,T Funding Source .LT Ent 'rtle

Pharmacology and
Toxicology

(] RF

G5

Allocated $357.94 @ Remaining $0.00
100% 0%
Percent %
0
@ Add Save as Favorite
Account [T Funding Fiscal Year|T Codel> Percent %
Supplies and support for research activities within Gl FEeal Ve 100

the departme

a Cancel

University at Buffalo
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Click here when
allis loaded

Complete Report and done
Delete Report

RF Pcard- 07/29 - 08/15 1000 ($396.51)

Not Submitted | Report Number: HXE2WT

Report Details v Print/Share v Manage Receipts v View Available Receipts
Expenses () Add Expense
D Alerts|T Comment|T Receipt]T Payment TypelT Expense Type [T Vendor Details | T Date [T Requested [T -
= |:| RF Pcard Office Supplies/Software :EMaiiou:;(::;th 08/09/2025

Once all lines are
reconciled and

S . AMAZON.COM LLC
[x] ! T ' RF Pcard Undefined . 08/06/2025 $59.67
L— Seattle, Washington

. ST LOUIS BREAD#6010010NL $173.44
allocated you can 2 L Lab Supples o e 0810512025
. | .
submit the re PO rt: RF Pcard Undefined ::rf:: ”E:; f:rfpl"c"d 08/04/2025 (3994.27)
(] 1‘ RF Pcard Undefined EZCATER 07/31/2025 $153.12

— EBoston, Massachusetts

ST LOUIS BREAD#6010010NL $158.50

- RF Pcard Lab S li 07/30/2025
E car Hppies Buffalo, Mew York

J 0o 0o 0o g 0 o
o

AMAZON.COM LLC

RF Pcard Undefined 07/28/2025 $27.03

(5396.51)
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Additional
Guidance
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Sales Tax or Unallowable
Purchases

All purchases will have to be allocated to an accountin lieu of any
pending refunds or credits.
Sales tax or unallowable purchases will need to either be:

* Refunded by vendor or

* Reimbursed to the University via UB Marketplace
While waiting for Refund or Reimbursement the charges will need
to be allocated to a non-sponsored account.
Once credit is received (either via personal payment or Vendor
reimbursement) the non-sponsored account must be reimbursed.
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Resources
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Links:

* Loginto CBS

e Procedures for CBS

* RF PCard Categories and Funding Source Chart

* Cost Approver Form

* Assign a Delegate Instructions

 Cost Approver Procedures

University at Buffalo
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https://shibboleth.buffalo.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https://www.concursolutions.com
https://shibboleth.buffalo.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https://www.concursolutions.com
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/certify-my-rf-pcard.html#certify-pcard-concur
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/certify-my-rf-pcard.html#certify-pcard-concur
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/use-rf-pcard/rf-categories-fundingsource-chart.html#certify-pcard-concur
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/use-rf-pcard/rf-categories-fundingsource-chart.html#certify-pcard-concur
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/use-rf-pcard/rf-categories-fundingsource-chart.html#certify-pcard-concur
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/use-rf-pcard/rf-categories-fundingsource-chart.html#certify-pcard-concur
https://www.buffalo.edu/administrative-services/forms-catalog/procurement/approver-auth-for-research-foundation.html
https://www.buffalo.edu/administrative-services/forms-catalog/procurement/approver-auth-for-research-foundation.html
https://www.buffalo.edu/administrative-services/business-travel/travel-expense-reimbursement-system/travel-expense-training-resources/assign-delegate.html
https://www.buffalo.edu/administrative-services/business-travel/travel-expense-reimbursement-system/travel-expense-training-resources/assign-delegate.html
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/certify-my-rf-pcard.html#cost-approver
https://www.buffalo.edu/administrative-services/managing-procurement/card-programs/pcard/rf-pcard/certify-my-rf-pcard.html#cost-approver

-[é University at Buffalo The State University of New York

Contacts

Valerie Dennis

Bethany Nalezynski
Director, Card Programs and Asset y y .
Management Card Programs Specialist
vib5@buffalo.edu - 716-645-2604 bnalezyn@buffalo.edu - 716-645-4530
RF PCard:

Ubs-rfpcard@buffalo.edu
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mailto:vlb5@buffalo.edu
mailto:bnalezyn@buffalo.edu
mailto:Ubs-rfpcard@buffalo.edu
mailto:Ubs-rfpcard@buffalo.edu
mailto:Ubs-rfpcard@buffalo.edu
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Questions?

s

gt
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How Did We Do?

Complete the session survey
using your smart device:

Scan the QR code provided on
your schedule.

OR
Scan the QR code shown here.
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