
Submitting an Expense Report that requests reimbursement for Alcohol 
 
Per university policy, alcoholic beverages may not be purchased using state-appropriated or federal 
funds. This means an Activity with a Fund of 1001 (or 6100 for School of Medicine) cannot be used. A 
Project (Fund 5000 or 5999) also cannot be used.  
 
Concur has built-in functionality that will not allow the aforementioned Funds to be used when a user 
selects ‘Yes’ in the Are you requesting reimbursement for alcohol? field on business meal expenses. 
This guide contains instructions on how to submit an expense report that requests reimbursement for 
alcohol. *Note: if your default chartfield on the Expense Report does not use a Fund of 1001, 6100, 5000 
or 5999, it’s not necessary to complete this process. 
 
If you’re requesting reimbursement for alcohol on a Concur Expense Report, begin by adding the 
appropriate expense type. Click Add Expense. 

 
 
 
Select the appropriate expense type from the menu. 
 

 



 
 
Select ‘Yes’ in the Are you requesting reimbursement for alcohol? field. 

 
 
Once the expense is saved, an Exception will be displayed informing you the expense must be 
itemized.  
Click on the expense in the menu below to start itemization. 



 
 
 
Select the Itemizations tab.  
Click Create Itemization. 

 
 
 
Select the Alcoholic Beverages expense type to itemize the amount spent on alcohol.  
Enter the amount.  
Click the Allocate link. 



 
 
 
 
From the Allocate menu, click Add. 

 
 



 
 
Locate a chartfield with an appropriate Fund value. 

 
 
 
 
Select ‘Yes’ in the Fund Checked? field.  
Click Save. 

 



 
Ensure 100% has been allocated and the remaining amount is $0.00. If multiple allocations/chartfields 
are needed, repeat the step above.  
Click Save. 

 
 
 
 
From the Itemizations tab, click the Save Itemization button.  
Notice there is still a portion that needs to be itemized.  
Click Create Itemization to itemize the remaining amount. 

 
 
 
 
From the Itemizations tab, select an expense type and enter the amount.  
Select ‘No’ in the Are you requesting reimbursement for alcohol? field.  
It’s not necessary to allocate this itemization. Click Save Itemization. 



 
 
 
 
 
Once back at the Itemizations tab, verify the amount remaining is $0.00 and click Save Expense. 



 
 
 
 
 
Once back at the main Expense menu, notice the red Exception regarding alcohol is gone. Add other 
expenses as needed, otherwise click Submit Report. 

 


