
Best Practices for Reconciling Travel Documents 
 

When reconciling travel related expenses, it is important for the reconciler to have access 
to the Concur Expense Report. With the appropriate permissions, individuals can view 
reports directly within Concur. An alternative to viewing in Concur is to have the 
appropriate person download the report from Concur upon approval for the department’s 
records.  To download the report, select the Print/Email option (see arrow below) and follow 
the prompts.  

 
 

Having access to the Report Key on the Expense Report is important for tying all the 
expenses together between all the different reports mentioned within this document and 
on the ledger.   

 

 

 

 



 
The sum of allocation amounts at the end of the expense report should be referenced to 
verify the correct amounts post to the appropriate fund(s) in a timely manner. Note that 
meals are combined when they post to the ledger and hotel expenses can be broken out by 
night when they post to the ledger if paid with a Travel Card.  
 

Sum of Allocation Amount:  

 

 

 

 



Three reports exist in Banner to support reconciling Travel expenses:  

1. FWRCONR – Travel Concur Extract Report 
2. FWRTRTC – Travel Card Transaction List 
3. FWRTRTA – Travel Concur EBTA Transaction List 

 

Additional information and screen shots for each report are provided below.  

 

FWRCONR  - Travel Concur Extract Report 

1. Run this report for a period by Org Code based on which org the expense posted to 
(versus the employee’s home org) 

2. Email the report to yourself as a PDF or print to a Banner printer 
3. Use the Report Key from the Concur Expense Report to reference the appropriate 

travel 
 

This report lists all the expenses for a particular travel referencing the Report Key which 
can be found on the Concur Expense Report and the Document that can be referenced on 
the ledger. Knowing the report key is how you confirm what documents are associated with 
a specific travel. Descriptions on the ledger associated with a Travel Card and EBTA also 
reference the Report Key. Other Concur expenses only include the travelers name, so the 
FWRCONR report is necessary to confirm which Document is assigned to a particular 
Report Key.  

 

 Banner Screen: 

 



Sample Report:  

 

Here is a snapshot of the ledger so you can reference the descriptions on the ledger and 
the different document numbers:    

 

 

 
 
 



FWRTRTC – Travel Card Transaction List 

1. Run this report for a period by Org Code based on where the expense posted 
2. Email the report to yourself and it will generate a csv file   

 

This report lists all Travel Card expenses for the Period and Org Code specified.  
 

Banner Screen:  

 
 
Notice the same document number is assigned to multiple travelers below. The way to 
identify which travel they belong with is by the Report Key highlighted in the far-right 
column.  
 

Sample Report:  

 
 
 



FWRTRTA – Travel Concur EBTA Transaction List 

1. Run this report for a period by Org Code based on where the expense posted 
2. Email the report to yourself and it will generate a csv file  

 
This report lists all EBTA expenses for the Period and Org Code specified. 
 
Banner Screen:  

 

 
Notice the same document number is assigned to multiple travelers below. The way to 
identify which travel they belong with is by the Report Key highlighted below.  
 

Sample Report:  

 

 

 



 

 

Expense Report - The first 
page of the travel expense 
report provides the report 
key.  

Expense Report – 
The last page of 
the expense report 
provides a 
breakdown of 
expense activity.   



 

 

 

FWRCONR – Look for the report key to confirm the document numbers referenced on the 
ledger. 

Ledger  – Reconcile your travel expenses with the document numbers provided on FWRCONR.  


