
How to Find the “Report Key”
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1. Log into Concur and open the Expense Report containing the Personal Transaction
Once in the report, following steps 2-4 listed below 

3) Report Key, located
here

3) Click *ZAGS-Detailed
Report in drop down
The expense report will
appear in a pop up

2) Click on Print/Email

http://zagstravelandexpense.gonzaga.edu/

