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Objective: When unallowable expenses result in the need for a negative Manual Adjustment and there are 
not enough reimbursable out-of-pocket expenses to offset the adjustment, Concur will display a “Net Credit” 
message. 
 
 
1. “Net Credit” message means there is not enough money owed to the traveler (such as travel allowance or 
personal expenses) to offset the negative Manual Adjustment. 
 

 
  
 
2. Since Concur doesn’t allow submission of a report when there is an amount owed to SLAC, a positive 
Manual Adjustment should be added to bring the report balance to $0.00. 
 
Navigate to Report Details > Report Totals. The Report Total section will show the amount owed to SLAC. 
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3. In this example, the Amount Owed Company is $73.61. This is the amount the traveler needs to reimburse 
SLAC for.  

 
 
4. To resolve the negative balance, create a positive Manual Adjustment for the Amount Owed Company. In 
this example: Manual Adjustment: $73.61 
 
Allocate the Manual Adjustment to an unallowable PA. See the (Allocating Expenses to a Different PA) 
reference for instructions. If you are unsure of which unallowable PA to use, reach out to your department 
finance team for guidance.  
 
 

https://travel.slac.stanford.edu/sites/default/files/2024-05/CreatingaManualAdjustment.pdf
https://travel.slac.stanford.edu/sites/default/files/2024-05/AllocatingExpensetoMultipleProjectActivities.pdf
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5. After creating and allocating the Manual Adjustment, navigate back to Report Detail > Report Total. 
Confirm that the Amount Owed Company is $0.00. The expense report is now ready to proceed. 
 

 
 
6. If a Concur travel expense report contains personal or unallowable expenses to be reimbursed back to 
SLAC, please either issue a check or electronic payment back to SLAC. See Personal Travel Refund Guidelines.  

https://int.slac.stanford.edu/business/system/files?file=2024-08/CheckDepositGuidelines-Travel.pdf&check_logged_in=1

