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Amex Go

Purpose:
The District is providing individuals flexibility with conference 
related expenses. AMEX Go virtual and/or physical card 
will provide traveler with the option to pay registration fees 
at the time of registration and minimizing the use of 
personal credit cards.



When?
 At all times.

Why?
 When registration space is limited
 when vendor requires payment at the time 

of registration
 To have control on your registration and 

payment.
 To avoid delays when checks are cut and 

mailed to the vendor.
 To facilitate the Expense Report 

submittal. All AMEX Go transactions will be 
automatically loaded into the user's profile 
in Concur.

When and why do you need an
AMEX Go Credit Card?

ITEMIZED RECEIPTS ARE REQUIRED. Please continue to upload your meals, registration, 
hotel receipts etc., using the Concur app.



Different Payment methods

AMEX Go Credit Card

 Conference registration

 Hotel

 Car rental (When booked outside 
of travel store)

 Incidentals (Meals and Parking)

Citi bank card Embedded in Concur

 Airline tickets

 Car rental (booked with travel store)

Account Payable- via reimbursement check 

 Mileage will be paid out of pocket and will be reimbursed District.

Please note: District will use other credit cards available when vendor does not 
accept AMEX card.



After Travel Request is Fully Approved:
New User

Email purchasingtravel@rccd.edu
with the following information:

 Approved Concur Request ID:

 Name:

 Cell Phone No.

Existing User

 If you are requesting additional funds to 
be added to your AmEx Go Card, please 
e-mail purchasingtravel@rccd.edu with 
your:
 Approved Concur Request ID#

 Name:

 Cell Phone No.

Please note: 
AMEX Go is a virtual card and uses an App on your mobile phone; therefore, no 
AMEX Go card will be issued without a mobile phone added to AMEX profile.

mailto:purchasingtravel@rccd.edu
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What if vendor does not accept AMEX or credit 
card payments in general?

Please email PurchasingTravel@rccd.edu with the following information:
 Please use First & Last Name of Requestor and Concur Request ID on the Email Subject line.

 Instructions on how to pay for the registration.

 URL link for the registration (login/password if necessary) or Vendor Information necessary to make 
payment. 
 Vendor may ask for:

 Home address to mail out t-shirts, please provide your size. 

 Special Disability  Accommodations Needed.

 Ethnicity.

 Any important registration preferences necessary to complete your registration (A screenshot of filled out 
registration form would be helpful)

 Please note: if a check is needed, Purchasing will request Accounts payable to cut and mail a check to 
vendor. (You will need to submit an Invoice and a Directly Payment Form to pay with a check)

For Expense report purposes:
 Use the e-mail confirmation from Purchasing as a receipt when completing Expense Report.

 Please remember to add claim number on the expense report if check payment form was used. 

mailto:PurchasingTravel@rccd.edu
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Virtual Card Step by Step procedures

 1. RCCD Accounting office assigns a AMEX virtual card to the requestor who has 
submitted a request via Concur.

 2. An email from AMEX GO is sent to your RCCD email account to download the 
app.



 3. Once the app is downloaded an email will be sent to your RCCD email account 
to register as a new user using an enrollment code.

 4. Click Register Here

Virtual Card Step by Step procedures cont.



 5. Once enrolled a Security Code will be sent to you via text. You will then be prompt 
to create a User Id

Note-

*Personal AMEX card DOES NOT 
interfere with RCCD AMEX GO – they 

are completely different apps/system.

*Contact: John Geraghty @ 
john.geraghty@rccd.edu for AMEX GO 

questions

*Msg & data rates may apply

Virtual Card Step by Step procedures cont.
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 6. Enter your date of birth and this completes the enrollment process
Virtual Card Step by Step procedures cont.



 To view your AMEX GO virtual card:

 Click on the app and log in. Note - the amount displayed on the virtual card is the amount requested 
from Concur.

Virtual Card Step by Step procedures cont.



Conference registration payment
 Retrieve your registration

 Fill out the registration form and use the virtual card to pay for your fees.

 In some cases, you may have to call them directly and provide them with the card number or a   
payment link will be provided to you.

IMPORTANT: Do NOT type the AMEX card number more than twice as it will block the 
card from being used. 



Final Steps for Expense 
Report submittal



How to add AMEX Go card expenses to Expense Report?

1. Click the expense link on the request.

Please note:  itemized receipts are required. Please upload receipts to your concur 
profile or take pictures with your SAP Concur app



2.Add travel request to Expense by clicking the box on request name, then click next.



3. Click on import expenses, select the proper expense, click on move , select current 
report from drop down



4. Define the expense type, add receipts for this expense (pictures of receipts taken 
by traveler will show on available receipts).

5. add conference agenda. 

Note:  Payment type defaults to Amex Go Card



• Additional Information

 Amex Go Cards can be issued in 48 hours or less by 
purchasing. Please include all the required information. 

Main point of contact is Purchasingtravel@rccd.edu
 All Expense Reports need to be submitted in a timely manner 

at all time but mainly:
When grant funds are utilized.
 Even when zero dollars are due to the traveler.
 To disencumber funds in Galaxy.
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