Creating and Completing an Expense Report in
Concur
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Creating an Expense Report
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Click on the travel request
that you want to be

reimbursed for

Manage Requests
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Click on Create Expense Report

SAP Concur Requests Travel Expense Approvals App Center

Manage Requests

Mordor

Create Expense R rt
Approved | Request ID: 4RMXM i

Request Details v Prin/Share v Attachments @ v

REPORTS: 1

Amount

$1,541.35

EXPECTED EXPENSES

MAKE IT SO



Now you have an expense report attached
to your travel re?uest which has been
automatically filled in with all the
information you ]Put in your travel request,

as if by magic ©




If you need to be reimbursed for meals you’ll need to fill in the GSA meal rate in

the Report Header. Click on Report Detalls - Report Header > GSA Meal Rate

Edit Request Header

* Required field

11/15/2023

AN
TRY ru%!énm STUFF, IT'S DELICIOUS

TRAVEL X v (02) TEXAS A&M UNIVERSITY X v (PHIL) PHILOSOPHY AND HUMANITIES

Accoun t (4) Account Attribute (5) Department Reference Number

This is the amount you can be relmbursed for meals per day; it will be different

depending on where you’re going. You can find the correct rate here:



https://www.gsa.gov/travel/plan-book/per-diem-rates

Completing the Expense Report

vou an Do
E=HARD THINGS!




Click on Add Expense

SAP Concur E Requests Travel Expense Approvals App Center

Manage Expenses Card Transactions Cash Advances

08/23 L McAuliffe 2 3119 $0.00

Not Submitted | Report Number: SA8514

Print/Share v Manage Receipts v View Available Receipts [

View: Standard ~

Add Expense

Yesssss, add
aaallll the
expenses. ©



Choose the expense type

Add Expense

1 +

Available Expenses Create New Expense

rch for an expense type

~ Recently Used
4012 Supplies - Education
6340 Food - Business Meals™
5214 Student Registration
339 Food - Purchases(Mot Business Meals)
842 Rental Of Hotel Room/Conf Facility

~ 1. Supplies - Consumables




Il in all the fields with a red asterisk;

click save expense

Details Itemizations Hide Receipt E
& Aledees (:O:I @ Alocatons M n n E I “ En n Mn I n “
* Required field o
This Message Is From an External Sender - . . .
Expense Type This easage eama fom cudsios poue caganzaten 3 !
6339 Food - Purchases(Not Business Meals) a
Transaction Date
07/27/2023
Vendor Name Business Purpese e ncen. T o b cogpentoms o e woukd s Bl o o b
visiting reviews luchaker.rom. ’ ’
BLUE BAKER DOMINIK
ORDER FOR DELIVERY ADDRESS
A L -
FAMIS REF-A FAMIS REF-B P — .
DELIVERY DATE: T
DELIVERY TIME:
STORE LOCATION
g g Dok
Invoice Number Goods Received Date
PAYMENT INFORMATION
Pay with C Card X300(3119  Amount: $3&.00
ITEus oRoERED
1 Full Powdr Blus s
A ountain Sada
“TAM-Custom 06-Citi Corp Id ey o
$1228
89273670189
Y FuEL FEE ss00
SUBTOTAL $28.75 -
Payment Type Blue Baker lunch meeting Radzik
Ge  pdf
Payment Card met
Add
Amount Currency
36.00 US, Dollar

Approved Amount

36.00

Comment : 'rpakeameme.org




New Expense

Details Itemizations

& Attendees (0) @ Allocate

Expense Type *

6340 Food - Business Meals®

Unallowable Charge

Vendor Name *
FAMIS REF-A
Inveice Number

*TAM-Custom 08-Citi Corp Id

Amount *

Comment *

Click on Add Receipt to upload your

Transaction Date *

MM/DDIYYYY

Business Purpose

FAMIS REF-B

Goods Received Date

MM/DD/YYYY
Payment Type *

Out of Pocket

Currency ™

US, Dollar

* Required field

receipt™

Hide Receipt E

_'\ ad or drag and drop files to upload a newy
ik s for upload are png, jpg. jpeg. pdf,

o~

5MB limit per file.

NllTHINl} Yllll.

_LOSEI"GOOD DAY, SIRI;

*receipts are no longer required for meals less than $75




Click on Submit Report to submit your

report for reimbursement

08/23 L McAuliffe 2 3119 $0.00 e - | submitReport '

Not Submitted | Report Number: SA8514

View: Standard «

eport Detalls
AAAAAAA se




Now you can take a nap ©
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