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USA How to Approve Concur Reports

1. Log into Concur via desktop or mobile app. Steps 2-6 are for the desktop while steps 7-10 are for the mobile app.

2. After you have logged in you will have three options to access the reports you need to approve. Two will be listed
as Required Approvals while the third is the Approvals tab at the top. Click either of these options to access the
reports needing your approval.
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SAP Concur @ Requests Travel Expense Approvals Reporting ~ App Center Dot .
rofile -

UNIVERSITY OF
@SUUTH ALABAMA + 03 00 00 00
New Required Awuthorization Available Open
Hello, Default Approvals Requests Expenses Reports

TRIP SEARCH ALERTS
H =2 = &
COMPANY NOTES
Mixed Flight/Train Search
RoundTip |  OneWay |  MuliCity |
Agenda
From @ Did you remember to attach your agenda or at-a-glance from your conference or meeting to your expense report?

| Departure city. aimport or frain | Failure to do so could result in your expense report being returmed to you and a delay in your reimbursement as well
Findansirport | Select multiple siports =

To Personal Car Mileage

| Effective January 1, 2018, the personal car mileage rate is 54.5 cents per mile.

‘ ezl city, airport or frain station
Find an airport | Select mulfiple ampons

— Thie sita_ic far lHnivareits Trawal anbe

Read more
Show More Required Approvals —» Available Expenses—» Open Reports -
MY TRIPS (0) =X USAT. | Testing You currently have no available You currently have no open reports.
$2,150.00 — Travel expenses
You currently have no upcoming trips. USAT. | Dallas, TX
$0.00 — Travel

USAT. | Dallas, TX 1/30-211117
$797.66 — Expense

3. The reports you are needing to approve will be listed in the appropriate tab depending on type of report, Trips,
Requests, or Expense Reports.
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Approvals Home Requests Reports

Approvals

00 02 01

Trips Requests Expense
Reports

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount

Dallas, TX 1730-211117 & Traveler1, USA 082472018 $355.00 $797 66
John Doe is covening my classes
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4. Click the tab with the report(s) you wish to review then select the report(s) one at a time.
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SAP Concur E Requests Travel Expense Approvals Reporting App Center .

Profile ~ -~

Approvals Home Requests Reports

Approvals

00 02 01

Trips Requests Expense
Reports

Expense Reports

Report Name: Employee Report Date Amount Due Employee Requested Amount
Dallas, TX 1730-211117 [_'S Traveler1, USA 082472018 $355.00 $797 66
John Doe is covening my classes -

5. If you click on an Expense Report you will be taken directly to the listing of expenses. Review and if you approve
click Approve, the orange button in the upper right-hand side of the screen. If you do not approve click Send Back to
User. If you click Send Back to User you will need to enter a comment.

Support | Help ~
SAP Concur Requests  Travel  Expense | Approvals | Reporing~  App Conter ®

Profile ~

Approvals Home  Requests  Reports

Dallas, TX 1/30-2/1/17 puweruss

Summary  Defaisv  Receiptsv  Print/Emai v Hide Exceptions

Exceptions x
Expense Type | Date Amount | Exception
HiA ATTH: The report has been submitted greater than 60 past the end of your travel. The rei treated as biect i to regulations section 1.62-2 2
& See note about exceptions
Airfare 013012017 34000 A\ Note: Please make sure the for this Airfare h:
Expenses View+ & | summary |
| oate | Expenss Type | amount|  Reawested|  Rengrr SummaTY
01302017 Airtare 534000 SE4000 | Repor Totals
JHmergan Ainines; Mobde, Atmbama Amount Due Company Amount Due Company Card | Amount Due Employee |
01302017 Hotel 530000 $300.00 5000 541266 5355.00
Hifton Hatels, Dallas, Texas =
01302017 Meals-Daily $85.00 $5500  [Requests (1)
|> | Request Name | Requestin Amount Approved | Amount Remaining |
o4rTz0ts  Taxi 57266 57266 | Dallas, TX 180211117 34 51.350.00 $1.010.00
Tourst Attractions and Exhibits, Mobi
=]
TOTALAMOUNT  TOTALREQUESTED
$797.66 $767.66

Note: Under the Exceptions category you will see any alerts pertaining to this report. The yellow triangles
do not stop the report from moving forward. They are for informational purposes and to bring attention
to certain items on the report.
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6. If you click on a Request you will be taken directly to the Request Header. Review the request by clicking through
the tabs and if you approve click Approve, the orange button in the upper right-hand side of the screen. If you do not
approve click Send Back Request. If you click Send Back Request you will need to enter a comment.

Support Help +

SAPConcur [G]  Requests  Travel  Expense | Approvals | Reporiing ~  App Center .
Profile ~ -

ApprovalsHome  Requests  Reports

Request 3UAT gamenss === e (0
' Status: Submitted & Pending Fir el
RequestTrip Name: Testing Amount; $2,150.00

Request Header | Segmens || Expense Summany || Approvat Flow | Auat Trat
st np Tame, Tquesy fp oo Request/Trip End Date Request/Trip Purpose Conference/Event Name. Trip Type Destination City &
Testing ber3020 13 B o E conerence v Xz ot st v Datas, Texas

Main Destination Couniry Traveter Type
UNITED STATES v cmoyes T

Division Division 2 o Fund Program Actiy
(40) Acadeic Aflis Colleges ~  (41) Gollege of Alled Healn ~ (410001) Alled Health Genera v (170042) Microbiology Diagnosiic Senic v (4300) Public Service v
Who willbe covering teaching and Adrin
Additonal Information Comment duties?
Select if fravel is sponsored or reimbursed by Is travel related in any way to current PHS Does sponsor have financial or equity in PHS

Are you a PHS funded mvcﬂ\gahr‘[p the followis ngp? Travel or sponsored agencylyy

v ~ v v
Userlast name v

Travelerd, USA []Has Attachments

How to appove reports using the Concur mobile app

7. Log into Concur via the Concur app and click Approvals.

Expenses

Expense Reports

Approvals

Requests

[ ] (O]
Book

Expenselt
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8. You will see the reports awaiting your approval listed as Report Approvals (Expense) or Request Approvals.

Back Requests

Traveler1, USA $2,150.00

Wed Aug 29 - Testing

Traveler2, USA
Fri Oct 14 - Dallas, TX

9. Select the reports you wish to review. If you select the Expense Report you will see a listing of expenses with the
two options at the bottom, Send Back or Approve. If you select Send Back you will need to enter a comment.
Traveler1, USA

View Receipts

Meals-Daily

Airfare

Send Back
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10. Select the reports you wish to review. If you select the Request you will see three categories, Summary (header
info), Segments (air, rail, rental, hotel), and Expected Expenses. You can select Summary to see dates, purpose, and
location of travel. Selecting the other two shows you the expenses. Located at the bottom are the two options, Send
Back or Approve. If you select Send Back you will need to enter a comment.

Traveler1, USA

Wed Aug 29
Testing

o Summary

Segments

Air Ticket $800.00
Thu Aug 30

Expected Expenses

Baggage Fees
Thu Aug 30

Send Back Approve

TIP
HOW TO VIEW A HISTORY OF REPORTS YOU HAVE APPROVED

If you wish to view a history of reports you have approved log into Concur and click Approvals then click Reports. On
screen will be any reports pending your approval however, you can click the View button and select which reports
you wish to see.

Support | Help -
SAPConcur [C] | Requests  Travel  Bupense | Approvals | Reporing ~  App Genter °

ApprovalsHoma  Roguests
Expense Report List

Reports Pending your Approval(1)

Profile ~ -

® Reports Pending your Approval S -
jins With ~ | | [eo J
Reports you Approved this Month _
| Reports you Approved last Month Report Name: | comments | Report Date Date Submitted Total Amount Due Employee Requested Amount
| iopoiyoAmpenvedtiipevise oy oz ot sz EED) = BG5S
Reports you Approved last Quarter
than 80 past travel. amount as 1622
Reports you Approved this Year oty level exceptions
< Reports you Approved last Year
Al Reports you Aooroved
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