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ROCEDURE 
 
From the request library in Concur, click on the approved travel request. 
 

 
 

From the open travel request, click . 
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Available options from the expense screen include: 
 

�x Report Details : to view/update report header, view totals, audit trail, or allocation summary. 
 

 
 

�x Print/Share:  to print the detailed expense report or the audit trail report. 
�x Manage receipts:  view receipts or create a missing receipt affidavit (only employee can create). 

 

 
 

�x Travel Allowance:  to view or update the available itinerary or expenses & adjustments. 
 

Once the report is complete, click . 
 

 


