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Create Expense Report in Concur

1 Navigate to https://www.concursolutions.com/home.asp

2 Click Start a Report.

3 Give your Report a Name.

https://www.concursolutions.com/home.asp
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4 Click "Create Report."

5 Click "Add Expense."
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6 Click Create New Expense.

7 Choose appropriate Expense Type.
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8 Add Transaction Date per Date of Purchase on your Receipt/Invoice.

9 Add "Business Purpose."
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10 Add Amount Requested.

11 Click "Add Receipt" and add your corresponding Receipt Image.
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12 Click "Save Expense."

13 Review your report to ensure accuracy. Click Submit Report button when ready to
submit.


