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Create and Submit a Wellness Expense Report

1 Navigate to https://us2.concursolutions.com/home

https://us2.concursolutions.com/home
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2 Click "Start a Report"

3 Click the "Report Name" field and give your report a name.
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4 Click "Create Report"

5 Click "Add Expense"
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6 Click "Manually Create Expense"

7 Choose your Expense Type (PLEASE NOTE: You may not reflect all expense types
shown in the image below. This illustration is for demonstrative purposes only.)
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8 Click Transaction Date. Choose the date of the transaction as shown on your
receipt image.

9 Click the "Business Purpose" field. For example, for Wellness expenses, "Wellness"
will work.
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10 Click the "Amount" field. Add the amount shown on your receipt image for your
expense.

11 Click "Add Receipt"
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12 Click "Upload New Receipt"

13 Click "Save Expense"



Made with Scribe - https://scribehow.com 8

14 Click "Submit Report." Please ensure all alerts have been cleared on your report. If
you are unable to clear all alerts or have any questions, please contact Finance
Reimbursements at finance.reimbursements@ssg-healthcare.com

mailto:finance.reimbursements@ssg-healthcare.com

