Create and Submit a Wellness Expense Report

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

2  Click "Start a Report"
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3 Click the "Report Name" field and give your report a name.
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* Required field

Report Name " Report Date
08/11/2025 B
Business Purpose 0/500
Cost Center
SSG Admin
Region
Corp
Comment 0/500
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4  Click "Create Report"

* Required field
Report Name L Report Date

| Name of your report { 08/11/2025 (=]

Business Purpose 0/500
Cost Center

SSG Admin
. |

Region

Corp

Comment

5 Click "Add Expense"

EYY Concur  Expense v ® svs

Manage Expenses Process Reports

Home / Expense / Manage Expenses / Name of your report

Name of your report $0.00 Detete Report

Not Submitted | Report Number: OHUMBP

Report Details v PrintiShare v Manage Receipts v View Available Receipts m

Expenses
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6  Click "Manually Create Expense"

Manage cxpenses Frocess Keporis

Home / Expense / Manage Expenses / Name of your report

Name of your report $0.00 Delete Report

Not Submitted | Report Number: OHUMBP

Report Details v  Print/Share v Manage Receipts v View Available Receipts [

Expenses | ® Add Expense v ‘
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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.)

& ScanReceipt  (# Manuall 5) = Select from Available Expenses (0)

Search (@] Collapse All Sections

Search by expense type, category, description

Gifts - Staff

Internet Job Posting-Mktg

Marketing/Promotional Costs

Miscellaneous

New Hire Expenses

PDA

Storage/Rent

TB Test

Wellness
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Click Transaction Date. Choose the date of the transaction as shown on your
receipt image.

Home / Expense / Manage Expenses / Name of your report / New Expense

New Expense Cancel
Hide Receipt

Details Itemizations Receipt

(% Allocate

* Required field

Expense Type *

Wellness v | X
[ 1
) - Open calendar, Transaction Date "

Transaction Date 0se

MM/DDIYYYY B B

I
Vendor Description Payment Type % =
Out-of-Pocket v ®

Amount * Currency *

Click to upload or drag and drop files to upload a
US, Dollar (USD) v X new receipt. Valid file types for upload are .png, .jpg,
.Jpeg, .pdf, .tif or .tiff. SMB limit per file.

Cost Center * Region *
Add Receipt

SSG Admin v | X Corp

9 Click the "Business Purpose" field. For example, for Wellness expenses, "Wellness
will work.

Home / Expense / Manage Expenses / Name of your report / New Expense

New Expense Cancel
Hide Receipt

Details Itemizations Receipt

(& Allocate

* Required field
Expense Type *

Wellness v X
Transaction Date * Business Plirpose .
- -
07/01/2025) =]
| (I
Vendor Description Payment Type ad _—
Out-of-Pocket % %
Amount * Currency*

Click to upload or drag and drop files to upload a
US, Dollar (USD) v | X new receipt. Valid file types for upload are .png, .jpg,
.jpeg, .pdf, .tif or tiff. SMB limit per file.

Cost Center * Region *

. Add Receipt
SSG Admin v X Corp
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10 Click the "Amount" field. Add the amount shown on your receipt image for your
expense.

Home / Expense / Manage Expenses / Name of your report / New Expense

New Expense Cancel
Hide Receipt

Details Itemizations Receipt
(% Allocate
* Required field
Expense Type *
Wellness v | X
Transaction Date * Business Purpose L
07/01/2025 B Wellness B
I
Vendor Description Payment Type % =
Out-of-Pocket v ®
Amount * Currency *
Click to upload or drag and drop files to upload a
US, Dollar (USD) v X new receipt. Valid file types for upload are .png, .jpg,
.Jpeg, .pdf, .tif or .tiff. SMB limit per file.
Cost Center * Region *
= Add Receipt
SSG Admin v X Corp
T e T v
R n R n
11  Click "Add Receipt
Home / Expense / Manage Expenses / Name of your report / New Expense
New Expense
Hide Receipt
Details Itemizations Receipt
(b Allocate
* Required field
Expense Type "
Wellness v X
Transaction Date * Business Purpose *
- -
07/01/2025 B Wellness
L
Vendor Description Payment Type * S
Out-of-Pocket v &D
Amount * Currency ¥
Click to upload or drag and drop files to upload a
75.00 US, Dellar (USD) v X new receipt. Valid file types for upload are .png, .jpg,
.ipeg, .pdf, .tif or _tiff. SMB-limit per file.
Cost Center * Region *
) Add Receipt
SSG Admin | X Corp
777777777777777777777777777777777777777777777777777 v

Made with Scribe - https://scribehow.com



12  Click "Upload New Receipt"

Manage Expenses Process Reports

Home / Expense / Manage Expenses /| Name of your report / New Expense

New Expense Cancel

| Close Available Receipts

— -
Details Itemizations Attach Receipt
Attach an available receipt to the expense by selecting
(b Allocate . Akl B
‘Attach”. Valid file types for upload are .png, .jpg, .Jpeg,
.pdf, .tif or .tiff.
* Required field b
g { 1
Expense Tupe 1 Upload New Receipt [T
Wellness v [ XK
Transaction Date * Business Purpose *
07/01/2025 E Wellness
Vendor Description Payment Type ol
Out-of-Pocket v ‘
Amount * Currency * "
75.00 US, Dollar (USD) v X
s Region * You have no available receipts

13  Click "Save Expense"

Expense Type *
Wellness v X
Transaction Date * Business Purpose *
- -
07/01/2025 B Wellness
I
Vendor Description Payment Type - =
Out-of-Pocket b %
Amount * Currency"

Click to upload or drag and drop files to upload a
75.00 US, Dollar (USD) v X new receipt. Valid file types for upload are .png, .jpg,
Jpeg, .pdf, .tif or .tiff. SMB limit per file.

Cost Center * Region *
. Add Receipt
S5G Admin v X Corp
Comment 0/500
“

Save and Add Another [eELTE
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14 Click "Submit Report." Please ensure all alerts have been cleared on your report
you are unable to clear all alerts or have any questions, please contact Finance

Reimbursements at

Z5¥Concur  Expense v

Manage Expenses  Process Reports

Home / Expense / Manage Expenses / Name of your report

& Success! You have cleared all alerts on this report.

Name of your report $75.00
Not Submitted | Report Number: DHUMBP

Report Details v  PrinShare v Manage Receipts v
Expenses
Receipt]T Payment TypelT Expense Type[T

Out-of-Pocket Wellness

EXY Concur

Service Status (US2)
Contact Support
Cookie Preferences
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finance.reimbursements@ssqg-healthcare.com

@ svs

ECL TR | Copy Report  Delete Report

View Available Receipts

(® Add Expense

Vendor Details [T Date]% Requested [T
0710112025 $75.00
$75.00

Last signed in: 08/11/2025 02:00 pm
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