Adding Expenses and Fixed Allowances to a Request

You can Fixed Allowance expenses to your request to help estimate the total cost of meals for

your trip.

1. From the SAP Concur home
page, on the Quick Task bar,
place your mouse pointer over
New, and then click Start a
Request.

2. Onthe Create New Request
page, complete the required
and optional fields as directed
(required fields are indicated
with a red asterisk), and then
click Create.
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The Duration field is pre-populated based on the Start and End dates that you selected on
the Create New Request page.

Click Save.
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