SAP Concur

Creating a New Expense Report

When you need to create an expense report that does not include previous travel bookings, you
can start the report either from the Quick Task bar or the Expense tab on the menu bar. In this
example, you will see how to use the Quick Task bar.

1. From the SAP Concur home . Aamntaton + 1 -
SAPConcur@ Requests Travel Expense Invoice Approvals App Center Pofie + @
=

page, on the Quick Task bar,

) SAP Concur & 07 00 48 04
place your mouse pointer over Hello, Wiliam | ‘o’ | Regme | Coomee | oy
New, and then click Start a TRIP SEARCH
Report. A amo A P i

Fligfil Sea'rch L vation ’ . co"cun‘

Click Start a
== Report.

Welcome to Concur !

m Thank you for your participation

A new way of filing travel expenses is coming. This automated travel and
PR expense system from Concur Technologies will simplify current

nrocaduras and ultimately aliminate the current naner-hased svstam
Read more
MY TRIPS (0) - MYTASKS
Required Available Open
You currently haw upcoming tri
U CHTANEY. haVe 00 URCOmIng s m Approvals 2 m Expenses 2 m Reports ..
Great! You currently have 09729 Avis test

no approvais
09729 Fairfield Inns Client Visit

------

$374.03
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2. Onthe Create New Report Create New Report "
page, complete the required . S——
and optional fields as directed Ofica Spples ® | 0773112020
by your company (required e oy Py 3 (G
fields are indicated with a red

asterisk), and then click Create
Report. | Click Create Report.

3. Intheopen report, click Add

Expense to add credit card

. Office Supplies $0.00
transactions or to create nguéfmed ppies

Employee Paid expenses.

Payment Type Expense Type Vendor Details Datev  Requested

No Expenses
eport to sub

o this reg ubmit for reimbursement

Click Add Expense.

4. Onthe Available Expenses tab,

Add Expense
select the expenses that you 4 )
want to add to the report or .
click the Create New Expense AT B
tab to add new expenses.
Payment Type 2 Vendor Details Date v Amount
Company Paid United Airlines 0772312020 $437.10

In this example, you will see
how to create anew expense. |G AE-LICRNCVVAD UL ...

Company Paxd Alrfare Delta Alr tines 0471172020 $434.40
Company Paid Car Rental Avis 02/23/2020 $527.82
Close
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5. Select the appropriate expense
type.

Your company determines
which expense types are
available.

The New Expense screen
displays. Your company
determines the required fields
which are marked with a red
asterisk. Expenses can be
allocated or split to other
departments through the
Allocate link. On the
ltemizations tab you can add
additional expense types for
this transaction.

6. After you are done entering the
appropriate fields, attach the
appropriate receipt, click Save
Expense.

Add Expense

~ Recently Used
Office Supplies
Parking
Business Meal (attendees
Airfare
Hotel

~ Business Promotions
Misc. Promotional Expense
Trade Shows

~ Communications

+

Create NexL\“[xpense

Select the appropriate

expense type.

1
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Once you have entered all of your
expenses for this report and
attached the required receipts, click
Submit Report for approval.

Office Supplies $140.00 i
Not Submitted
Add Expense

Alerts  Receipt Payment Type

0o +

Expense Type

Office Supplies

Vendor Details Date v Requested

04/07/2020 $140.00

$140.00




