University of Houston Concur Instructions

Approving an Expense Report

Step 1:
In your Concur main page, click on “Required Approvals” on the header menu.  Click on the Expense Reports tab.
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Click on the Expense Reports tab.  Then click on the Expense Report that you want to approve.
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Step 2:
Review the corresponding Travel Request summary (Request).



Click on the Travel Request name under “Requests”.
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Travel Request information will be displayed.
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Step 3:
Review the Expense Report (Expense).



Go to the Print/Email tab and click on “UH Detailed Report”.
[image: image7.png]Traveler,L Paris 040115 ruwe e

M | !
preToe. o
Expenses Views € | Summary





The system will display the Expense Report.  Place a checkmark to “Show Itemizations”.
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Step 4:
Review the receipts.

Bring the cursor of your mouse to the receipt icon.  The system will display the receipt.
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Step 5:
Approve or send back the Expense Report.


Select “Approve” to approve.

Select “Send Back to Employee” if you want to send the Expense Report back to the employee.

Select “Approve & Forward” to obtain additional approval from someone who is not in workflow.  The additional approver must be a Concur user.  After the additional approval is obtained, the Expense Report will go back into workflow and be placed in the next approver’s queue.
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