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There are 2 ways to start an Expense Report in Concur. 

1. Start from an Approved Request. 
Click the  REQUEST Header, select the tile for the specific trip request and open your Approved travel 
Request (Must be an Approved Request) 

 

 
 

 

Select Create Expense Report. This will Create the Expense Report and attach the Approved Request. 
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2. Start from your newly created Expense Report. 
Click on Expense Header and select your Expense Report tile to open 

 
 
 
Select Create from an Approved Request (top left), then a new window will appear to select the tab. 
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Your available Approved Requests will show. Select the Request to attach to your Expense Report and Click 
ADD TO REPORT. 
NOTE: Requests are available for 60 days past the travel end date. If your Request has closed, please 
contact the Poly Travel office to re-open the Request. The Request can only be re-opened once. 
 

 
 

Your Approved Request will show as a window on your Expense Report. You can now start adding expenses to 
your Expense Report. 

 
 

3. Canceled trip with a refund will show both the Concur travel card charge and the credit. If you know that 
you will be receiving a credit, WAIT for the credit to show in Concur before completing your report. 
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4. Move the expense and the credit to the Report 

 
 

5. Attach receipts and credit (may be an email saved as a pdf) to each expense over $40. You may also need 
to DEFINE the Expense Type or add the City of Purchase to the expense. 
Then SUBMIT the report for approvals. 

 
 

6. Review the agreement, then click Accept & Continue to submit the report for approvals and processing. 
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