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Note: If you are creating an expense report for local mileage please see the “Local Mileage Expense Report”
manual.

1. Log into Concur andick Createhen select Start a Report

<=

2. ClickCreate from an Approved Requestou will get a pop up asking if you are sure you want to continue, click
“Create From an Apjaved Requestbutton.
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3. Select the appropriate approdeequest and clickCreate Report

-

4. Once your report has been created you will have AlegtckReport Details- Report Header Complete all missing
required fieldsas indicated by the red highlightisen clickSave

\

Missing fields-
complete then
click save
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8. Completeall the required field¢required fields marked with red asterisks)d attach the receiptlTo attacha
receipt clickAdd Receipt

9. Once you clickdd Receiptyou can select a receipt that you have loaded into your Concur account or select
UploadNew Receipand upload the receipt from your computer other location

-

This popup shows all of the receipts you have




10. After you have attached youeceipt,you will seeyour receipt image along with your expense details. If you are
finished with this expense clidkave Expensapper right or lower left



13. To allocate amxpense click thexpense you wish to allocate and click the link directly below the word

Hint;

14. Selectwhether you wish to allocate by Percent (default) or by Amdahan click Add.



15. Complete the required fields and cli€kveor select from your Favorite Allocations tab (see Saving an Allocation
as a Favorite at the bottom of this pgge

16.Key the percentager amount you wish to apply to this funding source.

-

-

17.1f you need to add more funding sources repeat stepd @for each new funding source

18. After all funding sources are added cli¢hve Then clicksave ExpenseYou will see “Allocated” under the
Requested amount.

SAVING AN ALLOCATION AS A FAVORITE

After entering your desired funding sources into the allocation in $&you can clicksave as Favoritgive it a name
and save.tlwill then be available under theavoriteAllocationstab the next time you need to allocate to treame
funding sourcés) as the favorite you saved
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