
SAP Concur Next Gen UI:  How to Copy, Cancel, or Recall an Expense



Sign In 

Username, verified email address, or SSO code 

CD Remember me 

Forgot usemame? 

Next 

Need support or not yet a Concur customer? 

To first enter a request or expense, log into Concur. You can access Concur through mySFA.

Go to the Resources Tab --> Travel & P-Card Heading --> Concur Link
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When you want to Copy, Cancel or Recall an existing Expense, there are three ways to get to the Manage Expenses page.  You can use the "Expense" tab at the top of the page, the "Open Reports" under the MY TASKS section, or the "Open Reports" tab. The +New tab will also allow you to create new expenses, just select the option you want to use.
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In order to copy an existing expense, click on the expense report that will be copied.
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Once the expense report has been opened, clicked on the Copy Report button.
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After clicking the Copy Report button, this popup will appear. This will allow for the copied report name and starting date to be changed. This is useful for Blanket Travel or travel that is repetitive. 

Once all changes have been made, click the Create New Report button.
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Now that there is a copy of the original expense, it needs to be linked to a request. As previously mentioned, this is a good practice for those few that use a blanket travel request.

Before adding new expenses, or editing those that transferred over, the expense will need to be linked to an existing request.

Note: meals per diem do not transfer over, but hotel lodging, airfare, car rentals, and a few others will be copied and need to be edited.
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In order to link an active request with a copied expense, click on the drop down arrow beside Report Details. Then select Manage Requests.
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Click the Add button to bring up a list of available requests.
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Select the request that will be linked to the expense report. Once a request is selected, click on the Add To Report button.
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The request will now appear linked to the current expense.

Click on the Close button.
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After linking the expense to a request, it will be necessary to make several edits to the copied expense. 

Start with the Report Header as it contains the dates of the trip and will also create a travel itinerary which is needed for calculating meals per diem.

To access the Report Header, either click on the name of the expense report or click on Report Header from the drop down menu under Report Details.

See guide for Creating a New Expense Report for details on updating the Report Header information and creating an Itinerary.
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After updating the Report Header and creating an Itinerary (if needed), either click on the Add Expense button to upload expenses or select any expenses that copied over and edit them.

Note: Further details about adding and editing expenses is on the guide for Creating a New Expense Report.
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The copied expense report will appear on the Manage Expenses page. If it has not been submitted, it will have a blue header like this one. If it has been submitted (whether approved or pending approval), it will have a green header.
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In order to Recall an expense report that has already been submitted, click on the expense report that needs to be recalled.
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Recalling an expense report can be useful if adjustments need to be made, either edits to expenses already listed, or adding expenses that were left off in error.

Click the Recall Report button to be able to make necessary changes to an expense.

Note: If an expense has already been submitted, approved, and posted, the expense cannot be Recalled. It is important to very the information being submitted before sending it to be approved.
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After clicking the Recall Report button, this message window will appear. Click the Yes button.

Note: Once an expense is recalled, it will need to go through the chain of approvals once more to verify the information. This could extend the time that the expense is verified by the Travel Office.
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After an expense has been recalled, it will appear in the Manage Expenses page with a red header.

Note: Expenses that are returned from a supervisor will also say Returned with a red header.
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Once all edits and additions have been made to the recalled expense report, click on the Submit Report button. The expense will go through the approval process again and will eventually end up at the Travel Office for final review and eventual approval.
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A resubmitted expense report will appear on the Manage Expenses page.
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In order to Delete an expense, click on the expense report that needs to be deleted.
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In order to Delete an expense report, click on the Trash Can icon next to the header. If the expense has already been submitted, Recall the expense in order to Delete it.
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After clicking the Delete (trash can) icon, this image will pop up asking for confirmation. If deleting the expense is what is intended, then click on the Delete button.
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The expense will no longer be visible on the Active Reports view of the Manage Expenses.




