
SAP Concur Next Gen UI:  How to Create a New Expense Report



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 Create a New 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 "+New" 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 this example, you can see several expenses. To create a new expense, click on the "Create New Report" box.
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When creating a new expense, the best practice is to use the "Create From an Approved Request". This will import all of the relevant information originally entered on the request.

If travel plans change from the time the request was entered, dates and expenses can be edited to reflect those unexpected changes.
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Click "Create From an Approved Request". This will link your open request to the expense and will also clear out the request from your open requests library when the expense has cleared the system.
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If there are multiple requests on your profile, just select the one that you need to create an expense report for at that moment. Once you select the request you are importing, click the Create Report button.



Create New Report 

Create From an Approved Request 

Policy• 

[ 'Test-T&E 

ReportfTrip End Date* 

[ 08/12/2022 

ReportfTrip Purpose• 

[ Conference 

Does this trip include personal travel?* 

No 

Fund 

(310030) Athletics 

Report Total 

Comments To/From Approvers/Processors 

Report Name• 

[ 2022 Concur Conference 

Traveler Type* 

[ Faculty/Staff 

Personal Dates of Travel 

0 Org 

(97101) Beach Volleyball Operations 

X 

• Required field 

ReportfTrip Start Date• 

[ 08/09/2022 

Trip Type• 

[ In-State 

Trip Justification (500 chars)* 

Attend conference about the new Concur System Update. 

/4 

e Program 0 

(320) Athletics 

Cancel Eili♦E 
Once you have begun to create a new expense, if you do not Create From an Approved Request, you will have to fill 
in all sections that are marked with and asterisk '*'. The Fund, Org, and Program (or FAOP) will automatically fill in 
based off of your profile settings. Those can be changed by you.

Note: If you have the wrong FOAP set on your user profile, you will have to change it before you can create a new 
request or expense.
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Once all fields have been filled in, scroll down to the bottom of the popup screen. 

The section Claim Travel Allowances is set to default at "No, I do not want to claim Travel Allowance."
If you are going to be claiming meals per diem for overnight travels, this needs to be changed to "Yes, I want to claim Travel 
Allowance."
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After all fields have been filled in with the correct information, and Claim Travel Allowance has been verified, then click on the Next button.
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If you created a new expense without importing an existing request, and you are including meals per diem, then an itinerary will need to be created.

Fill in all of the required information. (every area with a red line on the left of the information field.)

After filling in all the information, click on the Save button.
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Once you hit the Save button, the itinerary entry will be created and a new stop will be started. The destination points from the first entry will be switched to reflect the return portion of the trip. Fill in the dates and times of the return trip and click the Save button.
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Fill in the dates and times of the return trip. 

Note: If the trip had multiple destinations, change the Arrival City to the next stop. After that, click on Add Stop to continue from the second destination to the third (if that is Nacogdoches or another location.)
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After all destinations have been added to the trip, click on the Next button.
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The trip itinerary should show up like this (if there are more stops then additional lines will be present). Verify that the information is correct and then click the Next button.
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For trips that involve overnight stays, meals per diem might be something that need to be addressed. Click on each box where a meal was provided, such as a continental breakfast at a hotel or lunches at a conference. If no meal was provided, leave those meals unchecked. If your travel includes personal travel, check the box on the far left to exclude those days fully.

Breakfast: 6:00 am - 8:00 am
Lunch:      11:30 am - 1:30 pm
Dinner:      6:00 pm - 8:00 pm

These are the times that are designated for meals. If the start of a trip does not begin until 10:00 am, then the box for Breakfast of that day will need to be checked as Provided. If the end of a trip is at 3:00 pm, then the box for Dinner of that day will need to be checked as Provided.
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The calculations for Meals per diem will be made based on the boxes checked/unchecked for meals provided.

At this point, it is now possible to begin to adding all other expenses from the trip. Click on the Add Expense button to begin.

Note: There should be a separate expense line for each individual receipt. This will help prevent miscalculations if grouping receipts, and ensure that all receipts are attached to the report.
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When a new expense is added, select from the expense types for each new expense.

For this expense line item, Personal Car in lieu of Rental will be chosen.
(For all travel involving a personal vehicle, this should be the expense type used.)
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Each of the Green Boxes is a required field that needs to be completed. The Purple Boxes are fields that can be used to make notations or comments of any information that may be relevant to the expense (such as no rental car available.)
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With multiple attachments for this expense, click on the Append button will allow for several attachments to be linked to a single expense.
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After the information has been filled in and the supporting documents attached, click either Save Expense or Save and Add Another. 
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If the button Save and Add Another was clicked, then this is the page that will appear. As shown in the Green Box, the option to select the expense type for the next expense is the first thing that must be done. Once an expense type is entered, more information fields will become available to fill in.
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For this example, the expense type is Lodging/Hotel. After all relevant information has been entered, click on the Itemizations button.
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The Green Box just below the expense type of Lodging/Hotel will make sure that the itemized expenses balance with the amount that was entered in for the expense.

Click on Create Itemization to begin.
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While the expense type has already been entered, the system needs verification that the expense type is correct.
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The first option is if the room rate is the same for all nights stayed at the hotel. Just like the previous version, key in the room rate and the taxes that were attributed to the hotel stay. Then click on Save Itemization.
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The system will automatically calculate the daily room rates and taxes and show an itemized balance at the top and show any remaining balance. A remaining balance of $0.00 means that everything balances. 

Click the Upload Receipt Image to attach the hotel receipt.

Once done, click the Save Expense button.
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If the hotel had varying room rate charges during a stay, the update allows for that itemized hotel receipt to be accurately keyed in. Once the room rates and taxes for each day have been input, click the Save Itemization button.
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The system will calculate the itemized amounts and balance it against the total amount that was entered. A remaining balance of $0.00 means that everything balances. 

Click the Upload Receipt Image to attach the hotel receipt.

Once done, click the Save Expense button.
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This example deals with fees associated with a registration for a conference or event.
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As with each item, fill in all sections marked with a red asterisk. Once all relevant information has been keyed in, upload the receipt for the registration.
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For ease of viewing, click on any of the expense column headers (Alerts, Receipt, Payment Type, etc) to organize the expense items listed. 
This report is currently showing that there are errors that need to be addresses before the report can be submitted.
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Expanding the Alerts header shows what expense items have errors and explains what those errors are.
Once the errors are corrected, then the report can be submitted.

Note: A report can still have warnings and be submitted, just not errors. Verify any warnings before submitting a report. You are ultimately responsible for anything on the report.
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Once all error alerts have been fixed, click on the "Submit Report" button.
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For those that have a delegate that enter information on your behalf, it is very important that you double check all information entered on a request or expense report.

Once everything has been verified for accuracy, click on the "Accept & Continue" button.
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This feature gives a breakdown of the expense in regards to how much will be owed the employee or the university, how much will be paid by the university, or how much the employee might owe the university.

Click on the "Submit Report" button.
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The expense report has now been submitted and is visible on the Report Library. The header color has changed from blue to green and shows the status of the report.  After the expense has gone through the various supervisory and financial management approvals, the expense will be reviewed by the Travel Office for accuracy. Once it has been approved, it will be submitted for payment.




