
SAP Concur Next Gen UI:  How to Create a New Request



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 Request, there are three ways to get to the Manage Request page.  You can use the "Requests" tab at the top of the page, the "Open Requests" 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 requests. To create a new request, click on the "Create New Request" box.



Once you have started to create a new request, you will have to fill in all sections that are marked with an asterisk '*'. 
The Fund, Org, and Program (or FOP) will automatically fill in based off of your user profile settings. These can be 
changed by you when allocating the request.
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If you forget to fill in a section marked with an asterisk, then you will be alerted that something is wrong or missing with the report header.
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The notification will say what the error that needs to be correct is before submitting a request. Click on the View to go to the area with the issue.
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Click on the arrow pointing down to open up the Alert notifications.
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In this example, the section pertaining to personal travel was not originally filled. It now reads that there is no personal travel for this trip. After all changes have been made, hit the Save button to finish the request.




The system will ask if the changes you made will effect all of the expenses 
that will be made. Click on the Copy button so that changes made will 
carry through the entire report.
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After making sure the Report Header information is accurate, you may begin to add Expected Expenses to the request. Click on the Add button to begin.



Remember: Some values may change between the time a request is submitted and an expense created. That is normal as the request represents the estimated costs of a trip.




arnoldjc1
Callout
There is no set order as to what expenses must be entered first. Just start with one and work through the list.
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The Comment box allows you to provide additional information that may be needed for the supervisor that will be reviewing and approving the request.

Once all information has been entered, click on the Save button.

Additional expenses can be added in the same way until all expenses for a specific event or trip has been entered.
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After entering in all expected expenses, click on the Submit Request button. This will pass the request on to the assigned supervisor who will review and approve (or send back) the request.
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After entering each expense item, and clicking on the Submit button, this prompt will appear.
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After submitting a new request, it will appear on the Manage Requests page of Concur. All requests will remain on this page until they are canceled or attached to an expense.
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If there are multiple requests, it is easy to sort through them by the following options.
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