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Filling Out Your Profile 

Step 1: Login to Concur 

Step 2: In the upper right hand corner of the screen select the profile button, then click on the profile 

settings link 

 

Step 3: Select the Personal Information link and fill out the required fields.  

 

 

 

 

 

 

 

 

 



 

Step 4: Go back to the profile settings (select profile>profile settings) page and select the bank 

information link. Fill out the required fields and select save in the lower left-hand corner. This 

information will be used to reimburse you.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Booking Domestic Travel through Concur 

Step 1: Enter your departure and arrival cities and dates on the left-hand side of the screen and select 

the search button. 

 

Step 2: Concur will return the available flights for the parameters you entered. You can sort the flights 

via the matrix at the top, the airport filters on the left and sort buttons above the flights.  

Once you find a flight that works, press the select button to the right of the flight. If you see this icon 

 next to the flight, it means that the flight is out of policy. To determine what the policy violation 

is, click on the icon and an explanation will pop up in a new dialogue box.  If you choose a flight that is 

out of policy, provide a detailed explanation for your supervisor.  



 

 

 

 

 

 

 

 

 

 

 

 

 



Step 3: Once flights for both legs are selected, a confirmation and seat selection screen will load. Select 

your desired seats and then click on the reserve flight and continue button at the bottom of the page. 

 



Creating and Expense Report 

Step 1: Before you start, make sure you have electronic versions of all receipts that will need to be 

entered into the system. Each claimed expense is required to have a receipt as supporting 

documentation and each receipt must be a separate file. Concur supports the following file formats: 

.png, .jpg, .jpeg, .pdf, .html, .tif or .tiff and each file has a 5mb maximum file size. You will also need the 

project number and program budget line number. Contact your program officer for this information.  

Step 2: At the top of the page select the expenses tab. When the expense page loads, select the create 

new report button. 

 

Step 3: Fill out the following fields: 

• Report Name: Enter the project number, your last name and the trip destination, for multi-leg 

trips use the region. For example, 807 Smith San Francisco, CA or 807 Smith Africa for a multi-leg 

trip to several countries in Africa.  

• Report Date: enter the date you are creating the report 

• Business Purpose: enter the purpose of the trip 

• Project: enter the project number 

After the fields are filled out click on the next bottom in bottom right hand corner of the screen. 

 

After the fields are filled out click on the next bottom in bottom right hand corner of the screen. 

Step 4: Once the next button is selected, a dialogue box will appear asking about per diem. Click Yes. 

Once Yes is selected, another box will appear for you to enter each leg of your trip or select an existing 

itinerary. Either select an existing itinerary or fill out the required fields and click save at the bottom. 

Once you selected an existing itinerary or entered all legs, click the next button in the right hand corner.  



 

Step 5: Review itinerary and select the Next button in the right hand corner. 

 

 

 

 

 

 

 

 

 

 

 



Step 6: Adjust per diem amounts for non-business travel days if applicable via the exclude check box on 

the left hand side. Adjust per diem amount for meal(s) that were provided by selecting the appropriate 

check box for the meal(s) then select the create expenses button in the right hand corner. 

 

Step 7: You will notice on the left hand column several these  symbols. This symbol denotes an 

exception that needs to be address. A description of what needs to be addressed is located in the 

exceptions list. To address the exceptions click on the expenses on the left hand side of the screen and 

fill out the required fields denoted with a red stripe on the left hand side of the field and click save. 

 



Step 8: After all exceptions have been addressed, add additional expenses that were incurred in the new 

expense portion of the window. You can click on one of the expense categories listed to enter the 

expense.  

 

Step 9: After all expenses have been added, select the submit report button in the upper right-hand 

corner. Your expense report is now complete. 

 

 

 


