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1. Log into Concur via desktop or mobile app. The following steps are for the desktop while the steps for the mobile
app are listed under “How to approve reports using the Concur mobile app”.

2. After you log in you will have three options to access the reports you need to approve. Two will be listed as
Required Approvals while the third is the Approvals option under the Home drop down. Click either of these options
to access the reports needing your approval.
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New Required Autherization Open
Approvals Requests Reports

p Search Company Notes
Requests
Travel ia a O=] a General Information
Effective January 1, 2023 the personal car mileage rate is 65.5 cents per mile.
Expense xed FlightiTrain Search
Did you remember to attach your agenda or at-a-glance from your conference or meeting to your expense report? A missing
Approvals Round Trip One ey Mult Ciey agenda or at-a-glance could delay reimbursement.
ne Travel policies can be found at, hitps:fwww.southalabama_edufdepartments/financialaffairs/travelandprocurementftravel/
Reporting |parture city, airport or trai
Find = Seledt multole aports Read more
Intelligence
4 My Tasks
App Center Findanairpon | Select multple arpors
m Required —> m Available = m Open Reports =
Approvals Expenses You currently have no open reports.
Show More
USAT. | Testing You currently have no available
$77.28 — Expense expenses 0
My Trips (0) -

You currently have no upcoming trips.
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3. Items needing your approval will be listed under the appropriate tab depending on type of item, Trips, Requests,

Expense Reports, or Invoices.
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Approvals Home  Requests  Reports  Invoices
Approvals
P
00 00 01 00
Trips Requests Expense Invoices
Reports
Expense Reports
Report Name Employee Report Date Amount Due Employee Requested Amount
Testing Travelerd, USA 080212023 50,00 57728

4. Click the tab with the request(s), report(s), or invoice(s) you wish to review then select the request(s), report(s), or
invoice(s) one at a time. Review and if you approve click Approve, the button in the upper right-hand side of the
screen. If you do not approve click Send Back to User. If you click Send Back to User you will need to enter a

comment.
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How to appove reports using the Concur mobile app

1. Log into the Concur app and click Approvals at the bottom of the screen.
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You're all done!
Enjoy your day.
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2. You will see what is awaiting your approval listed as Report Approvals (Expense), Request Approvals, or Invoice
Approvals.
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3. Select the request(s), report(s), or invoice(s) one at a time. Review and if you approve click Approve, the button in
the bottom right-hand side of the screen. If you do not approve click Send Back. If you click Send Back you will need
to enter a comment.
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4 Request Approval £ Report Approval see

& The Report/Trip start date or end
USA Travelerl $1’90000 date is different than the dates on

Test Total Amount the corresponding request. Please
Mon, Aug 7 - Thu, Aug 10 review

Details Expense Testing $77 28
AUE 2-t20d2§ USA Travel reimbursable total
Hotel Reservation $1,200.00 Submitied by USA Travel...
Wed, Aug 2
Air Ticket $600.00 Details Expenses Receipts
Mon, Aug 7
Office Supplies $77.28
Meals $100.00 May 2, 2016 0=
Mon, Aug 7 Mobile, Alabama - Motor vehicle supplies a...

Send Back | Approve Send Back

TIP

HOW TO VIEW A HISTORY OF REPORTS YOU HAVE APPROVED

If you wish to view a history of reports you have approved log into Concur and click Required Approvals then click
Reports. On screen will be any reports pending your approval however, you can click the View button and select
which reports you wish to see. Follow the same steps to see any requests or invoices you have previously approved.
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Reports Pending your Approval(0)
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Reports you Approved this Month

Reports you Approved last Manth Report Name | comments. ReportDate | Date Submitted Total| Amount Due Employee Requested Amount

Reports you Approved this Quarter
Reports you Approved last Quarter
Reports you Approved this Year
Reports you Approved last Year
All Reports you Approved
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