




5.  Meals provided to the traveler should not be reimbursed.  Provided meals are represented 
      by check marks.  Per diem is reduced by the value of each meal. Per diem will automatically 
      assign the appropriate amount for the �rst and last day – based upon the itinerary.

6.  The amount showing, is the total of all expenses, not necessarily what is reimbursed to the 
      traveler

7.  To �nd the full report, select the following option:

8.  When review is complete, select one of the following options:

3



9.  If you select “Approve,” you will be asked to accept the following attestation statement:

10.  If you select “Send back to User,” you can add comments to explain changes that need to 
        be made

4



11.  You can also select Approve and Forward if you want an additional person to review the 
        request.  When you select this option, you will be presented with a search option to �nd the 
        additional approver by Last Name, First Name.  Add comments to document the reason for 
        additional review:

5

NOTE: Concur users should add AutoNoti�cation@concursolutions.com to their safe sender list in 
Outlook. All emails sent to users from Concur come from this email address, and may end up in a 
junk email folder unless it’s speci�cally added to a safe list.


