





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 first 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 find the full report, select the following option:

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



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

Final Confirmation x

Expense Approver Electronic Agreeament

By clicking 'Accept' | certify that tha amount requested to be reimbursed is comect, and agree that in the event this
travel request is questionad and sustained by an awarding agency as a non-allowable cost, the cost will ba
absorbed by a department account using non-federal funds.

Additional signatures up to a Vice President should be obtained when policy or exceptions to policy require
additional apgproval.

Acoapl Duclirne

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

Send Back Report X

Comment History
Date * Entered By Comment Text

Add a commant bo sxplain wity you ans returning 1k report. Then click OK 10 return thes repont 1o the amployss.

Commant
Flmase updata




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 find the
additional approver by Last Name, First Name. Add comments to document the reason for
additional review:

Send Back to User Approve & Forward

Approve & Forward Report: Business Meal with X
alcohol

User-Added Approver
I ROBERTSON, DARRIN M. (U0326013@utah.edu)

Comment:
Diarrin - Please take am additional lock at this requeast, thank you.

Approve & Forward Cancel

NOTE: Concur users should add AutoNotification@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 specifically added to a safe list.



