Concur Travel & Expense System

Quick Reference Guide: The Expense Report Process

The expense report process, within the Concur Travel & Expense System, has six steps from start to finish. The same
steps are performed to process Travel Reconciliation expense reports and Procurement Card expense reports.

Logging In

Begin by accessing Concur via your campus portal.

1. Log in to your campus portal and locate your CU Resources section.

2. Under the Business Applications area, select the Concur Travel & Expense System link.
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For additional learning resources, visit www.cu.edu/psc.


http://www.cu.edu/psc
http://www.cu.edu/psc/training/setting-approval-flow
http://www.cu.edu/psc/training/creating-expense-report
http://www.cu.edu/psc/policies/step-1-%E2%80%93-creating-procurement-card-expense-report
http://www.cu.edu/psc/training/submitting-expense-reports
http://www.cu.edu/psc/training/reconciling-cash-advances
http://www.cu.edu/psc/training/step-2a-overview-adding-expenses
http://www.cu.edu/psc/training/travel-reconciliation-expense-report-step-2-b-%E2%80%93-adding-travel-card-expenses
http://www.cu.edu/psc/training/step-2c-adding-out-pocket-expenses
http://www.cu.edu/psc/training/step-2c-adding-out-pocket-expenses
http://www.cu.edu/psc/training/step-2d-adding-lodging-expenses
http://www.cu.edu/psc/training/step-2e-adding-mileage-expenses
http://www.cu.edu/psc/training/step-2f-adding-diem-fixed-meal-expenses
http://www.cu.edu/psc/training/step-2f-adding-diem-fixed-meal-expenses
http://www.cu.edu/psc/training/step-2a-overview-adding-expenses
http://www.cu.edu/psc/training/step-2b-adding-procurement-card-expenses
http://www.cu.edu/psc/training/step-2b-adding-procurement-card-expenses
http://www.cu.edu/psc/training/allocating-expenses
http://www.cu.edu/psc/training/step-4a-attaching-documents-scan
http://www.cu.edu/psc/training/step-4b-attaching-documents-fax
http://www.cu.edu/psc/training/step-4c-attaching-documents-receipt-store-individual-expenses
http://www.cu.edu/psc/training/step-4c-attaching-documents-receipt-store-individual-expenses
http://www.cu.edu/psc/training/determining-reimbursement-amounts

