
Concur Guide
Creating  Reports



The following items are required for each Expense Report

An Itemized Receipt
Showing what was purchased

A Proof of Purchase
An image of the card used with 
only your name and the last 4 
digits showing, or a bank 
statement showing only your 
name and expense may be 
used. 

A Proof of Event
For supplies:  An attendees list 
or event flyer
For meals:  An attendees list



Access the SAP Concur application from Undergrad Inside



From the Concur application…
Verify that the Expense application is present under the Home tab.
If it does not appear, you contact ug-finance@wharton.upenn.edu to request activation.

mailto:ug-finance@wharton.upenn.edu


From the Home screen, go to Profile Settings and add your personal and bank 
information

As you scroll through, be sure that all fields marked 
Required are complete and make sure to click Save



Creating a Report

Select Start a Report



Creating a Report

• Type of Travel/Reimbursement
o For Travel - choose trip start/end

date

• Policy–US Expense Policy
• Business Purpose - Student Affairs/

Events & Programs

• Business Justification – Reason for the
expense

• Report Name/Date
• Budgeting information (School/Center,

etc.) – You can leave the default settings

• Notes to Approver – Ex. Attendees or
notes such as “Please forward to…” in
cases where the report should be sent to
another part of the school for review.

Click Create Report

Complete the required fields



Adding Expenses to the Report

After you create the Expense Report, you 
must identify the specific expense(s) to 
be added to that report

Click Add Expense and choose:

• Scan Receipt- If using a phone
device

• Manually Create Expense
• Select from Available Expenses

- saved in your library

Select type of Expense:

• Subscription - Digital 
Expenses

• Student Activities - All 
other expenses



Adding Expenses to the Report

• Provide details for the expense, 
such as the Transaction Date, 
Vendor Name, Payment Type, 
Amount, Currency, and 
Comments such as a list of 
attendees.

• If your transaction date is past 60 
days, you will be prompted to 
enter a valid exception reason in 
the comments.

• Upload any supporting/backup 
documentation by clicking Add 
Receipt.



Receipts and Other Supporting Documentation

All expense reports will need:
• An Itemized Receipt

• Showing “Paid”

• Listing what was purchased

• A Proof of Purchase
• An image of the card used with only the cardholder’s name and the last 4 digits showing (this needs to

match the 4 digits noted on the receipt). Alternatively, a bank statement showing both the cardholder’s name
and the expense may be used.

• A Proof of Event
• For supplies:  An attendees list or event flyer

• For meals:  An attendees list



Submitting the Report

• From here you may add 
additional expenses or 
edit previous entries.  

• Once all expenses have 
been added,  Click 
Submit Report.

• Review the information 
in the pop-up window 
and click Accept & 
Continue.



Checking the Status of an Expense Report

• From the SAP Concur Home 
page, select Expense from the 
Home dropdown. 

• If the report has not been 
submitted, it will appear on the 
home screen as an Open 
Report.



Viewing Reports from the Report Library

From the Report Library 
(Expense/Manage Expenses), 

• Select the report you 
wish to view.



Report Library: 
Active Reports
These will show report status as 
Not Submitted, Returned or 
Submitted

Returned – These are reports that are 
returned by the approver and will have 
comments listing the corrections needed.

Not Submitted – These reports have not 
been submitted to the approver and will not 
go away on their own. Either complete and 
submit the report or select Delete Report.

Submitted – These reports have been 
submitted are in the approval process or 
pending payment.



Searching the Report Library

Searching by either year or date range will show all reports and their status



Checking Report Details

From inside the report, 
select Report Details – 
Report Timeline

This will show the 
Approval Flow and 
Report Comments



Report Payments

Report Payments shows all activity related to payments. 
Payment status may appear as:

• Pending/Initiated/Processing/Processed:  All part of
the normal workflow.  Other than pending, each will show
an estimated payment date.

• Returned: The banking system has returned this
payment

• Failed Account:  The payment has not been initiated
because the bank account has invalid information

If either Returned or Failed Account appear, you must 
update your bank account information in your SAP Concur 
Profile.  See Managing Bank Information for Concur. 

For more information about Report Payments in general, 
refer to the Expense FAQs in the BEN Helps Support Portal.

https://benhelps.upenn.edu/support/solutions/articles/15000042766-managing-bank-information-for-concur
https://benhelps.upenn.edu/support/solutions/folders/15000072822
https://benhelps.upenn.edu/support/home


Summary

This module is intended to provide a general background and walk-through of basic tasks 
associated with using SAP Concur for Expense Reports.  For more assistance, see the 
Detailed Guide.

Additional, detailed information on specific topics can be found in the BEN Helps Support 
Portal under Travel & Expense Management.

BEN HELPS Ticket- Submit a ticket for help with the mechanics of creating a report/updating 
banking information or general how to.  Select Travel & Expense Management from the 
Category dropdown.*

Help Line Concur – 215-746-4357, Option 3; doftemsupp@pobox.upenn.edu.*

For further questions after first utilizing these resources, please reach out to the finance 
office at ug-finance@wharton.upenn.edu

* Ben HELPS/Help Line Concur cannot help with issues relating to policy for reimbursements or budget information as these topics are particular to 
Wharton Undergrad.

https://benhelps.upenn.edu/support/solutions/articles/15000043142-create-an-expense-report-detailed-guide
https://benhelps.upenn.edu/support/home
https://benhelps.upenn.edu/support/tickets/new
mailto:doftemsupp@pobox.upenn.edu
mailto:ug-finance@wharton.upenn.edu
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