
How to Create and Submit an Expense Report in SAP Concur
SAP Concur connects your expense, travel, and invoice spending in one unified system, giving you an end-to-end view of business spend. This guide walks you through how to create and submit an expense report in SAP Concur, from capturing a receipt on your phone to submitting the finished report for approval. The platform is designed for both business travelers and office-based employees, supporting scenarios from flight bookings to team lunches.
Using SAP Concur to manage spend delivers three key benefits:
Greater visibility into every transaction
Improved compliance across the organization
A simplified process for employees submitting reports
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Screen showing three key benefits: gain visibility into transactions, improve compliance across the organization, and simplify the process for employees
Prerequisites
Before you start, make sure you have:
Access to the SAP Concur web application and the SAP Concur mobile app
Any relevant receipts, either as photos or forwarded e-receipts
Partner apps connected (airlines, car rental, or hotel accounts) if you want transactions to flow in automatically
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Split screen showing a business traveler and an office-based employee each working at their computer, illustrating that Concur supports both roles
Capturing expenses with ExpenseIt
ExpenseIt lets you turn a photo of a receipt into a ready-to-use expense entry, making expense reporting significantly easier.
Step 1: Open your trip in the SAP Concur mobile app
Open the SAP Concur mobile app to view your current trip, including its running balance (for example, a "Denver Trip" with a balance of $692.14). From here you can see available expenses such as Personal Car Mileage, Airfare, and Lunch, and enable features like mileage capturing if needed.
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Mobile phone screen showing the SAP Concur app with a trip summary, available expenses, and a mileage capturing option
Step 2: Capture and confirm the receipt
Use your smartphone camera to photograph the receipt. ExpenseIt automatically extracts the data and prompts you to confirm the detected amount (for example, $14.06). Select the correct amount, or indicate if it is incorrect.
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Mobile phone screen showing a receipt capture with a confirmation prompt for the detected amount
Connecting partner apps for automatic expense creation
Step 3: Connect partner apps in the App Center
Open the SAP Concur App Center to browse and connect partner applications such as airlines, car rental companies, and hotel chains. Popular connections include SAP Concur for Mobile, Lufthansa, American Airlines, Delta, TripIt, United Airlines, Hertz, Sixt, and Hyatt. Enterprise applications such as Motus Reimbursement, Zylo Concur Expense Integration, MedPro Connect, International SOS, and Uber for Business are also available. Connecting these apps lets transactions flow into your reports automatically.
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SAP Concur App Center screen showing various partner apps and enterprise applications available for connection
Building and reviewing the expense report
Step 4: Review the consolidated report
All expenses for a trip appear together in one report. For example, a "Denver Trip" report totaling $534.17 lists Airfare, Lunch, Business Meals, Hotel, and Personal Car Mileage. From here you can add, edit, delete, copy, allocate, combine, or move expense items.
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SAP Concur web interface showing a detailed expense report for a trip with itemized expenses and management options
Step 5: Review automated entries and audit alerts
SAP Concur automatically combines credit card transactions, booked travel, and e-receipts to pre-fill most of the report. Built-in audit rules highlight exceptions and notify you of incomplete entries, such as missing receipt images or required itemizations, displayed at the top of the report. Respond to these alerts by attaching missing receipts or completing required fields before you submit.
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SAP Concur web interface showing alerts for missing receipts and itemizations alongside a detailed expense list
Step 6: Itemize expenses and attach receipts
For expenses with multiple components, such as a hotel bill, enter details like hotel charges, hotel tax, and parking separately. Attach a receipt image to each expense for verification, and use the Create Itemization button to break down charges as needed. Review any remaining alerts, then save or delete expense lines as necessary.
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SAP Concur web interface showing an itemized hotel expense with a receipt image, itemization details, and alert icons
Step 7: Submit the report and track its status
Once the report is complete, submit it and monitor its progress as it moves through the approval workflow. The web interface displays the report summary, including all itemized expenses and their current status, along with options to add, edit, delete, copy, allocate, or combine expenses within the report.
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SAP Concur web interface showing a detailed trip expense report with itemized expenses, statuses, and management options
Managing expenses from the mobile app
Step 8: Review expenses on your mobile device
The SAP Concur mobile app lets you manage expenses on the go. Upload receipts directly from your phone and view all available expenses, such as breakfast, personal car mileage, airfare, and lunch. Enable mileage capturing for trips, and check your current trip summary and balance (for example, a "Denver Trip" with a balance of $833.26).
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SAP Concur mobile app screen showing a trip summary, available expenses, and options to upload receipts
Step 9: Create, add, and submit reports from your phone
From the mobile app, you can upload receipts, view expenses, create and add expenses to a report, and submit the report while you're on the move.
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SAP Concur mobile app screen listing the steps: upload receipts, view expenses, create and add to reports, submit reports
Step 10: Approve reports as a manager
Managers can review submitted expense reports directly on a mobile device, viewing report details, itemized expenses, and attached receipts. Respond to any warnings or missing information, then approve or send back the report from the app.
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SAP Concur mobile app showing a report approval screen with expense details, warnings, and approve or send-back options
Tracking spend with dashboards
Step 11: Monitor key spend metrics
Use the Department Overview dashboard to monitor spend by quarter, budget versus actuals, and upcoming trips. Review top spending employees, year-to-date totals, outstanding spend, average spend per report, and average cost per transaction using visual charts and tables.
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SAP Concur dashboard showing department spend overview, budget versus spend, top spending employees, and future trips
Integrating SAP Concur with financial systems
Step 12: Connect SAP Concur to your financial systems
Connect SAP Concur to your ERP, CRM, HR, and accounting systems using financial connectors to unify spend data across your organization.
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Chapter title screen: "Chapter 4 of 4: Integrate using financial connectors"
Step 13: Choose a supported integration
Supported integrations include Microsoft Dynamics, SAP, Workday, ADP, Sage, Salesforce, Oracle NetSuite, and QuickBooks.
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SAP Concur integration diagram showing logos for Microsoft Dynamics, SAP, Workday, ADP, Sage, Salesforce, Oracle NetSuite, and QuickBooks
Summary
Bringing SAP Concur's travel and expense products together in a single solution helps employees be more productive by managing all travel and expense needs in one platform. It gives you:
Transparency and visibility into employee spend
Policy compliance enforced across your organization
Business agility to make intelligent spend management decisions
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Summary screen listing three key benefits: transparency and visibility, enforcing policy, and business agility
What's next
To see SAP Concur in action and explore how it fits your organization, schedule a demo with the SAP Concur team. During the demo, you can walk through real-world scenarios, ask questions, and see how SAP Concur integrates with your existing systems.
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Screen displaying three key benefits: gaining transparency and visibility into employee spend, enforcing policy across the organization, and business agility for intelligent spend decisions
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Title slide showing "Concur Expense: Manage spending where and when it happens." and the presenter's title
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A demonstration led by
Solution Consultant, Dalton Davis
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