How to edit a request or reconciliation

in Concur

Travel requests, reimbursement requests, and p-card reconciliations can
be edited anytime before the final approval. For example, if a travel
request is submitted and approved by the first approver, it can still be

recalled and edited.

Once a request or reconciliation is approved by the final approver, it

can't be recalled and edited.

Open your request or reconciliation

Click Home in the upper left.

To edit a travel request, select Requests from
the drop-down menu.

To edit a reimbursement requests or p-card
reconciliations, select Expense from the drop-
down menu.

If you selected Requests, you'll see the Manage
Requests screen.

If you selected Expense, you'll see the Manage
Expenses screen.
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select a travel request that
was already submitted.

If you're editing a travel request, you'll see the
Expected Expenses screen.

If you're editing a reimbursement request or p-
card reconciliation, you'll see the Add Expense

screen.
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If you're editing a request that was already submitted, click the @
blue button Recall in the upper right.
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Parking Reimbursement

Repistration Fees
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Clicking Recall will un-submit the request so you can make changes.
Once you make changes and submit it again, the approval process will
start over and the request will be sent back to the first approver.

If you haven't submitted your request yet, you won't see a recall button
because you only need to recall a request that was already submitted.
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How to edit the header

@ For travel requests, Concur uses the word “request.” For reimbursement
requests or p-card reconciliations, Concur uses the word “report.”

For this example, we're editing a travel request, so all the images will
show the word “request.”

From the expense screen, click the blue text Request Details.
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You're at the request header! You can now change information

When you're done, click the blue button Save.
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* Required field

Request Policy Request Name * Purpose * 25/500
*UT Not Integrated with Travel How to Guide Creating the How to Guide
7
Trip Type * Start Date * End Date *
In State M 03/04/2024 =] 03/06/2024 =]
Main Destination City * Main Destination Country/Region * Wil this trip include any personal days? *
St George, Utah X v UNITED STATES (US) v No v
Personal Travel Dates Department Appropriation Uit *
150 FHCAA X v
Unit * Accounting Template * @
0431 X v FIPSTAUDIT v
Comment a/500

Service Status (US2)

=

If you click the blue x in the
upper-right corner, the request
header will close without saving.

the How to Guide

* Required field

After saving the request header, you're taken back to the expense screen.
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=
) Abertslt  Expense typeldl Details | Duate ¥ Amount)t  Requested|T
Travel Allwances 51 Geonge, Utah 0042024 - 03072024 3206.50 3206.50 w
= Hotel Resenvation 5t George, Utah 0304024 240000 £200.00
= Air Ticket Salt Lake City (SLC) - Denmver (DEN) - Round Trip 0042024 $150.00 3150.00
= = Car Bental Disevoes Corenin - Duerss Colneatn OO0 7500 700
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How to edit an expense

From the expense scene, click anywhere on the expense line to open the
data entry screen. For this example, we'll click on Hotel Reservation.
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BEE
L1 Alerts|T  Expense typel? Details [T Datel? Amount)? Regquested T
Traved Allowances 5t George, Utah 03042024 - 020T2024 S2306.50 5206.50 N

5] Hotel Reservation 5t Ge-orge, Utah 030472024 $400.00 $400.00
5] Ajr Ticket blw City (SLC) - Denwer (DEN) : Rownd Trip 0304/2024 £150.00 £150.00
=] Car Rental Danwver, Colorado - Denver, Colarado 0Z'04/2024 $75.00 $73.00
(=] Fuel Reimbursement | neerd 20 retum the rental car full 03042024 £70.00 £70.00

You'll see the data entry screen for the expense. Change any information you
need to. When you're done, click the blue button Save: one is in the upper-
right corner and the other is in the bottom-left corner.
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After saving the expense, you're taken back to the expense screen.
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How to edit the travel allowance

From the expense screen, click the blue text Manage Travel Allowance.

Home / Requests / Manage Requests / How to Guide
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Request Details v Print/Share v Attachments v I Manage Travel Allowance v I h

. Add Travel Allowance

() Alertslt Expense typelt | Reimbursable Allowances Summary

O Travel Allowances \St George, Utah .

O = Hotel Reservation St George, Utah

O = Air Ticket Salt Lake City (SLC) - Denver (DEN) : Round Trip
O = Car Rental Denver, Colorado - Denver. Colorado

Select Add Travel Allowance to add
a travel allowance.

Select Edit Travel Allowance to edit
your start location, destination, and
dates.

Select Edit Adjustments to edit
what days or meals need to be
excluded from your request.
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You'll see the Itinerary screen. Change any fields you need to and click Next
in the bottom-right corner.

E?Concur Expense v ® ke
Travel Allowance

M

— Itinerary

* Required
Itinerary Name *
Testing TA Error [ petaited ttinerary @ [ without ovemight @
Start Location * Start Date * Start Time *
O salt Lake City, Utah v 10/09/2023 [&] 8:00 AM ®

+ Add Destination

‘ Auival Location *

@ Phoenix, Arizona v

=+ Add Destination

‘ End Location * End Date * End Time *

®  salt Lake City, Utah v 10/11/2023 =] 5:00 PM ®
- o Cash Daily Allowance (Incidentals) Phoenix, Arizona 10r10/2023

Next you'll see the Adjustments screen. Check or uncheck any boxes you
need to and click Save in the bottom-right corner.

E’é";'cancur Expense v @ e
Travel Allowance X
=  Adjustments

Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer to your corm-
pany policy guidelines.

View: Adjustmentsv  Show Filters

DatelLocation Exclude Day Breakfast Lunch Dinner Lodging Use 300 Percent Rule Allowance Limit @  Reimbursement Amount @
All Days
Datos 3 U

Mon, 10/09/2023

Phoenix, UNITED STATES u O ) O O O $156.00 $51.75

Tue, 10/10/2023

Phoenix, UNITED STATES u O ) O O O $156.00 $69.00

Wed, 10/11/2023

Phoenix, UNITED STATES u O ) O O O $0.00 $51.75
Total: $312.00 Total: $172.50

N

v
(@] Cash Daily Allowance Phoenix, Arizona 10/10/2023 $64.00 | -ee I
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After saving the travel allowance, you're taken back to the expense screen.
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How to Guide $1,202.58

Sent Back to Employee | Request ID: 33HL | View Timeline

Fequest Cetals »  PrintShare v Altachments v+ Manage Travel Allowance v

EXPECTED EXPENSES
[ Alerslf  Expense typell Details T
O Travel Allowances 51 George, Utsh
O = Hatel Resenvation St Goorge, Utsh
O = #ir Tickat Salt Lake City [SLC) - Denmved (DEN) : Round Trip
O ® Car Rental Dierrver. Coloeado - Derrver. Colorade
O 2 Fuszl Reirrbursement | e o returm the rental car full
O [ Paking Reimbursement | B s crive rryelf 80 the aleport and pay for parking.
[ @ [Ctemonhes 1 need to attend this conference 1o beter understand my job

Amendees (1)

Duatel®

D002 - QTOTI2024

02024

Q2024

AT

OEQ2024

DE0az02e

EQa02a

Amount]T

£206.50

£400.00

$150.00

£75.00

£30.00

$200.00

Requested [T

1206.50 -

$500.00

$150.00

375.00

F70.00

$30.00

$200.00

How to edit the header
How to edit an expense

Submit the request or reconciliation




11

Submit the request or reconciliation

When you've changed everything you need to, you can submit the request by

clicking the blue button Submit Request from the expenses screen.
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Sent Back to Employse | Roquest ID: 33HL | View Timeline

Request Detsls v PricUShare v Altachenents v Manage Travel Allowance v

EXPECTED EXPENSES
[ Alerts]f  Expense typelf Details T Date]F Amount]f  Requested |
Travel Allowances 51 Geonge., Utah ORI - QEAOTI2024 120650 1206.50 w
2 Hetel Reservation 5t George. Utah ==l $400.00 $200.00
= Pir Ticket Salt Lake City [SLC) - Desmvier (DEN) : Round Trip DR F150.00 F15000

The request now appears in the Manage Requests or Manage Expenses
screen. It shows that it has been submitted and is pending cost object
approval, which means it has been sent to the budget officer for approval.
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