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Submitting your Expense Report

Step-by-Step Guide



Objective

This guide provides clear instructions for submitting your Expense Report in Concur. You will
learn how to review the Chart of Accounts (COA), attach supporting documentation, and verify
expense lines before final submission.

Before You Begin

o Ensure your email address is verified in your Concur profile settings. This allows you to
receive important system notifications about your expense reports.

Steps to Review & Submit an Expense Report

Step 1: Log in to Concur
e Use this link: Concur Login

e Use your UC Merced email address; you will be redirected to the UCM Single Sign-On
page

Signin

Username, verified email address, or 550 code

test@ucmerced.edu

o Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business



https://shib.ucmerced.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https:%2F%2Fus.api.concursolutions.com%2Fsaml2&utm_source=chatgpt.com

Step 2: Locate Your Expense Report

o Navigate to the Expense Reports section.
e Click on the Report Name you want to open.

ET¥Concur  Expense v ®

Manage Expenses

Home / Expense / Manage Expenses

Manage Expenses
Report Library View:  Active Reports - @ @ Create New Report

MP RITMxooooac
09/03/2025

$375.00

Not Submitted

Available Expenses
Drag and drop files to upload a new receipt. Valid file types for upload are png, .jpg, jpeg, .pdf, tif or tiff
View: All Expenses hd

I upload Receipt

m Receipt Payment TypelT Expense Source Expense Type|T Vendor Details [T Datel™ Amount [T

Step 3: Review Expense Lines

o Select each individual expense line within the report.

o Confirm that details such as dates, amounts, business purpose, and attachments are
correct.

Home / Expense / Manage Expenses / MP RITM:xoo00x

MP RITMxXxxxxXx $375.00 Capy Report | Delete Report

Not Submitted | Report Number: BZJDIY

Report Details v Print/Share v  Manage Receipts v  Travel Allowance v View Available Receipts

Expenses View: Standard ~ (® Add Expense v
[:] Receipt|f Payment Type[f Expense Type [T Vendor Details [T Date= Requested [T
0 I:‘ Out of Pocket Car Rental ;';f:s's:mmia 0711112025 $125.00

O |:| Out of Pocket Conference Fees 07/09/2025 $250.00

$375.00



Step 4: Review and the Chart of Accounts (COA)

e Click Report Details in the dropdown menu.

e Seclect Report Header to open a new window.

o Review the Report Header information, including the COA being charged.

o Select Allocation Summary to review all COA’s in the report (if multiple COA’s are
used)

MP RITMXXxxXxX $375.00 Copy Report | Delets Report

Not Submitted | Report Number: BZJDIY

Report Details v Print/Share v Manage Receipts ~  Travel Allowance v View Available Receipts

( R rt
epo! Standard v (® Add Expense v
Report Header
T Payment Type|T Expense Type [T Vendor Details | Datel= Requested | T
Report Totals
Out of Packet Car Rental Enterprise 07111/2025 $125.00
Report Timeline Merced, California
Audit Trail Out of Pocket Conference Fees 07/09/2025 $250.00
Allocation Summary
$375.00
Report Payments

Create New Report

Create From an Approved Request

* Required field

Policy * Report Name * @ Report Date Purpose * @
*UCM Standard Expense Policy ~ 09/04/2025 8 v
Detailed Business Justification * @ 0/1000
P
Entity * Fund * Function * Program
I (1011) UCM CAMPUS v X I I (19900) STATE GENERAL FUND vooX I I v I I v I
Project * @ 1 *HRUnit* 2

I VII I

Additional Personal Time? * @ Personal Days Start Date @ Personal Days End Date

v MM/DDIYYYY B MM/DD/YYYY B

Travel Allowance

- e - - - [ v



Step 5: Submit for Final Review and Payment

o Ifall details are correct — Click Submit.

e Ifupdates are required — Go back to your original ServiceNow ticket and request that an

associate, make the changes.

A Alerts: 1

MP RITMhoxxxxx $375.00

€ Returned |Report Number: BZJDIY

Report Details v Print/Share v Manage Receipts ¥ Travel Allowance v

Expenses View: Standard v
[]  Receiptlf PaymentTypell Expense TypelT
M I:‘ Out of Pocket Car Rental
O D Out of Pocket Conference Fees

Vendor Details|T

Enterprise
Merced, California

(® Add Expense v

Datel™

07/11/2025

07/09/2025

v

[ACUTEPRERR | Copy Report | Delete Report

View Available Receipts

Requested [T

$125.00

$250.00

$375.00
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