Concur Creating an Expense
Report (Desktop and Mobile)

Job Aid Guide

Department of Finance & Administration
AASIS S/4HANA Upgrade and Implementation

Concur Last Updated: August 2026



Table of Contents

Introduction 3
Create an Expense Report (Desktop) 4
Add Expenses 6
Scan Receipt 7
Manually Create Expense 8
Select From Available Expenses 10
Alerts 11
Creating an Expense Report in Concur Mobile 13
Add Expenses to the Report 15
Travel Card Transactions in Concur 17
Purchase Card Transactions in Concur 21
Lodge Card Transactions in Concur 25
Key Takeaways 27

Concur Creating an Expense Report (Desktop and Mobile) Last Updated: August 2026 2



Introduction

Purpose

Use this aid to create and submit an Expense Report in Concur in either the desktop or
mobile app.

The examples shown in this guide reflect common expense report scenarios, but the same steps
generally apply to other Expense Reports in Concur with similar functionality.

When to Use this Guide

Use this aid when you need to:
» Create an expense report in Concur on the desktop
» Create an expense report in Concur in the mobile app

Before You Begin

Before starting this procedure, make sure you have all required expense details available, then
log in to Concur on either your desktop or mobile device and navigate to the home page. From
there, open the Expense Report section to begin creating, reviewing, or updating your report.

Please note that in this guide, Concur Expense Report, Expense Report, and Report all refer

to the same expense reporting process in Concur. For consistency, it is referred to as Expense
Report throughout this guide.
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Creating an Expense Report - Desktop (1 of 9)

Create an Expense Report (Desktop)

1. Logon to Concur at https://us2.concursolutions.com/ and click Create
Expense Report (1a) on the Concur Home Page. Or in the left side navigation
bar, click Expenses > Manage Expenses (1b).

= EFI” Concur

Hello, Lucy
April 22, 2026

Create Request Create Expense Report Create Invoice
Start an approval request for travel 2 Begin an expense report to track Generate supplier invoices for
or expenses. business related expenses. products or services.

n

&Y Concur

Company Notes

Concur Training Toolkit

This link will provide information to utilise the Concur Expense System.

Available Expenses (5) See All Expense Reports (7) 4+ SeeAl Approvals (3) See All
Car Rental $10.00 test $7.83 O FIRST WILLIAMS $625.00
February 10, 2026 March 26, 2026 Convention Travel

m April 22, 2026
Busi Chiesidanid
Meals ( ) $0.10 - R

= é’_-‘;’ Concur

Hello, MELANIE

B April 2, 2026

o (|

a» Manage Expenses

Create Invoice
Generate supplier invoices for

Create Expense Report
S} Begin an expense report to track

request for travel

business related expenses products or services.

&> Card Transactions
v

rf;; 5 Process Reports B Cu r

¥ o 304

Company Notes

Concur Training Toolkit

This link will provide information to utilise the Concur Expense System.
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Creating an Expense Report - Desktop (2 of 9)

Create Expense Report

2. Click Create Expense Report.

= BT Concur Q@ &
|
@ Home / Expense / Manage Expenses
Manage Expenses

{’ >

=
Expense Reports View: Active Reports v (® Create Expense Report
>
B April Expenses (04/01/2026) 11.14.25 Report
& 04/02/2026 11/14/2025

Enter the Required Fields

3. Complete the required fields on the Create Expense Report page and click
Create Report.

Required fields are marked with a red asterisk and include, Report Name,
Date, Company Code, Cost Object Type, Cost Object Value, Fund, and
Account Code.

Note: The Cost Center defaults based on your employee record. If you need
to change the Cost Center for your request, the field is editable.

Create Expense Report

Create From an Approved Request
Required field *
Policy Report Name *

*ARK US Expense Policy

Report Date

04/02/2026

Logical System * 1 Company Code *

(S4QCLNT200) Migration Client 200 (ARK) State of Arkansas

Cost Object Type * 3 Cost Object Value *

(CC) Cost Center v | X (8990620000) Shared Services-OAS
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Creating an Expense Report - Desktop (3 of 9)

Add Expenses

4. There are 3 ways to add an expense from the desktop expense report:
a. Create Expense from Receipt (Option 1)
Note: This can be scanned in through the mobile app (see page 16)
b. Manually Create Expense (Option 2)

Use this option if your expense was not automatically added to your
available expenses.

c. Select from Available Expenses (Option 3)

Use this for credit card transactions and expenses previously started on a
mobile device.

= Y concur A ® sv
< Expense Reports
Test Expense Report 1 $0.00 Submit Report IR
Not Submitted Report number: 1BDY7B
Report Details v Print/Share v Manage Receipts v
~
Expenses A@ Add Expense v
2N
& Scan Receipt I
Z Manually Create Expense
= Select from Available Expenses (32)

No Expenses

Add expenses to this report to submit for reimbursement
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Creating an Expense Report - Desktop (4 of 9)
Create Expense from Receipt — Option 1

5. Scan and save the receipt to your computer.

6. From the Add Expense drop down menu, select Create Expense from

Receipt.

Note: This step may also be completed through the mobile app.

a. Click the Camera icon in the lower right corner.
b. Take a picture of the receipt.
c. The system captures and processes the receipt details.

7. Upload the scanned receipt from your saved location.

8. Create the expense entry.

Enter or confirm the captured expense details, including Expense Type,

Transaction Date, Vendor, and Amount.

9. Complete the required fields marked with red asterisks.

Required information includes: Business Purpose, Location, Attendees, or

Allocation/Coding fields.

10. Save the Expense and confirm it appears in the Expense report.

= EXconcur
< Expense Reports
Test Expense Report 1 $0.00

Not Submitted  Report number: 1BDY78

Report Detalls v Print/Share v Manage Recelpts v

a o

Submit Report [EEH

sV

4:34 w ; ﬂ Add Expense v
g Q)
X7 concur Q
Expense | & Create Expense from Receipt I
6.12.26 Report Reports. Expenses ¢/ Manually Create Expense
$300.00 e Assistantls acthva Select from Available Expenses (28)
find the expense you are looking for? It
Not Submitted b joved to an expense report
B Processing.
x Collecting receipt data
~ Drive B ollecting receipt data
Mileage capturing
' | Individual Meals $10.94
Apr 2, 2026
Chick-fil-A - Little Rock, US-AR, US
@ Airfare $330.64
Mar 3, 2026 =]
FREEDOM AIR
) Hotel $32.58
Mar 2, 2026 =]
63 SONESTA HOTELS
a Credit Card Charge $214.67
Mar 2, 2026 =]

Local/Suburban Commuter Passenge

Miscellaneous $64.32

@ Cl & “n
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Creating an Expense Report - Desktop (5 of 9)

Manually Create Expense — Option 2
5. From the Add Expense drop down menu, select Manually Create Expense.

6. Inthe pop-up window, select the Expense Type.

€]
e] . & Scan Receipt ¢ Manually Create Expense := Select from Available Expenses (27) =
Select an expense type for the new expense Re ort S

Search Q Collapse All Sections
Report D

Search by expense type, category, description

A~ Recently Used

D 3 Hotel Adlions
[:] | Car Maintenance/Repairs B
0 ] Individual Meals
| inting/F pying/ nery
Miscellaneous

» 01 Travel Expenses

v
Hotel

Cancel

Each expense type has its own required fields marked with red asterisks.
7. Complete all required fields.

8. Upload a receipt or supporting financial documentation.

= ET7 concur o ® sv
€ Test Expense Report 1 im] Receipt & Hide Receipt Viewer
ey |
: }
Details Itemizations I :
'
Required field *
Expense Type *
Hotel v )4 E pload or drag-and-drop your receipts here. 0
Date Range * Nights: Transaction Date *
1 Upload New Receipt
MM/DD/YYYY - MM/DD/YYYY B 0 MM/DD/YYYY =)
Choose From Available Receipts
Business Purpose * Vendor *
Search for Vendor v
City of Purchase * Payment Type *
v Cash v
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Creating an Expense Report - Desktop (6 of 9)

Manually Create Expense

9. Itemize your expense.

For more information, refer to the Concur ltemizing Expenses quick
reference guide.

10. Itemize until the remaining Amount to be Itemized is $0.00.

11. Click Save Expense.

= Y Concur

< Test Expense Report 1 O Receipt

L
1
1
)
'
1
)
Details emlza\hlyons '
~Foter T X ;
i
1
Date Range * Nights: Transaction Date * :
)
)
04/20/2026 - 04/23/2026 (] 3 04/23/2026 8 E
'
L
Business Purpose * Vendor * -
1
L
test visit A.H.M.1. Hotels v -
:
L
)
City of Purchase * Payment Type * :
1
= T concur o
< Test Expense Report 1 1 1 D Receipt & Hide Reg
Hotel $200.00 - I Save EXﬁm [ v I - = . oy gt 1 Gl a
Details Itemizations
Amount Itemized @ Remaining
$200.00 $200.00 $0.00 TEST RECEIPT
Itemizations (6) @® Add Itemization Select All |1
M Hotel $50.00
— 042012026
-_‘l Hotel Tax $10.00
h 04/20/2026
M Hotel $50.00
e 04/21/2026
i Hotel Tax $10.00
o 04/21/2026 TEST RECEIPT.pdf
1 B $50.00 ... Remove Add e 0d
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Creating an Expense Report - Desktop (7 of 9)

Select From Available Expenses — Option 3

5.

In the pop-up window, select the Expenses from the list you want to add and
click Add To Report.

Note: Purchase Cards (PCards) and Lodge Cards (Ghost Cards) are handled
separately.

Open the added expense and ensure the Expense Details were correctly
captured.

Confirm the expense details including: Expense Type, Transaction Date,
Business Purpose, Vendor Name (if needed), City of Purchase,
Payment Type, and Amount.

Upload or attach Receipts.

ltemize, as needed. For more information, refer to the Concur Itemizing
Expenses quick reference guide.

Update allocations if needed. For more information, refer to the Concur
Allocating Expenses quick reference guide.

10. Click Save Expense.

Add Expense to Report

& Scan ip V4 y Create Exp (= select from Available Expenses (32))
'7 Payment Type [T Expense Source Expense Type|T Vendor Details [T Datel¥ @umlf .
i) V BoA Lodge Card Corporate Card Undefined PRINCE HOTELS 12/19/2025 $475.56
BoA Lodge Card Corporate Card Hotel SANDMAN HOTELS 12/15/2025 $489.43
BoA Lodge Card Corporate Card Hotel COMFORT INNS 12/15/2025 $907.37
(] BoA Lodge Card Corporate Card Airfare CANADIAN AIRLINES INTERNATIONAL 12/14/2025 $384.79
) BoA Lodge Card Corporate Card Car Rental AIRWAYS RENT-A-CAR 12/13/2025 $642.73
: BoA Travel Card Corporate Card Undefined Automobile Supply Stores 121112025 $230.79
: BoA Travel Card Corporate Card Undefined Political Organizations 12/112025 $616.65
i BoA Lodge Card Corporate Card Airfare CRUZEIRO DO SUL (BRAZIJ) 12/112025 $466.65
=4 BoA Lodge Card Corporate Card Hotel CLUBCORP/CLUB RESORTS 12/10/2025 $31.69 -
Cancel
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Creating an Expense Report - Desktop (8 of 9)

Alerts
The system does not allow an expense report to be submitted containing alerts.

If there is a missing required field or an error in the expense entry, an Alert appears
next to the Save Expense button and a red X appears next to the relevant field(s).

Update the field(s) to clear the alert(s) before saving the expense entry.

= vy
= E57 Concur Q Go

D Receipt & Hide Receipt Viewer

Office Supplies/Software $250.00 © View Alerts | &\ Aad a receipt beiow

Details Remizations

Required field *

Office Supplies/Software v X
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Creating an Expense Report - Desktop (9 of 9)

Submit Report

11. Review the report.

12. Confirm all expenses are included.

13. Confirm required receipts are attached.

14. Ensure all alerts are cleared.
15. Click Submit Report.

16. Review the report totals.

17. Click Submit Report to confirm.

= FYY Concur

< Expense Reports

test $250.00

Not Submitted Report number: IRXGR3

Report Detalls v Print/Share »  Manage Receipts |

Expenses (1)
(] Dpatelr Receipt T
[ ] o540 foed

Concur Creating an Expense Report (Desktop and Mobile)

Report Totals

Company Payments

$250.00 Employee

Employee Payments

$0.00 Company

Amount Total: Due Employee: Owed Company:

$250.00 $250.00 $0.00

Requested Amount: Total Paid By Company: Total Owed By Employee:
$250.00 $250.00 $0.00

17

q

Requested [T
$250.00

$250.00

ncel

Last Updated: August 2026
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Creating an Expense Report - Mobile (1 of 4)

Creating an Expense Report in Concur Mobile
1. Open the SAP Concur mobile app.
2. Tap Expense from the bottom menu.

3. Tap the Plus (+) icon to create a new report
3:04

SAP Concur

Expense

Reports Expenses

Test Expense Report 1

$922.53

submittec

Test Expense Report 1 $922.53

Drive
Mileage capturing

Enable

Available Expenses
Test for Defect $272.00

Feb 5, 2026
Credit Card Charge $475.56

Dec 19, 2025

Test Recording Request 1 $950.00

Hotel

Dec 15, 2025
2
=)

Expense P Approvals

Hotel $907.37
Dec 15, 2025 -
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Creating an Expense Report - Mobile (2 of 4)

Creating an Expense Report in Concur Mobile
4. Enter a Report Name.
Review the Report Date.

5

6. Select the appropriate Cost Object Type.
7. Select the appropriate Cost Object Value.
8

Select the Fund.

Note: The Cost Object Value and Fund pre-populates based on the user’s
profile.

9. Enter the Account Code.
10. Add a Comment.

11. Select Create.

New Report

Report Name*

Report Date

Comment

Logical System*
Integration Client

Company Code*
State of Arkansas

Cost Object Type*

Cost Object Value*
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Creating an Expense Report - Mobile (3 of 4)

Add Expenses to the Report

12. Tap the Plus (+) icon.

13. Select Expense List.

14. Review the available expense options.

15. Select the expense(s) to add to the report.

16. Select Move to Report.

17. Open the added expense.

18. Review the expense details and update any required fields.
19. Save the expense to add it to the report.

Note: Manual expenses can also be added, if needed, by selecting New Expense
and entering the required information (same details as the desktop workflow).

12

Reports 3 Selected
Take Photo
Upload Photo

Upload File

New Expense 1 5
l Credit Card Charge $616.65
g De -

Politica

Expense List

Credit Card Charge
Dec 10, 2025

Tile Settings Contractors

Car Rental

=

Airfare $663.60
Dec 10, 2025 B8
LUFTHANSA

Hotel $164.99
Dec 10, 2025 B8

HARRAH'S HOTELS AND CASINOS

$933.77

=
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Creating an Expense Report - Mobile (4 of 4)

Add Receipts to the Report

Open an expense entry to add a receipt.

20. Tap Add Receipt on the Expense screen (20a) OR select the three-dot menu
(20b), then select Add Receipt.

21. Select the appropriate receipt option:

a.

©® oo o

Take a Photo of the receipt.
Upload the Photo.

Upload the File.

Choose Available Receipt.

Missing Receipt Declaration — For more information, refer to the Concur
Missing Receipt Declaration quick reference guide.

22. Follow the prompts to attach the receipt.

23. Select Save Expense.

Expense

20a

~+

Add Receipt

Take Photo
Upload Photo

Upload File

Choose Available Receipt

Missing Receipt Declaration

Concur Creating an Expense Report (Desktop and Mobile)

Expense
View Itemizations*
Move
Add Receipt

Save Expense

Amount

$200.00uso

View Itemizations*

Expense Type*

Transaction Date*

Business Purpose*

Vendor*

Last Updated: August 2026
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Creating an Expense Report — Card Transactions (1 of 10)

Travel Card Transactions in Concur

Travel Card expenses are entered into the system as Available Expenses in the
Manage Expenses Dashboard.

| s T e | oS e e | e usang e | T s e | e s e

Available Expenses

Drag and drop files to upload a new receipt. Valid file types for upload are .png. .jpg. .jpeg. .pdf, .tif or tiff.

@ Enable Expense Assistant and these expenses will be placed in a report for you. Leam More

View: All Expenses ~ 1 Upload Receipt | View Delete
T R R v
Receipt Payment Type)T Expense Source Expense TypelT Vendor Details|T Datel¥ Amount[T
B0A Travet Cara Corporate Card Car Rental AUTOMATE RENT-A-CAR 04/08/2026 $459.72

To find missing transactions: Card Transactions

o @ Existing receipts are available from the receipt panel inside expense reports. X

Add Travel Card Expense to a Report

1. In an open expense report: From the Add Expense drop down menu, choose
Select from Available Expenses.

2. From the pop-up list, select the PCard transaction and click Add To Report.

(@Add&peme v

& Create Expense from Receipt

Add Expense to Report
Manually Create Expense

& Scan Receipt / Manually Create Expense (= select from Available Expenses (32))

Select from Available Expenses (28)

D Payment Type [T Expense Source Expense TypelT Vendor Details [T

D BoA Lodge Card Corporate Card Undefined PRINCE HOTELS 12/19/2025 $475.56

E' BoA Lodge Card Corporate Card Hotel SANDMAN HOTELS 12/15/2025 $489.43

D BoA Lodge Card Corporate Card Hotel COMFORT INNS 12/15/2025 $907.37

_.J BoA Lodge Card Corporate Card Airfare CANADIAN AIRLINES INTERNATIONAL 12/14/2025 $384.79

O BoA Lodge Card ° Corporate Card Car Rental AIRWAYS RENT-A-CAR 12/13/12025 $642.73

I [:] BoA Travel Card Corporate Card Undefined Automobile Supply Stores 12/11/2025 $230.79 wee I

|j BoA Travel Card Corpgate Card Undefined Political Organizations 12/112025 $616.65

D BoA Lodge Card Corporate Card Airfare CRUZEIRO DO SUL (BRAZIJ) 12/11/2025 $466.65

]'_\ BoA Lodge Card Corporate Card Hotel CLUBCORP/CLUB RESORTS 12/10/2025 $31.69

Cancel
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Creating an Expense Report — Card Transactions (2 of 10)

Travel Card Transactions in Concur

3. Once added to the report, click the Expense to open it.

4. Select the Expense Type from the drop-down list.

5. Ensure all required fields marked with a red asterisk are complete.
6

Select the Itemization tab to itemize the expense as required. For more
information, refer to the Concur Itemizing Expenses quick reference guide.

= EXconcur o ® sv

< Test Expense Report 1 (im] Receipt & Hide Receipt Viewer

Undefined $230.79 5 © View Alerts A Add a receipt below.

Details Hemizatonaglie.
——
© Expense Type * e

[ [Search for an expense type Q
|

H
'
1
|
'
;
|
This field is missing required information. H
| |
a H =
H '
|
|
|

I‘ Car Maintenance/Repairs

1=

Upload or drag-and-drop your receipts here. (2]

Car Rental '
|
H
Fuel @ ! 1 Upload New Receipt
Parking
[E Choose From Available Receipts
Taxi S

e B I | | - e AR
= :_._,,'" Concur o ® sV
< Test Expense Report 1 D Receipt A Hide Receipt Viewer

Undefined $230.79 2 A Add a receipt below.

Transaction Date * Business Purpose

12/11/2025
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, ! ' )
H --
Enter Vendor Name © City of Purchase * H %“)
- '
Automobile Supply Stores Al v | T Q : —
Payment Type This field is missing required information. E Upload or drag-and-drop your receipts here. @
BoA Travel Card

Recently Used =
1 Upload New Receipt

Little Rock, Arkansas

Choose From Available Receipts

\71 Personal Expense (do not reimburse)

Compent_____ 0/500
o >
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Creating an Expense Report — Card Transactions (3 of 10)

Travel Card Transactions in Concur
7. Attach the receipt.

The receipt can be attached either within the expense type (7a) or by clicking
the Upload icon on expense line in the expense report (7b).

8. Select the receipt from your available receipts or upload a new one.

= X7 concur o ® sv
€ Test Expense Report 1 Im] Receipt & Hide Receipt Viewer
p
Car Maintenance/Repairs $230.79 - A\ Add a receipt below.
CHpOMBEEd ] e i e e e e e g e gy
Details Itemizations
Amount Itemized & Remaining - -
$230.79 $230.79 h $0.00 ] 1
Itemizations (2) (9 Add ltemization SelectAll [T i N
i
Upload or drag-and-drop your receipts here. @
) Car Maintenance/Repairs $100.00 ..
12/11/2025
= 1 Upload New Receipt
‘ Miscellaneous $130.79 ... E Choose From Available Receipts
o 12/11/2025 H
E' " Itemization created
-0 | N I e S AR Ry S s iR Ut
= r__,’"l Concur a ® sV
< Expense Reports
Test Expense Report 1 $722.53 © View Alers
Not Submitted Report number: 1BDY7B
Report Details v Print/Share v Manage Receipts v
~
Expenses (2) (® Add Expense v $
L Alerts [T Date |7 Attributes Expense Type [T Vendor Details [T Payment Type |T Requested [T Actions
. . Automobile Supply Stores
A 12/11/2025 A B8 Car Maintenance/Repairs s P phes BoA Travel Card $230.79
B 12/01/2025 B8 Undefined Plastering Contractors BoA Travel Card $491.74
B
$722.53
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Creating an Expense Report — Card Transactions (4 of 10)

Travel Card Transactions in Concur

9. After expensing and itemizing the report, click Submit Report to send the
expense report to your manager to begin the approval workflow.

Note: All expenses, including Travel Card, cash (out of pocket), and/or
manually entered expenses related to the trip must be included on the
expense report before being submitted for approval.

= EYConcur QA ® sv

< Expense Reports

Test Expense Report 1 $922.53 9 Submit Report I8
Not Submitted Report number: 1BDY7B
Report Details v Print/Share v Manage Receipts v [»\\
~
Expenses (3) ® Add Expense v 3
.| Date}F Comment [T Receipt [T Attributes Expense Type |T Vendor Details T Payment Type [T Requested [T Actions
.H.M.1. Hi
0412312026 a8 Hotel MM, Hotets, Cash $200.00
- Little Rock, Arkansas
—_— — - ® n Automobile Supply Stores
12/11/2025 5] =] Car Maintenance/Repairs e P Rekiaeii BoA Travel Card $230.79
o Plastering Contractors
/ &
12/01/2025 5] ® B8 Miscellaneous B BoA Travel Card $491.74
$922.53
[+ I
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Creating an Expense Report — Card Transactions (5 of 10)

Purchase Card Transactions in Concur

Purchase Cards (PCards) create an expense report automatically in Concur. These
reports may only contain PCard purchases.

Note: Action can be taken on the PCard items at any time but do not submit
the report prior to the end of the statement period.

as V2612026 V222026 VZI0912026 VILI2026 V22026

$1,450.50 $1,040.00 $501.23 $0.00 $0.00

Returned Returned Returned Not Submitted Not Submitted
Sent Back to Employee Sent Back to Employee Sent Back to Employee
Lucy Song Concur System

Lodge Card 02/16 - 03/15 Purchasing Card 02/16 - 03/15 Demo TravelUExpense Statement Report 01/16 - 02/15 Lodge Card 01/16 - 02/15
02/16/2026 02 26 01/23/2026 01/16/2026 01/16/2026

$591.40 $239.95 $2,489.72 $3,288.03 $591.40

Not Submitted Not Submitted Not Submitted Not Submitted Not Submitted

Lodge Card 01/16 - 02/15 Old... I ange Eara Bﬂ!! - B’!S 4 I Cor ion Travel to { l Lodge Card 12/06 - 01/15 Statement Report 11/16 - 12/15
nnnnnnnnnn 1462026 121232025 121062025 11160025

During the Statement Period
1. Click the Purchase Card report.

2. Review each entry by clicking into the expense entry.

QMR
< Expense Reports
Purchasing Card 02/16 - 03/15 $239.95 © View Alerts
Not Submitted Report number: USWEVD
Report Details v Print/Share v Manage Receipts v
~
Expenses (3) ® Add Expense 4

[x] 312026 1 B8 Undefined Snowmobile Dealers BoA Purchasing Card $58.02
[x] 03/13/2026 1 B8 Undefined Snowmobile Dealers BoA Purchasing Card $59.02
[x] 03/08/2026 1 B8 Undefined Automotive Tire Stores BoA Purchasing Card $122.91

$239.95
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Creating an Expense Report — Card Transactions (6 of 10)

Review Report Header

3. Open the Report Header.

4. Confirm all required fields are complete. Update as needed.

5. Click Save.

= I Concur

< Expense Reports

o ® 8AningaszLllAMS,Fl

Purchasin /16 - 03/15 $239.95 © View hens
GWEVO
Report Details v P v Manage Receipts v
- ~ ~
Report
Report Header @ Add Expense 4
Report Totals It Date J7 Receipt JT Expense Type |T Vendor Details JT Payment Type JT Requested T
Report Timeline joa/13/20:83 i 5] Undefined Snowmobile Dealers BoA Purchasing Card $58.02
Audit Trall ry
- 0311312026 1 = Undefined Snowmabile Dealers BoA Purchasing Card $59.02
Allocation Summary
03/08/2026 l ] Undefined Automotive Tire Stores BoA Purchasing Card $122.91
Linked Add-ons - 5 1 -
Manage Requests $239.95
= Report Header
Purchasing Card 02/16 - 03/15 ~ $239.95
Alerts: 1 v
uired field *
Policy Report Name * Report Id * Report Date
*ARK US Purchasing Card Policy Purchasing Card 02/16 - 03/15 1C784BE6C40D4491A503 02/16/2026 (=)
Report Currency Approval Status * Logical System * 1 Company Code * 2
US, Dollar Not Submitted (S4DCLNT300) Integration Client (ARK) State of Arkansas
Cost Object Type * 3 Cost Object Value * 4 © Fund
Iy
(CC) Cost Center v X (444225) Ozark Folk Center SP v X v
0/500

Comment @

Concur Creating an Expense Report (Desktop and Mobile)
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Creating an Expense Report — Card Transactions (7 of 10)

Purchase Card Transactions in Concur

6. Confirm Concur captured the correct information for the expense. Update as
needed.

7. Attach receipts, as needed.

8. Itemize and Allocate as needed.

Refer to the Concur Expense Itemization and Concur Allocating Expenses
quick reference guides.

9. Click Save Expense.
10. Click Submit Report.

< Purchasing Card 02/16 - 03/15 I} Receipt & Hide Receipt Viewer

Undefined $58.02 - © View A\ Add a receipt below.

Corporate Card

Details Itemizatios
@ Allocate Required field *

) Expense Type *

Undefined

Transaction Date * Business Purpose
Upload or drag-and-drop your receipts here. (7]

03/13/2026

Enter Vendor Name © City of Purchase ; 1 Upload New Receipt

Snowmobile Dealers.

Choose From Available Receipts

Payment Type

BoA Purchasing Card

Amount * Currency

58.02 US, Dollar (USD)

/500

< Expense Reports

10

Purchasing Card 02/16 - 03/15 $239.95 1 Submit Report i

Not Submitted Report number: USBWEV0

Report Details v PrinUShare ¥ Manage Receipts v

&
@® Add Expense

e

Expenses (3)

Alents IT Date J¥ Comment {1 Receipt §T Attributes Expense Type JT Vendor Details T Payment Type [T Requested JT Actions

. Snowmobile Deals
03/13/2026 5] [S) 5100000020 - 02 POSTAGE Clm ‘I’m‘;s e2le’S  BoA Purchasing Card $58.02

Snowmobile Dealers

03/13/2026 5] r I 8 5020040030 - 03 WORKERS COMPENSATION EXPENSE BoA Purchasing Card $59.02
Uttle Rock, Arkansas

Automotive Tire Stores

D A 03/08/2026 = B8 5020040030 - 03 WORKERS COMPENSATION EXPENSE BoA Purchasing Card $122.91
Little Rock, Arkansas

$239.95
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Creating an Expense Report — Card Transactions (8 of 10)

Submit at the End of the Statement Period
11. Review the Report Totals and click Submit Report.

12. Review the User Electronic Agreement and click Accept & Continue.

User Electronic Agreement

By clicking on the ‘Accept & Submit' button, | certify that:

1. This s a true and accurate of incurred to official business for the Company and there are no
expenses claimed as reimbursable which relate to personal or unallowable expenses.

2. All required receipt images have been attached to this report.

3. Ihave not received, nor will | receive, from any other for the claimed.

4. In the event of overpayment or if payment is received from another source for any portion of the expenses claimed | assume
responsibility for repaying the Company in full for those expenses.
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Creating an Expense Report — Card Transactions (9 of 10)

Lodge Card Transactions in Concur

Also known as CTS or Ghost Cards, Lodge Cards create an expense report
automatically in Concur. These reports may only contain Lodge/CTS/Ghost Card
purchases.

Note: Action can be taken on the Lodge Card items at any time but do not
submit the report prior to the end of the statement period.

a»

Lodge Card 01/16 - 02/15 :1 DEMO Request to Expense... Lodge Card 11/16 - 12/05 :2 Test Test
2> 02/26/2026 01/22/2026 02/09/2026 03/13/2026 02/23/2026
$1,450.50 $1,040.00 $501.23 $0.00 $0.00
Returned Returned Returned Not Submitted Not Submitted
Sent Back to Employee Sent Back to Employee Sent Back to Employee
Lucy Song Lucy Song Concur System
Lodge Card 02/16 - 03/15 Purchasing Card 02/16 - 03/15 Demo TravelUExpense Statement Report 01/16 - 02/15 Lodge Card 01/16 - 02/15
02/16/2026 02/16/2026 01/23/2026 01/16/2026 01/16/2026
$591.40 $239.95 $2,489.72 $3,288.03 $591.40
Not Submitted @ Not Submitted Not Submitted Not Submitted Not Submitted

During the Statement Period
1. Click the Lodge Card report.

2. Review each entry by clicking into the expense entry.

£ Concr 5 o

< Expense Reports

Lodge Card 02/16 - 03/15 $591.40 © View Alerts

Not Submitted Report number: SJN8FS

Report Details ~  Print/Share ~¥  Manage Receipts v

|&

Expenses (1) ® Add Expense

Date |7 o Receipt T Attributes Expense Type [T Vendor Details LT Payment Type JT Requested [T Actions
= th IRLI
I 02/13/2026 8 Airfare S A BoA Lodge Card $591.40 s
i

$591.40
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Creating an Expense Report — Card Transactions (10 of 10)

Confirm the Details

3. Confirm Concur captured the correct information for the expense. Update as
needed

4. Attach receipts, as needed.

5. Click Save Expense.

< Lodge Card 02/16 - 03/15 1 Receipt & Hide Receipt Viewer

Airfare $591.40 I @ Q Cc

Corporate Card

Details Itemizations

.
& Attendees (0) | (B Allocate Required field

Starbucks Coffee
Expense Typﬁ 321 Brew Lane
It ks T84111
e v | x Salt Lake City, UT 84
R Phone: (801) 555-9876
Transaction Date * Business Purpose Customer Receipt
02/13/2026
e T Date fem Price
Vendor Enter Vendor Name
2024-06-18 Caffé Latte (Grande) $425
v Southwest AIRLINES
- 20240618 Biueberry Muffin $295
City of Purchase * Payment Type
Subtotal: $7.20
Little Rock, Arkansas v | X BoA Lodge Card Tax (8.75%): $0.63
. Total: $7.83
Amount Currency
Thank you for visiting Starbucks!

591.40 US, Dollar (USD)

) Personal Expense (do not reimburse)

Comment @ 0/500
Coffee.png
”- > - P ca o
Submit at the End of the Statement Period
1. Click Submit Report.
= ET¥ Concur fa & Acting as WILLIAMS, FIRST
< Expense Reports
Lodge Card 02/16 - 03/15 $591.40 © Viewfens :
Not Submitted Report number: SJNBFS
Report Details v Print/'Share v Manage Receipts v
Expenses (1) (® Add Expense 4
Date }7 Receipt | Attributes Expense Type |T Vendor Details |1 Payment Type JT Requested [T Actions

02/13/2026 (=] Airfare Soulmost AREINES BoA Lodge Card $591.40
- Little Rock, Arkansas

$591.40
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Key Takeaways

Tips and Notes

+ Some fields may only appear based on expense type or policy. Required entries can change
depending on the kind of expense being added.

* Receipt requirements still apply to both Desktop and Mobile platforms. Creating a report on
mobile does not remove the need for complete documentation.

* Required fields are marked with an asterisk.
» Save frequently. On both desktop and mobile, saving often helps prevent lost work.

* Add receipts as you go. Uploading or capturing receipts when expenses occur reduces
cleanup later.

* Review imported and manual expenses carefully. Confirm dates, amounts, vendors, and
expense types before submitting.

+ Complete itemization and allocation before submission. If an expense requires either step,
finish it before final review.

» Use mobile for convenience and desktop for detailed review. Mobile is helpful for quick entry
and receipt capture, while desktop is often better for editing, reviewing, and correcting reports.

You have created an Expense Report in both the Concur desktop and mobile app.

Related Training

Use these resources if you need more detailed instruction:
» Concur Essentials: Travel Request & Expense (Desktop and Mobile) — WBT
* Itemizing Expenses in Concur quick reference guide (QRG)

» Allocating Expenses in Concur quick reference guide (QRG)

WBTs can be accessed via My ARCareers under the My ARLearning tile.

» Click here for a video demonstration on how to enroll in a WBT.

» Password reset requests for My ARCareers should be submitted to arcareers@arkansas.gov.
You can also call the Help Desk at 501-682-1800.
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