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Click on the “little man”
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Concur Central

Concur Expense

Expense Reports
Create a New Expense Report You currently have no updates.
Edit & View Expense Reports

Act as a delegate
Help for Concur Expense

Tools & Configuration
Concur Tools
Employee Administrator
Help for Concur Tools

University Related Business Expenses
Exchange Rate
Travel Policy

Change my password

Change my approver
Access applications Ll
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. General Information Password Expense Preferences Approver Delegates
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: Edit General Information for employee: Julie A. Bonner -

8 Complete all required fields.

: fide nstncics g |- Click on Expense Preferences.

Employee First Name: * IJuIie

N Employee Last Name: * IBonner

g Middle Initial: IA

: Employee ID: 00140543

T

'fcﬂ Logon ID: jbonner

: Email Address: jbonner@nmu.edu

b Locale:  English (United States)

: Country:  UNITED STATES

§ Reimbursement Currency: US, Dollar b

Organization Number: 271102

: Cancel | Save and Return
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Hide Instructions ﬂ

: Send email when... ¢ >KJ nder Send email when.... \

: I The status of a cash advance changes You can click on any of these boxes to

é I” A cash advance is submitted for approval turn email on or off for each listed

= I” The status of an expense report changes item

: I” New company card transactions arrive

2 I” Faxed receipts are successfully received .

R P are o Make sure you click on okay at the

: I An expense report is submitted for approval

5 I” The status of a travel request changes bOt.tom of the page when you are

o I” A travel request is submitted for approval \ﬁmShed- j

Q}j Prompt...

é I” For an approver when an expense report is submitted

N I” For an approver when a travel request is submitted

V' To add company card transactions to report

-

) V' To display print options

g Display...
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] Concur Central > My Info

General Information Password Expense Preferences Approver Delegates
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: Edit General Information for employee: Julie A. Bonner =

8 Complete all required fields.

: Hide Instructions

Employee First Name: * IJuIie

N Employee Last Name: * |Bonner

3 Middle Initial: IA

: Employee ID: 00140543

T

g Logon ID: jbonner

: Email Address: jbonner@nmu.edu

b Locale:  English (United States)

: Country: UNITED STATES

E Reimbursement Currency: US, Dollar b

Organization Number: 271102

: Cancel | Save and Retum Click on Save and Return

: |
opor [T [ v Ry

) start| (5 CiVpocuments and setti... | () Mirosoft Excel - F108Q2... [ & Concur Expense - Win... ] Documents -Microsoft... | «K a35AM




