


1. Log into Concur andickCreateand select Start a Request

-

2. Complete all required fieldss indicated by theed asterisknext to the fieldname then clickCreateRequest

3. ClickAdd.

-

4. Select your expecteeixpense and complete the required fields as indicatethbyed asterisknext tothe field
nameand clickSave
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5. Once youlick Saveyouwill see theexpectedexpense added tgour requestFollow steps3 & 4 for each
expected expense untjou have addedll ofyour expected expensexidedto your request

6. After you have addeall of your expected expenses clikibmit Request

-

NOTE: If you need to allocate any expense to funding sources other than the one you entered on the header (the first screen
when you created the request), then follow steps 7-10.
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