Creating an Expense Report

Actual costs, receipts, and reimbursement for travel and non-travel

Select Create Expense Report

= FYY Concur

Hello, Brittany
August 20, 2026

Create Request

Create Expense Report
v Start an approval request for travel =] Begin an expense report to track
Or expenses. business related expenses.

Company Notes

Traveling International or removing campus equipment?

Please click here to complete the Export Control Certification form prior to booking your travel.

MNeed to remove UTEP Equipment from Campus, click here.

Conenr Training Tonlkit

Read More

Available Expenses (5) See All Expense Reports (3)

+ Seeal Approvals

Requests (6)



Creating an Expense Report

Create Expense Report

* Select Create From
an Approved RequeSt I Create From an Approved Request I

* Next - Click Create Required field ™
fro m an A p p rove d Policy * Report/Trip Name * Report/Trip Start Date Report/Trip End Date
Re que st *T&E Expense Policy v MM/DDIYYYY [ MM/DD/YYYY (]
Traveler Type * Trip Type * Report/Trip Purpose * Does this trip include personal Travel?
v v v v
Personal Dates of Travel @ Student Trip ID / Travel Request ID Additional Information 0/500 Business Unit 1
(UTEP1) El Paso
Department * 2  Speedtype* 3 Fund Code* 4 Report Total *
v

Report Number

Comments To/From Approvers/Processors

—
© Create From an Approved Request?

Creating an expense report from an approved request will discard

Travel Allowance

Please select YES if you are claiming Meal/Incidental andfor lodging on this expense report. This box has 500 characters to cor|

O Yes, | require Travel Allowance

© No, 1 do not require Travel Allowance

any information you have already entered in the current window.
Are you sure you want to continue?

- ———



Creating an Expense Report

* Select an Available (Approved) Request

* The Expense Report will auto-populate with expense types from the approved Travel
Request. Users can now add or change information in the prepopulated expense type fields
and attached receipts to these expense types.

* Now let's start Adding in Expenses!

Available Requests

Request Name|T RequestIiD]T Start Datel® EndDatelT Cancelled|T RequestTotallT
Mexico Travel J36W 04/29/2026 05/02/2026 MNo $0.00

Canada Group

L ) 336X 04/29/2026 05/02/2026 No $3,303.24
— Travel

Approved]T Remair|

$0.00 $0.00

$3,303.24 33,303
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