Creating a Non - Travel 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
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 a Non — Travel Expense Report

* Complete the required
header fields.

* Important: For Trip Type,
select Non-Travel.

* Once all required fields are
complete, click Create
Report.

* Complete and Submit

Add your expenses, review any
alerts or exceptions, complete
itemizations and allocations if
needed, attach any required
documentation, and submit
the report once everything has
been reviewed and validated.
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Create Expense Report

a
Create From an Approved Request
Required field *
Policy * Report/Trip Name * Report/Trip Start Date Report/Trip End Date
*T&E Expense Policy v MM/DD/YYYY B MM/DD/YYYY B
Traveler Type * Trip Type * Report/Trip Purpose * Does this trip include personal Travel?
v Non-travel v | X v v
Personal Dates of Travel @ T T T e Dt Addiitional Information 0/500 Business Unit 1
(UTEP1) El Paso
z
Department * 2  Speedtype * 3 Fund Code * 4  Report Total *
v
Report Number
Comments To/From Approvers/Processors 0/500
Z
Travel Allowance
v

A Travel Allmnanca ic reaniirad whenever an eynanse rennrt incliides Indsing and/ar meal ner diam aynanzac

[ -EICRET Ll Cancel
J




	Slide 1
	Slide 2

