Traveler’s Email to Submit Expense Report

Traveler receives this notification via email

Request Ready for Submission & Summarize

| T B B R
AutoMotification@ concursolutions.com L & &~ [E
To: & UTEP-TEST-MAILBOX

Some content in this message has been blocked because
n - i Trust sender | Show blocked content
the sender isn't in your Safe senders list.

Fri /1872026 851 AM

& SAP Concur
Request Ready for Submission

Requsst Name Testing - Dallzs
Reguest Date 08y'26/2026

Link To Request Processing
hittps:/ ey, conoursolutions.com

“~ Reply ~# Forward




Traveler’s POV: Review & Submit

Traveler click link on email and it takes them to the expense report, the can review and submit report.

< Expense Reports

Testing athletics $408.50

Not Submitted Report number: V2910Y

Report Details ~  Print/Share ~  Manage Receipts ~

Expenses (2) | view: Standard v (® Add Expense v +
D Date |7 Receipt [T Attributes Expense Type |T Vendor Details [T Payment Type |T Requested |T Actions
(] oarmor02s E Car Rental ENTERPRISE CAR RENTAL Out of Pocket $400.00
Austin, Texas
(] oonmer02s l:l Parking DOWNTOWN PARKING Out of Pocket $8.50
Austin, Texas

$408.50



Traveler’s POV: Review & Submit

Traveler’s POV

When they receive the email and go to the expense report and click Submit Report the Report Totals window will appear. They will review
the summary and select Submit

TALETUTU, WUl T L MVGILGWIS DOLGHILT — "LULUWL LU 31 AT IST GHAJULIL IV LIS DUUESE 13, 13,

View Report Timeline

Report Totals
Britt's Office Purchase (MD) $155.53

Returned Report number: 4YFYKN
Company Payments

Report Details ~  Print/Share ~  Manage Receipts ~  Travel Allowance
$155.53 Employee

Expenses (2) | View: Standard ~ Employee Payments idd Expense v +

$0.00 Company

D Date |5 Receipt T T Requested |T Actions

(] oerz72026 B $79.00
Amount Total Due Employee: Owed Company:
$155.53 $155.53 $0.00

(] osn9rz02 E $76.53

_ Requested Amount: Total Paid By Company: Total Owed By Employee: R

$155.53 $155.53 $0.00 EEE




Traveler’s POV: Review & Submit

* The UserElectronic Agreement will appear after they submit the report.
* Theywill review the agreement and select Accept & Continue.
* Thereportwill then be successfully submitted and routed through the approval process.

User Electronic Agreement

By clicking on the ‘Accept & Submit' button, | certify that:
1. This is a true and accurate accounting of expenses incurred to accomplish official business for the Company and there are no Report Status
expenses claimed as reimbursable which relate to personal or unallowable expenses.
2. All required receipt images have been aftached to this report.

L4

3. Ihave not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed. = | @ Report Su bmitted
4. Inthe 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. Britt's Office Purchase (MD) $155.53

Accept & Continue o=l
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