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TRAVEL APPLICATION 
 
Expense 
 
HELPFUL expense reports for others  and this is a read-

only role. 
¶ Refer to the travel tip sheet Print/Email Expense Report or Audit Trail to view a detail report or audit trail report. 

 

PROCEDURE 
 

1. From the expense tab in Concur, click on process reports (on the sub menu). 
 

 
 

2. From the process reports page, a standard query can be run or search criteria can be entered to locate a specific 
expense report. 
 

 
 

a.
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2. A list of choices will be displayed on the right. Use the vertical scroll bar to locate ‘approval status’ and select it.  

 

 
 

3. Select the operator ‘equal’. 
 

 
 

4. Select the value ‘approved’. 
 

 
  






