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Getting started:
· Log on to Concur through Single Sign On
· Check/Update your profile by clicking on “profile” in the upper right corner
· Make sure your information is correct

To create an expense report:

· Click on “expense” at the top of the page
· Select “create new report”. This will bring up the report header
· Fill in everything that has a red line down the side.
· Destination will be the name and location of your first step county unless you went multiple places, then you can put “multiple destinations”
· Refer to your travel authorization for the department/sub-department and account number.
· Travel Classification will be “employee-in state”
**After clicking “next” on the bottom right of the report header, you will be taken to the inside of the report
· You will need to download your travel authorization and mileage log on to the report.
· Under the expense report name look for “receipts”, click on it.
· Select “attach receipt images”
· A window will pop up for you to “browse” to find your files, once selected click attach
· Make sure you do this for both the travel authorization and the mileage log

· On the right side of the page you will see a list of expenses. Being in First Step, you will only have personal vehicle mileage. 

· Create an expense for each day you traveled. 
· Exact addresses are needed. 
· In the comments type in where you went and for what reason (Example: Traveled to Gregg County Extension Office for First Step Program).
· If you did not use odometer readings on your mileage log, you will need to use the calculator at the bottom of the expense before saving it. 
· If you used odometer readings, put the number of miles traveled in the blank marked for it.

Once you have completed the report you will need to submit it for approval.			
