
Concur Expense Report Directions 
Agrilife Extension State Conference

Expense Reports: 

1. Only submit expenses once per month - we are charged for each submission
2. Click “Expense” tab at top of screen

a. Create New Report
b. Fill in details of the trip (in red):

i. Destination: College Station, TX
ii. Trip Start Date: XX/XX/XXXX
iii. Trip End Date: XX/XX/XXXX
iv. Travel Classification: Employee-In State
v. Traveler Type: Staff
vi. Contracts/Grants: No (default)
vii. Trip Purpose & Benefit: Describe the purpose of travel
viii. System: FAMIS (default)
ix. System Member: (07) TX A&M AGRILIFE EXTENSION SRVC

(default)
x. Department/SubDepartment: TAEX
xi. Account: 210110-60300 STATE EXTENSION CONFERENCE
xii. GSA rate = https://www.gsa.gov/travel/plan-book/per-diem-rates

c. Choose expense: meal, lodging, rentals, mileage, etc.
d. Fill out expense details

i. May lump all meals per day together, all miles together, etc.
ii. Do not need to attach receipts for meals or mileage



e. NEW EXPENSE
f. Mileage report:

i. Use mileage calculator at bottom of screen



g. NEW EXPENSE
h. Car Rental:

i. Enter expense details
ii. Attach receipts for car rentals

2. Once all expenses have been entered, click “Submit Report” on top right hand side of
screen

3. Final Review box will pop up, click on the “Accept and Submit” button on the bottom
right of the box




