How to view Travel Requests in workflow

On the Concur menu, select “Request” and “Process Requests”. Concur will list Travel Requests ready for processing in

workflow.
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You can refine your search by clicking on the dropdown box, selecting an appropriate item, and clicking
on “Go”.
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Employee ID Request ID Submit Date | Employee Name | Approval Status | Total Approve... | Start Date Purpose/Benefit | *UH Custom 0...
Employee First Name 340 08/16/2014 Traveler, Linds T. Submitted & Pe..  §30.00 06/25/2014 To attend Peopl... HNo
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You can further refine your search by the “Run Query” button and selecting a category.
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You can also add more information about TRs by the “List Settings” button and selecting additional
fields.
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How to view Expense Reports in workflow

On the Concur menu, select “Expense” and “Process Reports”. Then Click on the “Preferences” button to adjust the list

restrictions. If you want to view all Expense Reports in workflow, you would need to select “None” for “Limit queries to
reports dated within”.
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Click on the dropdown box and select an appropriate item and enter value or “%”. Then click on “Go”.
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Receipts Received
Receipt Image Available
Report Total

Amount Approved

You can further refine your search by the “Run Query” button and selecting a category.
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You can also add more information about TRs by the “List Settings” button and selecting additional
fields.

List Settings

Columns

Report Name

Submit Date

Employee Name

Approval Status

Report Totsl

Receipt Status

Cash Advance Return Received

Payment Status
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“UH Gustom 10 Travel Type

“UH Custom 02 Traveler Type
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