
VIEWING ATTACHMENTS FOR 
CONCUR TRAVEL REQUESTS 

AND EXPENSE REPORTS
This job aid to provide step-by-step instructions for Travel Approvers to 
view attachments for Concur Travel Requests and Expense Reports. 



Log into ESS with your SSO and click 
on the Travel Approvals tile to view 
travel requests or expense reports 

pending your approval.
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To view attachments for a travel 
request, select a travel request from 

your list pending work items.
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To view supporting documents for 
the travel request, highlight the 

Travel Request ID # and hold Ctrl + C 
on your keyboard to copy the ID# 
(you can also right-click on your 

mouse and select “Copy”). Then click 
on “Review Attachments.”
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After you sign in with your LAUSD 
SSO, you will be taken to Concur.

5

4



Click on the “Requests” tab.

Click on “Process Requests.”

6

5

6



Under “Find every request where” select “Request 
ID for the 1st search criteria.
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For the 2nd search criteria, select “Equals.”

For the 3rd search criteria, hold Ctrl +V on your 
keyboard (or right-click on your mouse and select 
“Paste”) to paste the Request ID# that you copied 
earlier. Then click on Go and select the request.

8

8

9



Click on the arrow next to “Attachments” then 
select “View Documents.”

You should be able to view the attachments.
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To view attachments for a travel 
expense report, first select an 
expense report from your list 

pending work items.

To view supporting documents for 
the travel request, highlight the 

Travel Expense # and hold Ctrl + C on 
your keyboard to copy the ID# (you 
can also right-click on your mouse 
and select “Copy”). Then click on 

“Review Attachments.”
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After you sign in with your LAUSD 
SSO, you will be taken to Concur.
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Click on the “Expense” tab.

Click on “Process Reports.”
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Under “Find every report where” select “Report 
Number” for the 1st search criteria.

13

17



For the 2nd search criteria, select “Equals.”

For the 3rd search criteria, hold Ctrl +V on your 
keyboard (or right-click on your mouse and select 

“Paste”) to paste the Report # that you copied 
earlier. Then click on Go and select the request.
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Click on the receipt icon or Receipt Image tab to 
view attachments.
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