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.
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After you sign in with your LAUSD
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SAP Concur Requests Expense Approvals App Center
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For the 3" 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
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SAP Concur Requests

Manage Requests Frocess Requests

Out-of-state seminar $690.10 Click on the arrow next to “Attachments” then
& Cynthia Perez | Pending External Validation | Request |D: 34RJ select ”View Docu mentS 1

Request Details ~  Print » | Attachments @§) «
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Travel Details

This is to mlnrm you that the fn{h:n-nng Travel E:cp-ense has been submitted for your review and approval.
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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

['I'ravel Destination |(Out of State Review Attachments.
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SAP Concur Requests Eupense Approvals App Cenier

¥
=
% &E%USD + 00 00 100 00

MNow Required Althonzalion Available Oipen
Approvals Requests Expenses Reports
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Manage Ex pensm Click on “Process Reports.”
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SAP Concur Requests Fxpense Approvals App Centes
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' $740.10

TOTAL APPROVEL

Appreread

Prodess Repons

m Click on the receipt icon or Receipt Image tab to
view attachments.

Recsiptimage || gSummany

$350.10

$740.10

— 4+ Automatic Zoom ¥ ﬁ K

SAP Concur

Activating E-Receipts

E-receipts are electronic receipt images sent to SAP Concur directly from the vendor.
E-receipts help to eliminate paper receipts and make it easier for you to complete
your expense reports. When e-receipt functionality has been activated for your
company, you will see a note in the Alerts section of the SAP Concur home page.

1. To activate e-receipts, click
Profile, and then click
Profile Settings. _ e

SAP Concur + 1# William Mate Mever
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