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If your Concur trip is being reimbursed by a third party or outside organization, you
may need to provide documentation of costs and receipts to verify your
expenditures. This guide will show you how to use Concur to download receipts and
expense report summaries that can be used after traveling.
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Part 1

Finding your Expense Report
Downloading Receipts
Downloading your Expense Report Summary

Finding your Expense Report

Open Concur and
navigate to the
“Expense” button in
the top toolbar.

Open the Expense
Report from your
recent trip.
If your expense
report is not under
“Active Reports,”
select “Report
Library” in the
upper right portion
of the screen.
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Within “Report
Library,” you will see
a list of past
expense reports (as
shown on the right).
Select the report
you need.

Part 2

Finding and Downloading Receipts

Open the Expense
Report.
Inside, you’ll notice
two drop down links
at the top of the
page: “Receipts”
and “Print/Email.”
Proceed to the
“Receipts” link first.
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Select “Receipts.”
Choose “View
Receipts in new
window” from the
drop down menu.

This will open a
single PDF that
includes all
uploaded receipts
from your trip.
Scroll through the
document to make
sure all the receipts
are there.
Save or print the
PDF.
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Part 3

Finding and Downloading the Expense Report Summary

Once you’ve saved
the PDF with your
receipts, select the
“Print/Email” button.
Choose “Detailed
Report with Data
Summary” from the
dropdown menu.

This will open a
downloadable
Expense Report of
your trip.
At the top, you’ll
have the option to
download the
document as a PDF,
send it as an email,
or print it.
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Scroll through the
downloadable
Expense Report.
Here, you’ll find a list
of each transaction,
including dates,
expense types, fund
allocations, and
amounts.

If you continue
scrolling down,
you’ll find the
Expense Report
Summary, which will
show a brief rundown of total
expenses.
Once you’ve
reviewed this
information, you’re
ready to download
this report as a PDF,
send it as an email,
or print a copy.
You’re now ready
to provide these
documents to the
third party who will
be reimbursing your
travel.
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