SAP Concur SAP

Correcting and Resubmitting an Expense Report

Your approver will return your expense report to you if any changes or additional
information are required. Returned reports appear on the SAP Concur home page in
the Open Reports section.
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Trip to Memphis Office Supplies
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William Never

All incoming expenses will be placed in an unsubmitted report. Turn off Expense Assistant
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changes, select the Trip to Memphis $513.54 o T

© Relumned | Report Number: OWGDIT

expense.




SAP Concur

5. After making your
corrections, select Save
Expense.

6. Select Submit Report.

7. From the Report Totals
window, select Submit
Report again.

8. Select Close.

The report is corrected and
resubmitted for approval.

Last updated: 30 June 2023

& Airfare $478.20
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RECEIPT

@ Report Comment | William Never: Alirfare: Incorrect class of service View Report Timeline

Trip to Memphis $513.54
& Returned | Report Number: OWGDIT
Report Details ¥ Print/Share ¥ Manage Receipts ¥
( Receiptll  Payment Typell Expense Typell

*AMEX Corporate Card

*AMEX Corporate Card

) e

View Available Receipts [

Amount Total: Due Employee:
$513.54 $0.00

Amount Due (*AMEX
Corporate Card)

$513.54

Requested Amount: Total Paid By Company:
$513.54 $513.54

Owed Company:

$0.00

Total Owed By Employee:

$0.00

Cancel Submit Report

QReport Submitted

Trip to Memphis $513.54




