SAP Concur

Sending Back an Expense Report

As an approver, you will review submitted expense reports and approve them for
reimbursement or send them back for corrections. All the report’s expenses appear in
the Expenses list. If the report contains any exceptions, they will display in the
Exceptions section of the report.

1. After reviewing expenses,
to send a report back to an
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employee for corrections,
ffice =3
from the expense report, Siilles
click Send back to
Transaction D... Expense Type  Enter Vendor.. BusinessPur.. City Payment Type
E m p I oyee . Office Supphes Staples Cash eport To
(=) Office Supples STAPLES Cash Amount Due Co...  Amount Due E...
Postage US Postal Service  Postage for mar...  Seattie, Washin. Cash $0.00 $1.02623
Materials Office Depot Reference Mate..  Seattie, Washin..  Cash
> Office Supphet ffice Chars  Seatte, Washin Cash
o Miscelaneous Cash
(=) Office Supphes Cash
00 Miscetaneous Cas!
(<) Bank Fees Cas
TOTAL AMOUNT TOTAL REQUESTED
$1,126.23 $1,026.23 | |

2. Enter acommentto
explain why you are
returning the expense
report, and then click OK.

Send Back Report
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0 return the report to the employee.
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After you return a report to
an employee for correction,
it will no longer appear in
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your list of reports to Reports Pending your Approval(0)
approve. m e :

Last updated: 20 April 2020



