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Last Updated: 12/5/2024 

 
User Guide – Create a New Expense Report for an Overnight Trip 

This guide is intended to walk an employee through the basics of how to create a new expense 
report in SAP Concur. The example in this guide is for an overnight trip with state vehicle 
mileage, hotel, tolls, and overnight subsistence. 

1. Sign into SAP Concur to access your home page. [Reference: SAP Concur User Guide – Signing In] 

On the home page, there are a few options available to create a new expense report. You can choose from the 
following: 

a) Click the Home dropdown in the top menu bar and select Expense under the Applications sub-menu. 
When the Manage Expenses page opens, click the + Create New Report button. 

b) In the quick task bar, click + Start a Report. 
c) In the Expense Reports section, click the + sign. 
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Complete the Report Header 
1. After selecting one of the options to create a new report, the Create New Report header information window 

will be displayed. Complete the * required fields and any optional fields as needed. Some fields will be pre- 
populated with information from your profile and you will not be able to change them. 

 
 

2. After completing the header information, select the radio button at the bottom of the page for “Yes, I require 
Travel Allowance”. Travel Allowance is required if your report includes overnight travel expenses. 

 
 

3. After the radio button is selected, click on the Next button to begin creating an itinerary. 
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Create an Itinerary 
In this example, we will complete an expense report for an overnight trip from Philadelphia to Harrisburg and return. 

 
1. On the Travel Allowances for Report page, complete the required New Itinerary Stop fields. You must enter 

the city of your hotel in the Arrival City field in order to properly determine the maximum travel allowances for 
lodging and subsistence. 

 
2. Click the Save button to add the segment to the table on the Itinerary Info page. 

 
3. Complete the required New Itinerary Stop fields for the return trip and click the Save button. 

 
4. When the trip destinations are complete, review the itinerary for accuracy and click the Next button if no updates are 

necessary. 
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5. The Expenses & Adjustments tab will open to allow you to report if any meals were provided to you during the trip 

(i.e. lunch provided at a conference).  Meals that were provided and consumed must be reported by checking the 
boxes that apply.  In this example, no meals were provided. 

 
 

6. Click the Create Expenses button to start creating expenses. 
 
 

ADDITIONAL ITINERARY INFORMATION 
 

1. An itinerary must have at least two lines; one for the departure date of your trip and the second for the return date.  
If your business trip included hotel stays in multiple locations, more than two lines should be added to the itinerary. 

 
2. Record the city in which the hotel is located which may be different than the location of your business. 

 
3. Do not add additional stops to your itinerary unless you are staying overnight in a different location. 

 
• You travel from Philadelphia to Harrisburg.  From Harrisburg, you travel to Reading but return to a hotel in 

Harrisburg.  You do not need to record Reading as a stop in your itinerary. 
• You travel from Philadelphia to Harrisburg.  From Harrisburg, you travel to Reading and stay overnight in Reading.  

You do need to record Reading as a stop in your itinerary. 
 

4. Do not create an itinerary for day travel.  If your report includes day and overnight travel, only create an itinerary for 
the days you were in overnight travel status. 
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Add State Vehicle Mileage 
1. After completing the report header and itinerary, the main Expense page is displayed with your Reason for Trip 

as the page title. Click the Add Expense button to add a new expense. 

 

2. The Add Expense window will be displayed with the New Expense tab selected. Select an expense from the 
list of available expense types or type the expense type name in the search field. In this example, we will be 
entering state vehicle mileage. Select the Vehicle Mileage expense type from the dropdown list. 
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3. On the New Expense page with the Details tab selected. Complete the * required fields and any optional fields 
as needed.  In this example, State Vehicle was selected from the Vehicle ID dropdown list. 

 
4. You can enter the number of business miles manually in the Distance field or SAP Concur can calculate the miles 

for you by using the Mileage Calculator link. In this example, we will enter the business mileage manually. 

 

 

5. When complete, select the Save and Add Another button. 
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Add a Hotel Expense 
1. On the New Expense page, type Hotel in the search field or select the drop down and navigate through the list 

and select the Hotel room charge expense type from the list. 

 

2. Complete the * required fields and any optional fields as needed. For the payment type field, select Paid by 
Employee from the dropdown list for the employee to be reimbursed. Select the payment type Paid by COPA 
from the dropdown list if the employee should not be reimbursed. 
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3. SAP Concur requires the hotel room charges to be itemized and requires a receipt be attached. If an attempt is 
made to save at this time, an alert window will appear and advise what actions are required to resolve. 

 

 
Attach a Receipt Image to the Hotel Expense 

1. On the New Expense page, click the Add Receipt button to attach a receipt or you may drag and drop the 
receipt to add it. Note: Receipt images must be of an acceptable file type (.pdf, .png, .jpg, .jpeg, .tif, or .tiff) 
and must be less than 5 megabytes (MB) in size. 
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Itemize the Hotel Expense 

1. After the image is attached, select the Itemizations tab. 

 
2. If the room rate and taxes were the same every night, select Same daily amount in the Recurrence field.  If the 

room rate was not the same every night, select Different daily amount in the Recurrence field. 
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3. In this example, the room rate and taxes were the same every night. 

 

4. When complete, select the Save Itemization button.  On the Itemizations tab, the Amount figure and Itemized 
figure should be the same and the Remaining figure should equal $0.00. If not, you will need to correct the 
itemization.  

 

5. When finished itemizing the hotel expenses, select the Save Expense button. 
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Add a Turnpike Toll 
1. On the main Expense page, select the + Add Expense button. 

 
2. The Add Expense page will be displayed with the New Expense tab selected. Select an expense from the list of 

available expense types or type the expense type name in the search field. In this example, we will be entering 
turnpike tolls. Select the Tolls expense type from the dropdown list. 

 

3. Complete the * required fields and any optional fields as needed.  Click the Add Receipt button to attach a 
receipt or you may drag and drop the receipt to add it.  
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4. When finished with this expense and you are ready to add another expense, select the Save and Add Another 
button. 

 
 

Add Overnight Subsistence 

1. The New Expense page will be displayed with the Details tab selected. Select an expense from the list of available 
expense types or type the expense type name in the search field. In this example, we will be entering overnight 
subsistence. Select the Overnight Subsistence expense type from the dropdown list. 
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2. Complete the * required fields and any optional fields as needed. Click the Add Receipt button to attach a receipt 
or you may drag and drop the receipt to add it.  

 
 

3. When finished, select the Save Expense button. 
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View, Print, Save, or Email the Expense Report 
1. On the main Expense page, click the Print/Share dropdown arrow and select *COPA – Detailed Report with 

Summary Data. 

 
2. Click on the appropriate button to Print, Save as PDF, or Email the report. 
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Submit the Expense Report 
1. When finished entering expenses and attaching receipt images, click the Submit Report button to send to the 

designated travel approver. 

 

Note: SAP Concur has been configured to meet commonwealth travel policy requirements. Alerts may appear 
that need to be resolved to submit the report. Red Alerts must be cleared to submit the report.  Yellow Alerts 
are informational and will not prevent submission of the report.  When the Alerts are resolved, a window will 
appear indicating you were successful. 

2. The report now displays green bar indicating the report has been Submitted. The report is finished! 
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