Concur: Submit External Request
Expenses (formerly Tuition Reimbursement)

This Quick Reference Guide shows the steps needed for a user to submit their
External Request Expenses within Concur.
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Concur: Submit External Request

Expenses (formerly Tuition Reimbursement)

required fields red line
Payment Type Cash

New Expense Available Receipts
Expense Type Transaction Date
I Tuition/Training Reimbursemt l ﬂ I 01/23/2017 I
Business Purpose Enter Vendor Name
I Course for my Master's program I [ Georgia Tech ‘
City of Purchase Payment Type
IAﬂanta. Georgia | I Cash I v ]

Amount
| 1,200.00

J[uso []

Comment

|| Personal Expense (do not reimburse)

Attach Receipt

TOTAL AMOUNT

$0.00

TOTAL REQUESTED

50,00 CJEm

Attach Receipt

File Selected for uploading:
No file selected

Or choose an image from your Available Receipts.

Available Receipts
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Click Browse and select a .png, .jpg, .jpeg, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per file.
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Concur: Submit External Request

Expenses (formerly Tuition Reimbursement)

Attach

Click Browse and select a .png, .jpg, .jpeg, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per file.

File Selected for uploading:

Screen Shot 2017-01-27 at 4.01.53 PM.png

saved

ftemize Attach Receipt Cancel

Nell= attached

Submit

Report

Expenses Cove - Vo <

| Date v | Expense Type | Amount | Requested |
01/23/2017 Tuition/Training Reimbursemer $1,200.00 $1,200.00
@ Georgia Tech, Atlanta, Georgia
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