SAP Concur

EMAILING APPROVED REQUEST




Select the Request tab on the menu bar.

SAP Concur @ Requesis Travel Expense Approvals App Center

Manage Requests Mew Request Cluick Search

Select Manage Requests. This will give you a list of all active requests. Find the Request that you need
and click within the line to open it.

Administration -~ | Help

SAP Concur Requests Expense Approvals App Center [

Profile ~

Manage Requests New Request Process Requesis Quick Search

Active Requests (5)

Request Name v | Begins With v| | |
[ | Request Name | Requestin | status | RequestDates Date Submitted Total | Approved... | Remaining.. Action
[ Aurors, CO - 3/1-315/18 R Approved 0300172010 ozi08rzo1e $174200  $1.742.00 587475  Expanse
Zonferance
0310572018
O London, UK - 21152118118 344w Approved 021512018 022002018 5284200  $284200 5284200  Expense
Intermationsl Conference
021872018
[m Londan - 2/11-2113/18 343F Approved ozi11/zo1e ozi4zoe $1958.01  S1.958.01  $1.85801  Expense
intl test
ozita01e
O Afisnts, GA - 21118 2378 Approved 0210172018 0211412018 548.50 34850 54350  Expense
meeting
020172019
0 Seattle. WA - 8128712118 3476 Approved 0B128/2018 03i04/2018 $3.00460  S3.00480 208087  Expense
Cenference
oTio2rE01E

O
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Once the Request is open, the Request Header should be visible. Click the Print/Email button at the

top right of the screen.

SAP Concur @ Requests Expense

Manage Requests New Request

Request 33Y/

Request Name (Destination, Travel Dates): Aurora,
CO - 3/1-3/5/19

Purpose: conference

Request Policy

Process Requests

Request Header || Segments | Expense Summary || Approvel Flow || Audit Tesil

Administration -~ | Help -

Approvals App Center

Profile ~ )
rofile -

Quick Search

Creste Expense Report | Aftachments - w Cancel Request | Closeflnsctivate Request

Status: Approved
Amount: $1,742.00

Request Relsted Report 008

Out of State v

Request Name (Destination, Travel Dates) Start Date End Date Wil this include days of Fersonal Travel?
*AL-Out of State ~ -5 0310172012 0310572018 Mo v
Dates of Personal Travel
Department Accounting Group Accounting Template Purposs Gomment
010) FINANGE v (1242.817) Cemptrolier Fiscal Mgmt ~  (UNCFO1) COMPTROLLER ~  conference

Create Expense Report Attachments - Print / Emiail ~ Cancel Request Closeflinactivate Request

Status: Approved
Amount: F$1,742.00

Once that button is clicked, the *AL-Request Printed Report selection should be available to click.

Frint / Email = Cancel Request

*Al -Request Printed Report
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The Request Report will open in a new screen. The report will indicate the Approval Status, Total
Approved Amounts for each Expense Type, Approval Flow and Audit Trail notes for the Request. The
report can be saved as a PDF, emailed or printed. To email, select the Email button. A window will
open, allowing you to enter the email address and any comments you wish to add. Once you have
entered the necessary information, click the Send button.

| C| https://implementation.concursolutions.com/Expense/Client/print_cpr.asptype=103880pt=PAR_REGEdtI=ALW_EXP_NEV_[TM&ptCoc ﬂ|

undefined - Internet Explorer

Ermail Address

*{rg Linit 3 - Accounting Template

Employes Mame :
: lindsay.bryant@compiraller.alabama.ga
Country of Residence :

*Org Unit 1 - Department :

*Org Uniit 2 - Accounting Group =
s COMPTROLLER

BRYAMNT, LINDSAY 5.

UMITED STATES
FINAMCE
Comptroller.Fiscal Mgmt

o= o] e [ o |
x

E-Mail Options
Mhng Business Email Recipient(s):
Request ID: 33Y7
Minimum Departurs Dat=: 03012019 Comment:
Agprovel St : Approved

| =]

Sender Mame

: BRYANT, LINDSAY 5.
Ermail Address :

Country of Residence :

*Org Unit 1 - Department :

*DOrg Uniit 2 - Accounting Group =
*QOrg Unit 2 - Acoounting Template =

lindsay.bryant@comptroller.alabama.gov
UNITED STATES

FINAMCE

Comptroller.Fiscal Mgmt
COMPTROLLER

End Date

Start Date :

03/01/2019

: 03/05/2019
Request Policy :
Purpose :

Total Posted Amouns

*AL-Dut of State
conference
$1,742.00

Segments

Air Ticket
Foreign Amount : $300.00
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