
CONCUR SOLUTIONS
How To Utilize the Online Expense Reporting Portal



 App Store

 Download 

SAP Concur

PLEASE NOTE:

This step is after 

you validating 

your email on 

your DESK TOP



LOGIN UTILIZING YOUR CONCUR CREDENTIALS

DO NOT LOGIN UNTIL YOU HAVE VALIDATED YOUR LOGIN 

CREDENTIALS ON YOUR DESKTOP (SEE NEXT SLIDE)



ONCE ALL RECEIPTS ARE UPLOADED.  LOG INTO CONCUR 

SOLUTIONS WWW.CONCURSOLUTIONS.COM

UTILIZING THE EMAIL ADDRESS METROTEX HAS ON FILE FOR YOU. 

ENTER PASSWORD METROTEX “LOWER CASE”  

http://www.concursolutions.com/


ONCE LOGGED IN YOU WILL 

CREATE YOUR OWN PASSWORD



RIGHT HAND CORNER CLICK PROFILE 

THEN PROFILE SETTINGS



CLICK PERSONAL INFORMATION AND THE NEXT SCREEN WILL 

APPEAR.  AT THIS POINT YOU WILL HAVE THE OPTION TO INPUT YOUR 

PERSONAL INFORMATION.



ONCE YOU HAVE CLICKED VERIFY, A DIALOG BOX WILL APPEAR STATING 

AN EMAIL WAS SENT TO YOUR DEDICATED EMAIL ADDRESS.  CLICK OK.  

GO TO YOUR DEDICATED EMAILS AND RETRIEVE THE “VERIFICATION 

EMAIL FROM CONCUR”.  COPY  THE VERIFICATION CODE.

Midway down to “Email Addresses you will 
be asked to Verify your email.  Therefore, 
click Verify.



ONCE YOU HAVE COMPLETED YOUR PROFILE; YOU MAY 

CLICK EXPENSE AND/OR PROFILE IN THE BLACK RIBBON 

TO EXIT.  DIALOG BOX WILL APPEAR. CLICK “LEAVE



PASTE THE VERIFICATION CODE  “ENTER CODE” BOX AND 

CLICK “OK”. DIALOG WILL VERIFY YOUR STATUS.  CLICK 

OK.  YOU MAY CONTINUE TO ENTER PERSONAL 

INFORMATION.  CLICK “SAVE” FOR EACH SECTION.



START A REPORT

Once logged in you will see this screen and right of 

way notice your available expenses which are your 

uploaded receipts.  Click on “Start a Report”.



CREATE A NEW EXPENSE REPORT

FILL IN REPORT NAME

REPORT DATE

BUSINESS PURPOSE (OPTIONAL)

Click 

Next



ADDING A NEW EXPENSE

You may add a new expense by clicking the “New Expense” upper left hand corner.  

You may also Import your uploaded receipt by clicking on the receipt and moving it to 
your “Current Report”



EXAMPLE: MOVING AN EXISTING RECEIPT TO YOUR CURRENT REPORT 

YOU WILL RECEIVE “EXCEPTIONS”

1. THE EXPENSE IS ABOVE THE REASONABLE AMOUNT – ADD A COMMENT

2. MISSING FIELDS WILL ALWAYS BE MISSING SO YOU ARE REQUIRED TO FILL ALL FILLED IN 

RED SLOTS



CLEARING ALL EXCEPTIONS

Enter all necessary fields; drop down 

boxes are available in some instances.

All exceptions have been cleared.  In 

addition, you will receive the icon to 

view your receipt.   Click icon.



ADDING NEW EXPENSES VS 

UPLOADING RECEIPTS.

Click + Add New Expense
Here are your choices of expenses; 
lets choose Mileage - Staff



REVIEW YOUR MILEAGE CALCULATOR AS YOU HAVE OPTIONS 
ABOVE THE “WAYPOINTS”.  ENTER YOUR ADDRESSES ONCE 
YOU’VE CHECKED THE APPROPRIATE BOX IF NEEDED.  
CLICK CALCULATE ROUTE



UTILIZING THE MILEAGE CALCULATOR

Options are available at this point.  You can 
select which route best suits you.  You are able 
to make this a round trip and you are able to 
utilize the Personal option. Round Trip



MILEAGE CALCULATOR
ONCE YOU HAVE DETERMINED YOUR ROUTE SIMPLY CLICK THE 

ADD MILEAGE TO EXPENSE (LOWER RIGHT HAND CORNER)

Personal Mileage from home to 

Garland Service Center then to Main 

Office

Adding multiple trips to several 

locations such as Service Centers 

and Round Trips



COMPLETING YOUR EXPENSE REPORT
ONCE YOU BELIEVE YOU HAVE FINISHED YOUR REPORT CLICK “SUBMIT”

Next screen you are required to select 

your department before clicking SAVE

Continue and repeat to complete your 

report



FINALIZING YOUR REPORT 

Submit Report
Report Successfully 
Summited



AUDIT TRAIL

Where’s my report? Click Details, Scroll and click 

Audit Trail

Review and Close

In addition, emails are also utilized as Audit Trails.  You will 

receive an email for submission, approved, and paid.



REPORT LIBRARY

Where are my previous 

submitted reports?  Click 

Report Library  All paid reports are listed


