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CONCUR EXPENSE Approver Manual 

  
After logging into Cliqbook & Concur Expense – hover on the expense tab and click Approve 
Reports.  A list of reports pending your approval will show.   
 
To open a report, click on the Report Name.   
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A listing of the reported expenses will show. 
 
Review exceptions by looking at the list or by clicking on each expense with a flag and 
reviewing information. 
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To see where all expenses are currently allocated, click on Print and select SLU Detailed 
Report. 
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The SLU Detail Report contains report information and shows the expenses, funds, and 
accounts where expenses will be charged (allocated).  
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Note reallocations and report total information 
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If the expenses need to be charged to a different fund or account, reallocations are made by 
clicking on Details and choosing Allocations. 
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When pop-up appears click Cancel in lower right hand corner and then Clear Selections at 
the top in order to choose expenses to reallocate.  Select by clicking in box next to expense 
and then clicking Allocate Selected Expenses 
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Continue with reallocation. 
 

 
 
 
 
 
 
 
 
 
 



 

Updated 10/23/09 

Once comments, exceptions, and allocations have been reviewed, receipts will need to be 
verified.  View receipts by clicking on Receipts and choosing how to view them. 
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When View Receipts in Current Window choice is made – receipts will appear within the 
report. 
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When View Receipts in New Window choice is made – a pop up will appear with receipts (pop 
up blocker will need to be off).  Pop up should be able to be resized to enlarge viewing area. 
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Amounts can be corrected by choosing the expense and then keying in the amount field.  
Comments can also be added for each expense item OR on the Header page. 
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To view information on Header page – click Details and choose Report Header. 
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Report Header: 
 
Review the comments on the report header screen to determine if you need to take any 
requested action.  Use comment box to leave notes of changes or for approvers after you.  
Example:  Charge to fund 273074. 
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To view the approver flow or ADD another approver before approving report – click on Details 
and choose Approver Flow. 
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When report is ready for approval – click Approve button in upper right corner.  Can also click 
approve on the approval flow screen. 
 

 If report needs to be sent back to employee, click Send Back to Employee button in upper 
right corner.  The tool requires a comment when a report is sent back.  Employee will receive 
e-mail telling them a report has been returned.  Delegates have the option to receive e-mail 
also. 
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CONCUR EXPENSE:  APPROVERS CHECK LIST 

1. Log into Cliqbook & Concur Expense.  Or Outtask if a group approver. 
 
2. Hover the EXPENSE tab and click APPROVE REPORTS. 
 
3. See list of reports in your queue. 
 
4. Click on the report you want to review/approve. 

 
5. Review COMMENTS on report header for requested actions. 
 
6. Review exception FLAGS and correct expense entries if necessary. 

 
7. Click PRINT and choose SLU DETAIL REPORT to see fund/accounts. 

 
8. Reallocate expenses to correct fund/accounts. 

 
9. Check that all required RECEIPTS and documentation are attached. 

 
10. Need to add any approvers to the flow? 

 
11. Notes for additional approvers added to comment box on report header. 

 
 


