
Log in to Concur Account

Create a new Report 

Follow the steps in the next following slides. 

Maximum Reimbursement for Lunch $45

Maximum Reimbursement for Dinner $120



Fill in the 
Entertainment 

Reimbursement 
worksheet.



Colloquium Reimbursement 
Create a new Report fill in the bottom. 





Add the Attendees, If you can’t find the name 
create a new Attendee after that click save. 



Before you submit make sure it has the correct name for the 
Earth Science Approval

Click on Report then on Report Timeline Click on edit the Approval name and make 
sure the name is Patricia Machuca.



Click Submit

Maximum Reimbursement for Lunch $45

Maximum Reimbursement for Dinner $120


