
Creating a Goods and Services Expense Report

Concur Travel and Expense Management
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• To begin, log into udel.edu/concur using your UD credentials
• Click on the Expense tab at the top of the Concur home page 
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Select Create New Report
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• Select Goods and Services as the Expense Report Type
• Complete the required fields marked with a *
• Click Save
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Click Add Expense
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• Select all expenses you want on this report
• Click Add to Report
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To make changes to multiple expenses at once:
• Select the expenses you want to update
• Click Edit 
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• Update one or more of the fields as needed
• Click Next
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Click Save
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To allocate expenses to different Speedtypes/Purpose Codes than the one on your Report Header: 
• Select the expenses you want to allocate
• Click Allocate
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• Select allocation calculation (Percent or Amount) 
• Click Add
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• Select the Speedtype
• Click Save
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• Enter the percentage or amount you would like to allocate
(If you would like to use this allocation split in the future, click Save as Favorite)
• Click Save
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Receipts are required for all expenses $25 or more
• To add a receipt, click on the receipt icon (present only on expenses $25 or more) or
• Select the expense to open the expense details 
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Click Add Receipt 
(or Drag & Drop a file from your computer)
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• Select Available Receipts to see receipts that have been added to your profile 
or search and upload documents saved to your computer

• Select Receipts in Report to reuse a receipt in your current report
• Click Attach
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The Business Justification field must be completed for all expenses
• This should explain the Why? of your purchase 
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Click Save Expense
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Once everything is complete, click Submit Report



Resources

Procurement Services
procurement@udel.edu

19

http://www1.udel.edu/procurement
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