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AGENDA

• Expectations for reviewing/approving Concur expense reports

• Review the standard approval flows for appointed, non-
appointed and non-employees (e.g., visitors)

• Understanding the difference between Approve & Forward and 
using the Approval Flow

• Addressing unique approval situations, such as claimants who 
are AAA or cross-appointed

• Avoiding Funds Availability errors

• Looking up approval reports in Concur
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LEARNING OBJECTIVE

This session is intended for Business Officers and other approvers and will walk 
through how to effectively review and approve Concur expense reports for Appointed, 
Non-Appointed and Non-Employee/Visitors.
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REVIEWING AND APPROVING EXPENSE REPORTS 
IN CONCUR

As part of the Concur workflow and review process, typically 
expense reports are reviewed by:

• the org. unit’s default Concur Business Officer 
(see BO List Report)

• claimant’s one-up manager 
(as per HRIS org. structure)

This is the bare minimum required, and unit can forward 
expense reports to others for require when necessary (e.g. 
cross-appointments, administrative academic appointments).

Click here for the reference guides.
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https://utoronto.sharepoint.com/sites/finsv-concurtravel
https://utoronto.sharepoint.com/sites/finsv-concurtravel/_layouts/15/search.aspx/siteall?q=approve
https://utoronto.sharepoint.com/sites/finsv-concurtravel/_layouts/15/search.aspx/siteall?q=approve
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WORKFLOWS – APPOINTED, NON-APPOINTED & NON-
EMPLOYEE/VISITOR

The Concur workflows do vary dependent on the type of claimant. 
These differences will impact the steps in the review/approval process 
for:

• Appointed
• Non-Appointed (i.e. casual/part-time employees)
• Non-employees/Visitors
• Cross-Appointments
• Administrative Academic Appointment (AAA)
• Budget owner in another unit

For example, when Concur Business Officers review claims submitted 
by Non-Appointed employees and Non-Employees/Visitors, they MUST 
manually add the one-up approver to the workflow (see guide – step 
4). 
If this is not added, the claim will either not be able to proceed (non-
employee) or sent to the wrong person for approval (non-appointed).
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https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1


APPOINTED STAFF – EXPENSE REPORT WORKFLOW
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Click here for simulations related to expense 
reports for Non-Appointed employees.

Click here to learn more about the non-
appointed workflow.

NON- APPOINTED STAFF – EXPENSE REPORT WORKFLOW
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https://utoronto.sharepoint.com/sites/finsv-concurtravel
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/WorkflowNonAppointed.aspx?web=1


Visitor Expense Report Workflow

IMPORTANT! Visitor expense reports will be issued via cheque in CAD OR USD.
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DOCUMENTATION REQUIREMENTS FOR PRE-
PAID EXPENSES
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ACCESSING THE APPROVAL QUEUE

Concur Business Officers and approvers can access the approval queue by either:
1. Approvals >> Approvals Home OR
2. Approvals dashboard. Click on individual claims or See All to view the entire queue.

A DEEP DIVE INTO THE CONCUR APPROVAL PROCESS



2026 12

APPROVAL REPORT

A DEEP DIVE INTO THE CONCUR APPROVAL PROCESS

The Approval Report is 
available for Concur 
Business Officers and all 
other approvers to view all 
reports they have approved 
(or “Approve & Forward) 
historically. 

NOTE: Only reports you, or 
the person who you are an 
approver delegate for 
approved will appear.   
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IDENTIFYING CLAIMANT/PERSONNEL TYPE
As mentioned earlier, approving Appointed employee claims are typically simpler then for Non-Appointed or 
Non-Employee/Visitor claims. 

How can you identify what type of claimant you are reviewing?
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APPROVAL FLOW
The Approval Flow is required to be used to add the 1-up managers for Non-Appointed & Non-Employee/Visitor 
expense reports. 

The Approval Flow can also be used to manage/dictate the approval sequence for Appointed claimants when there 
are multiple approvers in addition to the claimant’s 1-up manager.
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Steps:

1. Click the “+” sign to the right of 
the approver to add 
additional/adhoc approvers to 
the workflow before or after a 
step.

2. Search and select the desired 
approver. 

3. Repeat until all approvers are 
added in the desired order. 
Click Save Workflow.

Click here to view the guide for 
more information.

https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/ApproveForward.aspx?web=1


UPDATING FIELDS AS A BUSINESS OFFICER

Any field that has a red 
marker can be updated in 
the approval, which includes:

• Expense Type

• City of Purchase

• Claim Type

• Receipt Status

• Approved Amount (for 
most expense types)

• Per Diem Rate Type

• Cost Type

• Cost Center or Order

• Funds Center

• Fund

• Commitment Item
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NOTE: Click here to learn how a Business Officer can split expenses between multiple 
accounts when approving an expense report.

https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/How-to-Split-Expenses-Between-Multiple-Accounts-when-Approving-an.aspx?web=1
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FUNDS AVAILABILITY

One of the most common errors and reasons why an expense report fails is insufficient funds. 

When a Business Officer is reviewing an expense report it is important to:

• Update any instances of “UNKNOWN” to an appropriate Cost Center/Internal Order/Funds Center/Fund

• Use the appropriate FIS reports (e.g., ZFM1 – Funds Center/Fund Report) to check the funds available for all the Funds Center 
or Funds Center/Fund in the expense

A DEEP DIVE INTO THE CONCUR APPROVAL PROCESS



DEMO



2026 18

CLARIFICATION - SUPPORTING DOCUMENTATION FOR 
EXPENSES PAID IN ADVANCE 

The GTFM permits claimants to be reimbursed for any travel expenses 
as soon as they pay them. Common examples are airfare, conference 
registration fees and hotel/accommodations.

Evidence of actual travel associated with these expenses after its 
completion is provided by the way of the expense claim for the other 
travel expenses (e.g., hotel bill at the travel destination, taxi/transit 
receipt , meal receipts or certificate of conference attendance). 

For example, if a claimant was reimbursed 3 months prior to a flight , 
once they return from the travel, they would submit the expense report 
for the other expenses (e.g., taxi, meals, hotel). This subsequent 
expense report would be sufficient to support that they took the 
flight/other pre-reimbursed expenses, and documentation is NOT 
required to be attached to the earlier claim.

Departments should rely on the goodwill of the claim to notify them if 
a flight was cancelled or they received a credit . 
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For questions regarding Concur, please contact 
concur.travel@utoronto.ca.

WHO DO I CONTACT?
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THANK YOU!
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