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How to Check the Status of Your Reimbursement

1. From anywhere in Concur, click on the SAP Concur button on the top, left
corner of the screen to navigate to the Home Page.
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2. Click on the drop-down arrow next to “Home” (in blue font) and select
Expense.
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3. From the Manage Expenses screen, click on the drop-down arrow next to Report
Library view and select Last 90 Days.

Manage Expenses

Report Library /ew Active Reports 7] | @ create New Report

Active Reports

Sent for Payment (90 Days)

Last 90 Days

This Year

Last Year

Date Range

4. You will see the Report Name, Status, Report Date, Amount, and other details.

Manage Expenses

Report Library v‘wew:l Last 90 Days v IQ | ®cre
Report NamelT Status|T Report Datel™ Amount|T Requested|T Due EmployeelT
Raleigh, NC 3//25 to 3/13/25 Paid 03/09/2025 $886.31 $886.31 $886.31
No: EBNSNO / ID: 9AEAAAB4848F49E4953B
Nashville, TN 2/9/25-2/14/25 .
Paid 02/09/2025 $1,467.23 $1,467.23 $1,467.23
No: 73C1JC / ID: C78B4B38E19246519788
Frankfort, KY 1/12/25-1/17/25 .
Paid 01/12/2025 $1,140.73 $1,140.73 $1,140.73

No: W3N3QF / ID: A7BODA30A7774CABA4ED

+ A status of Paid indicates that the approval process has been completed in
Concur, but the payment has not necessarily been released to your bank.
To see when the payment is estimated to be deposited into your bank account,
continue with the next steps.

5. Select an expense Report from the Manage Expenses screen by clicking on its
report name.

Manage Expenses

Report Library v'wew:l Last 90 Days v IQ | ®cre
Report NamelT Status|T Report Datel¥ Amount|T Requested]T Due EmployeelT
Raleigh, NC 3/9/25 to 3/13/25 Paid 03/09/2025 $886.31 $886.31 $886.31
No: EBNSNO / ID: 9AEAAAB4848F49E4953B
Nashville, TN 2/9/25-2/14/25 .
Paid 02/09/2025 $1,467.23 $1,467.23 $1,467.23
No: 73C1JC / ID: C78B4B38E19246519788
Frankfort, KY 1/12/25-1/17/25 .
Paid 01/12/2025 $1,140.73 $1,140.73 $1,140.73

No: W3N3QF / ID: A7BODA30A7774CABA4ED
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6. Your selected report will display.

Nashville, TN 2/9/25-2/14/25 $1,467.23

Paid |Report Number: 73C1JC

REQUEST
Approved Remaining
$2,303.10 $0.00
Report Details v| Print/Share v  Manage Receipts v Travel Allowance v
Expenses | View: Standard v

Comment!T ReceiptlT Payment Typell

i
G

Expense Typell

Out-of-Pocket Baggage Fees

Out-of-Pocket Ground Transportation (Tip included) (Taxi, Lyft, Uber, Subway)

Vendor Details|T Date
United Airlines 021
Nashville, Tennessee
Ride Guy Ti t

ide Guy Transpor 02/1

Nashville, Tennessee

7. Click on Report Details, then select Report Payments to see further information
about your reimbursement such as the status and estimated date that your

payment will be deposited into your bank account.

Nashville, TN 2/9/25-2/14/25 $1,467.23

Paid |Report Number: 73C1JC

REQUEST
Approved Remaining
$2,303.10 $0.00

Report Details v | Print/Share v Manage Receipts v Travel Allowance v

R
Report
Standard v

Report Header

Report Totals ptliT Payment Typell Expense TypelT
Report Timeline

] Out-of-Pocket Baggage Fees
Audit Trail

Allocation Summary ﬂ Out-of-Pocket Ground Transportation (Tip included) (Taxi, Lyft, Uber, Subway)

Report Payments

Out-of-Pocket Daily Allowance

Linked Add-ons

Manage Requests

Out-of-Pocket Daily Allowance (Incidentals)

Vendor Details|T Datel¥
United Airlines 02114/2025
Nashville, Tennessee
Ride Guy Ti t

e Sy TEnsPOt 5511412025
Nashville, Tennessee
Nashville, Tennessee 02/14/2025
Nashville, Tennessee 02/14/2025
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8. The Report Payments screen will appear showing the status of the
reimbursement. *Note: If the Report Payments screen is blank, the payment is

still being reviewed by Accounts Payable and hasn’t moved into the payment/
reimbursement process.

9. There are several different statuses for a “paid” reimbursement:

 Initiated status means the payment process has started but the payment has
not yet been released by NEW Solutions to your bank.

Report Payments

Estimated Date| Status|f Description|

The payment was initiated but has yet to be
released by your organization for
processing. The Estimated Payment Date is

Initiated based cn the date your organization is
scheduled to release the payment for
processing, combined with the standard
payment processing timeframe.

* Processing status means NEW Solutions has released the payment
for processing, but the payment has yet to be sent to your bank. The

corresponding Estimated Date is the expected date the payment will be deposited
into your bank account.

Report Payments

Estimated Date LT  Status |l Diescoiption IT
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paymerd for processing. but it has yet fo

be sent fo the banking sysiem for
Preceising  paymenl. The Eismated Paymort Date

nid
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* Processed status means the payment has been released by New Solutions and sent
to your bank. The corresponding Estimated Date is the expected date the payment
will be deposited into your bank account.

Report Payments

Estimated Datel? StatuslT  Description]T

The payment has been sent to the banking
systemn for payment. The Estimated
Payment Date indicates the expected date
the payment will be posted to the payee's
bank account. Provided the payment isn't
returned by the banking system, the
payment should be in the payee's account
mo Later than this date,

02/26/2025 Processed
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10. You will receive an email from Concur (AutoNotification@concursolutions.com)
with the estimated date of the deposit of your reimbursement payment.

SAP Concur w

Expense Pay has arranged payment for your expense claim

Report Name: Durham, NC 3/10/25-3/12/2025
Report ID: 6A9F6447B2324CF5B94B
Amount Due to Employee: $556.84

Projected Payment Date: March 27, 2025

Link To Concur Expense:
http://www.concursolutions.com
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