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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. 

 

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. 

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

•	 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.
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6.	 Your selected report will display.

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. 
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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. 

•	 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. 

•	 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. 
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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. 

mailto:AutoNotification@concursolutions.com

