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Section 2: Explore the My Concur Page (Continued) 
How to…  Additional Information 

Use the Expense Reports or Active Work 
section. 

 This section provides links to create a new expense 
report, or view your existing reports, authorization 
requests, or cash advances. It also lists your 
unsubmitted expense reports.  

If your company uses Travel Requests and/or 
Cash Advances, this section is titled “Active 
Work.”  Otherwise, the section is titled 
“Expense Reports.” 

Explore the Approval Queue section. 

 

 This section lists the expense reports awaiting your 
review and approval as well as any authorization 
requests or cash advances.  

This section appears on My Concur only if you 
are an Expense approver and if you have 
received at least one report for approval. 

Explore the Trip List section.  This section lists your outstanding trips.  

This section appears on My Concur only if your 
company uses Travel. 

Explore the Trips Awaiting Approval section. 

 

 This section lists the trips awaiting your approval.  

This section appears on My Concur only if your 
company uses Travel and if you are a travel 
approver. 

Explore the Available Company Card Charges 
section. 

 

 This section lists all imported credit card 
transactions. 

Explore the Travel Info section.  This section provides contact information for help 
with booking travel and general travel information. 

This section appears on My Concur only if your 
company uses Travel. 
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