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Section 12: Review and Approve Expense Reports (Continued) 

Adjust Authorized Amounts on an Expense Report  
All reports awaiting your review and approval appear in the Approval Queue section of the My Concur 
page. Depending on your company’s configuration, you might not have the ability to adjust authorized 
amounts on expense reports. 

How to…  Additional Information 

5. Click the report name (link) to open the report.  The expense report page appears. 

If you have the authority to adjust amounts, then 
the Amount field is editable. 

Make the appropriate adjustments, and then click 
Save. 

  

Click Approve.  The report moves to the next step in the workflow. 

 

  

 


