
 

 

 
 

 

 
 

 
 

		

Concur: Submit External Request 
Expenses (formerly  Tuition Reimbursement) 

This Quick Reference Guide shows the steps needed for a user to submit their 
External Request Expenses within Concur. 	

1. After signing into Concur, select Start a Report or Open Reports, if 
you plan to add the Training/Class cost to an existing expense report. 

2. After giving your expense report a name, if necessary, select + New 
Expense. Then, select Tuition/Training Reimbursement as the Expense Type 

and Save. 

1. After signing into Employee Central, select the Learning tab from the 
Home drop-down menu. 
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3. Complete all the required fields, marked with a red line. However, the 
more detail the better. The Payment Type will be Cash. 

4. Next, select Attach Receipt. 

5. If your receipt is already in 
Concur, select it from the 

Available Receipts and select 
Attach. To attach a new receipt, 

select Browse next to File 
Selected for uploading. 
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6. Once your receipt has been selected from your device, select Attach. 

7. The expense report must be saved before you can attach another receipt 
or item. 

8. NOTE: Items that are required to be attached to an External Request 
Expense Report include: 

 
1. A receipt with the training/ course total 

2. Receipts for any training/ course materials purchased 
3. A copy of your grade report 

4. A copy of your completed External Training Request submitted through 
Employee Central. 

9. Once all required materials have been attached and saved, select Submit 
Report. 
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