
Concur Expense Management:

The Dashboard

Video: The Dashboard

Welcome to our training on the Concur Dashboard.
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Video: The Dashboard

When you log in to Concur, the dashboard is the first screen that opens. 
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Video: The Dashboard

Also called the home page, it provides several ways to access all Concur requests and
expense reports. 
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Video: The Dashboard

The recommended way to access these requests and reports is to click on the Home
dropdown menu and select the page you wish to navigate to next. Clicking on any of these
dropdown options takes you to the page that shows you all your open requests or reports
or all approvals requiring your attention.
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Video: The Dashboard

You can also access these items by clicking on the options across the top menu bar.
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Video: The Dashboard

or by clicking on the arrow in the right corner of any of the My Tasks links. 
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Training Tip!

Video: The Dashboard

Training tip! The blue box in the top left corner of these My Tasks boxes shows you how
many items of that type are open or pending. Only the first 5 of those items will show on
the dashboard itself, 
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Training Tip!

Video: The Dashboard

but the others are accessible by clicking on the top right arrow.

Page 8 of 15



Video: The Dashboard

The top menu bar also gives you quick access to start a request or an expense report. We
provide specific instructions on creating requests and reports in several of our Concur
training videos. 
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Video: The Dashboard

Another item on the dashboard is Concur help. The Training option under this menu takes
you directly to the KSU Concur Training page, where you can access all Concur training
content, answers to frequently asked questions, and a link to submit questions on Concur
processes and functions to the KSU Concur administrative team.
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Video: The Dashboard

The profile icon is also available on the dashboard.
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Video: The Dashboard

Under your profile, you can act as another user if you are set up in your department to be
a delegate either to create requests or reports on behalf of faculty/staff or to approve
requests or reports on behalf of department approvers. More details on the topic of acting
as another user are available in our delegate training video. 
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Video: The Dashboard

Additionally under your profile, you can access your profile settings. Further instruction
on these settings is available in our profile settings training video.

Page 13 of 15



Training Tip!

Video: The Dashboard

Training tip! You’ll notice the page ID has now changed to Profile. This page ID allows you
to easily identify where you are in the Concur website.
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Video: The Dashboard

The sign out link is also available under the profile icon.

Page 15 of 15


