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HOW TO ADD CARD CHARGES TO AN EXPENSE REPORT 

This guide demonstrates how to add credit card transactions from your U.S. Bank card to a Concur 
Expense Report. 

 

Your card transactions are accessible via two locations within Concur: 

(1) On the Concur home page, on the left side below the heading Available Expenses and/or in the 
“Available Expenses” section along the top menu, as shown below:  

 
 

(2) On the Expense page (accessible by clicking the Home dropdown menu and selecting “Expense”) 
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IF YOU NEED TO MOVE THE TRANSACTIONS INTO AN EXPENSE REPORT, COMPLETE THE FOLLOWING STEPS.  

1. Select the box next to the appropriate transaction(s). To select all available transactions, click the box to the left of 
the word “Receipt.” Note: You can view more information regarding the transaction simply by clicking on the 
Expense within the Available Expenses list. 

2. Once the desired transactions are highlighted, click on the blue “Move” button and select “New Report.” If you want 
to add the transaction(s) to a report you already have in progress, select the name of that report. 

 
 

IF YOU HAVE ALREADY CREATED YOUR EXPENSE REPORT AND NEED TO ADD YOUR TRANSACTIONS TO THE 
REPORT, COMPLETE THE STEPS BELOW:  

1. Click on the desired report from your Report Library 

 

 

 

 

 

 

 

3. Click “Add Expense” and select the Available Expense(s) you would like to add to the report. 
4. Select “Add to Report” 
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The selected charges will now appear in the report you are working on. You can then edit and fill in all required 
fields highlighted in red as needed. 
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