How to Adjust Expenses in Concur

Going forward, the Chair’s Reception replaces that day’s dinner per diem expense. Here’s

how to adjust your Council Meeting Concur claim accordingly:

4.

Create a Council Meeting Concur claim as you normally would.

Once you’ve created an itinerary under “Travel Allowances”, choose “Expenses &
Adjustments.”

Check the “Dinner Provided” box for the night of the Chair’s Reception.

Click “create” or “update” expenses for the change to update on your claim.

5. Concur will remove the allowed dinner per diem amount and adjust that day’s total.
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