
 

 

 

  

 

 
 

Concur NextGen Expense 

Introduction 

Visual Highlights 



   
 

           
        

        

 

 
         

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next Generation Expense - Intro 

We are pleased to announce the Next Generation Expense User Interface (NextGen Expense) – a new interface for 
Concur Expense end users coming 2022. NextGen Expense provides an intuitive, integrated, efficient 
experience. When users first enter NextGen Expense, a Welcome screen appears. 

The following pages provide illustrative comparisons between the current interface and NextGen. 



   
 

 
 

          
      

 
   
   
  

 
           

 
  

 
 

 
 

 

 

 

 
 

       
 

 
         
            

       
 
 
 
 

Next Generation Expense - Intro 

Expense Tab: 

When you click the Expense tab, the Manage Expenses page appears. It looks very much like the 
existing user interface. It has three sections – all of which are described on the following pages: 

• Report Library 
• Available Expenses 
• Available Receipts 

At the top of the Manage Expenses page is the Report Library section. 

Report Library 

Current 

NextGen 

In the existing UI, your active reports are automatically visible. To see other reports, click Report 
Library. 

In NextGen Expense, your active reports and the library are combined so all reports are available 
on one page. The active reports appear by default, but you can easily view other reports. From 
the View list, select one of the predefined options or define a custom date range. 



   
 

 
 

           
        

       
       

  
 

    
          

  
 

      
 

 
 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next Generation Expense - Intro 

Creating a Report 

Just as before, typically when you create a new expense report, you start with the general 
report-specific page (also known as the report header) and then move to the expense page to 
add the expenses and attach any required receipt images. Though this basic process has not 
changed, the pages are more streamlined and easier to manage. In virtually all cases, when 
working with expenses: 

• The fields are larger and easier to navigate. 
• Required fields are now marked with a red asterisk instead of a red band at the 

left edge of the field. 

In NextGen Expense, the header page is called Create New Report. The fields are larger and 
easier to navigate. 

Current 

NextGen 



   
 

 
 

        

 
 

 

 

 

 

 
      

                 
      
         

  
              

      
           

                   
       

    
 

        
 
 
 
 
 
 
 
 
 

Next Generation Expense - Intro 

Available Expenses 

The Available Expenses section is located in the middle of the Manage Expenses page. 

Current 

NextGen 

In NextGen Expense, there are a few changes to this table: 
· The Receipt column has been added to help you easily scan the list for items 
needing a receipt. You can sort (by clicking the column heading) to bring these to the top 
for action. The thumbnail image in the Receipt column indicates that the expense has an 
image attached. 
· The Source column has been replaced with the Payment Type column to help you 
quickly scan for the expenses that have card information attached (so they are ready to 
be submitted) and which are still waiting for additional source information to arrive. 
· In the Amount column, Estimated appears for hotel and car itinerary amounts. 
Estimated indicates that the actual amount is unknown, since the itinerary likely does not 
include other taxes, fees, etc. that will appear in the final card charge. 

To filter the results, select an option in the View list. 



   
 

 
 

          
 

         
    

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next Generation Expense - Intro 

Available Receipts 

The Available Receipts section is located at the bottom of the Manage Expenses page. 

In NextGen Expense, the look and feel is similar. Click a receipt image to view it. You can zoom, 
rotate, and delete the image. 

Current 

NextGen 



   
 

 
 

 
 

      
       

         
        

 

  
 

 

 

 

 

Next Generation Expense - Intro 

The Report: 

New Expense 

To get started in NextGen, click Add Expense. The Add Expense window appears; all of the 
options for adding expenses to the report are available in this window. The default choice is to 
add items from your Available Expenses library, to encourage you to use those expenses first 
before creating a new expense – which helps reduce duplicate entries. 

Current 

NextGen 



   
 

  
 

          
 

 

 

 

 

 

 
 

 

Next Generation Expense - Intro 

Report Window 

In NextGen Expense, the report page is cleaner and has fewer "sections" – making the page 
easier to navigate. 

Current 

NextGen 
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