
 
Concur - Mileage Reimbursements 

(Only to be used by employees with pre-approved mileage reimbursement included in their contract) 
(https://info.thesteppingstonesgroup.com/concur-training-guides-and-resources)  

 
Create New Expense Report (Mileage) 
 
On Concur Homepage, click + Start New Report to create Mileage Expense Report. 

 
 
 
Create report name, report date (last date of expense items), business purpose, comment. Once complete, click Create Report. 

 
 
 
 
 
 
 
 
 



 
Create Mileage Expense Item(s) for Mileage Expense Report 
 
Click on blue Add Expense button to create new expense item. 

 
 
 
Select Personal Car Mileage as Expense Category/Type. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Complete Transaction Date and Business Purpose boxes. 

 
 
 
To complete remaining boxes (From Location & To Location, Distance, and Amount), Click Mileage Calculator. 

 
 
 
Enter addresses for eligible site-to-site travel and click Calculate Route to calculate mileage. 

 
 



 
Once all site addresses added for date, Click Add Mileage to Expense button (lower, right corner). 

 
 
 
From/To Location Addresses, Distance, and Reimbursement $ should now be populated in remaining boxes. Once completed, click 
blue Save Expense button to add to Expense Report. 

 
 
 
View of Mileage Expense attached to Mileage Report 

 
 
 



 
 
Adding Multiple Expense Items to Expense Report, Select All Expense Items, Submit for Approval 
 
Click Add Expense button to create additional mileage expense items for same Expense Report and Repeat New Expense Item steps 
as above. (When adding additional expense items, make sure correct Expense Type/Category selected for each—Example: Personal 
Car Mileage for Mileage Expense Items) 

 
 
 
Once all expense items created, click the select all box to highlight all expense items and click Submit Report for Finance to 
Review/Approve for reimbursement. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Expense Report Status Change Email Notifications (Examples) 
 
Expense Report Submitted and Awaiting Finance Review for Approval 

 
 
Expense Report Approved by Finance & Payment Deposit in Approximately 5-7 Days from this Email Notification 

 
 
 



Projected Payment/Deposit Date Email Notification (Expense Pay Notification) 

 
 
2022-2023 SY Reimbursement Calendar 

 
 
Additional questions? Please email SSG’s Reimbursement Team at finance.reimbursements@ssg-healthcare.com for further 
assistance. 
 
 


