
 
Concur Expense Reimbursements 

 
Concur Login Information Email & New Password Set-Up 
 
New Hires will receive a “Welcome to Concur” email from finance.reimbursements@ssg-healthcare.com with Concur login 
information approximately 2 weeks after start date. This will be sent to employee’s primary email address as shown in Kronos. 

 
 
Username will be the same Email Address where “Welcome to Concur” login information email was received.  

 
 
After 1st Login using Temporary Password, employee will be prompted to create a new password using the following criteria: 

 



 
Complete Concur Profile Set-Up 
 
Before using Concur for the first time, you must complete your profile by clicking the “Profile” link at the top of the “My Concur” 
page and select Profile Settings. 

 
 
On Profile Options page, click on “Bank Information” to update/enter your ACH bank account information as reimbursements will no 
longer be processed via payroll. You will receive a separate deposit from “THE STEPPING STO DIRECT-PAY PPD”. You can also update 
your contact information (email/phone), notification preferences, password, and access Concur Mobile App link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



View Reimbursement Balances and Usage History by Expense Category 
 
On Concur homepage, scroll over Reporting tab and select Budget Dashboards. 

 
 
Each reimbursement type assigned to you will appear in separate boxes. To view specific details and transactions for each category, 
click on reimbursement type. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Create a New Expense Report 
 
On Concur homepage, click on + Start a Report to create a new expense report. 

 
 
Complete all required boxes. When selecting Report Date, use latest date of expense items you will include in Expense Report. (Ex. If 
multiple October expenses/receipt dates to be added to report, select latest date of all October receipts as Report Date) 

 
 
Once completed, click Create Report. 

 
 
 
 
 
 
 
 
 



Adding Expense Item(s) to Expense Report 
 
Click on blue Add Expense button. 

 
 
Select Expense Category/Type for expense item adding. If unsure which category to use, refer to New Hire, PDA, and Wellness 
eligible expense guides (https://info.thesteppingstonesgroup.com/concur-training-guides-and-resources).  

 
 
Complete all required boxes with red * and upload a receipt (PDF format), making sure to match the Transaction Date to Receipt 
Date and $ Amount matching Receipt $ Amount (or up to reimbursement balance remaining for category). 

 



 
Once completed and receipt uploaded, click Save Expense -or- Save and Add Another (if adding another expense item to current 
Expense Report). If adding multiple Expense Items to same Expense Report, be sure to Update Expense Type for each item to reflect 
correct reimbursement category type. 

 
 
View of Expense Item added to Expense Report 

 
 
After adding all Expense Items to Expense Report, check top box to select all, then click red Submit Report button to submit 
completed expense report/items to Accounting for review and approval. 

 



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. 


