
To Recall an Expense Report, log into your Concur and do the following: 
Step 1: Go to ‘Expense’ 
Step 2: ‘View Reports’ 
Step 3: Select the expense report you would like to recall 
Step 4: Select ‘Recall’ 
Step 5: Select ‘ok’ 
NOTE: Can only be done prior to the expense report being approved.  
 
 

 


