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Each Concur report, request or expense, must start with a default cost object. Each traveler’s 
or procard holder’s default cost object is imported from the SAP HR profile. If the majority of 
your procard transactions or travel reports will expense a different cost object, the default can 
be updated to assist with expense allocations. 

 

Procedures 

Sign into Concur 
with your ID and 

password. 

 

Click on Profile 
 

Click on Profile 
Settings. 
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All of the traveler’s 
Profile Options will 
appear.  

 

Click on Expense 
Information from the 

left column. 

 

 

 

 

 

 

The Expense 
Information page will 

open. 
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Click in the Cost 
Object Type field and 
click on the 

appropriate type for 
the new default. 

 

 

NOTE: If a WBS 
element is selected 

as a default, every 
expense will require 
an allocation. 
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Click in the Cost 
Object ID field.  

 

Click in the 
appropriate Type to 
search by button and 

start typing either 
the cost object 
number or name. 

 

Click on the correct 
Cost Object from the 

list. 

 

Click Save. 

 

Future reports will 
begin with the new 

cost object as the 
default cost object. 

 

NOTE:  If the cost 
object in your profile 
is updated in HR, 

Concur will also be 
updated and you 
may need to adjust 

your default cost 
object again. 

 

 

 

Type to search by: 

• Text – Search by the name of the cost object as established in 

SAP. 
• Code – Search by the actual cost object number. 

 


