
Purchase Settlement  
 

Begin by logging into “MyNMU” at mynmu.nmu.edu.  You will need to have your 2-factor Authentication set 

up to proceed any further. 

 

 
 

 

  

Enter your User ID and Password 



Once logged in, Click on the “Employee Services” tab 

 

 
 

Once in the “Employee Services” tab you will find the link to “Concur Settlement System”.  Click on this link, 

it will bring you directly into the system.  You will not need another password to access the system. 

 

 
 

Click here to access the system 



This is the first “Concur screen, from here the next step is to: 

 

 
 

 

Once you click on “Start a Report", the next screen you will see is the following: 

 

 
 

 

Click on “New” and then “Start a Report” for 
your available expenses 

You will need to select what policy you will be working under by 
clicking the “down arrow”  



*****For this example we will be working with the PURCHASING policy******* 

 

 
For the next step you will need to click on “Add Expense”, you will then come to this screen: 

 

 
 

Fill in the required “Report Name” and 
“Business Purpose”. Then click on “Create 

Report” 

Select the “Expense” that belong 
to the report, then select “Add to 

Report” 



 

 
 

If you have errors, you will fix them by clicking on the “Exclamation Point”, then click on “View.  

 

 



 

 

This example, I have an “Undefined” expense type. 

 

 
 

 

Select the proper “Expense Type” from the 
drop down menu, then click on “Save 

Expense” 



 
 

You will need to attach receipts for each of your transactions.  To do so, you will click on each separate 

expense.  

 



 

Click here, select the file that 
you saved your receipt image 

as.  



 
Once you have allocated and attached all receipts you will then click on Submit Report.   

 

Make sure you have a Clear Image of your 
receipt, and you have ALLOCATED each to the 

correct account, then Click “Save Expense” 


