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ATTENDEES PROCESS 
Some expenses, such as business meal and entertainment expenses require you to add 
attendees to the expense. You can add employees from any Centuri company, business 
guest outside the organization or a spouse as an attendee.  

ADD AN ATTENDEE 

Follow the steps below to add an attendee to an expense. 

1. Select the appropriate expense from the expense report to add attendees. 

2. Click Attendees on the Details Tab. 

 

The cardholder’s name defaults to the Attendee list. 

3. Click Add to select Attendees. 

 

There are three tabs you can use to select an attendee: Recent 

Attendees, Attendees, and Attendee Group.  
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4. Select the check box next to the required attendee from the Recent Attendees tab. 

 

5. Click Add to List to add attendee. 

 

The Attendee is added to the list for the expense.  You can add 

additional attendees as needed. 
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6. Click Save Expense. 

 

OPTIONAL ATTENDEE TABS 

You can add additional attendees to the list using the Attendees or the Attendee Groups tab. 

ATTENDEES TAB 

You can add additional attendees to the list using Attendees tab and Attendee Groups tab. 

1. Select the Attendees tab to enter a new attendee for an expense. 

2. Select the Attendee Type. 

Attendee Type  

Employee If the Attendee is an employee set up in 
Concur 

All employees of Centuri and its affiliated 
companies (NPL, Linetec, Canyon, National 
Powerline, Neuco, including NPL Canada) 

Employee Non-Concur If the Attendee is an employee who does not 
use Concur 

Business Guests If the Attendee is from another Company  

Spouse/Partner Attending Spouse or Partner  

 

 

3. Enter a name in the Attendee Name field a predictive list appears. 
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4. Select the attendee from the list. 

 

The Attendee is added to the expense. 

 

CREATE NEW ATTENDEE 

If the attendee is a Centuri employee but does not appear on the Employee list, search 
in the Employee (Non Concur) list before creating a new attendee 

1. Click Create New Attendee. 

 

2. Enter the new attendee’s information. 

3. Click Create Attendee to add to attendee list. 
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ATTENDEE GROUPS 

1. Click on Attendee Groups. 

 

2. Click on Favorites. 

3. Select the check box next to the required attendee. 

 

The attendee(s) are added to the expense as they are selected. 

4. Click Save Expense. 

 



CONCUR NEXTGEN UI 

Page 6 of 6 
 

5.  


	Attendees Process
	Add an Attendee
	Optional Attendee Tabs
	Attendees Tab
	Create New Attendee
	Attendee Groups



