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GETTING STARTED

OVERVIEW

Concur Travel and Expense (CTE)

Concur Travel and Expense (CTE) is a comprehensive web-based tool that integrates travel request and
expense reporting with a complete travel booking solution for higher education business travel.

CTE can be used for Employee in-state, out-of-state, and international travel. The application includes
submission of travel request, arrangement of travel reservation and travel expense modules. Travelers
get a complete paperless workflow that spans the lifecycle of a travel transaction. CTE provides travelers
an overall improved travel process and gain access to negotiated contract rates.

Active Cal Maritime Employees are eligible to use Concur Travel & Expense and Concur accounts are
already setup in Concur.

Benefits with Concur

v Easy and efficient travel request and expense submission

Full transparency of Travel Request, Expense and approval status

Quick turn-around of employee reimbursement

Easier receipt capture and documentation by upload/scan to Expense Report

Email notifications and reminders of submissions and approvals at designated timed intervals

Minimize out-of-pocket expenses for airfare when booking through Concur Travel

SN N N N SR

Convenience through built-in automated features for travel policy compliance, mileage
calculation, currency conversion, etc.

v Better reporting of all transaction types

Available Features

v Travel Request (formerly known as Request for Authorization to Travel)
Expense Report (formerly known as Travel Expense Claim)
Approve (automated approval workflow)

Book Travel (airfare, car rental, hotel, rail reservations)

D N N NN

Travel Advance (for International and Group Travel only, upon request)



Concur Modules:

» Request (Travel Request) — Formerly known as a Request for Authorization to Travel. A Travel
Request must be submitted and approved prior to making any university business travel
arrangements and completing and submitting an Expense Report in Concur.

» Travel (Concur Travel) — Concur Travel should be used to book airfare, rail (train), car rental, and
hotel reservations through the University’s travel management company, Christopherson Business
Travel (CBT) either by using the online booking tool or by calling one of the CSU’s dedicated CBT
Agent’s.

> Expense (Expense Report) — Formerly known as Travel Claim is required to request reimbursement
for all out-of-pocket expenses, and to reconcile any university paid expenses related to your travel
including P-Card, Departmental Travel Card, or US Bank Travel Ghost Card for airfare. Expense
Reports are due within 60 days after your travel end date.

LOGGING ON TO CONCUR

Users can access Concur via single sign-on at https://ds.calstate.edu/?svc=concur&org=csum or by
clicking on the Concur Login link provided at https://www.csum.edu/fiscal-services/concur.html.

Concur Travel and Expense

Home / Financial Services / Concur Travel and Expense

SAP Concur is 2 comprehensive web-based tool that simplifies and integrates travel request and

FINANCIAL SERVICES

expense reporting with a complete travel booking solurion. Travelers get a complere paperless

Ererel Soniems @ rmnia workflow - from the travel authorization, to booking, to the expense report and reimbursement

Students and Parents Concur also offers the Concur Mobile App to manage your expenses and business travel on

your mobile device and/or tabler.
Accounts Payable

Concur Travel & Expense (CTE) Process:

Accounts Receivable

Travel Follow the three steps below to request, book and submit your travel expense:

Concur Travel and Expense 1. Complete and submit for approval your travel request in Concur prior to making travel

TESErvATions.

5&0 i ,
eSS I 2. Once approved, book your travel via Concurto take advantage of CSU and Srate
Contracts & Procurement negotiated rates for airline and hotel.

3. Upon return from your trip, upload the required receipts and complete your Trave/
Contact Financial Services . - .
z Expense Reportin Concur for approval and reimbursement.

CONCUR LOGIN

P o nmna [ TP P L P e A al L T S


https://ds.calstate.edu/?svc=concur&org=csum

NAVIGATING CONCUR

The Concur homepage includes the following sections to easily navigate and find the information you

need.

Quick Task Bar — Provides direct
access to start a New Travel
Request, Available Expenses,
Open Reports (Expense Reports),
and other Concur features.

Alerts — Displays informational
alerts about Travel features.

My Tasks — Displays a dashboard

for your Open Requests, Available
Expenses, Open Reports (Expense
Reports) and Required Approvals.

Available Expenses — US Bank
Travel Ghost Card Transaction will
load under Available Expenses,
along with any travel itineraries
loaded from Triplt or Concur
Travel, and or e-receipts loaded
from a Concur participating
vendor.

Trip Search — Once your request is
approved, you can book your
travel here or by using the Travel
tab.

The California
State Univereite

Hello, MA Traveler

TRIP SEARCH

how =R

=0nly an essential travel request
approved by the President may be
booked™

Mixed Flight/Train Search

Quick Task Bar =

Start 2

Request

Start 3
Repart

Upload
Recsipts

Authorization

Requests

+ + + 10 00

Avaizble
Expenzes

0 ou're simost there! Please check your email inbox for the Triplt vesification emsil,

| Round Trp | e Wy

Fom@

Fremapzt | Seesmaige s

10 You haven't signed up to receive efeceipts. Sign up here

COMPANY NOTES

Cal Maritime Aczdemy
\Vigit the Campus travel website for Cancur Training materials and videos.

Mon-eszential travel is SUSPENDED through 06/30:2021. An approved exception

request memo signed by the Fresident &

required when 2 travel is deemed necezsary. Email ap@osum.edu with any questions.

w.osum.edw fiscakservicesitravel himl

Travel website: https:/fww

Company Notes — Important
information provided by the CSU,
Concur, Cal Maritime Accounts
Payable and Christopherson
Business Travel Contact
information.

“You currenthy have no upcoming trips.

m Open Reports

I 7]
|'!'!.'::!'!!!' |

Sz mn wrpt S M e

I MY TASKS
m m Open Requestz: > I:|:I Available Expenses—
Show Mare
05115 Leadership Conference You curenthy have no avaisble
$1.131.32 — Travel expenses.
MY TRIPS (0) = | 0422 NACUEO

31.415.00 — Travel
04105 Copy of test

3220.00 — Travel
0402 PacWest Conference
$1,839.00 — Travel

(0231 Global Studies & Maritime...
Travel

(04/14 FOA In-Person Meeting
$300.00

04/14 FOA In-Person Meeting

> Please note: To return to the Concur homepage from any other page, click on the SAP Concur logo

on the top left of the screen.

Requests Travel

The California
State University

Hello, SF Traveler

Expense

SAP Concur [C e Center Jser Profile Setup

+ 12 00 22
New Authorization Available Open
Requests Expenses Reports




PROFILE SETUP

OVERVIEW

» Prior to using Concur, please review and complete your User Profile. Setting up your profile is

important so that all the information in Concur is current and accurate for booking travel and
getting the most out of the Concur Travel System. It is required to complete all required fields
(Middle Name, Work/Home Phone, Gender & Birthdate) and Save your profile under Personal
Information in order to book travel via Concur.

All eligible Cal Maritime Employees are setup to use Concur. If you are not able to access Concur,
please contact the Concur Administrator for more information.

Under Profile Options, you have the option to set or update your Personal Information. To add
your information about yourself, complete your user profile after logging in to Concur for the first
time and update it whenever your information changes. Please note: Some prepopulated (grayed
out) information cannot be changed as we are getting this information from HR.

In order to book travel via Concur, you will need to complete all required fields under Profile >
Profile Settings > Personal Information. Required fields include, Middle Name, Work or Home
Phone, Gender, and Birthdate.

Profile Options is divided into 5 categories:

Your Information e Review Name (middle name required) and Company

Information

e Add Work and Home Address

e Add Contact Information (work or home phone (required
fields), and mobile phone (recommended if booking travel in
Concur)

e Verify Email Address

e Add Emergency Contact Information

Travel Settings e Air, Hotel, and Car Rental Preferences

e Frequent Traveler and Advantage Programs

e Add TSA Secure Flight information — Gender, Birthdate,
(required fields), TSA Pre-check number

e International Travel Passport/Visa information

e Add Travel Arrangers/Assistants

e Add Credit Card Information (for Rail and Hotel/Lodging)

Request Settings e Review Request default chartfield string and “Reports to

”

Approver (same information in Expense)
e Add Request/Expense Delegates
e Control Email Notifications
e Add Favorite Attendees

Expense Settings e Review Request default chartfield string and “Reports to

”

Approver (same in Request)
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Modify Email Notifications

Add Personal Car (required if expensing personal car
mileage)

Add Request/Expense Delegates

Other Settings

E-Receipt Activation

Connected Apps (Triplt Pro free subscription)

Travel Vacation Reassignment (campus does not use)
Concur Mobile Registration

PERSONAL INFORMATION

» This is where you can enter, verify, and update your personal information including Travel
Preferences and adding Delegates. Please note: Some information has already been prepopulated

from HR.

Step 1:

User will access Concur https://www.csum.edu/fiscal-services/concur.html, under Financial Services >
Concur, click Concur Login. Login via single sign-on with your Cal Maritime Credentials.

Step 2:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings.

The California

Hello, MA Traveler

b 3 MA Traveler Test
State University + + 1 -
Start a Start a Upl - Profile Settings Sign Out
Request Report Rect o

Step 3:

Under Profile Options, click Personal Information.

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Profile Options

Select one of the following to custemize your user profile.

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote
location address

Credit Card Information

You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.
E-Receipt Activation

Enable e-receipts to automatically receive electronic receipts from
participating vendors

Travel Vacation Reassighment

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Expense Delegates
Delegates are employees who are allowed to perform work on



https://www.csum.edu/fiscal-services/concur.html

My Profile - Personal Information

Jump To \ Personal Information v |
Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company’s travel administrator. Change m

Picture
Fields marked[Required] and [Required™*] (validated and required) must be completed to save your profile.

/\ Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at
the airport. Due ta increased airport security, you may be turmed away at the gate if the name on your identification does not match the name on your ficket

Title: First Name Middle Name[Required] Nickname Last Name Suffix

No Middle Name

Middle Name is a

Company Information Go to top

required field. If you do
not have a middle name,
click the No Middle Name

WManager Org. UnitiDivision Employee Position/Title

Work Address Go to top

Company Name Assigned Location

Office of the Chance | Please chaose a company location v

Street

Address same as assigned location

City State/Province

Fill in any information that states “Required” and any optional information you would like to include.
Please note: Required will always show, even when field is populated.

» Name and Company Information- Information cannot be changed.

e Name (primary) is provided by HR. If your name in Concur is not identical to the name that
you have on your photo identification you use to travel, please book your airfare outside of
Concur, or update your primary name with HR. As the name in Concur will be the name
printed on your airline ticket and if it does not match, you may be turned away at the gate.

e Middle Name is a required field. If you do not have a middle name, check the box that
states no middle name.

e Your Employee ID Number will have a 07 in front of it. This is not an error and is normal.

> Work Address and Home Address- the information entered as your Home Address, will not be the
address your travel reimbursement check is sent to. Please make sure your mailing address is up to
date with HR.

» Contact Information- Work or Home Phone is required. Mobile Phone is recommended if you
booked travel via Concur and CBT Travel needs to provide travel alerts.

> Email Address- Cal Maritime active employees’ @csum.edu email accounts will automatically be
uploaded from HR into Concur Travel & Expense system. You must verify your email address within
Concur by clicking the Verify link. Once you verify your email address, you will be able to forward
any electronic receipts to receipts@concur.com. They will then be displayed in the
Available Receipts in the Expense portion of the application. It also enables itinerary information to
be emailed to plans@concur.com. Email address may only be associated with one user profile.
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Steps to Verify Email Address:

Verify email address by clicking Verify link.

Check your email for a verification message from Concur.

Copy the code from the email message into the Enter Code box under Verification Status.
Click OK to submit the code and complete verification.

PwnNPE

» Emergency Contact- Enter Emergency Contact information.

TRAVEL SETTINGS

» Travel Preferences- Add Air, Hotel, and Car Rental Preferences so when you book travel
reservations via Concur Travel, a CBT Agent can complete booking your travel reservations based on
your travel preferences indicated.

» Frequent-Traveler Programs- Add Frequent Traveler and Advantage Programs and opt in (optional)
to connect your Frequent Traveler Programs with a Concur participating vendor if booking outside of
Concur.

To add a Frequent-Traveler, Driver, and Hotel Guest Program:

1. Click on + Add a Program to enter up to 5 memberships at a time.
2. The Radio buttons to select if this is an Air/Rail Carrier, Car Rental Company, or Hotel.

3. Select the appropriate vendor from the drop-down list, and enter the Frequent
Traveler/Driver/Guest Number. Make sure that the information for the membership
matches the name in your profile, including middle initial.

4. Enter programs exactly as they appear on your card, excluding spaces and dashes. Do
not add any additional characters, or the carrier code. If you enter a program
incorrectly, you will get a profile error from the reservation system.

5. Use the Search this vendor check box to prioritize the search in Travel. Keep in mind
that the University’s travel policy will usually override your individual vendor
preferences.

6. Continue adding your Frequent-Traveler Programs, as needed, and then click Save.

7. If you book your travel outside of Concur, but you want to connect your rewards programs
with any participating vendor with Concur, click | Agree.

> TSA Secure Flight- In order to book travel via Concur, you will need to enter all required information
and Save your profile. Gender and Birthdate are both required fields. You can also enter a DHS
Redress No. and/or TSA Pre-check number if applicable.

> International Travel: Passports and Visas —Add a Passport, or International Visa number if applicable.

11



ADDING A TRAVEL ARRANGER/ASSISTANT

> Primary Travel Assistant vs. Travel Arranger — A Travel Arranger can perform travel functions such
as book travel on a traveler’s behalf and receive travel notification from CBT Travel that the arranger
has booked, whereas a Primary Travel Assistant can also receive confirmation emails from CBT
(Christopherson Business Travel) regarding the travel regardless of who made the reservation as
well as update user’s travel preferences and personal information.

> In order to make someone a Travel Assistant/Arranger, you must also add them as a Delegate for
Travel Request/Expense. Individual must be an Employee and have a Concur account in order to add
them as a Travel Arranger/Assistant and/or Delegate.

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings. The Profile
Options page will appear.

The California MAT
b 4 raveler Test
State University + + :
Hello, MA Traveler Start a Start a Upl Profile Setings | Sign Out
Request Report Rec ]

Step 2:

Travel Settings

Under Travel Settings, click Assistants/Arranger
gs, / g —_ Travel Preferences

Profile Personal Information Change Password System Settings Concur Mobile Registratiga ravel Vacation| .
International Travel

R Profile Options Frequent-Traveler Programs
Personal Information
Cry i ;m” Select one of the following to custogiag#8T user profle

Assistants/Arrangers

Contact Information Personal Informatiga System Settings

Email Addresses Your home adgagg®8 emergency contact information. Which time zone are you in?

Emergency Contact r— - clock? When does your work X

- ‘ompany name and business address or your remote Contact Information R 1 S |
redibards ocation address How can we contact you abo equest ettin

Travel Settines Credit Card Information Setup Travel Assistants
2 You can store your credit card information here so you don't have You can allow other people
Travel Preferences to re-enter it each time you purchase an item or service. and enter expenses for you
Intemational Travel E-Receipt Activation Travel Profile Options
Frequent-Traveler Programs  Enable e-receipts to automaticaly recsive electronic receipts from Carrier, Hotel, Rental Car and other travel-
o T Expense Delegates
Travel Vacation Reassignment Delegates are employees who are allowed
Request Settings S'oa:\agglglhe out of the office? Configure your backup travel behalf of other employees
X - Expense Preferences
Request Information Request Preferences Select the options that define when you rect
Request Delegates Select the options that define when you receive email notifications.  Prompts are pages that appear when you s
Prompts are pages that appear when you select a certain action such as Submit or Print

Request Preferences I
such as Submit or Print.
Y e— Change Password

Personal Car Change your password.
Favorite Attendees Personal Car

Expense S _ Coneur Mobile Registration
xpense Settings Set up access to Concur on your mobile device

Step 3:

In the Assistants and Travel Arrangers section, click + Add an Assistant.

Assistants and Travel Arangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functiens for you

Refuse Self Assigning Assistants @

Your Assistants and Travel Amrangers @ Add an Assistant

You currently have no assistants defined.
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Step 4:

A pop-up will appear that will prompt you to enter the name or email address of the Employee you
would like to add and once you find them, click on their name. You will see two permissions. Check the
box of the permission you would like to grant them.

Add an Assistant

Please select the individuals within your
organization that you would like to give permission Chriz iz currenthy allowsd to perform those functions
to perform travel functions for you. that are checked for you. To changs thess ssttings,

check/uncheck 3= appropriate.
Animiary /
[ et |

Asmissar

travelB@calstate. edu (User

A | omarman, Tes: & Humzo |
MName)
testtravelB@calstate. edu ':“r ok TEvel fr me
{Emnail)
= ne :-"1,. orimary assistan for T
BRE-REE-1212
Tt W

el

Travel Arranger/Assistant Permissions:

v' Can book travel for me (Travel Arranger) - can perform travel functions such as book travel on a
traveler’s behalf and receive confirmation emails from CBT (Christopherson Business Travel) of
travel only the arranger booked.

v" Is my primary assistant for travel (Primary Assistant) - can perform travel functions such as
book travel on a traveler’s behalf and also receive confirmation emails from CBT regarding the
travel regardless of who booked the travel and update travel preferences and user profile
information as needed. Employee must have a work phone listed in their User Profile in order to
grant them Primary Assistant permission.

> You can have multiple Travel Arrangers but only one Primary Assistant.
Step 6:

Click Save.

1. Once you have saved your selections you will see them under Assistants and Travel Arrangers.

Assistants and Travel Arrangers

G to top
Fleasze select the individuals within your organization that you would like to give permission to perform travel functions for you.

I:l Retuse Saff Assigning Assistans ()

“four Assistants and Travel Arangsrs & Add an Assistant
Ofarzen, Pest & Humboldt (Frimary Travel Ass2) (T ook Tawe 7“ i u
Oftargan, Tes: 10 Sacrameno {Coarm [k T 7“ 4 B
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In order to make someone a Travel Assistant/Arranger, you must also make them a Delegate for
Travel Request/Expense. Otherwise, they will have the Travel Tab, but will not have access to book
travel from the Traveler’s approved Travel Request.

You can add additional Travel Arrangers by clicking + Add an Assistant. You can have multiple
Travel Arrangers but only one Primary Assistant. To delete a Travel Arranger/Assistant, click on the
trash can on the right-hand side. Then OK to delete.

ADDING A CREDIT CARD

» In order to book and guarantee a hotel reservation, or book rail (train) via Concur, adding a credit
card to your User Profile is required. The credit card for hotel, is to hold the reservation. You will still
need to provide payment at the time of stay. The only time the card provided in Concur will be
charged (for hotel) is if a deposit is required, or if you cancelled after the time allotted within the
hotel’s cancellation policy.

» When booking airfare via Concur, the US Bank Travel Ghost Card will be automatically charged
Please note: For car rental booking, payment is not required in order to make and hold your
reservation.

» Please do not add your P-Card, or a Departmental Travel Card (if it is not in your name) to your User
Profile. You may however add a Personal Liability Travel Card or personal credit card as long as the
card is in your name.

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings. The Profile
Options page will appear.

MA Traveler Test

- - :_t

(L]

mmm): Profile Settin

14



Step 2:

Under Your Information, click Credit Cards.

_

Profile

Your Information

Persanal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
Intemational Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings

Personal Information

Change Password ~ System Settings

Profile Options

Select one of the following to customize your user profile

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and businass address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Concur Mobile Registration

Travel Vacation Reassignment

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of ather employees

Fynsnse Prafarances

Step 2

Under Credit Cards section, click + Add a Credit Card.

ed

rds

You currently have the following credit cards saved with your profile

o to top

@ Add a Cradit Card

You currently have no credit cards saved

Step 3

A pop-up will appear that will prompt you to add Credit Card information.

=

Add a Cred

& httpsy//www.concursolutions.comy/profile/CreditCardEditor.asp?ul D=gWmJOgoxkOMNgfo L 3TcyRFc9GBoS. ..

ard - Google Chrome

Add a Credit Card

Enter the appropriate infarmation for the credit card you'd like to use below. Use the "Display Name" field to label
the card so you can easily identify and select it when using features that require a credit card transaction

Display Mame (e.g . My Corporate Card) =

“Vour name as it appears on this card =

— [} >

* Required

Card Type =

Credit Card Mumber =

Expiration Date *=

| (32 =] [201= ~]

Use this card as the default card for:

[ ] Rail Tickets

Billing Ad
Enter the bi

ss

| car Rentals

g address for this credit card below. If
be your home address_ If it's a company card, the bil

|| Hotel Reservations

s is a personal credit card, the billing address will typically
ng address might be your company address. The billing
address must be the address where the bills for this card are currently delivered. not where you would prefer they
be delivered. This information is used to wverify your identity during credit card transactions. Your credit card may

be declined if your billing address is inaccurate
Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to
decline your credit card. Please abbreviate long addresses if possible

Street =

rou complete your personal
wee'll fill in this address

_z| information for you each time you add
= a new card.

City = State * ZipfPostal Code *

|| Mone seicctea ~| |

Country =

[United States of Amernca
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Step 4:

Enter your credit card information. All fields with a red asterisk are required. Click Save.

» Once you have saved your selection, you will see the credit cards saved under the Credit Cards
section of your User Profile. You can have more than 1 credit card on file.

» If you have enabled e-receipts, please make sure the Receive e-receipts for this card box is checked.

+

Use this card as the default card for:
' _' Rail Tickets _‘ Car Rentals | Hotel Reservations

(‘?] Receive e-receipts for this card &

Once all information is entered including any required information, click Save. This will save Your
Information and Travel Settings categories within your User Profile. You can continue to review and
update your information within the other 3 categories: Request Settings, Expense Settings, and Other
Settings.

ASSIGNING A DELEGATE

> Delegates are employees who are allowed to perform work on behalf of other employees. Employee
must have a Concur account in order to be assigned as a Delegate. It is still the traveler’s
responsibility to review and submit their own Travel Requests and Expense Reports.

> The Delegates function allows you to add, delete, or edit delegates from your User Profile. Request
and Expense share delegates. By assigning permission to a delegate, you are assigning permissions
for both Travel Request and Expense.

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings. The Profile
Options page will appear.

m
WA Traveler Test

B o Setting Sign Out
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Step 2

Under Expense Settings, click Expense Delegates.

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs.
Assistants/Arrangers

Request Settings

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

Profile Options

Select one of the following to customize your user profile

Personal Information
Your home address and emergency contact information.
Company Information

Your company name and business address or your remote
location address.

Gredit Gard Information

You can store your credit card information here so you don't have
1o re-enter it each time you purchase an item or service

E-Receipt Activation
Enable ipts to a

y receive receipts from
participating vendors.

Travel Vacation Reassignment

Going to be out of the office? Configure your backup travel
manager.

Request
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

q Expense Settings

Expense Information
Expense Delegate
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

QOther Settings
E-Receipt Activation
System Settings
Connected Apps
Concur Connect
Change Password
Travel Vacation Reassignment
‘Concur Mobile Registration

Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action,
such as Submit or Print

Personal Gar

Personal Car

Goncur Mobile Registration

Setup access to Concur on your mobile device

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday Startiend?
Contact Information

low can we contact you about your travel arrangements?
Setup Travel Assistants
You can allow other people within your companies to book irips.
and enter expenses for you
Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences
Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees
Expense Preferences
Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action
such as Submit or Print
Change Password
Change your password

Expense Settings

Expense Information

Expense Delegates

Expense Preferences

Step 3

Click Add on the

Delegates Tab.

Expense Approvers

O Name

Expense Delegates

Delegates | Delegste For

i s s

Delegates are employees who are allowed to perform work on behalf of other employ=ses.
Expense and Reqguest share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.

Can Prepare

Can View Receipts

Receives Emails

Mo records found.
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Step 4:

In the search field, type the employee last name or email address of the Employee you want to add.

Profile Personal Information System Settings Concur Mobile Registration Travel Vacatior
Your Information Request Delegates
Personal Information 1
Company Information Delegates | Delegate For Re q U E‘ 5[ 5 E‘TI | ﬂ gS
Contact Information
SR e — Reqguest Information
Emergency Contact Delegates are employees who are allowed o perform work on behalf of other employees.
Credit Cards Request Delegates
Travel Settin I Paige Johnson Cancel I
& Hequest Freferences
Travel Preferences g Paige Johnson s to a delegate, you are &

International Travel pjohnson@csum.edu
Frequent-Traveler Programs 1 “Campus : Maritime Ag;

Request Approvers

n View Receipts

Assistants/Amangers

N
- Request Settings

Request Information

Request Delegates
Request Preferences
Request Approvers
Favorite Attendees
Expense Settings
Expense Information
Expense Delegates
Expense Preferences

Step 5:

List of name/email matches will appear and click the appropriate person.

Your Information Request Delegates

Personal Information

‘Company Information Delegates | Delegate For

Contact Information m -

Email Addresses

Emergency Contact Delegates are employees wiho are allowed to perform vork on behalf of ofher employees.
Credit Cards

Paige KEITTS m Cancel

Paige Johnson 1s fo a delegate, you are assigning paimissions for Expense and Request
pjohnson@csum.edu
“Campus - Maritime Academy

Travel Settings
Travel Preferences
Intemational Travel
Frequent-Traveler Programs.
Assistants/Arrangers

View Receipts Can Use Reporting Receives Emails

Request Settings

Request Information

Step 6:

Check each box of permission/s you want the delegate to have in order to perform work on your behalf.

> Approvers will have additional permissions to select. The option to delegate an approver is only
available for employees who already have approver role in Concur. Please see the Approver Role
section in this Concur Handbook for more information.

Reguest Delegates

Delegates | Delegate For

Lo Lo Lo ]

Delegates are employees who are allowed to perform work on behalf of other employees

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request
e S e s
(] Name Can Prepare Can View Receipts Can Use Reporting Receives Emails
T —
=] Johnson, Paige
pichnson@esum edu [
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> Please note: in order to have a “delegate view receipts,” you need to check the Can Prepare box,
once you check that box, the Can View Receipts box will automatically check.

List of all permissions available. Permissions are dependent on user (traveler) rights.

Option
Can Prepare

Can View Receipts
Can Use Reporting

Receives Emails

Can Approve

Can Approve Temporary

Delegate can preview for approver

Receives Approval Emails

Step 7:

Click Save.

Description

If selected, the delegate can create/view Travel Requests and
Expense Reports on your behalf.

If selected, the delegate can view receipt images on your behalf.

If selected, the delegate can run reports on your behalf. Please
note: You must have Reporting access already in order to delegate
to another employee. You can delegate up to two employees with
this Reporting permission.

If selected, the delegate receives a copy of all Concur
Request/Expense related emails that you receive. Approval emails
not included. This permission should be granted if delegating a
preparer.

If selected, the delegate can approve Travel Requests and Expense
Reports on your behalf, indefinitely.

If selected, the delegate can approve Travel Requests and Expense
eports on your behalf only during a specific period of time. By
ing this option, you will select a beginning and ending date.
the delegate can preview Travel Requests and Expense
g pending your approval on your behalf. A

ave to have an approver role in Concur and

Reports
previewer do®
will not have the a
If selected, the delega a copy of each request/expense
report approval related en’® eceive. This permission
should be granted if delegating previewer.

This permission can only be

assigned to an employee already
set up as an approver.

Request Delegates

Delegates | Delegale For

oEac

Delegates are employees who are allowed to perform work on behalf of other employees.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for

] Name

Can Prepare Can View Receipts
]

|:| Johnzon, Paige
pjichnzon@csum.edu
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» Once you have added delegates under Expense Settings, they will be automatically added under
Request Settings or vice versa.

» Click the Delegate For tab to see if others have added you as their delegate. You have the ability to
remove yourself as their delegate if needed.

Expense Delegates

Delegstes | Delegste Far

o

Delegstes are employess wha sre aliowed to perform work on behsH of other employees.

Expense end Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Requast

O Name Can Prepare Can View Receipts Receives Emails
smith, test

O smandag@sfsu.edu [~}

» The Delegate can now login to their Concur account, click Profile, and they will see a section - Acting
as other user. From the drop-down list, the traveler’s (your) name should appear or they can type in
your name to find you.

test smith

Profile Settings | Sign Out

/2 Acting as other user @  (umm———

Test. SF Travelar w

— Test, SF Traveler

smandag@sfsu.edu (Email)

User ID: sfraveler
Logan ID: sfiraveler@sfsu edu

> Delegate will click Start Session, and now they will be acting in Concur on your behalf.

test smith

Profile Settings | Sign Out

x: Acl:ingasul:heruserg'

| | :

> Please note: The Delegate can create Travel Requests and Expense Reports. However, the traveler
must be the one to submit the Travel Request/Expense Report due to certification purposes.
Delegates can recall Travel Requests. However, only the traveler can recall their Expense Reports.

» When the delegate has completed a request/report, they must click Notify Employee. Then, click

OK. Traveler will receive an email notification that a request/report is ready for review and can login
to Concur to review and submit.
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Delete Report

Hide Exceptions

A notification has been sent to the employee

) 3

ADDING A CAR

>

In order to claim Expense Type: Personal Car Mileage on your Expense Report, a car must be

associated and added within the User Profile.

For Personal Car Mileage Expense Type, the current CSU mileage reimbursement rate will calculate.

If you need to use a different rate (less than the CSU approved rate) please use Custom Mileage
Expense Type. Otherwise, always use Personal Car Mileage Expense Type.

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile> Profile Settings. The Profile
Options page will appear.

Step 2:

Profile =

MA Traveler Test

—

Frofile Settings Sign Dut

Under Expense Settings, click on Personal Car.

Profile

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

Personal Information

System Settings  Concur Mobile Registration

Profile Options

Select one of the following to customize your user profile

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't
have to re-enter it each time you purchase an item or service.

E-Receipt Activation
Enable e-receipls to automatically receive electronic receipts
from participating vendors

Travel Vacation Reassignment
Going to be out afthe office Configure your backup travel
manager.

Request Preferences
Selectthe options that define when you receive email

nolifications. Prompls are pages that appear when you select
certain action, such as Submit or Print

Personal Car
Personal Car

Travel Vacation Reassignment

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-
hour clock? When does your workday startfend?

Contact Information

How can we contact you about your travel arrangements?
Setup Travel Assistants

You can allow ather people within your companies to book trips
and enter expenses for you.

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences.

Expense Settings

Expense Information
Expense Delegates
Expense Preferences

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees

Expense Preferences
Select the options & when you receive email

Tompts are pages that appear when you selecta
ain action, such as Submit or Print.

Concur Mobile Registration

Setup access to Concur on your mobile device

Fipanse ADDroyer

Personal Car
Favorie Atendees
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Step 3:

To register a car, click New.

Personal Car Registration

This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Method: Personal Car - Variable Rales

=) 3

|:| Mileage Rate Type Vehicle Type Active

No cars found for this configuration

Step 4:

Complete all required fields: Vehicle ID and Mileage Rate Type.

Personal Car Registration

Thiz page displays all the personal cars that have been registered. Click New to regisier another car.
Reimbursement Mathod: Personal Car - Varable Rates

Wehicle ID Milzage Rate Type

Preferred Car

» Vehicle ID - is a free form field. Enter your car’s license plate number.

> Mileage Rate Type - Select Personal from the drop-down list, which is the current CSU mileage
reimbursement rate.

License Plate

YWehicle 1D Milzage Rate Tyoe
IAE1EE-:4
Preferred Car | 1 Persona
Save Cancal|
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Step 5:

Click Save.

» Now you will see the car listed under Personal Car Registration. You can then add an
additional car if you would like. However, only one can be checked, Preferred Car.

» Please note: all car registrations under Personal Car Registration will have the current CSU
mileage reimbursement rate.

Personal Car Regjstration

This page displays all the personal cars that have besn registered. Click New to register another car.
Reimbursement Method: Personal Car - Variable Rates

[] Vehicle ID Mileage Rate Type
[] aBtz3ce

1 Personal

Active

fes

» To remove a car, click on the box to the left of your Vehicle ID (license plate number). And then click

Remove. A Final Confirmation box will pop up and ask “Are you sure you want to delete?” Click OK.
And the entry will be removed.

Personal Car Registration

i g e 1 v s vt P b e, 1 News et st - Final Confirmation
Raimoursement Method: Personal Car - Variable Rates

\ighicle ID

Are you sure you want to delete?
Mileage Rate Type
[roves E==N—

Preferred Car

Cancel
1 _
¥ Vehicle ID Mileage Rate Type
#] AB123ca

1 Personal

> If you click on your saved car and the Remove button is grayed out, you cannot remove that

selection, however you can modify the Vehicle ID if needed. This means you have Personal Car

Mileage Expense Type entered on one of your active Expense Reports. That entry must be removed
first from your Expense Report, then you will be able to remove the car information.

FAVORITE ATTENDEES

> The Favorite Attendee functionality can be used to enter individuals who frequently participate in
hospitality related business entertainment events or functions. Your favorites list is designed to help

quickly find your favorite attendees and add them to your (travel related) Hospitality expenses in
your Expense Report.
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Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings. The Profile
Options page will appear.

IMA Traveler Test

‘ Profile Settings | | Sign Qut

Step 2:

Under Expense Settings, click Favorite Attendees.

Profle  Personal Information ~ Change Password ~ System Settings ~ Concur Mobile Registration
Your Information Profile Optioms
Personal Information
Company Information Select one of the following to customize your user profile
Contact Information Personal Information System Settings
Emad Addrosses Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour
? ?
Expense Delegates clock? When does your workday start/end
Request Settings Delegates are employees who are allowed to perform work on Request Preferences
’ behalf of other employees. Select the options that define when you receive email notifications
;9‘1“95[ ‘[f)'ﬁl)"“a“‘)" Expense Preferences Prohmms;li pﬁgesptl!a: appear when you select a certain action
equest Delegates Select the options that define when you recsive email notifications steh as submit or Frin
Request Preferences Prompts are pages that appear when you select a certain action, Personal Car
Request Approvers such as Submit or Print Personal Car
Favorite Attendees Change Password Concur Mobile Registration 3
; Changs you pasoword Satup aceass o Conear on your moblle devics Expense Settings
International Travel —

‘ Expense Settings Expense Information
Expense Information Expense Delegates
Expense Delegates
Expense Preferences Expense Preferences
Expense Approvers
S Expense Approvers

Favorite Attendees

Persanal Car
I Favorite Attendees |

Other Settings
System Settings
Connected Apps
Concur Connect
Change Password
‘Concur Mobile Registration

Step 3:

On the Attendees tab, click New Attendee. The Add Attendee window will appear.

Favorite Attendees

Attendees | Aftendee Groups

Find every attendee where Last Name ~ Begins With q |" | Advanced Search

‘ New Attendee Attendees | Attendee Groups

O | Attendee Name + ‘ Attendee Title AD D ATTE N DE E

Mo Attendees Found

Attendee Type Last Mame First Name

[aom ¥ N
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Step 4:

Select the Attendee Type from the drop-down list. The page refreshes with the fields appropriate for
the selected Attendee Type.

Favorite Attendees

Attendees Afttendee Groups

ADD ATTENDEE

Attendee Type Last Name First Name
iumn; ~] | |
Alumni

Contractor

Dronor

Group Event 10+ Attendees
Other

Research Parficipant
School Guest

Student

Visiting Professor

Step 5:

Complete the remaining required fields. Required fields are dependent on the Attendee Type selected.

Favorite Attendees

Attendees Attendee Groups

ADD ATTENDEE
Attendee Type Last Name First Name
Alumni b Jones | Joy
Step 6:

Choose one of the following save options-

v' Save -to save the current attendee.
v" Save & Add Another -to save the current attendee and add another.

» When saving, it will check for duplicate attendees. If it finds one or more potential duplicates, you
will be prompted to:

v' Use the existing attendee information (if the attendee you are adding and the duplicate are,
in fact, the same person) or

Continue adding the attendee (if the attendee you are adding and the duplicate are not the
same person)

v
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CONTROLLING EMAIL NOTIFICATIONS

» This customizable setting will allow you to control what email notifications you want to receive for
both Travel Requests and Expense Reports.

(Travel) Request Preferences

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings. The Profile
Options page will appear.

Profile

MA Traveler Test

s Frofile Settings | | Sign Out

Step 2:

Under Request Settings, click Request Preferences.

Request Settings

Request Information
Renest Nelenates

Request Preferences
Request Approvers
Favorite Attendees

Your Infarmation

Persanal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

- Request Settings

Request Information
Request Delegates
Request Preferences’
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers

Profile Personal Information Change Password System Seftings

Profile Options

Select one of the following to customize/your user profile.

Personal Information
Your home addrass and emer

Company Information
Your company name an
location address

cy contact information.

usiness address or your remote

“receipts to automatically receive electronic receipts from
ating vendors.

vel Vacation Reassignment
0ing to be out of the office? Configure your backup travel
manager.

Request Preferences

Select the options that define when you receive email notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print

Personal Car
Persanal Car

Concur Mobile Registration
Setup access to Concur on your mobile device

ncur Mobile Registration Travel Vacation Reassignment

System Settings
Which time zene are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees

Expense Preferences

Select the options that define when you receive email netifications
Prompts are pages that appear when you select a certain action
such as Submit or Print.

Change Password
Change your password.
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Step 3:

Check, or uncheck boxes based on your preferences on receiving email notifications. All boxes will be
checked, by default.

**Do not check any of the Prompts...
Request Preferences

Select the options that define when you receive email notifications.

Send email when ...

The status of a request changes

Do not check
any Prompts.

A request is submitted for approval

Prompt. ..

- |:| For an approver when a request is submitted

Step 4:
Once you are done with your selections, click Save.

> Make sure to verify your email notifications are going to your inbox and not your junk mail. This
should not happen. However, if you see Concur notifications in your junk mail, right click on the
email and select “never block sender” to not have Concur emails filter as spam/junk.

Expense (Report) Preferences

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings. The Profile
Options page will appear.

MA Traveler Test

- Profile Ssttings

Sign Ourt

27



Step 2:

Under Expense Settings, click Expense Preferences.

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

Your Information Proﬂle OptiOﬂS

Personal Information

Company Information Select one of the following to customize your user profile

Contact Information Personal Information System Settings

Email Addresses Your home address and emergency contact infarmation Which time zone are you in? Do you prefer to use a 12 or 24-hour

- 7 7

Emergency Contact Company Information clock? When does your workday start/end?

Credit Cards Your company name and business address or your remote Contact Information
location address. How can we contact you about your travel arrangements?

Travel Settings Credit Card Information Setup Travel Assistants

‘You can store your credit card information here so you don't have “ou can allow other people within your companies to book trips

Travel Preferences to re-enter it each time you purchase an item or service and enter expenses for you,

International Travel E-Receipt Activation Travel Profile Options

Frequent-Traveler Programs Enable e-receipts to automatically receive electronic receipts from Carrier, Hotel, Rental Car and other travel-related preferences.

. participating vendors

Assistants/Arrangers ) . Expense Delegates

Travel Vacation Reassignment Delegates are employees who are allowed to perform work on
o~ - Going to be out of the office? Configure your backup travel behalf of other employees.
C
Request Settings T
- Expense Preferences

Request Request Preferences Select the options that define when you receive email notifications

Request Delegates Select the options that define when you receive emalil nofifications. Prompts are pages that appear when you select a certain action
Prompts are pages that appear when you select a certain action, such as Submit or Print.

Request Preferences
Request Approvers

such as Submit or Print Change Password

Personal Car Change your password.
Favorite Attendees Personal Car
Expense Settings Concur Mobile Registration
se S S : n -

‘ ne Satup accass to Concur on your mobile device Exper‘lse Settlr‘lgs

Expense Infermation

Expense Delegates Expense Information

Expense Preferences Expense Delegates

Expense Approvers

Expense Preferences

Expense Approvers

Step 3: Personal Car

Favorite Attendees

Check, or uncheck boxes based on your preferences on receiving email notifications. All boxes will be
checked, by default.

**Do not check any of the Prompts...

Expense Preferences

Select the options that define when you receive email notifications. Prompts are pages that appear when you select a certain action, such as Submit or Print.

Send email when...

|#| The status of an expense report changes
|#| New company card fransaciions arrive
|#| Faxed receipts are successfully received

|#| An expense report is submitied for approval

Prompt...

|_| For an approver when an e¥pegse report is submitted

Display...

|| Make the Single Day ltineraries page my default in the Trave

Do not check any

Prompts.
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Step 4:

Once you are done with your selections, click Save.

REVIEW REQUEST/EXPENSE APPROVERS

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings. The Profile
Options page will appear.

A Traveler Test

‘ Profile Settings Sign Out

Step 2:

Under Request Settings, click Request Approvers.

Step 3:
Review the Request Approver (“Reports To” Approver) information.

> Approver information is not editable. Concur is loading your “Reports To” Approver who is your
Direct Report according to HR.

> The “Reports To” Approver is the same for both Travel Requests and Expense Reports. Your
approver will also be listed under Expense Approvers.

Profile Personal Information System Settings Concur Mobile Registration Travel Vacation Reassignment

Your Infarmation Request Approvers

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact

Credit Cards flozano@csum.edu - Franz Lozana flozano@esum edu - Franz Lozans

Default spprover for your Requests Default approver 2 for your Requests

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

‘ Request Settings

Request Information
Request Delegates )
Request Preferences Req uest 5ett|r‘|g5
Request Approvers
Favorite Attendees

Request Information
Request Delegates

Reguest Preferences
‘ Request Approvers
AVOIIE ANENJEES
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ENABLING E-RECEIPTS

> E-receipts are an electronic version of receipt data that can be sent directly to Concur to replace
imaged paper receipts. The availability and content of e-receipts vary depending on the preferred
vendor. Hotel e-receipts can be used to automatically itemize hotel expenses.

» Only participation suppliers/vendors with Concur can provide e-receipts.

Step 1:

To access E-Receipt Activation, click on Profile > Profile Setting > E-Receipt Activation under Other

Settings.
Profile Personal Information Change Password System Settings Concur Mobile
Your Information Profile OptiOﬂS
Personal Information
Company Information Select one of the following to customize your user profile.
Contact Information Personal Information
Email Addresses Your home address and emergency contact information
Emergency Contact Company Information
Credit Cards Your company name and business address or your remole
location address.
Travel Settings Credit Card Infermation
e & You can store your credit card information here so you don't have
Travel Preferences 10 re-enter it each time you purchase an item or service.

Intemational Travel E-Receipt Activation

FrequentTraveler Programs  Enable e-recsipts to automatically receive electronic receipts from
pariicipating vendors

Travel Vacation Reassignment

‘c Going to be out of the office? Configure your backup travel
Request Settings manager

Assistants/Arrangers

Request Information Request Preferences 2
RequestDeloates S e pllons ht deine e youocele mal oifcatons Other Settings
et Prompts are pages that appear when you select a certain action,

q such as Submit or Print
Request Approvers

Personal Car E'Re Ceipt .'c‘.di'\l'aﬂﬂn
Favorite Attendees Persenal Car
) e _ Concur Mobile Registration E}'Stem Eeﬁlﬂgﬁ
Expense Settings Set up access to Concur on your mobile device

Expense Information

Connected Apps

Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

Other Settings
E-Receipt Activation

Step 2:

Click the link, here. The E-Receipt Activation and User Agreement appears.

Profle  Personal Information ~ Change Password  System Seftings  Concur Mobile Registration — Travel Vacation Reassignment

fourifornaton——£-Receipt Activation

Personal [nformation
Company Information Receiving e-receipts can save you fime by pre-populating your expense report. To enable e-receipts with participating suppliers and to find out mor

Contectnformation Please note that ths seting does nat control all e aceipts. E-eceipts delivered by a Concur App Cnter parinar vith which you have connected your Concur account,
Email Addresses and certain TripLink suppliers, are contralled through the App Center or your My Travel Netwark settings. For mare information, contact your company’s Concur account
Emernency Confac administrator.
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Step 3:

Read the User Agreement. If you agree, click | Agree. Once you have agreed, any credit card in your
profile will be opted in.

E-Receipt Activation x

Concur can enable the automatic collection of the electronic receipts and folio data (“e-receipts”)
generated by your transactions with participating travel suppliers (*Participating Suppliers”).
Participating Suppliers in Concur Travel search results are designated with an “e-receipt enabled”
label.

By clicking “| Agree” below to turn on the e-receipts functionality, you authorize Concur and its
corporate affiliates o receive, transfer and use e-receipts generated by your transactions with
Farticipating Suppliers in connection with Concur services, including air, rail, hotel, car rental, and
other ground transportation suppliers, and you authorize such Participating Suppliers and their
respective agents and affiliates to share such e-receipts with Concur. To refrieve e-receipts from

1 Participating Suppliers, Concur may need to share certain details about you and your fravel plans ™1

— 23 =3

> You will see a message saying you have successfully enabled e-receipts with participating suppliers.

E-Receipt Activation

0 ‘You have successfully enabled e-receipts with parlicipating suppliers. You may disable this functionality at any fime by accessing this page from the Profile menu.

You previously enabled Concur to obtain e-receipts for you with certain participating suppliers, but you may disable this functionality at any time. If you disable this
setting, Concur will no longer request e-recaipts from such suppliers. Please note that this setting does not control all e-raceipts. E+eceipts deliverad by a Concur App
Center partner with which you have connected your Concur account, and certain TripLink suppliers, are controlled through the App Center or your My Travel Network
settings. For more information, contact your company’s Concur account administrator.

If you wish to disable this setting, click here.

» Once you complete the e-receipt activation, the e-receipts generated by your transactions
with a participating supplier/vendor will be automatically collected and loaded into your
Concur account under Available Expenses. You can then attach the e-receipt to your
corresponding Expense Type in your Expense Report. Participating suppliers will have E-
Receipt Enabled stated under the hotel picture name within the online booking process.

» Toremove/delete any e-receipts under your Available Expenses, please contact the Concur

Coordinator.

ACTIVATE MOBILE REGISTRATION [Company Code CQK988]

» Concur offers a mobile app (SAP Concur) you can download to various mobile devices including your

smart phone, or tablet. The application allows you to manage your expenses and approvals if
applicable including capturing receipt images. The App supports I0S, Android, Blackberry and
Windows devices.
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» There is no need to access Concur Mobile Registration under Other Settings. To activate your
mobile registration, please follow the below steps:
1. Download the SAP Concur Mobile App.
2. Once downloaded, enter your Cal Maritime Email Address.
3. Click Next.
4. Login with Cal Maritime Credentials via Single Sign-on.

> If you need assistance in locating and downloaded the Concur Mobile App, please follow the below
steps:

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings. The Profile
Options page will appear.

-

‘ Profile Settings Sign Ot

MA Traveler Test

Step 2:

Click on Concur Mobile Registration located under Other Settings.

Profile Personal Informa

Your Informaticn

FParsonal Information

Request Settings

Reguest Information

Other Settings
E-Receipt Activation
Sy=stem Ssttings
Connected Apps
Concur Connect
Trawvel Vacation
Resscignment

— I Concur Mobile F{a;iatrati:-rl

Concur Mobile Registration
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Step 3:

Your Cal Maritime Email Address should already be populated. Click Get Started.

The SAP Concur Maobile App

The power of SAP Concur®, all in one app.

To get started, enter your email address below and we will send you a link to download
the app.

| test@csum.edu | Get Started

* Already have the app? Here's how to sign in:
To sign in to the Concur Mobile app, simphy tap on "Company Code Sign In” after

downloading the Concur Mobile app and enter your company code. Then follow the
instructions per your company procedure for single sign on.

Company Code: COHIEE

*Please note we will be removing the option to sign in using 3 mobile PIM in the near
future. You can learn more abowt your new sign in options in this FAQs.

Concur will then send you a link to download the App. You will also see a company code. This is not
needed to login to the Mobile App.

The SAP Concur Mobile App

The power of SAP Concur®, all in one app.

To get started, enter your email sddress below and we will s=nd you 3 link to download
the app.

ﬂEr'ullserr.. Pleame chack your amaill on your moblie device and follow The InsTuctions on how 20 Inssall
e hogiln 50 Comour Mololks.

Already have the app? Here's how to sign in:
To =sign in to the Concur Mobile app, simphy tap on "Company Code Sign In™ after

downloading the Concur Mobile app and enter your company code. Then follow the
instructions per your company procedure for single sign on.

Company Code: COKIEE

“Please note we will be removing the option to sign in using 3 mobile PIN in the near
future. You can leamn more about youwr new sign in options in this FACQs.

[Copy of the email notification below]
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! Your Concur Mobile easy setup

) Click here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pictures

=l

Welcome to Concur Mobile,

You're just two easy steps away from faster expense and travel management.

Step 1: Tap here to install Concur Mohile

Step 2: After installation has completed, tap on the "Company Code Sign In" and
enter the following company code: CQKS88
Follow the instructions per your company procedure for single sign on.

Cheers,

Concur Mobile Team

Step 4.

Once the App is downloaded. Enter your CAL MARITIME Email Address and click Next.

Step 5:
Continue logging on via Single Sign-On using your CAL MARITIME Credentials.
» Ifitis asking for a company code: CAL MARITIME Campus Company Code: CQK988

> Please refer to the Concur Mobile App section of the Concur Handbook for more information.
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WORKFLOW APPROVAL PROCESS

» Your Travel Request and Travel Expense will go through an automated workflow Approval process.

» Travel Request and Expense Reports will have the same default, “Reports to” Approver.

» If you are not sure what your approval workflow should be, consult with your department
administrator.

» You cannot update your Approvers. They are already predetermined. If you believe your Approver/s
are incorrect, please notify the Concur Administrator prior to submitting a Travel Request and/or
Expense Report.

v" Your “Reports to” Approver is determined by who your direct report is in HR database.

v Your Budget Approver is dependent on the chart-field information indicated on your
Travel Request/Expense Report. If more than chart-field is indicated, it will go to each
Budget Approver for approval.

v" International, banned state and high hazard travel, all require additional approval for
Travel Requests only.

> We pull your “Reports to” Approver from HR. If you have more than 1 job positions, we pull your
data and approver from your primary job. Please contact the Concur Administrator prior to

submitting your Requests/Expense Reports so the workflow can route to the appropriate approver
as needed.

TRAVEL REQUEST APPROVAL WORKFLOW

Concur Approval Workflow

Travel Request for In-State / Out-of-State

Travel Request "Reports to" Travel Request
d —p- P === |Budget Approver| =P =

Submitted Approver Approved

International Travel Request

Travel Request
Submitted with "Renorts to" Exception T IR "
i —_— eports to rave ues
Foreign Travel P == |Budget Approver| =% | Approver(vp | =P =
Approver Approved
Insurance Level)
attached

{ Automatic Routing s}
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Domestic Travel

PwNPRE

Traveler/Delegate prepares Travel Request.
Traveler submits Travel Request.
Travel Request routes to “Reports to” Approver.
Once approved, request will route to Budget Approver.
a. May be routed to more than one Budget Approver depending on how many
chart-field strings were allocated on the Request.
Once approved, Traveler will receive email notification that the Travel Request status
changes to “Approved” and the Traveler can begin making travel arrangements.

Note: Approver within the workflow has the ability to add an additional approver to the
workflow. All approvers in the workflow are required to approve.

International/High Hazard

PwNPRE

Traveler/Delegate prepares Travel Request and attaches necessary forms.
Traveler submits Travel Request.
Travel Request routes to “Reports to” Approver.
Once approved, request will route to Budget Approver.
a. May be routed to more than one Budget Approver depending on how many
chart-field strings were allocated on the Request.
Once approved, request will route to Exception Approver (Provost/appropriate VP and/or
the President).
Once approved, Traveler will receive email notification that the Travel Request status
changes to “Approved” and the Traveler can begin making travel arrangements.

Note: Approver within the workflow has the ability to add an additional approver to the
workflow. All approvers in the workflow are required to approve.

War Risk Country Travel

P wnNPRE

b

Traveler/Delegate prepares Travel Request and attaches necessary forms if applicable.
Traveler submit Travel Request.
Travel Request routes to “Reports to” Approver.
Once approved, request will route to Budget Approver.
a. May be routed to more than one Budget Approver depending on how many
chart-field strings were allocated on the Request.
Once approved, request will route to Exception Approver (Provost).
Once approved, request will route to Chancellor’s Office Risk Management.
Once approved, Traveler will receive email notification that the Travel Request changed
status (Approved) and can begin making travel arrangements.
Note: Approver within the workflow has the ability to add an additional approver to the
workflow. All approvers in the workflow are required to approve.
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Requests containing Cash Advance Request — for Athletics Group Travel ONLY

1. Workflow steps are the same as above depending on the destination of your travel.

2. After the last approval step in the workflow, your request will route to AP Travel for approval
and issuance of travel advance. Travel Advance will be issued within 30 days of the start of
travel.

3. Once approved, Traveler will receive email notification that their request including travel
advance is approved and can begin making travel arrangements.

4. Cash Advance will be issued no longer

TRAVEL EXPENSE REPORT APPROVAL WORKFLOW

Expense Report for In-State, Out-of-State and International

Expense Report "Reports to" AP Travel Expense Report

Budget A CFS
sumitted | ™ Approver = [UOBEL SRV} = Processor = Approved =

Expense Report Approval Workflow for all Trip Types

Traveler/Delegate prepares Expense Report.
Traveler submit Expense Report.
Expense Report routes to “Reports to” Approver.
Once approved, request will route to Budget Approver.
a. May be routed to more than one Budget Approver depending on how many
chart-field strings were allocated on the Request.
5. Once approved, Expense Report will route to AP Travel for final audit, approval and processing.

PwNPR

Note: Approver within the workflow has the ability to add an additional approver to the
workflow. All approvers in the workflow are required to approve.
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VIEWING APPROVAL FLOW AND AUDIT TRAIL

Step 1:

Click on either Requests tabs of the header.

SAP Concur Requests Travel Expense App Center

Manage Requests

Ma nage RGQUEStS View Active Requests W

Step 2:

Under Manage Requests, click on the Request/Report Name of the travel you want to view.
Status of the travel request is noted on top and at the bottom, where/who needs to
see/approve it.

Status

Manage Requests

_ Maﬂage RequeStS View  Active Requests W

SUBMITTED 04/22/2021

/& Leadership Conference & NACUBO

APPROVED 05/16/2021

Request

Flow/Status
Create New Request $1131.22 51 415.00
Submitted & Pending "Report
Approvall
Approved Test, MA Approver

Step 3:

To see the approval workflow/request timeline, click on the Travel Request/Expense Report. From the
header page, click on the Request Details tab and click Request Timeline. You will see below an
example of a Travel Request and Expense Report and where the Approval Flow tabs are located.

» Travel Request

Request Timeline

NACUBQC | $1,415.00 Request
Summary/Status
:> Approval Flow  Edit Request Summal
"Reports To" Approvall
Test, MA Approver REQUEST COMMENT
Test, MA Traveler 04/19/2021
Required for YE
Budget Approval
SUBMITTED
Approval for Processing Test, MA Traveler 04/20/2021

SUBMITTED & PENDING "REPORTS TO" APPROVAL1
Test, MA Traveler 04/20/2021
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» Travel Expense Report

Report Timeline

Expense Report
Summary/Status

FOA In-Pcrson Mccting | $679.00

=> Approval Flow Edit Report Summag

(@) "Reports To" Approvai
Test, Processor suBMITTED
Test. MA Traveler 0471455021

o Budget Approval
Test. Processor PENDING EXTERNAL VALIDATION
lest. MA | raveler 041472021

41500 - VI Administration & Finance (MA-MACKMP-
48485 41500) APPROVED
Test, Pracessor Tesl Provessur 04/14/202 1

(@) Approval for Processing ArProVED
Test, Provessor 0414202

APPROVED
Test. Processor 04/14/2021

AUTO APPROVED
System, Concur 04/14/2021

APPROVED
Test. Processor 04/14/2021

Step 4:

View the Request/Report Summary flow for the travel request/expense report. The approver’s name/s
and dates approved (once approved) will be listed. If you are not sure what your approval workflow
should be, please consult with your department administrator.

» The “Reports To” Approver will be populated. However, the approval flow will not populate the
budget approver/s until each approver prior has approved. Then, the system will look to see who
needs to approve next.

“Reports To” Approverl will self-
populate with your Direct reports to
from HR and cannot be changed.

Approval Workflow Example (Expense Report):

Report Timeline
FOA In-Person Meeting | $679.00

Report Summary

Approval Flow Edit

Budget Approval will
populate once the
“Reports To”
Approver approves. @) Budoetaoproval

Test, Processor PENDING EXTERNAL VALIDATION
Test, MA Traveler 04/14/2021

@ "Reports To" Approvall

Test, Processor SUBMITTED
Test, MA Traveler 04/14/2021

Budget Approver is

. 41500 - VP Administration & Finance (MA-MACMP-

determined by the 4348541500) APPROVED
X . . Test, Processor Test, Processor 04/14/2021
chartfield information
entered on your @ Approval for Processing APPROVED
Test, Processor 04/14/2021
travel
request/Expense APPROVED
. Test, Processor 04/14/2021
Report and will
populate accordingly. For Expense AUTO APPROVED

Approval workflow

may route to more
than Budget Approver
if multiple chartfields
have been allocated.

Reports Only:
you will see
“Approval for

Processing”. This
will populate
with the AP
Travel Desk
processor once
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System, Concur 04/14/2021

APPROVED
Test gt

For Travel Requests only: Exception
Approval will be a part of the

workflow for International, banned
state, or high hazard travel.




Step 5:

To View Audit Trail, click on the Travel Request/Expense Report. From the header page, click on the
Request Details tab and click Audit Trail.

Travel Request

FOA In-Person Meeting $679.00

NACU BO $ 1 ;4'] 5 . 00 Approved & In Accounting Review

Submitted & Pending "Reports To" Approvall | Request ID: 4JNU  Report Details ¥ Print/Share ¥ Manage Receipts ¥

Report
Request Defails ¥ Print/Share ¥ Aftachmenis ¥ Report Header _
Remaining
XPENSES Report Totals $10000
Request - Report Timeline
Request Header Audit Trail
Request Timeline Allocation Summary Type Expense Type
Audit Trail | Linked Add-ons
Rt Manage Requests ket Hotel/Lodging
Step 6:

Under Request/Report Level, a record of all actions and descriptions for that travel request will be listed
including Date/Time the action occurred, who set the action (Updated By), the Action and a

Description.

Audit Trail

NACUBO | $1,415.00

Request Level
| Date/Time Y Updated By

Action Description
Approval
04/20/2021  Test, MA
. Status Status changed from Submitted to Submitied & Pending "Reports To" Approval1
10115 AM Traveler
Change
04/20/2021  Test, MA . N
045AM Traveler Exception Please make sure to specify Trip Purpose "Other” in comments section of the Request Header and save
04/20/2021  Test, MA N
015A Traveler Exception WARNING: At this time, ALL Domestic non-essential trave! is suspended through June 30, 2021. Travel deemed essential requires justification, approved Worksite Planning Checkist form attached (if applicable), as well as Dean, VP, and Pre
04/20/2021  Test, MA Approval
B et status Status changed from Not Submitted to Submitted
1015 AM Traveler
Change
0412002021 Test, UA io:]em?n‘?n *CSU-Request User Agreement
10168 Traveler 19 ¢ ¢
Acceptance
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BOOKING TRAVEL VIA CONCUR

Cal Maritime has contracted Christopherson Business Travel (CBT) as our Travel Agency. We strongly
encourage university employees to use the online booking tool in Concur or call a CBT Agent when
booking a travel reservation including airfare, hotel reservations and car rental reservations to take
advantage efficiencies within the system and potential cost savings. If you book airfare via Concur
Travel, you will not have to cover the cost upfront for your airfare as the US Bank Travel Ghost Card
will automatically be charged.

If you prefer to call a CBT Agent and book your travel, you may do so. However, please make sure to
provide the Request ID of your Travel Request. Additional booking fees will apply for calling a CBT
Agent.

By booking via Concur, CSU special pricing contracts and rates apply, as well as CSU and university
policies integrated within the system. The online booking tool is integrated within the Concur
module and you will have one go-to place for everything: travel request, booking travel, and
expense reporting.

There are service fees when booking travel with CBT. Please see the service fee list provided below.
The US Bank Travel Ghost Card will be automatically charged for all airfare including any CBT Service
Fees when booking via Concur Travel. You must move all airfare transactions including service fees
to an Expense Report and submit in order to reconcile the charges and charge the appropriate chart-
field.

As long as you have an approved travel request, you can book a travel reservation in Concur. You do
not need to book all reservations at the same time. For example: you can book airfare and then if
you need to book a car at a later time, you can do so.

Once you book a travel reservation in Concur, it will get sent to CBT agent who will finalize the

booking. You will receive an itinerary and booking confirmation email from CBT once the booking is
complete and finalized. Please do not assume once you book in Concur, that the booking is done
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Christopherson (CBT)

Agent Assist
. - Full Online with booking
Transaction Billing Service Tool initiated
online

Airline-Domestic Per Ticket $26.00 $5.00 $17.00
Airline-International Per Ticket $35.00 $5.00 $17.00
Hotel/Rental Car Per PNR $10.00 $0.00 $17.00
booked separate from airfare
Ground
Transportation Per Ticket $10.00 $0.00 $17.00
(Reservations: Limo/Bus/Tour)
Exchange Domestic Per Ticket $26.00 $5.00 $17.00
Exchange Per Ticket $35.00 $17.00
International
Complex Internajional Per Ticket $50.00
(Multiple Int'l destinations)
Reward Tickets Per Ticket $50.00
A.SSISt Online w/No per PNR $17.00
Ticket
After hours No premium charged outside normal
(24-hour assistance outside Per PNR business hours

normal business hours M-F
8:00-5:00)

(Intended for in-travel booking updates
not to be used for planning future travel needs)

Additional Services

per
Hotel Prepay Logic generated $3.00
card
Hotel and ground
. o - i
transportation Per Booking Cost + 10% quotgd at the time of
(applied to entire booking, booklng
excluding air travel)
Meeting plans, tours,

. . + % - i
sightseeing Per Booking Cost +15% quotgd at the time of
(to be applied to entire booklng
booking, excluding air travel)

Agent booked —
Domestic (Air) Per Ticket $26.00
Group of 10 -14
Group of 15 or more $24.00
Agent booked — Int'l
(Air) Per Ticket $35.00
Group of 10 -14
Group of 15 or more $33.00
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BOOKING TRAVEL

» Anapproved Travel Request is required in order to make any travel reservations and book travel via
Concur Travel.

» You can book travel via Concur using the Trip Search on the Concur homepage or the Travel tab.

SAP Concur Requests Travel Ex

Travel Trip Library Templates Tools

X8 = = &

**Only an essential travel request approved
by the President may be booked™

Mixed Flight/Train Search

Found Trip One Way Multi City

From &

Find an airport | Select multiple airports

Find an airport | Select multiple airports

[}
(!
L=
1]
(i
1]
3
]
(4]

I
1]
o
3
]
(5]

BOOKING AIRFARE

» Coach or any other economy class fare shall be selected that meets the traveler’s schedule needs.

> Instant purchase carriers such as Frontier and Spirit are not available in Concur. Also, basic economy
seating is not an option. To book this type of flight, please book outside of Concur.
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> Any airfare that is out of compliance, will be flagged and logged for reporting purposes. You will be
required to choose a reason from a drop-down list of why you are choosing that particular flight and
then a comment of justification.

The approver will have the ability to view the
information while running a report. Please be aware, if
airfare purchased is not within the CSU travel policy,

your reimbursement may not be approved unless an
approved One-Time Exception form is attached to your
Expense Report.

Step 1:

SAP Concur Requests | Travel Expense

TRIP SEARCH

On the flight tab of the Travel page,
select one of the following options:

Travel  Amangers  Trplibrary  Templates  Tools

0 = = @

4 =2 = B Travel
@ rsa **Only an essential travel request ap
H Mixed Flight/Train Search "
\/ Rou nd Trlp Zizdlaly I EEE — the President may be booked
Round Trip One Way Muilti City
Mixed Flight/Train Search
v" One Way rem@ 9

[Departure ey, amport or wai staton |

| Round Trip One Way N

Findan aipot | Select mulipe sipors

v' Multi City (Multi Segment) o

I city, arport or | For quef Frem @

‘EFD - San Francisco Airport - San Francisco,

i Sipor | Select Mt 3o

Eﬂg — =
= | depart v |[os00am v|[=2 | ¥ Fhizaimen | s
Retum Te @

@ |[depart v|[0300pm v 4 ¥ ¥ |BUR - Burbank Airport - Burbank, €A
(St enrazapet) Frimamon | Seie
) Find a Hotel Depert

“ﬂuwwzuz'” | 09:00 &m
Search by
Price.

Return @
2 Fas i  die conpecons [Eserz0z1 | separt [v ][ 0300 pm [

[ Pick-up/Drop-off car at sirport

[ Find a Hetel

Search by
| Price

[[] refundasle anly air farss
Flights wi no double connections

Step 2:

In the From: Departure City and To: Arrival City fields, enter the cities for your travel.
As you begin typing, a list of possible matches will appear. Select your choice from the list.

Step 3:

In the Depart and Return fields, select the appropriate dates and time for your itinerary.
Default time window is plus or minus 4 hours so your search results will include 4 hours past
and 4 hours prior to the timeframe you entered.

» Search by defaults by Price but you can change this by clicking on the drop-down list and
choose Schedule.

Step 4:
Click Search.
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Step 5:

Your search results will appear. You can make selection by choosing the flight you want and click on the
amount. If you do not find what you are looking for, you can change your search criteria under Change
Search to find a better match. Choose a flight and click on the amount.

Matrix available

SAN FRANCISCO, CA TO ATLANTA, GA for easy view of Show as [USD[w |
Trip Summary THU, APR 22 - SUN, APR 25 availability

Hide matrix  Print / Email

Change to @ Select Flights or Trains
g Round Trip ‘\ ﬂ :AI it * A

Al
search SFO- ATL

104 results

American Alzzka Southwest letBlue Muttiple United

criteria, Depart: Thu, 04/22/2021 e e Change to Shop
Return: Sun, 04/25/2021 b S h d I "
i 1stop 50400 B46.40 70007 78842 1,008.40 113440 1243 chedule to
dlsplay 104 results 61 results Z results 4 results Z results 1 results 8 results y o
settings ¥ Finalize Trip pick specific

and Shop by Fares Shop by Scheduls Depart or
filters. Change Search - Return times of

Flease note: search results are based on your selected oiteria and other factors including company policies. Fare, schedule or avallat

X information may not be complete or in neutral order. ﬂ |ght5-
Depart - Thu, Apr 22 ~
® o Flight Number Search q Sorted By: | Price - Low to High v Displaying: 104 out of 104 fesults
Previous | Page: 1 of 11 | Next | All
Depart 05:28 A -12:50P
[ ] L
Amive 02:54P-12:20 A - _
. Amercan  0550aSFO - 0502pATL  1stopCLT 8h 12m 550400
Return - Sun, Apr 25 8 AR 06:15p ATL € 12:35aSFO 1 stop MIA 9h 20m View Fares
L L
Depart 11104 -08:15F Least Cost Logical Fare Show all details
L4 e
Amive 0339P-12:35 A
— - « AT 05:50a SFO - 05:02p ATL 1 stop CLT 8h 12m $594.00
il View F
= AR 02:52p ATL - 11:05p SFO 1 stop MIA 11h 13m e
Price $594.90 - $1,242.4D
Least Cost Logical Fare Show all details
Display Settings -~
Display Settings . . .
Hite Nonaetandabie Fares Y American 05:50a SFO 05:02p ATL 1 stop CLT 8h 12m $504.90
; irli View F:
L] ise Propetier Fanes A 11:25a ATL — 03:30pSFO 1 stop PHX 7h 14m s
D Depart/Return Same Airport Onhy
Least Cost Logical Fare Show all details

i 1

Step 6:

You will be taken to the Review and Reserve Flight page. Please review all information. No payment is
required as the US Bank Travel Ghost Card will automatically be charged. After the transaction hits US
Bank, it will load into Concur under Available Expenses and you will need to move the transactions over
to your Expense Report to reconcile and charge the appropriate chart-field.

» Please note: You will see two transactions for Airfare in Concur. One transaction is the airfare total
(what you see when booking your airfare) and the other transaction is the CBT Service Fee. You
must move over both transactions. They will both be covered by the US Bank Travel Ghost Card.

» Seat selection is based on the airline vendor. In most cases, your seat will be selected after you
complete booking your reservation. A CBT agent will place you in a seat based on your Air Travel
Preferences if populated. In other cases, you will be able to pick your seat. Otherwise, no seat
selection is necessary.
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Review and Reserve Flight

Trip Swmmary
REVIEW FLIGHTS
Fiights Sslacted
RaundTr DEFART 7 Thu, Apr 22 — San Francisoo, GA 30 Azanes, GA /10 47m kayover in Crarione —zacews
SFO- ATL =
Deenart: The, GHERE0E
Somturr Sun, DASSEIS TR, AQrZZ  QSS0aSF0 * QEUED CT SniZm  Amenican Arines 1560
Arous Incusine AT
Finallzs Trip Layouerin Chasate NC 1n47m  Chasone Aimo

O348p CLUT O502p ATL 1k 13m American Alrlines 1230
At Indiaie A215
RETURNM K Zun, Apr 36 — Afiamia, BA 0 San Francisoo, TA. ¢ S2m layover in Mismil, FL Fite camin
Sun, Aor 25 OEC1Sp ATL OE15n MIA Zh 03m American Alrlines 1045
S, o
Layoverin Miami FL &2

oE-i0p MA L 1235a SF0 &h 25m
Larxen Mo, agr 28

ENTER TRAVELER INFORMATION
Ersure sl Taweler indormeadion below Is comecl @
Primary Traveler Eun | Raview s
Hams: MA Trageler Test  Phons: TOPSS41750 Emall: | crong@osames |
Fraguert FIyer PrOgrams asa = Frogram
P Amanzan Arnm
Pz Bragram eeced

SELECT SEATS

Select your prefemer seats, ofhenwise Conour will regues: Shem for ou based on your Profile

_— =
AA 1888 Main Cabin L) Wisw sast map
AA 12D Main Cmoin L) Wizw saat map
AA14E  Main Caigin 0L Wiew saat map
AA BPES  Main Cabin L) ‘Wiew sasi map

REVIEW PRICE SUMMARY
Desoripion  Fare Taxes and Fess  Charges
At 5183 EIIIT BSR40

Todal Esfimaded Cost: #6584 80
Todal Dus Now: FEB4.B0

US Bank Travel Ghost
Card will automatically
S be charged.

SELECT A METHOD OF PAYMENT

How woud you ow (o pey?

iy This is a Non-Refundable Ticket

Step 7:

Click Reserve Flight and Continue. Continue reviewing your reservation until completed and booked. If
booking other segments, you will need to book or skip booking them at this time and continue through
the booking process until completed.

You will receive an email notification from CBT with your travel reservation information and contact
information if you need to contact a CBT Agent. Your reservation is not finalized until you have a
received a confirmation email from CBT.
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BOOKING CAR RENTAL

» All Car Rental reservations must be booked through the CSU preferred vendors- Enterprise or
National.

» Any car rental that is not within the CSU policy, will be flagged and logged for reporting purposes. If
booking a car rental that is out of compliance, you will be required to choose a reason from a drop-
down list and a comment of justification Approvers may have the ability to pull reporting
information of all out of compliance booked travel reservations. Please be aware, if you purchase an
out of policy car rental, your reimbursement may not be approved unless an approved One-Time
Exception form is attached to your Expense Report.

» Out of compliance car rentals include:
=  Carrental reservation made with a non-CSU preferred vendor. If purchased, this
expense may require an approved one-time exception from Risk Management
Department.
=  Any car size larger than intermediate.

Step 1:

Click on the car rental tab @ of the Concur homepage and under Car Search, enter your Pick-up
date and Drop-off date.

TRIP SEAR%

XE &2 = 2

Car Search

[ T —

arch Ootiones

=3
Step 2:

Also, choose Pick-up car at radio button: Airport Terminal or Off-Airport and enter the airport name or
check the box Return car to another location. And, click Search.
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TRIP SEARCH

0 & = 8 Choose correct radio button:
N B picking up car at airport
SETEEE terminal or off-airport. If

|Txm:m |[1=z0e | Airport Terminal, enter
|aiiE Qe So0pm |, : .
e airport location.

|Fn+~:5ﬂm1 || 1200 pm [ |

Fici-up oar

@AMMMIDDH-AM
Flasme ey A Slpor.
||-‘.T_-.".:a'r.a Hars i Jaicieron Intl Adnpor - ASksrta, A

D Reasurn car 5o anomer looation

™ pjore Search Optlons

— X3

Step 3:

Results will appear based on your search criteria. If Enterprise or National (CSU contracted vendors) is
available, these are the only options that will appear. Choose a car that best fits your needs and click on
the amount indicated on the right-hand side.

» If your choice is out of compliance, you will see A\ icon- Select a different choice. If that is the
only option, you will need to select a reason from the provided drop-down list and enter a
justification as to why this is the only option for you.

» Out of compliance will flag any outside the CSU preferred vendors (Enterprise and National) as well
as any car above Intermediate Car type.

> A matrix of all car options including car type, amount, and vendor will appear. Preferred vendors will
list at the top and if available, will be the only options that appear.
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PICK UP: (LAX) ON WED, AUG 15 09:15 AM Show as | USD - ¥ |
RETURN: FRI, AUG 17 11:00 AM
Hide matrix  Print / Email
All = ) <o - = ) - - -
116 results | EconomyCar | CompactCar | Intermediate Car  Standard Car | Full-size Car  MiniVan | Intermediste SUV  Standard SUV | Full-size SUV
== 7 33.96 3396 36.02 36.02
A Nt
13260 3396 36.02 36.02 57.62 9055 11834
Preferred
4414 3873 3873 3879 4156 58.20 56.64
LSAE 3048 4142 4286 4438 61.57 5248 65.07

Full information will appear at the bottom. This option would be ok since your choice is in
compliance with the CSU travel policy as the vendor is Enterprise and it is within the allowable car
size.

Displaying: 1 out of 116 results. @

Preferred Car Vendor for CSU Office of the Chancellor / E-Receipt Enabled @

| A Compact Car - $33.96 per day (Worldspan)
Automatic transmission Total cost*
g_ Y Unlimited miles, Pick-up: Terminal: LAX
‘-!lu—n",-/“’ {Ag;rlts 2, Children: 2, Large bags: 1, Small bags: 2 $140.09
= porate rate)

Location details

> Here is an example of a choice that is out of compliance:

The warning message will indicate the reason this

option is not in compliance.
Hertz 5251 52.52 4871 4163 5267 7392 5352 56.58 11928
i D e s ag | W | s e wa | Your choice if you continue to move forward with
Budger 53.10 53.10 49.50 48.60 5490 6200 220 56.70 b00k|ng, W|” be |Ogged and more
= : - - : B information/approval may be required in order
AVIS 5890 59.85 5320 5225 59.85 7505 5415 6175 9 _q
for the purchase to be eligible for
=l 5841 5844 5509 54.65 60.26 6187 59.89 .
reimbursement.
Car Rental 5361 56.08
020 CAR NOT AVAILABLE. AVAILABLE CARS ARE NONE #AL#
Sorted By ‘ Policy - Most Compliant v warning X

Displaying: 1 out of 116 resulls. @ This option breaks one or more company travel rules.

Warning We will log this choice if you choose to purchase it.

Hertz Full-size Car - $52.67 s option breaks one or mere company travel rules. .
rulleize Car - 39287 we wiog s choe you choose o purchase . b Te A\ Car vendor is not preferred and Search results A
utomatic transmission ! )
Unlimited miles, Pick-up: Te &\ Car vendor is not preferred and Seareh resulls $203.01 , S contain one or more of these vendors: Enterprise,

E-Receipt Enabled @

Adults: 5, Large bags: 2, Sr|

contain one or more of these vendors: Enterprise.
(Corporate rate)

National
National

A\ Car size exceeds company preferred size of

& Car size exceeds company preferred size of
Intermediate Car

Intermediate Car

Location detfails

Step 5:

Once you click on the cost amount of your car choice, it will take you to the Review and Reserve Car
page. You can add comments which will be passed to the rental car agency. Driver information will
populate with traveler name, phone and email address on file. Once all is reviewed and the total
estimated cost, click Reserve Car and Continue.
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Travel  Amangers  TripLirary — Templates  Tools

Review and Reserve Car

Trip Summary
Car selected REVIEW RENTAL CAR
National Car Rental
Pick-up: Wed, 08/15/2018
Drop-off. Fri, 08/17/2018 Type Pick-up Drop-oft
Compact Car  Airport Teminal Airport Terminal
Features LAX: Los Angeles LAX: Los Angeles

09:15 am Wed, 08/1572018  11:00 am Fri, 08/17/2018

PROVIDE RENTAL CAR PREFERENCES

“Your preferences and comments will be passed to the rental car agency.

max)

ENTER DRIVER INFORMATION

Ensure the name below matches the 1.D. you have with you on the day of pick-up. &

Driver

Name: Joy Jones Phone: 415/338- 1234 | jjones @stsu=ss ¥

Edit| Review al

Rental Car Agency Pregram agq a Program

[oProgram sesces 7]

REVIEW PRICE SUMMARY
Description Daily Rate  Dates Total
National Car Rental §3396  Aug15-Augi7  $140.00°
Total Estimated Cost: $140.09
Total Due Now: §T00~

Payment/credit card not
required in order to reserve car.

ental provider's sstimated amount. Exact fees unknown. Doss not include additions! fees incurred during ime of iravel
* Remaining 2mount us 3t rental ocation

[ ek | s corana cone _

Step 6:

> Review your travel details one last time and click Next. Continue to follow through with the steps to

complete your reservation.

Travel Details

Trip Summary

ip

@

TRIP OVERVIEW

[ T e o st 108 AYGELES JET—
o A 7 08 ©=
o At 2. 2016, Aends Gz ot St 2

Dascription: (No Daseription Avalatis] 221
‘Agency Record Locator: NENFEY
Reservation for: Acrands Lea Gazza

Total Estimated Cost $140.09 USD sy

RESERVATIONS
Wednesday, August 15, 2018

National Car Rental at: Los Angeles US (LAX) ey Jones
Pickup st Los Anpeles US (LAX)

Pick Up: 09:15 AM v v 5

P Lok

TOTAL ESTIMATED COST

can: 514000 USD
Total Extimsted Cost 14008 Uz0

o ) coem

If you want to cancel the

reservation completely and
not move forward, click
Cancel Trip.

» Otherwise, if you do not want to book the reservation, click Cancel Trip. Cancelling the trip will
cancel the entire reservation and a confirmation stating your trip has been successfully cancelled
will appear. You will also receive an email confirmation that your itinerary was cancelled.

Your trip has been successfully cancelled.

SAP Concur |C
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BOOKING HOTEL

> Maximum nightly room rate is $275 before tax. If you book a hotel greater than $275 you will only
receive reimbursement for the max rate of $275 plus any applicable taxes charged, unless an
approved One-Time Exception form is attached to your Expense Report. Please acquire the
Exception form and get it approved prior to booking a hotel over the maximum nightly room rate.

» If a conference is doing room blocks or has a special rate for their attendees, please do not book
though the online booking tool, and book with the conference in order to get the special rate as CBT
is unable to match these discounted rates.

> Hotels with government rates will be sorted at the top and will indicate the government rate if
available. Please make sure the hotel rate offered is the State government rate.

» Any hotel that is not within university policy, will be flagged and logged for reporting purposes. You
will be required to choose a reason from a drop-down list of why you are choosing a hotel that is out
of compliance and then a comment of justification. Please be aware, if you purchase a hotel that
does not fall within the CSU travel policy, your reimbursement may not be approved unless an
approved One-Time Exception form is attached to your Expense Report.

» If you have followed the correct steps to book your travel from an approved Travel Request, your
search results will bring up available hotels based on your itinerary. Skip to Step 3.

» To check estimates for hotel, please follow the provided steps. If you do not book your travel from
an approved travel request and go straight to the Travel page, the system will not allow you to book
the travel you selected and will prompt you to submit a Travel Request. Your travel reservation will
be on hold, however the system will stop you from submitting the Travel Request. You will need to
cancel the travel reservation and the request, and create and submit a new Travel Request, get it
approved and then book from the approved Travel Request.

Step 1:

Click on the hotel |.=| tab on the Concur homepage and select the Check-in Date and Check-out
Date.

> Click on additional search criteria (radio buttons) that you think will help in your hotel search such as
Airport, Company/Location, Address and Reference Point/ Zip Code. If you select “Reference
Point/Zip Code, enter zip code. Click Search and then click Choose if correct Location shows up.
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Travel Trip Library Templates Tools

R = = 2

Hotel Search

Checkin Date Chedcout Date
|EEoarzzr202 || E 04200202 |

Search within |5 | miles from

(Dairport () Address

Ccompany (®) Reference Foint / Zip Checkin Date Chedout Date g e | i e
Location Code [ PP

Welcome to Con

Reference Point / Zip Code
(e.g. "Staiue of Liber)y’, 90210 or "Alexandris, VAT
Bz

D ‘Only show results showing: 50815

— N

Step 2:

] Searching for location. .. x

Location:

Long Beach, CA S0815, USA (

>

Your results will appear based on the search criteria you entered. To further refine your search, use the
available boxes such as Name Search, Price, Display Settings, Property Brand, etc.

‘ Certain hotels may offer government/prefered member rates which do not apply to all. CSU employees

Trip Summary Additional verification may be required in order to receive the discounted/preferre:
Select a Hotel CHECK-IN WED, APR 28 - CHECK-OUT THU, APR 29
Nights: 1
Long Beach, CA 50815, USA Hide Map Print/ Email |

Chedk-in: Wed, 04/28/2021
Chedk-out: Thu, 04/29/2021

Finalize Trip

[ Change Search ~ I

Price I ~

! o

Display Settings

] Hige Sokd Out
[e-Receipt Enabies

BOUIA OHICA ML
Cohstar san reoad R
N
Pi Brand
bs"g 2 o2
S \_l

Name Search Sorted By: | Custom v
[asoen (1) & 2 il G o
[eourtyara ()

Days Inn (1
[_1oess im (1 1. Econo Lodge Long Beach
[CJooubletree (1) 2624 E Pacific Coast Hwy, Long Beach, CA 90804 Map it
[Jecono Lodge (1) v
m S O V1.55miles X
Check All | Reset z
E-Receipt Ensbled
Amenities I ~
2. Quality Inn Long Beach Airport

[areaktast 31) A 3201 E Pacific Coast Hwy PCH and Obisp, Long Beach, CA 90755  Masp it
PR 2

To view what rooms are available with a particular hotel, click View Rooms. Amounts may differ
depending on room type selected.
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Marriott q Sorted By: | Custom E|

1. Courtyard by Marriott Anaheim Buena Park
T821 Beach Blvd, Buena Park, CA 80520 Map it

¥7.85 miles W WON

E-Receipt Enabled

2. Marriott Long Beach
4700 Airport Pleza Dr, Long Besach, CA 20815  Map it

¥1567 miles WWW

E-Receipt Enabled

: 3. Residence Inn by Marriott Long Beach
; 4111 E Willow St, Long Beach, CA 30815 Map it
E =

e | ¥1.82 miles W0

Step 3:

Select the room you want to reserve by clicking on the blue amount box.

1. Courtyard by Marriott Anaheim Buena Park
7821 Beach Blvd, Buena Park, CA 20820 Map it

Y785 miles WR N

E-Receipt Enabled

Room Opticns

Govt Miltary Federal Government Id Reguired Guest Room 1 King Please cancel 1 day before
arrival (Worldspan}
Rules and cancellaticn policy

Govt Military Federal Government Id Required Guest Room 2 Queen Please cancel 1 day before
arrival (Worldspan}
Rules and cancellation policy

Govt Military Federal Government Id Required Guest Room 2 Double Please cancel 1 day before
arrival (Worldspan)
Rules and cancellation policy

Government State State Government ld Required Guest Room 1 King Please cancel 1 day before
arrival (Worldspan)
Rules and cancellation policy
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Displaying: 2 cut of 42 results. i@

$99

Hotel details

$120

View Rooms

Hotel detsils

$181

$99

Hide Rooms

Haotel details

o 599
o 599
o 599

o 599



Step 5:

Review all the information and Reserve your hotel by checking the box stating | agree to the hotel’s rate
rules and restrictions, and cancellation policy. Then click on Reserve Hotel and Continue.

» Make sure to add any comments to the comments field to be passed along to the hotel. If you have
a hotel program number, click Add a Program under Hotel Program.

» A credit card must be on file to “guarantee” your hotel reservation. Please be aware your card will
not be charged during the time. You will need to either contact the hotel to authorize a charge using
a Departmental Travel Card or give the hotel a credit card at the time of your stay. Do not enter a P-
Card, and only enter a credit card that is in your name: Departmental Travel Card, Personal Liability
Travel Card, or personal credit card.

» This card may be charged if a hotel deposit is required or hotel was cancelled after the
cancellation deadline.

» Make sure to read the Accept Rate Details and Cancellation Policy as all hotels are different and
may have different policies. Also, it may indicate an estimate in the Review Price Summary. Please
make sure to read over this section as it will give you a breakdown of the nightly rates and the total
as the average nightly rate indicated is not always the actual rate for each night.

» Continue to complete your hotel reservation. You will receive an email confirmation from CBT when
your reservation is booked.

Tee  Amngms Tlemy  Tenems Tes
T Summary Review and Reserve Hotel

e REVIEW HOTEL ROOM
Sheraton Gateway Los Angeles Hotel

Lo rgnes 1 King Siate Goverment Rate - 1d Required. Not Valid For Govermment corirac Ted Vendors State Of Gafforia Gawt Employes Piase cancel 23y
e 02152018 2
.08/ 72015 2Nighs| 1 Gusse

Chckin Cheakout Phone
at0seztm

e

ust 15,2018 Frday, Augos

ROOM PREFERENCES

5 Wil e passed o the hotel.

Click here to add a credit card to

ENTER HOTEL GUEST INFORMATION

S _ make your hotel reservation. Your
e s o credit card will populate if you

Hotel Program Az s Pogam

have already added a credit card
EETFIEEI - to your user profile.

Sheraton Gatsway Los fnpeies Fo! S0 AgiS-ApTi 524000
Total Estimated Cost $24000°
Total Due Now:S0.00°*

Please read hotel
rate and cancellation
policy as all hotels
may have different ==
policies.

SELECT A METHOD OF PAYMENT

0 Addwedicard

LS AND CANCELLATION POLICY

cancstaton policy proviced by te htel

CANGEL EY 2 DAVS PRICRTO AVSID 1 NIGHTS FENALTY
(CHECK IN TIVE 15
CHECK OUT

[t | e
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BOOKING RAIL (TRAIN)

Amtrak train reservation is now available in Concur.

Step 1:

Click on the Train Search tab g of the Concur homepage. Enter the From/To fields with a city
location or train station. Enter your Depart date and Return date and click Search.

TRIP SEARCH

J

o = = &

Train Search jameak)

\ Round Trip \ One Way ‘ Multi City ‘

From

| Emeryvile, CA |

To
| Los Angeles - Union Station, CA |

Depart
[P 0112212020 || depart v || 0g:00am v |

Return
| 012872020 || cepart v || 03:000m v |

Search by

|Price 7|

D e

Step 2:

Results will appear based on your search criteria. Make your selection by clicking on the amount box on
the right-hand side.

» If your choice is out of compliance, you will see /A icon- Select a different choice. If that is the
only option, you will need to select a reason from the provided drop-down list and enter a

justification as to why this is the only option for you.

> A matrix of all train options will appear.

15 resuies 15 resuies
Previcus Ssarches ~
| Previous —— - Shop by Fares Shop by Schedule
Load Please note: search results are based r selected ariteria and cther factors including company policies. Fare, schedule o ailability
may not be or i al oraer
Change Train Search -~ - : I ot 1m e
o Searc Q| Sorted By: | Price - Low to High -
From Previous 1 2 Next | All
[Emeryville, United States of Amernce ]
=
[Los Angeies - Union Station. United States of An| 10:00a 09:48p 1 connection 11h 48m

2  Multiple $128.00
05:00 st~ | 12:55p 1017p 1 connection an 22m

ROUND TRIF: EMERYVILLE TO LOS ANGELES - UNION
STaTIoN
Show all sstails
10:00a 09:48p 1 connection 11h 48m
F— 2 Multiple $128.00

01:05p 10:17p 1 connection on 12m




You can shop by Fare or shop by Schedule.

Depart | Refurn

Emeryville - Thu, Apr 29

Q| soneasy| Depan-caniest |v

Amtrak
™ Regional  07:47a 01:57p Direct Coach m
3 Bus 02:05p 04:35p Direct Coach
DEPART: EMERYVILLE TO BAKERSFIELD
DEFART: BAKERSFIELD TO LOS ANGELES - UNION STATION
8h 48m © [ Train 710, BUS 58
Amira
Amtrak
™ Regional  09:47a 03:57p Direct Coach m
[i5 Bus 04:05p 06:35p Direct Coach
DEPART: EMERYVILLE TO BAKERSFIELD
DEFART: BAKERSFIELD TG LOS ANGELES - UNION STATION
8h a8m O/ Train 712. B

Step 3:

Once you click on the cost amount, it will take you to the Review and Reserve Train page. Review the
information. Enter an Amtrak Guest Rewards Number if you have one. The credit card you have under
your profile will be charged and you will request reimbursement at the time of completing your Expense
Report. If you haven’t added a credit card, click Add credit card, add the card information to your profile
and return to the booking page to complete the reservation. Once all is reviewed and the total
estimated cost, click Reserve Car and Continue.

Review and Reserve Train

TRAINS
DEFART R Thu, Apr 28 e ool
Thu, Apr25  10:00a EMERYVILLE 8h40m BusB
03:40p  SANTA BARBARA 2m
07:02p  SANTA BARBARA 2h48m  Amtrzk Regions
0%:48p  LOS ANGELES - UNION STATION
RETURN R Fri, Apr 30 e ool
Fri, Apr 30 12:550  LOS ANGELES - UNICN STATION 3 00m Bus Bus 5718 ¥
03:35p BAKERSFIELD Tm
04:12p  BAKERSFIELD 6h 05m  Amirak Regional Train 719 %
10:i7p  EMERYVILLE
ENTER PASSENGER INFORMATION US Bank Travel Ghost
Ensure passenger information bekow i comect. @
Passenger Edit | Review all

Name: MA& Traveler Test  Phone: TOTE541750  Email: | cvog@sumesy o Ca rd Wi I | a Uto m atica I Iy
S S be charged, if booked via
Concur / CBT.

PROVIDE TICKET DELIVERY PREFERENCE
You can now experience batter comfort in customizing your Amtrak booking exparience. With our trsin options, yo
& money to make your trip optimal

ry Method [ Secronic 0003 | o

REVIEW PRICE SUMMARY

Description  Fare Taxes and Fees  Charges

Train tickst $128.00 000 $128.00

Total Estimated Cost: $128.00
Total Due Now: $128.00,

By completing this booking, you agree to the fare

[ cucr | Reves st onsiue

By completing this booking. you agree to the fare rules and restrictions.

Reserve Train and Continue —
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Step 4:
Keep click Next until you see your finished!

» Continue to complete your train reservation. You will receive an email confirmation from CBT when
your reservation is booked.

ADDING A TRIP TO YOUR ITINERARY

» If you already have an upcoming travel reservation and you would like to add an additional
reservation to your travel, you can do so at any time as long as the travel has not started.

Step 1:

Click on the Requests Tab.

SAP Concur @ Requests Travel Expense

Step 2:

Click on your trip name under Manage Requests.

SUBMITTED 070172020

M Fiscal Year Travel
Note: You need to RECALL

for submitted and approved
$2,000.00 requests prior to adding
Submitted & Pending "Reports To™ .
expenses to the trip.

Step 3:

The Travel Details page will appear.

SAP Concur E Requests Travel Expense App Center Profile i

Manage Requests

A Alerts 2

Fiscal Year Travel $2,000.00 [ woreactons v | recan

Submitted & Pending "Reports To" Approvald | Request ID° 4JNR

RequestDetails w  PrintiShare w  Aftachments w

EXPECTED EXPENSES

Alerts Expense type Details Date ¥ Amount Requested

BB Hotel Reservation Long Beach, California 07/01/2020 $2,000.00 $2,000.00

Estimated Total: $2,000.00
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On the right-hand side, under [EXPECTED EXPENSES], click “Add” to your Itinerary. You can add Meals,
Car, Parking to your trip.

Manage Requests

A\ Alerts: 2 v

Fiscal Year Travel $2,000.00

Sent Back to User | Request ID: 4INR

Request Details + Print/Share « Aftachmenis

EXPECTED EXPENSES

it

pate ¥ Amount Requested
et —F
Parking/Talls ach, California 07/01/2020 $2.000.00 $2,000.00
Railway Ticket
- 04a. Meals & Incidentals - International, Alaska & Hawail Estimated Total: $2,000.00
“ 04b. Meals - Domestic
~ 5. Hospitality ©

Save your changes and submit your request for approval.

CANCELLING/CHANGING AIRFARE, RENTAL CAR, RAIL OR HOTEL RESERVATION

> You have the ability to make certain changes to your travel reservations within Concur. You can
cancel travel reservations online under your Travel tab, Upcoming Trips. You can also contact a CBT
Agent to cancel or change any travel reservations booked via Concur.

> Cancellation rates may apply depending on the vendor’s cancellation policy.

> Any credits received for airfare will be stored and maintained within Concur for future use.

Step 1:

At the top of the Home page, click Requests.
Step 2:

Select and click the name of the trip you want to change.

» Flight changes may be available for e-tickets that include a single carrier. If the trip is already
ticketed but has not occurred, you can change the time and/or date of the flight. Your change
options will be with the same airline and routing.

» If you didn't book your trip using Travel or directly with Christopherson, you will need to contact the
appropriate website or vendor directly.
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Step 3:
To cancel your entire trip, in the box, click Cancel Request.

SAP Cuncur@ Requests Travel Expense App Center e -

Manage Requests

A Alerts 2

Cancel Request ‘

-iscal Year Travel $3,550.00

*ending Cost Object Approval | Request ID: 4JNR

Copy Request
iequest Details = Print/Share » Aftachments »
XPECTED EXPENSES
Alerts  Expense type Details pDate ¥ Amount Requested
B8 Hotel Reservation Long Beach, California 07/01/2020 $2.000.00 $2.000.00
04b. Meals - Domestic 07/01/2020 $550.00 $550.00
Registration/Fees 07/01/2020 $1.000.00 $1.000.00

Estimated Total: $3,550.00

Add a comment in the Cancel Request box and then click OK.

Cancel Request

Add a comment to explain why you are cancelling the request. Then click OK to confirm the cancellation.

Comment

Conference re-scheduled for next year|

» When you cancel a trip, if your ticket is refundable, your ticket will be voided or refunded, as
applicable. If your ticket is non-refundable, and you cancel it in accordance with the airline rules, an
e- ticket will be retained that can be applied to future trips.
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CREATING AN EXPENSE REPORT BASED ON A COMPLETED TRIP

All CSU-related travel for faculty and staff MUST have an approved
Request before an expense report can be created.

Submission Due Date:

All Travel Expense Report/Claim must be submitted within 30
days of the end of a trip.

Please be aware Approved Requests will automatically close 60
days after the travel end date.

» From the SAP Concur Header toolbar, click on the Requests tab. A list of approved Requests will pop
up, then select the completed trip you want to create an expense report.

SAP Concur Requests Travel Expense App Center

Manage Requests

Manage Req UeStS View  Active Requests

APPROVED 0710112021 APPROVED 05M6/2021

/A Blanket Travel FY 21/22 /A Leadership Conference
Create New Request 59,162_00 51;131 32

Approved Approved
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Step 1:

Click Create Expense Report box.

SAP Concur

Travel Expense App Center
Profile =

Manage Requests

A\ Alerts: 1 v

Leadership Conference $1,131.32

Approved | Request ID: 4JGX

Request Details Print’Share + Aﬂachments@ -

REPORTS: 1
Amount

$1,072.50

EXPECTED EXPENSES

Alerts  Expense type Details pate ¥ Amount  Requested
Hotel Reservation San Diego. California 05/16/2021 $850.00 $850.00
Incidentals 05/M16/2021 $21.00 $21.00
02. Personal Car Mileage 05/M16/2021 $40.32 $40.32

B2 04b. Meals - Domestic 05M6/2021  $220.00 $220.00

Estimated Total: $1,131.32

[Note: You can also click on the Expense tab from your approved Travel Request.
Step 2:

Click on the Report Header from the list of Reports under Report Details.

lManage Expenses

A Alerts 1 v
Leadership Conference $0.00 fi

Not Submitted

Report Details * Print'Share + Manage Receipts ¥ Travel Allowance ¥

Report

Report Header
Report Totals
Report Timeline
Audit Trail

Linked Add-ons
Manage Requests
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Review all the information and ensure everything still applies. If not, make the appropriate updates on

the request.

Report Header
Leadership Conference $0.00

Click Save or Cancel if no changes were made.

A Aerts: 1 v
= Requirzdfield
Paliey RepartId ReporTrip Name *
*CSU-Test Expense Palicy v | sccoBraa0D4E4s45BA3E | Leadership Canference |
Trip Type = Travel Start Date *
| 4n-state ~ | | osrerz0z1 ‘ |
Travel End Date *
| 0511912021 ‘ |
Traveler Type ® Trip Purpose * Personal Dates of Travel-none enter NA™
2-staff v | | conterence v e |
Are you travelling to a banned state? *
Mo v
Are you traveling with students? * Business Unit* [2] Fund* [=]
No v | | ¥ ¥ | (MACMP)MACMP - CSUMARITIME ACADEMY R A ‘ (48485) 48485 - General Operating Fund 485 |
Department = ® rogam [-]
[y~ ‘ (41500) 41500 - VP Administration & Finance |y~ ‘ Search by Text |
Class @  Foed (2]

[y~ ‘ Search by Text

\Y v ‘ Search by Text

Report Currency

Us, Dollar

Approval Status

Not Submitted

Report Total

0.00

Step 3:

Begin adding both out-of-pocket expenses and Concur Travel/Ghost card transactions.

Expense.
Manage Expenses

A\ Alerts: 1

Leadership Conference $0.00 @

Mot Submitted

Report Details *

REQUEST

Approved

$1,131.32

‘ Add Expense

Manage Receipts ¥

Travel Allowance ¥

No Expenses

Add expenses to this report to submit for reimbursement.
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Click Add

Submit Report




Select the applicable business travel expense incurred from the list.

Add Expense x

0 +

Available Expenses Create New Expense

Search for an expense type

~ Recently Used
International, Alaska & Hawaii Per Diem
Ajrfare
Hotel/Lodging
Hotel/Lodging Tax
Dinner - Domestic
~01. Travel Expenses
Hotel/lLodging
Hotel/Lodging Tax

Incidentals

» For hotel and car, the expense is actually incurred at check-out or when the car is returned, so the
Expense link will not appear for these particular expenses until the trip is completed (the last date of
the trip).

» For an air expense, the Expense link appears when the airfare has been paid (payment will be made

using the US Bank Travel Ghost Card).

See EXPENSE REPORT section for detailed instructions.
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UPLOADING RECEIPTS TO CONCUR

» Concur is a paperless Travel Software and virtual receipts must be submitted with your Travel
Expense Report. There are many benefits to a paperless Travel Software including:

v Cost Saving and Eco-Friendly solution.
v" Reduce chances of receipts getting lost/misplaced.
v" Time Saving - not having to tape receipts to paper or contact vendor if receipt gets lost.

> Itemized receipts are required for items purchased $75.00 and above. Itemized receipt must include
the itemized breakdown of cost, how it was paid and what was purchased. Please note: this is for
out-of-pocket purchases or purchases made using Concur Travel — US Bank Travel Ghost Card. All
Travel Card purchases require an itemized receipt no matter the purchase amount.

> There are two ways to submit your receipts in Concur:

v' Computer Scans
v’ Mobile App using mobile phone or tablet <

COMPUTER SCANS
Step 1:

Click on Expense tab at the top of the Concur homepage. Then Manage Expenses.

Help ~

CONCUR Requests Travel Expense App Center .
Profile ~ -

Manage Expenses Cash Advances

Step 2:

Scroll to bottom of the page to Available Receipts and click Upload New Receipt.

Available Receipts

(o)

Upload New
Receipt

Click here or drag & drop files to upload
new receipt images.
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Step 3:

Click on Browse and select a saved file of a receipt from your computer, then click Open. Please note:
Receipt file must be saved in PNG, JPG, JPEG, HTML, TIF, TIFF format. Black and White scan preferable
for best results.

; x
Receipt Upload
For best results, scan images in black & white with a resolution of 300 DPI or lower.
Click Browse and select a .png, .Jpa, .Jpeg, .pdf, .html, .tif or .tiff file for upload. 5 M8 limit per file.
For best results, scan images in black & white with a resolution of 300 DPI or lower.
Files Selected for uploading: - E
No files selected
i x
Receipt Upload
For best results, scan images in black & white with a resolution of 300 DPI or lower.
Ciick Browse and select a .png, .jpg, -jpeg, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per file.
For best results, scan images in black & white with a resolution of 300 DPI or lower.
Files Selected for uploading: H= E _
No files selected
Step 5:
.

When the status of the receipts shows as uploaded, click Close.
MOBILE APP

In order to scan receipt images on the Concur Mobile App, you will need to download the app first and
then log in using your Cal Maritime Email Address and credentials. Two- factor authentication will be
required to log in.

Step 1:

Once you are logged in to the Concur App, select Receipt. The app will present your phone’s camera to
take a photo or click on +Expense. When the new expense opens, click Add Receipt and select from
Receipt Store, phone gallery and capture picture options.
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Wl ATAT & 110 PM 46% - )

Expenses

#) Expense Reports

Approvals

Requests

Step 2:

Take a picture of the receipts and click Upload. The receipt is automatically be saved in your Concur
account. Or, you can take a picture directly using your phone and save it to your photo album. Then you
can email receipts from your album to receipts@concur.com to have them stored in your Receipt Store

for later use.

> Please make sure verify your email address. This is required in order to send your receipts to Concur
and have them load them into your Concur account.

» Your mobile phone camera works offline in the case you do not have Wi-Fi or you are without
reception, you can still capture the receipts using the scanner. Then once you have internet

Take a picture of

ere gacage your receipt from
R the mobile app. It
will be available in
your Receipt Store

(Available Receipts)
in Concur.

connection again, the Receipt Store will gather them up.

il ATET T 1:39 PM aavm

Cancel New Message Send

Email a receipt to
receipts@concur.com
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TRAVEL REQUEST

» Travel Request — Formerly known as RAT (Request for Authorization to Travel Form).

» An approved Travel Request using the Concur Request Module is required to obtain preapproval of
your university business related travel prior to making any travel reservations and submitting an
Expense Report.

> Feel free to check the prices of flights, hotel and car rental in Concur by using the Trip Search
feature on the Concur homepage. You can browse for availability and pricing to enter on your Travel
Request as well as decide if you want to book your travel via Concur or outside of Concur. Once your
request is approved, you may book using the Trip Search or Travel tab.

» Approved Travel Requests automatically close 60 days after the travel end date and cannot be
reopened. Please complete and submit your Expense Report within 60 days after your trip end date.

> You may also submit a liability only request. Meaning, you will not be expensing travel/requesting
reimbursement. Indicate in the comment section of the Request, liability only. Create a SO expense
and once the request is approved, you can Close/Inactivate the request.

Traveler Responsibility

e Individuals traveling on official university must familiarize themselves with and adhere to
the CSU and Cal Maritime travel policy and procedures.

e Traveler should make certain that the business-related expenses they incur are ordinary,
reasonable, not extravagant, and necessary for the purpose of the trip.

o Traveler will utilize CSU preferred vendors and CSU negotiated terms and conditions

whenever possible. Use of additional waivers and discounts available to government
employees is strongly encouraged.

CREATING A TRAVEL REQUEST

Step 1: g

To create a new Travel Request:
q Or Click + Start a Request

On the header page, under Requests > click Create New
Request.

SAP Concur [C] Requests Travel Expense App Center

The California
State University + +

Hello, MA Traveler Sten 2 Start 2 Upi

TRIP SEARCH ALERTS
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Step 2:

Under the Request Header, complete all required fields (marked with red bars) and optional fields as
needed. All Travel Request must include this required information:

Request/Trip Name

Trip Type

Travel Start and End Date

Traveler Type

Trip Purpose

If Faculty, is class covered?

Personal Dates of Travel

Destination City/State &
Final Destination Country

Are you traveling to a
banned State?

Chart-field Information

NACUBO Request ID: 4NU

Request Policy

*CSU-Test Reguest Policy

Trip Type *

Enter Trip Name such as Conference/Workshop name (Trip Identifier)

In State, Out-of-State, or International

Start, and End Date of your Travel

Staff, Faculty

Choose a travel purpose description from the drop-down list

Yes, No, NA (Do you have a plan/substitute for your classes while you are away?)

Enter Personal Dates of Travel if any. If none, enter NA

Enter Destination City and State & Final Destination Country. Final Destination Country
should populate based on the Destination City/State

Yes, No. If yes-Banned States will be listed

Default chart-field (Dept. ID (from HR) and fund will populate with 48485, but can be
updated. However, this will always be your default. Only Cal Maritime business unit
available at this time.

Request Id Request/Trip Name * 0

4INU | NacuBO |

Travel Start Date * Travel End Date *

2-Out-of-State

v | 042212021 ‘ | | 0412512021 | |

Traveler Type *

You can add a
Program, Class,

Trip Purpose * If Faculty, is class covered?

| 2-Start

v | |other v oy~

Search by Text

Personal Dates of Travel-If none enter NA * 0

Destination City/State * 9 Final Destination Country *

[ NA

L jusw

Atlanta, Georgia ‘ | UNITED STATES

Are you traveling fo a banned state? * Are you traveling with students? * Business Unit * o
[ No v | No v T - CSU MARITIME AC ‘
Fund * (5] Department * (4] Program (2]
| h 4 ‘ (48485) 48485 - General Operating Fund ‘ ‘ Y ¥ | (41500) 41500 - VP Administration & Fin: ‘ | Y ¥ | Search by Text ‘
Class ©  Project e
| Y ¥ | Search by Text ‘ ‘ Y ¥ | Search by Text ‘
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» There is an option to request a travel advance for group and international travel. To have the option
added to your Travel Request Header, please contact the Concur Administrator.

ADDING REGULAR EXPENSE TYPES

Step 3:

There are regular expenses you will need to fill out estimates for if applicable to your trip regardless if
you are booking travel via Concur or outside of Concur:

e Airfare

@ Car Rental

@ Hotel
© Rail

Step 4:

Click on each applicable expense that you anticipate needing for your travel. For example: if you are not
anticipating renting a car, but will have airfare and hotel, complete information for only airfare and
hotel.

Airfare

The travel dates will populate and move over from the Request Header. Radio button will default to
Round Trip. You have the option to change this to One Way if you need only a one-way flight. Or Multi-
City (segments) if you will be flying out of one particular airport and returning on another, or if you have
multi-leg flights during your travel. The only field required is the estimated Amount of airfare. You can
also add the From and To fields, Depart at times and a Comment if you like and click Save.

Example of Round Trip...

Manage Requests Process Requests

« (> Air Ticket $250.00 @

- Round Trip | One Way | Multi City

Outbound

= Required field
From To

@ ~ | Metro Oakland Intl (Airport - OAK). Oakland, California @ +~ | Long Beach Municipal (Airport - LGB), Long Beach. California
Date Depart at Commen it
08/06/2021 Depart at ~ 03:37 PM )
)
Return
Date Depart at Commen it
08/09/2021 Depart at ~ 03:37 PM o

Amount * Currency *

save Cancel
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Example of Multi-City...

3 segments will appear. Populate all segment information for each leg of your travel that airfare is
needed. In this example: traveler is flying out of SFO and flying back to Santa Rosa airport.

Manzgs Requests

New Expense: AiJ&cke‘t cnce [

Round Trip | One Way | Multi City
| | [ wuricry |

* Required field

From To
| s v | San Francisco Intl (Airport - SFO), San Francisco, California | | & v | Honolulu Intl {Airport - HNL), Honolulu, Hawaii |
Diate Diepart at ‘Comment
| osr15r2021 | | | Departure time E| | 07:14 AN | © |

Delete
From To
| & v | Henolulu Intl (Airpert - HNL), Honolulu, Hawaii | | & v | Metropolitan Cakland (Airport - 0AK), Oakland, California |
Diate Diepart at ‘Comment
| 05/18/2021 | | |Departuretime El | hh:mm A | ® |

Delete
From To
| & v | Oakland (Airport - ODM), Oakland, Maryland | | & - | Sonoma Cty (Airport - STS), Santa Rosa, California |
Diate Diepart at ‘Comment
| nsr1erz021 | | | Departure time E| [ 11:14 41 | © |

You have the ability to delete or add additional segments.

> If you only need two segments, remove the 3™ segment by clicking Delete.

Cielete
Firom To
| [ | Hoenolulu Intl (Airport - HNL), Honalulu, Hawaii | | & v | 3an Francisco Intl (Airport - SFO), San Francisco, California
Crate Diepart at Comment
| 05182021 | | | Departure time El | hh:mm 4 ‘ © |
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‘Then Save.

| & - | Honolulu Intl {Airport - HNL), Honolulu, Hawaii |

| & v | 3an Francisco Intl (Airport - SF0), San Francisce, California |

Comment

Date Depart at
| 051862021 = | | Departure time | | | hh:mm A | ® |
© sdd Another
Amount * ) :Curar::y* )
| | vs, Dolar | v |

Rail

ncel

(9]
i

The dates will populate and move over from the Request Header. Fill in Amount (estimated total) and
add Outbound/Return From and To, Depart at field and a Detail/Comment if you like and click Save.

New Expense: Railway Ticket Y - |
‘ | Round Trip I One Way | Multi City |

Qutbound

* Required fizkd
From To
(e~ ] | (o~] |
Date Diepart at Comment
| 05/15/2021 = | | Departure time ~| 2 |® | ‘
Return
Datz Depart 2t Comment
insm 2021 @ | | Departure time ~| A |® | ‘
Amount * Cumency *
[ | Q| vs. ootiar | ~ |

Make sure to click Save after filling out each segment. After you save each segment, you have the option

to Allocate, Delete or Modify each segment.

» Please note: you can only allocate, delete, or modify the request before you submit.

v Allocate: You have the ability to allocate (by percentage or dollar amount) a valid chart-field for
a particular expense if necessary. If you will be using the same chart-field from your Travel
Request Header, then you do not need to allocate the expense. For more information on
Allocation, please refer to the Concur Handbook section- Allocate Requests to multiple funding

source.



v Delete: If you want to delete the segment all together.

v" Modify: If you need to make changes to any part of the segment.

Hotel

The dates will populate and move over from the Request Header. Fill in Amount (estimated total) and
add Check-In/Check-Out City and a Detail/Comment if you like and click Save.

> Please see tool tip regarding Maximum Nightly Rate. If your hotel total (base rate) is above $275
before tax, you will need to enter a justification in the Over Rate Comment Box as well as attach an
approved Authorization for One-Time Exception form at the time of submitting your Expense

Report. Please have the form approved prior to booking your hotel stay to ensure you will be eligible
for full reimbursement.

» This is only an estimate for your hotel. If you indicate an amount over the $275 in the
Maximum Nightly Rate field, a warning indicator will follow the request through the
approval process. However, this is only a warning message to notify you to attach a One-

Time Exception form to your Expense Report if indeed your hotel goes over the max base
rate of $275 a night.

Check-In

Travel Start Date City

04/22/2021 ‘ | e~ ‘Aﬂanta, Georgia

Check-Out

Travel End Date

04/25/2021 ‘ |

If nightly rate entered is more
than $275, an Over Rate

Comment

Comment is required.

‘ Maximum Nightly Rate * @ Over Rate Comment
| 215 ||
Amount ¥ Q Currency ¥
| 1,000.00 | | us, pollar ‘ v
field

required
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Car Rental
The travel dates will populate and move over from the Request Header. Fill in estimated amount of car

rental. Add the Pick-up/Drop-off fields and Detail/Comment if you like and click Save.

New Expense: Car Rental

Pick-up
City Travel Start Date

| os1512021 ‘ = |

| & v ‘Allanla, Georgia

Drop-off
Travel End Date
05/18/2021 ‘ =]l
Comment
Only
is the
Amount.
Amount * urrency *

) [750_00| ] | us, Doliar ‘ v

a7,
v\
77

ADDING EXPENSES (ESTIMATES) ‘

Step 6:
mm) Under Expected Expenses, click on Add tab.

NACUBO $0.00 @

Not Submitted | Request ID: 4JNU

Request Details v Print/Share w Aftachments w

mm) EXPECTED EXPENSES

» You can provide estimates for the following Expense Types:
v' 01 Travel Expenses
v Incidentals
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Request Details w PrinShare w Attachments w

EXPECTED EXPENSES

"

Meals

When estimating meals, the max cap amount reimbursable is $55 per day. Meal reimbursements with

\

~o02 nal car Mileage
~ 03. Transportation

02 Personal Car Mileage
03 Transportation
v Air Ticket
v' Car Rental
v' Ground Transportation
v" Parking/Tolls
v" Railway Ticket
04a Meals & Incidentals — International, Alaska & Hawaii
04b Meals - Domestic
05 Hospitality
v" Hospitality
09 Other
v’ Liability/Unfunded Only
v' Other Expense (use if expense type is not listed)
v' Registration/Fees
10 Team/Group
v"  Entry Fees
v' Other Accommodation (Group Only)
v" Team/Group Meals

trips with no overnight stay must be reported to IRS as taxable income.

Click + Add. Click 04b. Meals —Domestic.

EXPECTED EXPENSES

Grouna Iranspor@anon -

Parking/Tolls

Railway Ticket
“ 04a. Meals & Incidentals - International, Alaska & Hawaii
“ 04b. Meals - Domestic

~ 05. Hospitality

Enter # of Days for meals.

Concur will calculate the max meal cap rate of $55 a day based on the number of days you indicated.
You can enter the number of days of meals to get your estimate closest to what you believe your actual

meal cost will be, not including any personal dates of travel. Click Save.

Note: The Amount will auto-calculate based on # of Business days when you hit save.
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@ Allocate

Travel Start Date Travel End Date
0412212021 04/25/2021
# of Business Days * Non-GSA Daily Meal Rate
) |3 | |58
Amount - Will automatically calculate when Currency Comments To/From Approvers/Processors

oL hit save.

@ Us, Dollar

-

O 04b. Meals - Domestic 04/22/2021 $165.00 $165.00

This is only an estimate and you will enter actuals of meal expenses incurred subject to the daily
maximum meal cap of $55 a day (combination of Breakfast, Lunch and Dinner) on your Expense Report.
Incidentals

Incidentals include fees and tips given to porters, baggage carriers, bellhops, hotel housekeepers, etc.

When estimating incidentals, the max amount reimbursable is S7 per day and cannot be claimed on first
day of travel and cannot be reimbursed for travel less than 12 hours or travel with no overnight stay.

Click + Add. Under 01. Travel Expenses, click Incidentals.

Request Details Print'Share » Attachments v

EXPECTED EXPENSES

Search for an expense type

< 01, Travel Expenses
J Hotel Reservation
mmmm) [ncidentals ch (LGI
< 02. Personal Car Mileage
< 3. Transportation

]  Registration/Fees
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Enter # of Days for incidentals.

Concur will calculate the max incidental rate of $S7 a day based on the number of days you indicated. Do
not include the first date of travel, or personal dates of travel if any, otherwise the estimated incidentals
will be overstated.

Manage Requests Process Requests Rate cannot
e be changed.

New Expense: Incidentals $0.00 g Cancel
08/06/2021
@ Allocate
Travel Start Date Travel End Date

08/06/2021 08/09/2021
# of Business Days * Incidental 4

) [ )

Transaction Amount Currency Comments To/From Approvers/Processors

US. Dollar

Click Save. Incidental estimate will now be listed under Expected Expenses.

Request Details v Print!Share v Attachments v

EXPECTED EXPENSES

(] Expense type Details Date = Amount Requested
[1  Hotel Reservation Long Beach, California 08/06/2021  $1,000.00 $1,000.00
O Air Ticket Oakland (OAK) - Long Beach (LGB) - Round Trip 08/06/2021  $25000  $25000
[ 04b. Meals - Domestic 08/06/2021  $165.00  $165.00
[ Registration/Fees 08/06/2021 $800.00 $800.00
) O Incidentals 08/06/2021 $21.00 $21.00

This is only an estimate and you will enter actuals of incidental expenses on your Expense Report.
However, incidentals cannot exceed $7 a day and cannot be claimed on the first day of travel.

Step 7:

Verify the total amount of your Travel Request and submit request by clicking on the orange Submit
Request box on the top right corner.

Manage Requests Process Requests

FOA $2,23 6.00 ﬁ Copy Request ‘Submit Request

Mot Submitted | Request ID- 4NCA

Regquest Details ¥  PrintShare v  Attachments

EXPECTED EXPENSES

1  Expensetype Details Date = Amount Requested
[ Hotel Reservation Long Beach, California 08/06/2021 $1.000.00 $1.000.00
O Air Ticket Oakland (OAK) - Long Beach (LGB) - Round Trip 08/06/2021 $250.00 $250.00
O  04b. Meals - Domestic 08/06/2021 $165.00 $165.00
I Registration/Fees 08/06/2021 $800.00 $800.00
O Incidentals 08/06/2021 $21.00 $21.00

Estimated Total: $2,236.00
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» Please note: you also have the following options:

v' Attachments- you can add/view an attachment. To add an attachment, click on
Attachments > Attach Documents. Click Browse, find the document, and Upload.

v" Print/Email- a PDF version of the Travel Request will pop up and you can make your
selection to print or email the request. You can add the email address of the recipient and a
copy will be emailed. It is best to wait and print/email your Travel Request once it is fully

approved.

v" Delete Request- you can delete Request by clicking Delete Request. You will not be able to
delete a Request once submitted. But you can cance the request at anytime.

Please note: when you print/email/PDF Copy of the Travel Request, any attachments added do not
come attached to the Travel Request. Please send/print attachment separately and attach to Travel

Request if needed.

> Step 8: Click on Audit Trail Tab, located under Request Details.

FOA $2,236.00 @

Not Submitted | Request ID: 4NCA

I Request Details v Print’Share v

- PENSES

Request

Edit Request Header
Request Timeline
Audit Trail inse type

Allocation Summary

[l w Hotel Reservation

Audit Trail
FOA | $2.236.00

Request Level
Date/Time = Updated By
08/03i2021 3:38 PM Johnsan, Paige

08i03/2021 3:36 PM Johnson, Paige

Action Description
Matify Employee Delegate has notified the employes thatthe requestis ready for review

Delegate/Proxy Request Creation This requestwas created by a delegate or proxy user.

> The Audit Trail Tab will show you a record of all actions and descriptions within the approval
workflow conducted by you: the traveler, your delegate, or approver/s for the Travel Request.

» All actions including Date/Time, Updated By, Action and Description to your Travel Request such as
modifications, approvals, sent back to traveler, added comments, or a chartfield change, will be
tracked and housed within the Audit Trail and can be viewed at anytime by anone who has access to

the Travel Request.
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CREATING A BLANKET REQUEST (MILEAGE ONLY)

» A Blanket Travel Request is acceptable for local travel (mileage only) with no overnight stay. All
other travel will need to submit a new Travel Request to go with each Expense Report.

> Your Blanket Travel Request can be submitted on a fiscal year basis and you should complete an
Expense Report each month where there is travel.

» Approved Travel Request will close 60 days after your travel end date.

Step 1:
To create a new Blanket Travel Request:

On the Header Page, under Requests, click +Create New Request.

SAP Concur Requests  Travel

Manage Requests Process Requests

Manage Requests  vew [

(+]

Create New Request

Step 2:

Under the Request Header, complete all required fields (marked with red bars) and optional fields as
needed. Required information related to a Blanket Travel Request include:

v" Request/Trip Name: Blanket
Travel and Fiscal Year

v" Trip Type: In State

v" Travel Start and End Date:
Fiscal Year, if year already
started, use current month
and end date = June 30,
20XX

v" Trip Purpose:
Mileage/Parking Only

v" Personal Dates of Travel: NA
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v" Destination City/State and
Final Destination Country: e
Multiple Locations (Mileage |
Only), California (select from | = o
drop-down list). 7
s resirg W suars? B (] w;:' ]
™ v NP MACHE - 3 IARITIVE ACADENY ¥ v | 45465) 4485 - Generl Opling Fund 405
Dt 0 oy -]
T v | (41500) 41500 - VP Adminiskaion & Fnance T~ "
- [: (:]
Click Create
Step 3:
Under the EXPECTED EXPENSES, click Add. Vol el kel ol o)

destinations in the
Comments.

Manage Reguests
O nsens: 2

Blanket Travel FY 21/22 $0 .00 @

Mot Submitted | Reguest ID: 4LEA

Reguest Detzilz Print/Share w Attachments

EXFERTED EXPENSES

You can provide estimates for the following additional Expense Types. Personal Car Mileage, Ground
Transportation, Parking/Tolls. Not all Expense Types are available in the request module. If the expense
type you are looking for is not available, select Other Expense and a comment to note the type of
expense to provide those estimates.
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Blanket Travel FY 21/22 $0.00 &

Not Submitted | Request ID: 4LEA

Regquest Details w Print/Share w Attachments w

EXPECTED EXPENSES

o Expected Expenses
~ Expenses to submit Request
#02. Personal Car Mileage
#02. Transportation
Air Tickst
Car Rental v

Step 4:
Click on Personal Car Mileage if applicable to your blanket travel.

Blanket Travel FY 21/22 $0.00 @

Mot Submitted | Reguest ID: 4LEA

Request Details Print/Share W Attachments ¥

EXPECTED EXPENSES

- Expected Expenses
tals ~ Expenses to submit Regquest
#02. Personal Car Mileage
#03. Transportation
Air Tickst
Car Rental w

> Inorder to claim Personal Car Mileage Expense Type on an Expense Report, you will need to
register your car under your User Profile by going to Profile > Profile Settings > Personal Car.

Profile Personal Information System Settings. Concur Mobilz Registration Travel Vacstion Reassignment

Your Information Personal Car Registration

Personal Information
This page dissiays il e pamonsl Cars Tiat hawe basn regisdened. Click New 32 ragisiar anofer car.

Femzusamen: Metmoo: Pemonal Dar - Virisoie Rses

Company Information

Miisage Fuxis Trps

] vemae 0
1 Permane car

- Personsl Car
Favorite Attendess

In order to get reimbursed for Personal Car Mileage, you must have completed the Defensive

Driver’s Training (DDT) Program.

>
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Step 5:

Enter an estimate (miles) for Distance. Here you will estimate the number of miles you plan on travelling
for the fiscal year/duration indicated on the request header.

» The Mileage Rate field will already be populated with the mileage rate based on the current CSU
policy. You can also add any comment to the comments field that the approvers will see. Here you
can add destinations you will be traveling related to the Blanket Travel Request. Provide estimated
distance on the Required field, Distance.

Request Details v Print/'Share v Attachmenis w

EXPECTED EXPENSES

‘ Search for an expense type

1. Travel Expenses rizona

L Hotel Reservation
Incidentals

-~ 02. Personal Car Mileage

» 03. Transportation

Valley, Arizona

WManage Requests Process Requests 1

New Expense: 02. Personal Car Mileage $0.00 canca
08/06/2021
@ Allocate
Travel Start Date Travel End Date
08/06/2021 08/00/2021
Distance * Mileage Rate *
[zoul ] | 0.56 ) |

Amaount - Will automatically calculate when Currency Ents To/From Approvers/Processors

you hit save.

Y Us, Dollar

4
Step 6:
CSU Mileage Rate defaults
Click Save. to current rate which may
change.

Step 7:

Click on Ground Transportation or Parking/Tools if you anticipate expenses. Fill in required fields and
click Save.
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O ders: 2
Blanket Travel FY 21/22 $112.00 @

Not Submitted | Request ID: 4LEA

Request Datzils w Print/Share ¥ Attachments w

EXPECTED EXPENSES

Car Rental ~
Ground Transportation

Parking/Tolls

Raitway Ticket

“04a. Meals & Incidentals - International, Alaska & Hawaii o

New Expense: Ground Transportation $200.00 I s [

07/01/2021

@ Allocate
Travel Start Date Travel End Date
070172021 0613012022

Amount * Curency ™ Comments Ta/From Approwers/Provessors

200.00 ] | us, Dotar ‘ v |

“ parest

Step 8: l

You can allocate the expense if needed by clicking Allocate *. Then Save.

> Look over your Request and if you entered a comment you will see a blue comment indicator

= I
next to the Expense Type. Hover over indicator and the comment will appear. You can also
attach a document if needed by clicking on Attachments > Attach Documents 2. Please note: Any
document attached to the Request will not carry over to the Expense Report. However, attachment

can be added to the Expense Report if needed.

Manage Requests

New Expense: Ground Transportation $200.00 cancel [
07/01/2021

@ Allucat

Travel End Date

07/01/2021 06/30/2022

Amount Cumency * Comments To/From Approvers/Processars
200.00] l | vs, Dotar | v

Save Cancel
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O Hens:2
Blanket Travel FY 21/22 $312.00 @

Not Submitted | Reguest ID: 4LEA :l
2

Request Details w Print/Share w

EXPECTED EXPENSES

D werts  Expanss fyps

O 02. Personal Car Mileage

(Bround Transportation

] 0Z. Personal Car Mileage

[] B8 Grobod Transportation
Comment

B Thiz is just an estimate,

Step 9:

Click Submit Request.

CREATING AN EXPENSE REPORT FROM AN APPROVED BLANKET TRAVEL REQUEST

» An Expense Report can be created and submitted for each month a travel expense has occurred.

Detalls Dets ¥ Amount Requastsa

07/01/2021  $112.00 SNM2.00

07/01/2021  S200.00 S200.00

Estimated Total: $312.00

Please do not submit more than 1 expense per month.

» To make it easier, you can copy your current Expense Report for future, make any necessary
changes such as Travel Name, travel start and end dates, expenses and/or amount. Then submit
one Expense Report from the linked Blanket Request on a monthly basis when there are
expenses. This is helpful if you travel to the same destinations often as the Expense Types will

copy over as well.

> Each Expense Report submitted, will decrease the remaining balance of your Request. The
system will not stop you from expenses more than the estimated amount. However, it is up to

your approvers to approve each Expense Report accordingly.

Step 1:

Under Requests > Manage Requests, your Active Requests will appear. Find your approved Blanket

Travel Request and click on Action: Create Expense Report.
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A Alerts: 1

Blanket Travel FY 21/22 $9,1 62.00 Create Expense Report

Approved | Request ID ALEA

Request Details ¥ Print/Share v Aftachments v

REPORTS: 9
Amount

$1,767.32

EXPECTED EXPENSES

Alerts  Expense type Details Date = Amount Requested

02. Personal Car Mileage 07/01/2021 $112.00 $112.00

Step 2:

Most information will pre-populate from the Request Header to the Expense Header. You will need to
change the Report/Trip Name to Blanket Travel, month and year. Travel Start and Travel End Date to
the beginning and ending of a month. Then, click Next.

Update Name to

) Blanket Travel and
Edit Request Header the month/year
Blanket Travel FY 21/22 Request ID: 4LEA

Request Policy RequestId Requ, sUTripNameo
*CSU-Test Request Policy 4LEA Blanket Travel FY 21/22
Trip Type Travel Start Date Travel End Date
1-In-State 07/01/2021 06/30/2022
Traveler Type Trip Purpose If Faculty, if class covered?
2-Staff Mileage/ Parking Only (MNo) No
Personal Dates of Travel-If none enter NA 9 Destination City/State 0 Final Destipation Country
na Multiple Locations (Mileage Only), Califokpia us
Are you traveling to a banned state? Are you traveling with students? Business Unit 6
No No (MACMP) MACMP - CSU MARITIME ACADEMY
Fund e Department Program e
(48485) 48485 - General Operating Fund:485 (41500) 41500 - VP Administration & Finance
Class 8  Pojed
Change the dates from
fiscal year to start/end
Comments TolFrom ApproversiProcessors @ Date of month

MA Traveler Test 05/10/2021
Blanket Mileage Request for FY 21/22
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Step 3:

Start entering your expenses you are claiming for the month. You will need to enter the expense the day
the expense occurred. For example, if you drove 5 days in the month, you will separate the personal car
mileage by each date.

Personal Car Mileage

» If you are requesting mileage reimbursement, you will have needed:
v' Completed the Defensive Driving Fundamentals Training.
v Add a car to your user Profile.

Click on Personal Car Mileage Expense Type. Enter the Transaction Date * (date you drove), then click
on Mileage Calculator 2.

Manage Expenses

New Expense Cancel

Details ltemizations Show Receipt E|

I g Mileage Calculator h Allocate

Expense Type * Transaction Date * From Location ®

[ Personal Car Mileage] | 071212021 |

= Required field

Recently Used Comments To/From Approvers/Processors

Parking/Tolls
Personal Car Mileage
Hatel/lLodging

Airfare
Car Rental 4

01. Travel Expenses

> Always use the Mileage Calculator when expensing Personal Car Mileage!

Step 4:

Enter destination waypoints. You can add more than 1 set of waypoints, make it Round Trip, and choose
a suggested route depending on the route you drove and so on, and click calculate route. Then click
Add Mileage to Expenses. Then Save.

Make Round Trip

Mileage Calculator

Avoia Tots 1 avois Highways

Waypoints

Map
Alsmeda
Island

@ | 1600 Hotoway Ave, San Fr Alameda

@ | an Francico inemat Bay Farm
island

Directions
Suposied rouses Waypoints
1-280 S 12.8 mi. About 22 mins.
Shyine B 15 6m; Abott 5 mins
US-101 S 16.4 mi. About 26 mins.

South San
Francisco

L L@ . | zademy Orive, Vallejo, CA 24580, US|

vnzom Ave. San Francisco, CA 94132, USA

Milbrae

@® | 253 Georgia St, Vallejo, CA 54550, L|

1. Head northwest 3150

> 2 Tum ight toward N State Dr 03mi Burlingame
3. Continue onto N State Dr 02mi v San Mateo.
e o o | - 2, ge—— @ | 200 Maritime Academy Drive, Valleje |

Add Misage 1o Expense [N

o




New Expense Cancel

Details ltemizations Show Receipt [5]

g Mileage Calculator @ Allocate
# Required field
Expense Type * Transaction Date * From Location *
| Personal Car Mileage | v | | 07242021 | | | 200 Maritime Academy Drive, V.
To Location * Payment Type Comments To/From Approvers/iProcessors
| 253 Georgia St, Vallejo, CA 945 . Out of Pocket
Y,
Vehicle ID* Distance to Date Distance * Mumber of Passengers
4PVF222 v 0 7 [ o
Amount Currency Reimbursement Rates
302 US. Dollar UsSD 0.56 per mile

Save and Add Another Cancel

You will see exception warning...

Exceptions
Expense Type | Date | Amount| Excoption
Personal Car 09/05/2018 $6.95 A\ Warning: Completion of the Defensive Driving Fundamentals Training is required in order to get reimbursed for this Expense Type. Please disregard if you have compietad e training

» This warning will appear each time the Personal Car Mileage Expense Type is used. If you
have taken the DDT, please disregard. This is only informational.

Step 5: Continue adding your expenses....

Ground Transportation

Click on Ground Transportation Expense Type. Enter all required fields (boxes with red indicators).
New Expense Cancel

Details itemizations Hide Receipt [
® Allocate
= Required fisld
Expense Type | |
| Grouna Transportation [~]
Transportation Type = Transaction Date *
| Ferry ~ | | o7irzrzo21 ‘ |
Enter Vendor Name
City of Purchase Payment Type * [+]
|® -~ ‘ Vallgjo, California | | out of Pocket ~ Attach Receipt Image
Amount Currency *
[12.00 ] [us. otiar [~
c s TolFrom
.
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Step 6:

You can Allocate or Attach Receipt Image (or document) if needed. Any expense amount $75 or over,

Concur will require a receipt to be attached. Click Save Expense. l
New Expernse Cancel
Details Itemizations Hide Receipt E
@ Allocate
Expense Type * e
| Ground Transportation ‘ ~ |
| Ferry ~ | | o7rzrzoz ‘ |

Enter Vendor Name

Gity of Purchase Payment Type * [+]
e ‘ vallejo, California | | cutorPocket ~ |

Attach Receipt Image
Amount * Currency *

[12,uu| ] | us, Dolar ‘ ~ |

c To/From

Step 7:

Once you entered all your expenses for the month, click Submit Report.

Leadership Conference $1,830.92 fi

Not Submitted

Report Details v Print'Share ™ Manage Receipts v Travel Allowance v
O Alerts Receipt Payment Type Expense Type Vendor Details Date = Amount Requested
O & Out of Pocket Ground Transportation Vallejo, California 07M2/2021 $12.00 $12.00

» Expense Reports must be summited within 60 days from the trip return date and you can only
submit the Expense Report after the Travel End Date has passed.

» All red exception flags must be cleared before the report can be submitted. Yellow flags are
considered warnings, but will not stop the submittal process.

> To see who is approving your reports or to see where your report is in the workflow, open the
Expense Report, click Details > Approval Flow. You can also go to the Audit Trail under details as
well to see all actions occurring with your Expense Report at any time.

Expense Report approval workflow will go to your “Reports To” Approver, then the budget approver/s
to approve. Then it will route to AP Travel Desk for final approval and processing.
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Expense Report for In-State, Out-of-State and International

Expense Report "Reports to" AP Travel Expense Report

Budget Approver | s -p

CFS
sumitted | ™ Approver - Processor Approved =

TRAVEL REQUEST DIFFERENCES FOR INTERNATIONAL TRAVEL

> When filling out the Request Header, please note the following differences for International Travel.
v Trip Type = International Travel

v/ Add the appropriate class code to the chartfield information for all Expense Types related to
the international Travel.

v" You must attach the travel insurance form (FTIP) for all international Travel. Once the form
is filled out, click on Attachments > Attach Documents.

v’ If travel destination is deemed high hazard, please attach Request for Travel Approval to
High-Risk Country form as well.

> Expense Types should be similar to the domestic form. However the required fields may vary
depending on the Expense Type selected. Please note: some Expense Types are for international
travel only.

Meals & Incidentals — International, Alaska & Hawaii
> Travel Start and End Date and Destination will self populate based on the information provided

on the Request Header. The system will estimate the max per diem amount based on that
information.

Step 1:
Reduction Amount will default to $0. If you want to reduce the per diem amount to have the estimate

closer to actuals, enter the dollar amount you want it to be reduced by. Otherwise, leave it as S0 if no
reduction necessary.
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Step 2:

Click Save.
Add Expense

0 +

Available Expenses Create New Expense

Search for an expense type

Airfare

Airline Fees

Car Rental

Car Rental Fuel
Ground Transportation
Parking/Tolls

Fail
A

-~ 04a. Meals & Incidentals - International, Alaska & Hawaii

International, Alaska & Hawaii Per Diermn

-~ . Kleals - Lomestic

Concur will populate the estimate amount based on the max per diem for that destination during those
travel dates. You will not know the per diem rate until you click Save. If you want to reduce it. You can
click on the Expense again, enter an amount you want to reduce the per dime amount in the Reduction
Amount and Save. The new amount should populate.

Receipt Payment Type Expense Type Vendor Details Date = Amount Requested

Out of Pocket International, Alaska & Hawaii Per Diem TETE 071212021 goppop 920000

Heonclulu, Hawaii ltemized

» Additional approvals are automated within the approval workflow when international travel is
involved.

> Traveler submits Request > routes to “Reports To” Approver > routes to Budget Approver >
manually adds additional approvers necessary > routes to Exception Approver (Provost).

ALLOCATE TRAVEL REQUEST TO MULTIPLE FUNDING SOURCES

> Your travel request chartfield will default to Fund 48485 and your Dept. ID from the HR database.
You can change your default chartfield at the Travel Request Header. All active PS chartfield
information is loaded in Concur. The easiest way to change the chartfield is to highlight the field you
want to change and type in the new fund/dept. etc. Let Concur find the information and select it.

> If you want to charge your request to multiple funding sources or in the case you need to add a class
code to a particular expense, you can do so by allocating the appropriate Expense Type. Once your
Segment is saved, an Allocate button will appear in the lower right corner. When entering a new
Expense Type you will see an Allocate box next to Save. Or, you can enter all your Segments and
Expense Types first and then allocate at the end. To do this preferred allocation method, please
follow the below steps:
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Step 1:

The Allocations feature allows you to allocate selected expenses to multiple

chartfields. This should be performed after the Itemization if allocating to multiple

expense types.

Details

@ Allocate

Expense Type * 9

ltemizations

* Required field

| Hotel/Lodging v
Check-in Date * Check-out Date * Mights:

| 07/11/2021 E | | 071412021 | 3
Transaction Date ® vendor* @

| 07/14/2021 | | Marriott Hotels v
City of Purchase ® HotellLodging Address

| & ~ | Long Beach, California | | 123 Long Beach, CA |
Payment Type *

| Out of Pocket v |

Amount * Currency *

| 900.00 || us. Dollar v
Request™

| None w |
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2

Step 2:

Select Percent or Amount, then Add and enter the new chartfield designation.

Allocate
Expenses: 6 $900.00

Percent Amaoumt
Armourt Aior e S00000 18 Femaring 50.03
$900.00 100P% (%%

Dt Ml L ARG CEINN

L]

Add Allocation

T - | {MACKMP) MACMP - CSL MARITIME ACADEMY
Fund = ©
T - | {48485) 48485 - Genaral Operaling Fund:485
Dapartmant * o
T -~ | {41500) 41500 - VP Administration & Finanos
Presgra [ 2 ]
T - Search by Texl o

Fanee

Click Save.

To allocate multiple expenses (or the entire report), select the expenses and then select
the Allocate button.

Alerts Receipt Payment Type Expense Type
& QOut of Pocket Hotel'Lodging
[0+ ] Out of Pocket Personal Car Mileage
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Step 3:

Enter the amount or percentage based on your selection. In this example, $400 out of the $900

estimated total will be charged to Fund 48485.

» Business Unit, Fund, and Department fields are required, however you may add a program, class,
and project as well. To edit the chartfield on each allocation line, click on the box of the part of the
chartfield you want to change. If you want to change the fund, you can select the appropriate fund
by the drop-down list or type in the appropriate fund you want to use. Do this same step for Dept.,
program, project, and class if applicable. Continue making your edits until all your allocation lines
have been allocated correctly. When making your selections, please let the system react and find

your choice and then click on the appropriate selection.

Allocate
Expenses 6 590000

Percent Amount

Allosatas 100%

$900.00 $900.00
Default Allocation
DEFAULT
[ ]
[m} Business Unit Fund Department Program
[m} MACMP - CSU MARITIME ACADEMY 48485 - General Operating Fund:485 42500 - Financial Qperations
Step 4:
Step 4:

Class

Project

Code =

HACHP-48485-42500

Amount USD

$400.00

Amount USD

500.00

Click “Enter” on your keyboard or select New Allocation. A second allocation line will appear. You can
enter as many allocation lines as you need. Please note: all allocation entries need to all have either

percentage or amount, whatever was selected in step 3.

Add Allocation x
+ *
New Allocation Favorite Allocations

* Required field »
Business Unit*

Y v | (MACMP) MACMP - CSU MARITIME ACADEMY

Fund * o
Y v | (48485) 48485 - General Operating Fund:485

Department * [4]

Y v | (41500) 41500 - VP Administration & Finance

Program o

Y v | Search by Text

Ganeel “

Step 5:

Once everything has been allocated accordingly, click Save at the bottom right-hand corner.
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Step 6:

You will now see the word [Allocated] under the “Requested’ column next to each expense type and
when you hover it, it will show you the allocation breakdown.

Vendor Details Date = Requested
" $900.00
Marrioft Hotels 071472021 Allocated
Long Beach, California
..... i
"~ Allocated »x
ge
Total Allocated
$900.00
Code = Percent
MACMP-45485-41500 dd dddddddd
‘ MACMP-48485-42500 55 55555556
Wiew Allocation
—/ |

» When you have allocated a particular chartfield to an Expense Type on the Request, that chartfield
information will carry over to the Expense Report when that same Expense Type is added. Even
though the Allocations will carry over to the Expense Report, you can make corrections or change
the chartfield information if needed.

ADDING ATTACHMENTS TO A REQUEST

> You can add an attachment such as a itinerary, agenda, or Travel Insurance (FTIP) form to a Travel
Request if needed. The attachment can then be viewed and stored within that Travel Request.

> Please note: Any attachments you attach to your Travel Request will not move over to the Expense
Report. You will need to attach the document again if needed.

» You can add attachments to the Travel Request at any time. Even after it has been approved.
However, if you need to delete an attachment from the request, you must recall the request is
submitted and have the request back in your queue. You can add documents, but you cannot delete
any, nor can you make changes to the Request once submitted.

Step 1:

Click on the Expense > + Attach Receipt Image.

New Expense
Details itemizations Hide Receipt [£]
@ Allocate
* Required field

Expedfip Type *

Other Expense -

Transaction Date * vendor Name *

07/18/2021 Business Office

City of Purchase * Payment Type *

@ v | san Diego. California Out of Pocket ~

Amount * Currency y* o

2500 us: bollar v‘ Attach Receipt Image

ts ToiFrom
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Step 2:

Click Browse to browse your computer files and attach any attachments you want to include with your
Travel Request. Once you have found your file, click Open.

Step 3:
.
-re Documents » CSU-Maritime > Projects > Concur > Training » Receipts v ® O Search Rece

+folder B
FA Mame Date modified Type Size
&) Air Ticket1 572 9:56 AM Adobe Acrobat D...
s [# Car Rentalt 5/25/2021 10:39 AM Adobe Acrobat D...
[# Hotelt Adobe Acrobat D...
[® Hotelz Adobe Acrobat D...
[# Hotel3 Adobe Acrobat D...
i [®) Hoteld Adobe Acrobat D...
[# Hotels Adobe Acrobat D...
v
File name: | Car Rentall | [AlSupported T
Open
Details ltemizations Hige Receipt [F]
@ Alocate aa 1ot -+ »

* Required fleld
Expense Typs *

Other Expense v
Transaction Date * Vondor Name *

071812021 m Business Office
Ciy of Purchase * Payment Type *

@ ~ | san Diego, Caiomia Out of Pocket v
Amount ™ Curreney *

2500 s, Dollar v

Comments TOFIOM ApRrOvESIPIOCESSOIS

Step 4:

Or from Available Receipts tab, select applicable receipt and click Attach.

Attach Receipt

Select a receiptimage or reuse one from this report:

‘ Available Receipts | Receipts in Report

Airline Receipt...
Uploaded: 8/2/2021 10:22 PM

L+

Upload Receipt

Image ——
SMEB limit per file
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HOW TO SUBMIT A REQUEST

Step 1:

Review that you have completed your Request Header, Expected Expenses and attached any
documentation needed.

Step 2:
Click Submit Request.

SAP Concur |C Requests Travel Expense App Center
Profile - .

-

Manage Requests

MBB to Arizona $3,400.00 i (IILELTEEN  Submit Reguest

Not Submitted | Request ID: 4NE4

Request Details w Print/Share Aftachments w

EXPECTED EXPENSES

(] Alerts  Expense type Details Date = Amount Reguested

i Hntal Becarvatinn Maca Ariznanz N2iNAIPN272 4200 NN &200 NN
Step 3:
.

The system will display a Final Review Pop up window. Click Accept & Submit. You will then see a pop up
box to appear saying your Request has been successfully submitted.

C5U Request Agreement X
5

1. This is atrue and accurate estimation of expenses that will be incurred to accomplish official business for

C3U and this request is in compliance with CSU/Campus Travel Palicy.

2. Ifl am driving a personal vehicle, | have taken the University Defensive Driving training (if applicable) and/or a

current STD 261 (Authorization to use Privately Owned Vehicles on State Business) form is on file.

3. lwill follow the current COC Travel Guidelines and all fravel procedures specified by my campus. [cdc.gov]

hitps:iwww. cdc.govcoronavirus/2019-ncovitravelersfindex html

4. | have reviewed the location ar travel destination and the U 5. State Department's Travel Advisory as a part of

my analysis to perform this travel event. [travel. state.gov] https:itravel state. gowcontentiravellenitraveladvisories

ftraveladvisories. html/ >

Cancel Accept & Continue

95



> If you are a delegate, you can submit a Request on behalf of the traveler. You can click Notify
Employee. The Traveler will receive an email notification that a Request has been
prepared/reviewed and that they can login to Concur and review and submit.

HOW TO CANCEL OR RECALL A REQUEST AFTER SUBMISSION

> If you want to pull back (recall), or cancel a travel request after submission, you can do so but is
dependent on if it has been approved yet. Once the request is submitted, you no longer delete the
request. But you can recall the request if it has yet to be approved. Once your travel request has
been approved and is ready to be expensed, you can no longer recall the request but you can cancel
the request at any time. Even though you can no longer recall that request, you can copy over that
Request if you need to make changes and submit again for approval.

» You can attach more than one travel request to any Expense Report.

Step 1:

Click on Requests > Manage Requests. You will see your Active Requests.

SAP Concur Requests Travel

SUBMITTED 06/26/2021

NOT SUBMITTED 06M13/2021

£ NACUBO Blanket

$2,716.80 $0.00

Pending Admin Approval

Step 2:

Click on the request name of the request you want to cancel/recall.

SAP Concur @ Requests Travel Expense App Center

Manage Requesis

O Aerts: 2 v

NACUBO Conference $1,948.00 [ moreaceons v | mecar |

Submitted & Pending "Reports To" Approvall | Request ID: 4LNYV

Request Details Print’Share Attachments
EXPECTED EXPENSES

Alerts  Expense type Details Date = Amount Reguested

B8  Hotel Reservation Atlanta, Georgia 07/10/2021  $1.20000 $1.200.00
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Step 3:

Select the action you want to complete:

v Cancel Request — cancels the entire request.
v' Recall —you need to make some corrections and resubmit at a later time. Once the

request is approved, you can no longer recall it. You will see the Recall button if

available.

Manage Requests

A\ Alerts: 1

NACUBO $2,716.80 [ moreactons v | recar |

Cancel Request
Copy Request

Pending Admin Approval | Request ID: 4LPM

Reguest Details Print/Share » Attachments

Step 4:

Pop up window will prompt you to confirm your recall. Are you sure you want to recall the request?
Click Yes. Now, you can make the necessary changes to your request and resubmit when ready.

Confirm

9 Are you sure you want to recall this request?

» If you are cancelling the request, you can add a comment to explain why you are calling the request.
Then click OK. Please note: Comment is not required but encouraged for workflow transparency.
The request will then be removed from your Active Requests. It can be viewed under Cancelled

Requests at any time.

Cancel Request

Add a comment to explain why you are cancelling the request. Then click OK to confirm the cancellation.

Comment

Y/

Gancel “
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HOW TO COPY A REQUEST

> If you need to make changes to an approved request. Instead of starting the request over, you can
copy the existing request, make your necessary changes and submit again for approval. Since you
are not recalling the Request and making a copy, Concur will issue the Request a new Request ID.
After making a copy to an existing request, you will want to cancel this request since you have
submitted a new one for the same travel.

Step 1:

Under your Requests Tab, find the Request you want to copy. It may be in your Active Requests.
Otherwise, click on View and select All Requests to locate the request.

SAP Concur @ Requests Expense Administration ~

Manage Requests  New Request  Quick Search

Active Requests (2)

View ¥

Step 2:

Check the box to the left of the Request you want to copy. And click Copy Request under More Actions
box.

SUBMITTED 06/26/2021 NOT SUBMITTED 06/13/2021
£ NACUBO Blanket

$2,716.80 $0.00

Pending Admin Approval

NACUBO Conference $1,948.00 —)
Submitied & Pending "Reports To" Approvall | Request ID: 4LNV
Cancel Request
=l
Reguest Details w Print’Share w Aftachments

EXPECTED EXPENSES

Alerts  Expense type Details Date = Amount Requested
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Step 3:

The Request Name will be Copy of...you can change this is you like to remove the Copy of...since you will
cancel your original request.

You want to enter your Starting date for the New Request with the travel start date and the Request
Name. Otherwise, your dates will not copy over correctly. Then keep the boxes checked if you want to
copy over the Expenses.

Click Create New Request.

Update

Copy Request the

Starting
Date
Field

Mew Request Name *

| CSU Leamn

Starting Date For Mew Request (Previous Date 08/14/2021).%
[ 08/23/2021|

Include:

Expenses

Cancel Create New Request

Step 4:

The new request will now be under Active Requests. Go into the Request and review, make any changes
necessary and then click Submit Request when done.

SAP Concur Requests Travel Expense App Center

Manage Requests

Manage Requests view [ adwerequests v |
NOT SUBNITTED 082312021

MEBEB to Arizona CSU Learn

L+
Create New Request $3 40000 $1 948.00
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SAP Concur Requests Travel Expense App Center

Profile -

Manage Requesis

CSU Learn $1,94800 ] Copy Reques

Not Submitted | Request ID: 4NHD

Request Details ~ Print/Share Aftachments »

EXPECTED EXPENSES

O Alerts  Expense type Details Date = Amount Requested

(] BB  Hotel Reservation Aflanta, Georgia 08/23/2021  $1.200.00 $1.200.00

Step 5:

The new request will now be under Active Requests. Go into the Request and review, make any changes
necessary and then click Submit Request when done.

> Request will go through Approval workflow and you will receive an email notification when the
request changes status to approved/pending on-line booking.

HOW TO CLOSE/INACTIVE A REQUEST

» Travel Request automatically closes 60 days after the Travel End Date. Once the Travel Request is
closed, it cannot be linked to an Expense Report.

» Traveler/delegate has the ability to Close/Inactivate an approved Request at any time prior to it
being auto closed. Once you have received your travel reimbursement in regards to the travel
request, you can close it. Or, if you are not expensing any out-of-pocket reimbursements or ghost
card transactions, you can close the Request to stop receiving email reminders to expense.

> Please do not close a Request that has yet to be expensed or the Expense Report has yet to be fully
processed. This could cause the request to be unlinked to the Expense Report at the time of
processing.

Step 1:

Under your Requests Tab, find the Request you want to close/inactivate. It may be in your Active
Requests. Otherwise, click on View and select All Requests to locate the request.
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Requests

SAP Concur

Manage Requests

Manage Requests view

RETURNED O7THIF2021

A NACUBO Conference

$1,948.00

Sent Back to User

Travel Expense

Active Requests v

App Center

APPROVED 0B2TI2021

© WACUBO

53,016.80

Approved

APPROVED DB8/26/2021

£ NACUBO

52,716.80

Approved

Step 2:

Select the Travel Request you want to close. Under box, select the action
Close/Inactivate Request from the dropdown list.

Manage Regquests

O Alkeris: 1
WACUBO $3,016.80

Approved | Request ID: 4LUC

Print'Share w

EXPECTED EXPENSES

Request Details w

Expense type

st

Attachmeants w

Details

Cancel Request
Copy Request

Close/Inactivate Request

Date = Amount Requested

Hotel Reservation

Seattle, Washington

06/27/2021  §1.400.00 $1,400.00

Registration/Fees

06/27/2021 §$1500.00 $1,500.00

If [More Actions] box is not available, click the Trash can icon to delete the request.

Manage Requests

A\ Alerts 1

d

MBB to Arizona $3,600.00 i@

Mot Submitted | Request ID: 4NE4

Request Details w Print’Share

Attachments
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Step 3:
=) Click OK or YES to confirm..

Confirm E]

Confirm

6 “fou are sbout to permanently closelinactivate this request. This

will release any amounts associated with the request that are .
not linked to a submitted report and remove it from the list of Are you sure you wantto delete this request?
available requests to assign to an expense report

= ([

» To view your Closed/Inactivated Requests, click View under Requests Tab and then select
Closed/Cancelled Requests.

SAP Concur Requests Travel Expense App CH

Manage Requests

=) Manage Requests vew

Active Requests v

« Active Requests
Mot Submitted
Pending Approval

Approved

L

Create New Request

Cancelled
Closed
All Requests

CHECK THE STATUS OF A TRAVEL REQUEST

» There are a few different ways to check on the status of your travel request.

Step 1:

Click on Requests > Manage Requests. You will see your Active Requests.
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SAP Concur

Requests Travel Expense App CH

Manage Requests

) \Manage ReqUESES view | acmeresuests

« Active Requests

Mot Submitted
Pending Approval

Approved
0 Cancelled
Create New Request Closed
All Requests

o

Next to the Request Name and Request ID you will see Status and then it will give you the status of your
request. Status can be:

v
v

SAP Concur [C] Requests

Not Submitted- means your request has yet to be submitted.

Submitted & Pending Approval —-means pending approval and will have the name and
type of approver — For Example: Pending “Reports to” Approverl — Jane Jones
Approved - means your Travel Request is fully approved. You can now book travel
reservations outside of Concur and complete your Expense Report upon returning from
your trip.

Sent Back to User — means your Request is sent back. Either due to you recalling the
Request or an Approver/previewer sending it back with a comment.

Travel  Expense  App Center

lanage Requests

Manage Requests vew aireauests v

Create New Request

Request Type  Request Name Status Request Dates =
MBB to Arizona

Travel o Not Submitted 02/02/2022 - 02/0¢
CSU Learn

Travel 1D 4NHD Not Submitted 08/23/2021 - 08/2t

Travel Workshop at CO Submitted & Pending "Reports " Approvali 0BHB/2021 - 08¢
1D: 4NGP 07/29/2021

Travel Copy o NACUBO Cgference Not Submitted 08/00/2021 - 08/
1D: 4NHA

Travel Copy of Copy of NPRUBO Conferenc oy 5, pmitted 08/09/2021 - 08/
1D: 4NHC
blanket sharon

Travel 1D: 4NDX Not Submitted 08/05/2021 - 0&/0¢

Travel Blanket Request - 4 Submitted & Pending "Reporis |8 Approvali 0B/05/2021 - 0810
1D: 4NDY 08/05/2021
Cropper Blanket J

Travel 1D: 4NE2 Not Submitted 08/05/2021 - 08/22

Sent Back to User

Travel e e 07M0/2021 - 071
1D: 4LNV 06/03/2021

Travel Blanket Travel FY 3 Approved 0710112021 - 06/3(

1D 4LEA

051712021
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Step 2:

You can also click on the Request Name to bring up your travel request.

NACUBQO ConferenCoutmid2-00
Sent Back to User | Request ID: 4LNV

RequestDetails »  Print/Share »  Aftachments

EXPECTED EXPENSES

] Alerts Expense type Details
(] B Hotel Reservation Atlanta, Georgia
Step 3:

In the request, click on View Timeline Tab to see who has approved your request.

Request Timeline
Approval Flow s Request Summary

P——
(O R i —

- () sudget Approwot

—~
() Approvaitor processmg

APPROVAL THAE EXPIRED
Systam, Cancur 0R32021

> You will see the approver names listed and the date they approved.

Step 4:
By clicking the Audit Trail Tab, next to Approval Flow, it will show you a record of all actions and

descriptions for that particular request.

NACUBO Conference $1,948.00

Sent Back to User | Request ID: 4LNV | View Timeline

Request Details v Print/Share Attachments v

Request PENSES
Edit Request Header
nse type Details
Linked Add-ons el Reservation Atlanta, Georg
Add Cash Advance

O Incidentals
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> If you see red exclamation point indicator on your approved travel request that states: One or more
Cost objects could not be approved by the right authority... to check your Audit Trail and Approval
Flow of your Travel Request.

Audit Trail
NACUBO Conference | $1,948.00

Request Level

Date/Time = Updated By Action Description
38;29;?21 i?:;;lj EEE;IITSt Status changed from Submitted & Pending “Reports To™ Approvalt to Sent|
06/14/2021
219 BM Pettit, Mick Exception This request has been pending approval longer than allowed by policy. The
: i
06132021  System Approval
! ! Status Status changed from Submitted & Pending "Reports To™ Approvald to Apprc
12:04 AM Concur
Change
06022021 Testma  Lporoval
. . Status Status changed from Submitted to Submitted & Pending "Reports To™ Appri
11:36 PM Traveler
Change
DB_JIDQQDN Test, MA Exception WARNIMG: Atthis time, ALL Domestic non-essential travel is suspended th
11:36 PM Traveler
Approval
DB_IDEEDN Test, MA Status Status changed from Mot Submitted to Submitted
11:36 PM Traveler Change

Confirmation
Agreement *CSU-Request User Agreement
Acceptance

06/02/2021 Test, MA
11:36 PM Traveler

> This means that the Budget Approver’s time to approve expired and the system auto
approved/skipped step in the workflow. In this case, please contact your Department’s Budget
Approver to see if they want you to submit your Request again for approval. If yes, you will need to
Recall the Request or copy/create a new one to submit.

> Or, it could be that the traveler is the budget approver and in this particular case, the system will
auto approve/skip workflow step.

> If you do not see your Travel Request, once approved, after 90 days it will move to your Approved
Travel Requests folder.

REQUESTING A CASH ADVANCE [only for International or Group Travel]

» A cash advance can only be requested for international or group travel.

> Cash advances will be issued no more than 30 days prior to the date of travel.
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Accessing Cash Advances in Concur

» You must contact the Concur Administrator to access the cash advance request in Concur. The cash
advance option will be added to your user profile so you can add a cash advance request to your
travel request.

How to Request a Cash Advance

Step 1:

Click Requests > NewgRequest.

SAP Concur @ Requests

IManage Requests New Request

Step 2:

Complete all Header fields including chartfield information. Underneath the chartfield section on the
header, you should see Cash Advance. Enter the cash advance amount you want to request and any
details under Cash Advance Comments, such as date you need the check by or any other valuable
information you want the approvers/AP processors to be aware of.

New Cash Advance *

- Cash Advance Amount * Currency *

[ 1.000.00 US, Dollar -

=Ll Add Cash Advance

> If you do not see the Cash Advance section, then your profile has not been setup to request cash
advances. Please contact the Travel Desk.

Step 3:

Continue adding the Expected Expenses.

Step 4:

Once completed, submit your request. The request will go through the same approval workflow process
but will lastly route to AP to complete the review and process your cash advance check.

> In the case you need to change the travel dates of your trip and the request has a cash advance
attached. Prior to it getting fully approved, you need to recall it and cancel it and start a brand new
request. By simply recalling it and changing the dates, it will not change the dates of the cash
advance and the original travel dates will remain.

» Cash advance will be issued 30 days prior to the travel start date. Once issued, it will either be sent

via check by mail to your address in HR. or Direct Deposit if you signed up for Employee
Reimbursement Direct Deposit.
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EXPENSE REPORT

» Expense Report — Formerly known as Travel Expense Claim.

» An approved Travel Request completed in Concur must be linked to an Expense Report in order to
complete and submit the Expense Report.

> An Expense Report must be completed and submitted within 60 days after the travel end date. You
cannot submit an Expense Report until the Travel End Date has passed. Please note: Approved
Travel Requests will automatically close 60 days after the travel end date and can no longer be
linked to an Expense Report.

> In order to expense your travel after the 60 days, you must contact the Concur Administrator to
reopen the request. You will need to attach an approved Authorization for One-Time Exception form
to the Expense Report in order to get reimbursed.

» CSU travel policy is integrated within all 3 modules of Concur.

» Concur provides a large selection of Expense Types to choose from when completing an Expense
Report. Within each Expense Type, a Payment Type is also required. Payment Types include:

» Out of Pocket — all purchases made out of pocket whether it be from cash, cash advance
funds, personal credit card, etc. This is the default Payment Type unless US Bank Travel
Ghost Card was used.

> Individual Travel Card - all transactions that were paid using the Individual US Bank Travel
card will load into Concur under traveler’s Available Expenses from US Bank.

» USBank Ghost Card — all transactions that were paid using the US Bank Travel Ghost (airfare
booked via Concur) will load into Concur under traveler’s Available Expenses from US Bank.
Transactions must be imported/dragged to the appropriate Expense Report. Payment Type
for these transactions will default, and cannot be changed.

> All travel related expenses regardless of how they were paid should be indicated on the Expense

Report for reconciliation purposes for the department as well as giving AP Travel full scope of the
travel for processing and audit purposes.

Traveler Responsibility

e Adhere to the CSU and campus specific policy when completing your Expense Report.

e Complete an Expense Report within 60 days of the return trip date.
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e Complete a separate expense report for each trip as dates and locations are required. For
blanket Travel, one Expense Report will need to be submitted on a monthly basis when
travel occurs.

e Provide the travel start and end dates of the trip and indicate personal travel dates if any.

e When driving on university business, you must complete the Defensive Driving
Fundamentals Training in order to be reimbursed certain expenses. For example: Personal
Car Mileage.

CREATING AN EXPENSE REPORT

> There are two ways to create an Expense Report. You can create an Expense Report from an
approved request or you can create a new expense report and link your approved Travel Request to
it.

Creating an Expense Report from an Approved Request

Step 1:

On the header toolbar, click Requests. This will take you to Active Requests under Manage Requests.
Click on the applicable travel request you need to generate an Expense Request.

Please note: An approved travel request is required in order to complete and submit an Expense Report.
If you do not see your Approved Travel Request, click on View > Approved Requests and you should see
it. Also, requests move out of‘he Active Requests folder after 90 days once approved.

SAP Concur Requests Travel Expense App Center

Manage Requests [

Maﬂage Requests View  Active Requests

i Blanket Travel FY 21/22 &y Leadership Conference
Create New Reqguest
q $9,162.00 $1,131.32
Approved Approved
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Step 2:

Once the Travel Request opens, then click [Create Expense Report]

SAP Concur [¢] Requests Travel Expense App Center P H

Manage Reguests

A Alerts 1 v

Leadership Conference $1,131.32

Approved | Request ID: 4JGX

Reqguest Details » Print/Share w Anacnments@ v

EXPECTED EXPENSES

Alerts  Expense type Details pate ¥ Amount Requested
Hotel Reservation San Diego, California 05/16/2021  $850.00 $850.00
Incidentals 05/16/2021 $21.00 $21.00
02. Personal Car Mileage 05/16/2021 34032 $40 32
B3 04D. Meals - Domestic 05/16/2021  $220.00 $220.00
Estimated Total: $1,131.32
Step 3:

Review the Report Header and validate all the information.

Wanage Expenses

A Aerts: 1 v
Leadership Conference $0.00

Not Submitted
Report Details ¥ PrinUShare ¥ Manage Receipts ¥ Travel Allowance ¥

Report
Report Header
Report Totals
Report Timeline
Audit Trail
Linked Add-ons

Manage Requests

> Most fields will copy over from the Travel Request. Copied fields include:

Report/Trip Name
Trip Type
Travel Start and End Date
Are you travelling to a banned state?
Traveler Type
Trip Purpose
Personal Dates of Travel
= You must include personal dates of travel if there are dates within your travel that are
not university business related. If you have no personal travel, type NA.
= There should be no expenses entered on an Expense Report for any personal dates.
=  For airfare, please attach a flight comparison to the Expense Report.
v' PeopleSoft Chartfield combination (if you need to use multiple funding sources, you will have
the Allocate option later.)

AN N N N NN
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Report Header

Loadorship Corference  $0.00
A Aerts 1
Test Expense Policy -
Travaler Typs*
25tafl v

a9 you iavoling wih studants? =

No -

Class [:]
T~

Report Curiancy

US, Dotar.

>

Repartia

SCCOBFAMIDIEGISBAE

Tip Trie ™
1-in-State

Tip Purposs *

Conference

Businass Unit®
L
Deparment
T
Project
T

Approval Status

Not Submitied

Creating a New Expense Report

Step 1:

On the header toolbar,

SAP Concur

Travel Expense

Manage Expenses

Manage Expenses
ACTIVE REPORTS

0an2i2018
[+

Create New Report

$100.00

@ Exceptions

NOT SUBMITTED

Long Beach C

> Please note: An approved travel request is required in order to complete and submit an expense

report.

(MACHIF) MACMF - CSU MARITIME ACADEMY

(41500) 41500 - VP Adminisiration & Fmance

Trace! Stan Dt *

08162021
Trars End Dt *
osrtazozt
Parsanal Datss of Travl- nom srder HA™
na
Areyou raveling o 8 bormed ke *
o
Funt
T+ | (48465) 46485 - General perating Funa 485

Program

T

Report Total

000

Click Save or Cancel if no additional info or changes were made.

llick Expense Tab. Then + Create New Report.

* Required sess

save

Create New Report

q Create From an Approved Request

Policy ®

ReportTrip Name *

Trip Type *

* Required field

*C8U-Test Expense Policy

|| none selectea

Travel Start Date *

Travel End Date *

Traveler Type *

‘ Y v ‘ Search by Text

‘ Y v |Search by Text
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Trip Purpose * Fersonal Dates of Travel-if none enter NA™ Are you fravelling to a banned state?
‘ None Selected hd ‘ ‘ ‘ ‘ None Selected ~ |
Are you traveling with students? * Business Unit™ [2] Fund* (=]
‘ None Selected ~ ‘ ‘ Y v | Search by Text ‘
Department® [4] Program (2]
‘ Y v | Search by Text |
Class (2] Project (2]




> Since a new Report is created, the request will need to be linked to the Expense Report.

Step 2:

Click [Create From an Approved Request].

Create From an Approved Request?

0 Creating an expense report from an approved request will
discard any information you have already entered in the
current window. Are you sure you want to continue®

Go back

Create From an Approved Request

Create From an Approved Request?

(2]

Creating an expense report from an approved request will
discard any information you have already entered in the
current window. Are you sure you want to continue®

Go back

Create From an Approved Request

> Click on the appropriate Travel Request to link to your Expense Report and click Create Report.

Available Requests

Request Name

Request ID

Start Date =

End Date

Cancelled

Request Total

Approved

Remaining

Blanket Request - Athletics

ANDY

02/05/2021

08/30/2022

Nz

$486.20

$486.20

5486.20

CSU Learn

4NHD

08/23/2021

08/28/2021

Nz

51,848.00

51,848.00

51,848.00

‘Werkshop at CO

ANGF

08/16/2021

08/18/2021

Nz

5513.80

5513.80

5513.80

blanket sharcn

ANDX

08/05/2021

08/08/2021

Nz

51,316.00

51,316.00

51,316.00

NACUBD

4JMU

04/22/2021

04/25/2021

Mo

£1,415.00

£1,415.00

£1,415.00

Step 3:

Cancel

Create Report

» Under Report Details, select Report Header and ensure all information are accurate and complete.
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Blanket Request - Athletics $0.00 i

Not Submitted

Report Cietails ~

Print/'Share ~

Report

-~

Report Header

Report Totals
Report Timeline
Audit Trail

Linked Add-ons
Manage Requests

Manage Cash

Manage Receipts

Travel Allowance ~

MNo |

Add expenses to this rep

Once your report header is complete, click Next. Continue with adding your Expenses.

ADDING CONCUR TRAVEL GHOST CARD TRANSACTIONS TO AN EXPENSE REPORT

> If you have used Concur Travel to book your airfare, the university US Bank Travel Ghost Card has
been charged and you will need to add the transaction to your Expense Report.

> There are multiple ways to add a US Bank Travel Ghost Card Transaction to an Expense Report.

Adding US Bank Travel Ghost Card Transactions from the Concur Homepage

Step 1:

Click Available Expenses under My Tasks, or on the Quick Task Bar of the Concur homepage.

SAP Concur [€]

Requests

Expense  App Ceni

The California
State University

Hello, SF Traveler

COMPANY NOTES

MY TASKS

m Open Requests

il

m Available Expenses

> m Open Reports

Authonzation Requests 08

Gash Advances ]

02/07 Southwest Airlines
sara7

08727 In State Expense Test#1
53500

06127 test
365.00
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Step 2:

Click View Transactions which will take you to Company Card Charges.

SAP Concur @ Requesls Expense App Center

IManage Expenses View Cash Advances

Manage Expefses

Step 3:

Under Add Charges To, choose the Expense Report you want to add the transaction to, or you can
choose New Expense Report if you havent started one yet. Then click on Add Selected. Then it will be
added to that Expense Report.

Company Card Charges Add Charges To | v =

Card Aciviy Tims Pariod

A Cards v | [Arunusea

TOTAL AMOUNT

1 $97.97

[# Date Descript Expansa Type Amount
) 02072018 SOUTHWES 5261411132069 irfore. it test s9797
800-435-5792, TX Custom Mileage Tast

car renal

‘. =+ New Expense | Import Expenses Details = Receipts « Print / Email =
E}(DEHSE‘S View * € | New Expense
|: ‘ Date » | Expense Type Amount Requested |
Adding New Expense Expense Type |
|: 02/07/2018 Airfare $97.97 597.97 To create a new expense, click the appropnatd
e SOUTHWES 5261411132069
@ Recently Used Expense Type
Registration/Fees

» To make edits such as change Expense Type, City of Purchase, Vendor Name, Comments, click on
the expense anywhere within the expense line. You can also attach a receipt or allocate funding
sources for that particular Expense Type.

> You cannot make edits to some fields (anything greyed out) within the expense such as Amount,

Payment Type, etc. for imported credit card transactions. However, you may Itemize the
transaction if needed to additional Expense Types.
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1 day trip

Epense | mponiexgerses  oeim

Expenses
=

G

Date v Expense Type

i

. Transacion Dats
SOUTHWES 5261411137069

QT aniE

02072018

[EECLER suom feport

@ show Excaptons

iyt actse
~] [secaneno catona

Amount
v| |ew

Payment Type for US

Bank Travel Ghost card
transactions cannot be
changed.

TOTAL AMOUNT TOTAL REQUESTED
$97.97 $97.97

Step 6:

In the Expense Tab, you can also make edits, attach receipts, and allocate your charges if you are using

multiple funding sources. Then click Save.

>
transactions, you can match the entry.

ADDING OUT-OF-POCKET/UNIVERSITY PAID EXPENSES

If you already entered a manual expense entry, and you see the charge on your available

» Once you complete the Expense Report Header, your Expense Report will open and you are
ready to add your out-of-pocket and/or university prepaid expenses related to your travel.

Step 1:
Click Add Expense.

A Alerts 1
Leadership Canference $0.00

Not Submitted

Report Details ¥ Print'Share ¥ Manage Receipts ¥ Travel Allowance ¥

REQUEST

Approved

$1,131.32

q Add Expense

No Expenses
Add expenses to this report to submit for reimbursement.
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Step 2:

From the + Create New Expense list, select the applicable expense type you want to add.

Add Expense

0 +

Available Expenses Create New Expense

‘ Search for an expense type

~ Recently Used
International, Alaska & Hawaii Per Diem
Airfare
HoteliLadging
HoteliLadging Tax
Dinner - Domestic
~ 01. Travel Expenses
HotellLodging
HoteliLodging Tax
Incidentals

Step 3:

Fill in all required fields marked with a red bar. All other fields are optional. Each Expense Type will have
a comments box to add additional information that the approvers and travel processors will see.

> Payment Type will default to Out of Pocket. If the expense was university paid by the Departmental
Travel Card, Direct Pay, etc. change the default to University Paid as you will not be eligible for
reimbursement for that expense. You may want to add a Comment, how it was paid.

ew Expense
Details Itemizations Hide Receipt [
@ Allocate
* Required field
Expense Type =
| Registration/Fees ‘ v |
Transaction Date Vendor Name *
| 051572021 ‘ | |csu |
City of Purchase * Payment Type * I
‘ & - | Long Beach. California ‘ ‘ Qut of Pocket VI
Amount = o
[ 10000 | [ us. Dollar ‘ v

Attach Receipt Image

Comments TofFrom Approvers/Processors

Payment Type *

Out of Pocket ~

Mone Selected
Qut of Pocket
University Paid
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Step 4.

Click on one of the following options:
v’ Save
v Itemize
v" Allocate
v Attach Receipt
v" Cancel

ITEMIZING AN EXPENSE

> Itemization may be needed to split an expense when using multiple funding sources or when
expensing Hotel Expense Type. Itemization should be completed prior to allocating your expenses to
multiple chartfields.

Step 1:
Enter your expense and complete the required information.

Step 2:

An Expense Type drop-down list will appear and you will need to start itemizing the expense. Select
your Expense Type that applies to the first itemization, enter the required and optional fields, and click
Save.

» The newly created itemization appears on the left side of the page below the expense.

» The Total Amount, Itemized amount and Remaining amount appear on the right side of the page.

Hotel/Lodging $850.00
05/15/2021 Marriott Hotels
Details Itemizations
Amount Itemized ORemammg
$850.00 $775.00 $75.00

New Itemization
Expense Type * Q

Hotel/Lodging ~
Entry Type:  Recurring ltemization ¥ 05M16/2021 - 05/19/2021 (Nights: 3)
Your hotel raom rate was:
The Same Every Night Not the Same
Room Rate (per night)*  Room Tax (per night) Tax 2 (per night) Tax 3 (per night)
260.00 22.50

(Amounts in USD)
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Step 3:

Continue to add each itemization by selecting the appropriate Expense Type and completing required
and optional fields as necessary.

> Once you have itemized the Total Amount of the charge, the itemization tab will be replaced by the
New Expense tab.

HOTEL EXPENSE

> A hotel bill usually has multiple expenses including room, multiple taxes, parking, meals, internet
charges, and sometimes personal items. You must itemize all these expenses Lodging Itemization
allows you to quickly itemize recurring room rates and taxes. You can then itemize the remaining
charges on your hotel bill, and adjust for any rate changes during your stay.

> Perthe CSU Travel Policy, “The nightly lodging rate for domestic travel may not exceed $275 per
night, not included taxes and other related charges.”

Step 1:

Click on + Create New Expense. Under all Expense Types, click on Hotel/Lodging.

Add Expense

0 +

Available Expenses | Create New Expense

‘ Search for an expense type

~ Recently Used
International, Alaska & Hawaii Per Diem
Airfare
Hotel/Lodging
Hotel/Lodging Tax
Dinner - Domestic
~01. Travel Expenses
HotellLedging
Hotel/Lodging Tax
Incidentals

Step 2:

Fill in required and optional fields. Transaction Date is the last day of your stay. Vendor name you can
choose from drop-down list or type it in if you don’t see it available. Payment Type will default to Out of
Pocket. If the hotel was paid by a Departmental Travel Card, or Direct Pay, change the Payment Type to
University Paid. If you added a hotel segment to your request, the Request information will be
populated.
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» Do not check the Travel Allowance box unless your travel is international.

Hotel/Lodging $850.00 i

05/15/2021 Marriott Hotels
Details ltemizations

@ Allocate

* Required field
Expense Type * 9

Transactio | Hotel/Lodging ‘ .

If the vendor name is

n Date Check-in Date Check-out Date * NS ot listed on the drop
should be | 05/16/2021 ‘ | | osnoz021 ‘ /| 3 down, simply type it in.
the date P

Transaction Date * Vendaor *
you check

| 05/19/2021 ‘ B | | Marriott Hotels ‘
out.

City of Purchase * HotellLodging Address

| @ v | san Diego, California | | Harbor Drive |

Payment Type *

| Out of Pocket v |

Amount Currency *

| 850.00 | | us, Dollar ‘ v |

Request™

| None b |

Comments To/From Approvers/Processors

|
Step 3:

Hotel Expense Type requires itemization of the expenses. Once all fields are filled in, click Itemizations.

Hotel/Lodging $850.00 @

05/15/2021 Marriott Hotels

Details [temizations

@ Allocate

Step 4:

» Use the calendar to select the Check-in Date. The Check-out Date will populate with the
Transaction Date you entered on the expense.
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> Enter Room Rate '. Enter Room Tax and Additional charges, if any (per night) in the Room Tax (per
night) box.

05/19/2021 Marriott Hotels

Details [temizations
Amount ltemized ORemaining
$850.00 $0.00 $850.00

New ltemization
Expense Type ® 9

Hotel/Lodging ‘ v |

Entry Type:  Recurring ltemization v 05116/2021 - 05/19/2021 (Mights: 3)

Your hotel room rate was:

| The Same Every Night | Not the Same ‘
Room Rate (pernight)* Room Tax (per night) Tax 2 (per night) Tax 3 (per night)
| 260.00 | [20_00| ] | | | |

(Amounts in USD)

Save [temization Cancel

> If Room Rates are different each night, just enter the first night’s rate and then you can change it
once the expenses are listed (see below).

Details ltemizations

Amount ltemized 0 Remaining

$850.00 $840.00 $10.00
|:| Date = Expense Type Requested
[0 08162021 Hotel/lLodging Tax $20.00
[0 05162021 Hotel/lLodging $260.00
O o0sn7z021 Hotel/Lodging Tax $20.00
[0 osA72021 Hotel/lLodging $260.00
[0 osM82021 Hotel/lLodging Tax $20.00
O 05182021 Hotel/lLodging $260.00
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» Hotels may have itemized tax amounts listed on the bill. You can itemize your tax the same way by
utilizing the Room Tax (per night), Tax 2 (per night) and Tax 3 (per night) fields. You can just
combine all taxes and use Room Tax (per night) as well.

Your hotel room rate was:

The Same Every Might Mot the Same
Room Rate (pernight)®  Room Tax (per night) Tax 2 (per night) Tax 3 (per night)
260.00 [ 20.00| ]

> If there are any additional recurring charges besides room and tax on your hotel bill, choose an
Expense Type under the Other Expense (under Other type expense) and these charges will be added
for each night. You can then delete later if not every night it was charged, or you can add the
additional expense as a new Expense Type aside from the Hotel itemization.

> If any/all room rates are over the max rate of $275 before taxes, a warning indicator will flag that an
approved Authorization for Exception to Travel form must be attached to the Expense Report by
using the Attach Receipt option if you are requesting full reimbursement. Otherwise, you will need
to change the hotel base rate to $275.00 and taxes related to the $275 on your Expense Report.

Step 5:
Once all itemizations are complete, click Save Expense. 1
Other Expense $45.00 f cancel
05/19/2021 Marriott
Details ltemizations Hide Receipt [5)
Amount [termized @ Remaining
$45.00 $45.00 $0.00
D Alerts Date = Expense Type Requested
O 0 05M6/2021 Other Expense $15.00
O O  osA7z021 Other Expense $15.00
™ [ 1] 05/18/2021 Other Expense §15.00
Step 6:

If you need to change an itemization, just click on that item row and make the correction. For example:
If one day, the rate is different, you can change the amount for that day only and then Save Expense.
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Make sure itemization equals expense amount for the hotel. The system will notify you if the itemization
does not add up. You can see the Remaining balance to itemize. Then continue to itemize the remaining
amount until it is SO.

For Example:

Total Amount: 360000 | ltemized: 3585.00 | Remaining: $15.00

Step 7:

You must attach a receipt to your Expense Report for Hotel. You will see the receipt required indicator
next to the expense. To attach a receipt, click on Attach Receipt Image box. To learn how to attach a
receipt, please go to Add Receipts/Attachments to an Expense Report in this handbook.

. a
> Hotel/Lodging $850.00 &
05/19/2021 Marriott Hotels
Details ltemizations Hide Receipt [
Amount Hemized @ Remaining
$850.00 $840.00 $10.00
[0 bpate= Expense Type Requested
O 0sH8/2021 Hotel/Lodging Tax 52000
[ osHBl2021 HotellLodging 5260.00
0O osm7021 Hotel/Lodging Tax $20.00
O osm7021 Hotel/Lodging $260.00 6
0511812021 Hotel/Lodging Tax $20.00 .
g Attach Receipt Image
[ o0sH8r2021 Hotel/Lodging $260.00
Step 8:
.

Once the receipt is attached, click Save Expense. And the indicator will now show a receipt is attached.
You can hover over the indicator to view a small image of the receipt.

Leadership Conference $885.00 fi

Not Submitted

ReportDetails v Print'Share ¥ Manage Receipts v Travel Allowance v
REQUEST

Approved

$1,131.32

Add Expense

N Receipt Payment Type Expense Type Vendor Details Date = Amount  Requested

m ! ] Ij Out of Pocket Hotelfodging EGCHEEED 05/19/2021 sesopg 004000
San Diego, California Itemized
Marriott $45.00
mp ! ] Out of Pocket Other Expense o e, Catoma 05/19/2021 84500
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MEAL EXPENSE

» For domestic travel, meals are actual expenses up to a max dollar of $55.00 per day. Your total for
one day for breakfast, lunch and dinner cannot exceed $55.00/day.

> Meal reimbursements associated with trips without an overnight stay must and will be reported to
IRS as taxable income by our HR Department. Lunch is non reimbursable, no exception.

> Receipts are not required for expenses less than $75.00. However, it is at your department’s
discretion to require receipts less than $75.00. Please check with your department in regards to
their internal travel policies, if any.

Step 1:

Click on + New Expenses. Under All Expense Types, click on Breakfast- Domestic, Lunch- Domestic or
Dinner- Domestic under the Meals-Domestic category.
Add Expense x

0 +

Available Expenses | Create New Expense

Search for an expense type

Ral
~04a. Meals & Incidentals - International, Alaska & Hawaii
International, Alaska & Hawaii Per Diem
~ 04D, Meals - Domestic
- Breakfast - Domestic
Dinner - Domestic

Lunch - Domestic

~05. Hospitality
Hospilality
~06. Office Expenses v

Step 2:

Fill out all required, and optional fields (if needed). Verify all fields are populated correctly. After all the
required fields are complete, click Save Expense.

Transaction dates will
New Expense populate with the
oo femzatens date used for the
previous Expense

@ Allocate

Expense Type *

| Dinner - Domestic

Transaction Date

| 051152021

Gity of Purchase *

| @ ‘ San Diego. California |

Payment Type ~

| out of Pocket ~ |

Amount * Currency *

| 50.00 || us. Dollar ‘ ~ |

Request™

| 05/16/2021. 5220 00 - Leadership... |

ts To/From
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Step 3:

Expense will appear on the left-hand side. Keep entering your meals either one by one, or you can check
the expense box by clicking in it and click Copy. Expense type will copy for the next day. Then, you can
change the meal type or amount accordingly by clicking on that expense type and click Save for each
entry.

Leadership Conference $935.00 f

Not Submitted

ReportDetalls v Print/Share »  Manage Receipts v Travel Allowance v
REQUEST

Approved

$1,131.32

Allocate Move to v

[m] Alerts Receipt Payment Type Expense Type Vendor Details Date = Amount Requested
(1] EI Out of Pockst HoteliLodging Marriolt Hotels 051912021 sasgop  ooi000
San Diege. California Itemized
Marriott $45.00
m ! ] I:‘ Out of Pockst Other Expense 2o Diem, Gt 051912021 sas00
- FaN Out of Pocket Dinner - Domestic San Diege, Californis 05152021 55000  $50.00

$935.00  $935.00

Step 4:

Once you have finished entering all your meal expenses, click Save Expense.

Leadership Conference $985.00 fi

Not Submitted

Report Details v Print'Share w Manage Receipis v Travel Allowance »

REQUEST

Approved

$1,131.32

Add Expense

|:| Alerts Receipt Payment Type Expense Type Vendor Details Date = Amount Requested

mi ! ] E Out of Pocket Hotel/Lodging N — 05/119/2021 sgs00p  oo4000
San Diego, California ltemized
Marriott 545.00

i ! ] D Out of Pocket Other Expense o Do Catifonie 0511912021 500

O Qut of Pocket Dinner - Domestic San Diego, Californis 05/16/2021 $50.00 $50.00

O & Qut of Pocket Dinner - Domestic San Diego. California 05152021 $50.00 $50.00

$985.00  $985.00
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CAR RENTAL EXPENSE
Step 1:
Click on + Create New Expense. Under All Expense Types, click on Car Rental under Transportation.
Add Expense x
0 I

+
Available Expenses Create New Expense

Search for an expense type

Laundry )
< 02. Personal Car Mileage
Fersonal Car Mileage
Perzonal Car Mileage Reduction
03. Transportation
Airfare
Airline Fees
‘ Car Rental
Car Rental Fuel

Ground Transportation

Step 2:

Fill out all required, and optional fields (if needed). Verify all fields are populated correctly.

You can either type the vendor’ name or choose from the Vendor Drop- down list. Both Enterprise and
National Car Rental are listed options.

> Inorder to be eligible for rental reimbursement, you must have book with the CSU Contracted

vendors —Enterprise or National unless you have a one-time exception approved from Risk
Management.

» Exception from Risk Management should be attached along with receipt to the Expense Report.
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New Fxpense

Details ltemizations
@ Allocate
* Required field
Expense Type *
| car Rental ‘ v
Transaction Date * Wendor *
| ost1er2021 ‘ B | | searcn for vendor ‘ v |
[ -~
City of Purchase * Daollar
| & v | San Diego, California Enterprise ~ ‘
Euradollar b
Amount * Europcar
| General e ‘
Hertz
Comments To/From ApproversiProcessars Mational Car Rental

Make sure to attach your car rental receipt by clicking Attach Receipt at the left-hand side.

Rent a Wreck

« L » ) Car Rental $200.00 @
J5/19/2021
Details Iltemizations
@ Allocate

Expense Type *

* Required field

| Car Rental ‘ v |
Transaction Date ® Vendor *

| 05/19/2021 ‘ B | | Enterprise ‘ v |
City of Purchase * Payment Type *

| ® v | san Diego, Califomnia | | outof Pocket v |
Amount* Currency *

| 200.00 | | us. Doliar ‘ v |

Comments To/From Approvers/Processors

After you attach receipt, click Save Expense.

— B -
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PERSONAL CAR MILEAGE EXPENSE

> In order to submit an expense for Personal Car Mileage, you need to register your car under your
User Profile. To see how to do this, please go to Add a Car under Profile Setup of this handbook.

Step 1:

Click on + Create New Expense. Under All Expense Types, click on Personal Car Mileage under Personal

Car Mileage.

Add Expense

0 +

Available Expenses | Create New Expense

Search for an expense type

Incidentals

Laundry
~02. Personal Car Mileage
- Personal Car Mileage

Personal Car Mileage Reduction
~ 03. Transportation

Airfare

sirline Fees

CarRental

Car Rental Fuel

Step 2:

All you need to enter is the Transaction Date. The From/To Location and Distance fields will be

populated based on the Mileage Calculator.

I

Details ltemizations

8. Mileage Calculator @ Allocate

From Location *

Show Receipt  [5]

* Required field

Expense Type * Transaction Date *
| Personal Car Mileage ‘ ~ | | 05/M19/2021 ‘ | | San Francisco
To Location ® Payment Type Request®
| san Diego Out of Pocket | none v |
Comments To/From Approvers/Processors
Decided to drive - flight cancelled
Vehicle ID* Distance to Date Distance * Mumber of Passengers
#PVF222 v 0 700 | o
Amount Currency Reimbursement Rates
392 00 US. Dollar U3D 0.56 per mile
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Step 3:

Click on Mileage Calculator. Then the Waypoints and Map will appear.

AN
NGW EXDE’”SE’ Cancel Save Expense
Details ltemizations show Receipt []

# . Mileage Calculator @ Allocate
* Required field

Expense Type * Transaction Date ® From Location ®

[Per&onal Car Mileage ‘ v ] [05:'19!‘2021 ‘ ] [!\venue, San Francisco, CA 94132]
To Location Payment Type Request™®

[San Diego } | Out of Pocket | [None v ]

Comments To/From ApproversiProcessors

[ Decided to drive - flight cancelled ]

Step 4:

Enter Waypoints from A. to B. Pick the correct route you took. You can also make it round trip, enter any
portions as Personal by clicking on the Personal check box. By clicking Personal, that waypoint selection
will not be added to your business miles and you will not get reimbursed for that portion.

Waypoints

[ [ 1800 Hollowsy Ave, San Franciscs, c|

.[an Diego, G, USA |

€ [yy fwe, San Francisco, CA 34132, us|

R | ,

DS
K 4
Mileage Calculator P 4 oOx
A Mission MISSION
[ avoia Totis ) Avoid Highways | Dolores Park© pistaict
- 3 i
Waypoints Il - . (io1) )
sunseroisTReT . TwinPeaks
O e ] RS,
[ IPersonal _ Sioat Bivg _,_;')
L — iy g
- MISITAGION.
Calculate Route  Make Round Trip ouTERMISSION e VACLEY
Directions
Suggested routes:

Skyline Bivd 15.6 mi. About 26 mins
US-101816.4 mi. ut 27 mins

”1 7 20th Ave, San Francisco, CA 94132, USA

12.7 mi. About 22 mins
1. Head northwest 3151t
r 2. Tumn right toward N State Dr 0.3 mi
3. Continue onto N State Dr 0.2 mi
r* 4 Tumn right onto Lake Merced Blvd 1251t
rs Bum right at the 1st cross street onto Winston 0.6 mi
r

6. Tum right toward 15th Ave 1314
7. Tum right onto 15th Ave 0.7 mi
" 8. Slight right ento Junipero Serra Blivd 0.6 mi

9. Takethe ramp on the left onto 1-280 S/State 6.1 mi

Continue to follow -280 S

H A Coyote'Po I
oo ] s B - . r Xt
. " e o AR - __ Mapdua 82018 Google | Terms of Use | Report a map armor

Add Mieage lo Expense  [JeU]
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: | #PVF222 v 0 1007

Step 5:

Once Waypoints are populated, click on Add

Mileage to Claim at the bottom right-hand te Point 0
on Area
corner. Map data 2018 Google | Terms of Use | Report a map error

‘ Add Mieage to Expense Cancel

Step 6:

You will see the From/To Locations and the Distance populate with the miles indicated from the
Mileage Calculator. It will round to the nearest mile.

Step 7:

Number of Passengers and Comments fields are optional. Then click Save.

Details [temizations Show Receipt [
9. Mileage Calculator @ Allocate
* Required field
Expense Type * Transaction Date * From Location *
| Personal Car Mileage ‘ v | | osroarz021 ‘ | | :ademy Drive. valiejo, CA 9459 ...
To Location ® Payment Type Request *
| san Diego, CA, USA Out of Pocket | none v |

Comments To/From Approvers/Processo

cancelled

Vehicle ID* Distance to Date Distance * Mumber of Passengers

0

Amount Currency Reimbursement Rates

563.92 US. Dollar USD 0.56 per mile

» If your destination does not have an actual location (waypoint) you have the option to not use the
Mileage Calculator and enter all required fields and Save Expense. Please note: for Distance, you
can only enter whole numbers. The amount will populate based on the mileage entered. This is not
recommended and this method should only be used for this reason.
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PERSONAL CAR MILEAGE REDUCTION

> In the case that you drove instead of using a more economical mode of transportation, for example,
flying, you will need to upload a flight comparison and you will only be reimbursed the cost of the
flight if cheaper than mileage. If this is the case, enter the Personal Car Mileage Expense as is. In
addition, you will also want to enter a new expense, Personal Car Mileage Reduction for the
difference of cost to offset the mileage. You cannot itemize within the Personal Car Mileage
Expense Type.

Step 1:

Click on + New Expense. Under all Expense Types, click on Personal Car Mileage Reduction under
Personal Car Mileage.

Add Expense

0 +

Available Expenses Create New Expense

‘ Search for an expense type

“ 01, Travel Expenses
HoteliLodging
HoteliLodging Tax
Incidentals
Laundry

-~ 02. Personal Car Mileage
Personal Car Mileage

# Personal Car Mileage Reduction

~ 03. Transportation

Airfare

Step 2:

Fill in all required fields Transaction Date and the amount you want to reduce your personal car mileage
amount by. Amount should be a negative amount. Please do not indicate a positive amount. You may
want to include a comment as to why you are using this Personal Car Reduction Expense Type on top of
the Personal Car Mileage Expense Type. Then click Save Expense.
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Manage Expenses Cash Advances

New Expernse

Details Itemizations

@ Allocate

* Required field
Expense Type *

| Personal car Mileage Reduction | ~ |

Transaction Date * Payment Type = Add a
| oBr27/2021 | | | outof Pocket ~ |

R e comment if
| -100.00 | | us, Donar needed.

Reguest *

| oBr26/2021. $16.80 - NACUBO ~ |

Comments To/From Approvers/Processors

=)

Step 3:

NACUBO $-100.00

Not Submitted

Report Details v Print/Share v Manage Receipts v Travel Allowance v

REQUEST

Approved
$2,716.80

Add Expense

After the information is saved, the total amount will be reduced by the negative amount you indicated
using the Personal Car Mileage Reduction Expense Type.

Copy Report Submit Report

O Receipi Payment Type Expense Type Vendor Details Date = Requested
(] Out of Pocket Personal Car Mileage Reduction 062712021 $-100.00
$-100.00

HOSPITALITY (TRAVEL RELATED ONLY)

> You can add hospitality related expenses (meals) as part of your Expense Report as long as they are
related with your travel. Regular (non-travel related) hospitality reimbursement, should not be

processed through Concur.

A completed Business Expense Reimbursement Request Form is required for all Hospitality related
expenses. You will need to attach the form along with your itemized receipt under Attach Receipt of

the Hospitality Expense Type.
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Step 1:

Click on + New Expense. Under All Expense Types, click on Hospitality.

Add Expense X

+ -
~
Available Expenses | Create New Expense 05. Hospitality

Hospitality

| Search for an expense type

Dinner - Domestic
Lunch - Domestic
~05. Hospitality
Hospitality
~ 06, Office EXpenses
Postage/Freight
Printing/Photocopying/Stationery
~07. Communications
IntemetTelephone/Fax
Naoile/Cellular Phane (international Only)
~n8 Fans v

Step 2:

Fill in all required, and optional fields if needed including Transaction Date and Amount.

New Expense
Details ftemizations
0 & attendees (0) @ Aliocate

* Required field
Expense Type *

| Hospitality ‘ v |
Transaction Date * City of Purchase
| 06/27/2021 | B e~ | San Diego, California |

Payment Type *

| Out of Pocket v |
Amount * Currency *
[50_00\ ] | US, Dollar ‘ v |

Comments To/From Approvers/Processors

Step 3:

You will need to fill in Attendees information by clicking on New Attendee. Choose Attendee Type by
clicking on the drop-down list provided. Then enter the Last Name and First Name of the Attendee and
any other required information requested.

Details ltemizations

mm) O & Atiendees (0) @ Allocate

Expense Type *
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For this example: select Donor

Add Attendees
2,
o ) &
Recent Attendees Attendees Attendee Groups
Attendee Type Attendee Name
Alumni ~ | | search by first or las
~
Alumni
Contractor

Donor

FacultyiStaff

Group Event 10+ Attendees

Add Attendees
1
) & &
Recent Attendees Attendees Attendee Groups
Attendee Type Attendee Name
Alumni ~ | [Erownl

Ho Results. Ens L

Can'tfind an atteffiee? Create New Attendee

Create New Attendee x

More Search Options

€ Go back
= Required field
Attendee Type * LastName *
Donor v ‘ ‘ Day ‘
FirstName *
| pay |
Affiliation *
Qutside Donor] }

Cancel Create Aftendee

Click Create Attendee to add new Attendee.

Enter all required fields, then Save and Select or Add to Create another Attendee.

Add Attendee %
Aftendes Type Last Name

= 5] [ores ]

First Name Affiliation

I joy I I outside donoq I

Save & Add Another m Cancel

Attendee Type = Faculty/Staff. If this person is the host, check the box, Host. Then Save if done. Or you
can Save and Add Another.

Step 4:

Continue adding Attendees until all are added, then click Save. If you need to Itemize, Allocate, Attach
Receipt or Cancel the expense type entry, click the appropriate boxes to proceed.
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INCIDENTALS EXPENSE

> Incidentals allowed for reimbursement for domestic travel with overnight stay. Incidental expense

will not be reimbursed the first day of travel. You cannot claim incidentals for same day travel with
no overnight stay.

» Maximum incidental rate is based on actual expenses incurred and must not exceed $7.00 per day.

New Expense

Datails Hemizations

® Aocate

» Requisd ield
Expanse Tpe *

(incidentais

TansaaonDxe owatpuensse

[ csieizom (@ (@ v [renoun. navar
[—

[ outorrosket B

( Us. Do .

Step 1:

Click on Add Expense. Under All Expense Types, click on Incidentals under Travel Expenses.

Add Expense *

+
Avaliable Expenses | Create New Expense

HotaliLs
ncigentais
aundry

~02. Persanal Car Milesge

Personal Car Mileage

Step 2:

Fill in all required, and optional fields if needed including Transaction Date and Amount.

Manage Expenses  Cash Advances

New Expense

Details ltemizations

@ Allocate

* Required field
Expense Type *

[ ncidentats [ ~]
Transaction Date * City of Purchase

[‘osr18r2021 [m| [@ v [ ronown, Hawan ]
Payment Type *

[out or pocket 9

| J

Amount *

Currency *
# ( | [ us. oollar [~]

If you need to Itemize, Allocate, Attach Receipt or Cancel the Expense Type entry, click the appropriate

. . Save Expense Cancel
boxes to proceed. Otherwise, click Save Expense. -

133



EXPENSE REPORTING DIFFERENCES FOR INTERNATIONAL, ALASKA, HAWAII TRAVEL

» An Expense Report can be filled out for International, Alaska and Hawaii but there are a few
differences in how to fill out your Expense Report.

> Expense Types setup for International Travel only...
v" Meals and Incidentals — International, Alaska & Hawaii
Mobile/Cellular Phone
Passport/Visa Fees
Transaction Fees
Hotel/Lodging (same expense type for domestic but Travel Allowance check box is required to
be checked)

A NENER NN

> ATravel Itinerary is required for international, Alaska, and Hawaii travel if expensing hotel and or
meals & incidentals in order to pull the appropriate per diem rates.

HOW TO CREATE A TRAVEL ITINERARY

> Inorder to utilize GSA per diems for hotel and meals/incidentals, a travel itinerary is required.

Step 1:

Click on Travel Allowance drop-down list and click Manage Travel Allowance.

Manage Expenses

@ Alerts: 3 -
Alaska Travel $100.00 &

Not Submitted

ReportDetails ¥ PrinShare v Manage Receipts ¥ Travel Allowance v

REQUEST sy -

Approved

$2,652.00

Add Expense

O Alerts T, ReceiptTL Payment Type TL Expense Type T Vendor Details TL Date = Requested T,

! 100.00
o (1] Outof Packet International, Alaska & Hawaii Per Diem Varmot 101112021 N

- Anchorage, Alaska Allscsted

$100.00

Step 2:

The Travel Allowances for Report: window will appear allowing you to build your trip itinerary. Click
Create New Itinerary, enter the first leg of travel and complete all required fields and click Save.
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Travel Allowances For Report: Alaska Travel

3 1 Creste Mew ltinerary e Available ltineraries 2 Expenses & Adjustments
" . . .
3 | Assigned ltineraries
L
I
g .
|DEparturEC|ty Date and Time &
r
Mo Assigned Itineraries Found
4
Travel Alowances For Repart: intl test ox

. T Trryee—

Step 3:
Continue entering all legs of the trip and click Save after each leg.

v Alaska (Out of State) Travel

ety T il ok

v International Travel (sample screenshot)

Traved Allowances For Report: intl test "

usoss

—
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Step 4:

Once all the legs have been entered, click Next.

Alaska (Out of State) Travel International Travel (sample screenshot)

Step 5:

Under Available Itineraries Tab, you can view the itinerary that you have assigned to this trip. Click
Next.

l

Step 6:

Under Expenses and Adjustments Tab, indicate any meals which were provided during your trip. If any
breakfast, lunch, or dinner was provided to you, click on the corresponding check box for that meal on
that day. If no meals were provided, leave boxes blank. Click Create Expenses.

T

Step 7:
You can begin adding expenses to your Expense Report. For Expenses related to per diem, enter the
actual amounts paid up to the max per diem rate. If the amount claiming is over the max per diem, you

will only be able to claim up to the max per diem rate for that expense.
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ENTERING EXPENSES WITH TRAVEL ALLOWANCE

Meals & Incidentals

» ATravel Itinerary needs to be created in the Expense Report in order to claim meals & incidentals.

» The per diem rates are built in the system and you can only claim actual expenditures up to the max
per diem rate for that country on that particular date. If you enter an amount that is more than the
max per diem rate, the system will give you the max per diem rate amount.

> Make sure the Travel Allowance box is checked. If it is not checked, an audit rule will appear
requiring the box be checked for all International, Alaska and Hawaii travel.

> If the city of purchase is International, the currency converter will appear and default that country’s

currency. If you need to change it you can do so by selecting the drop down-list or if you paid in US
dollars, change the currency to reflect USD and enter your amount accordingly.

Step 1:

Click on + New Expense. Under All Expense Types, click on International, Alaska & Hawaii Per Diem
under the Meals & Incidentals — International, Alaska & Hawaii category.

All Expense Types

01. Travel Expenses
Hotel/Lodging
Hotel/Lodging Tax
Incidentals
Laundry
Other Accommedation
Team/Group Travel

02. Personal Car Mileage

Personal Car Mileage

03. Transportation
Airfare
Airling Feas
Baggags Fes
Car Renta
Car Rental Fue

Personal Car Mileage Reduction

...03. Transportation
Ground Transportation
Parking/Tolls
Rail
04a. Meals & Incidentals - International, Alaska & Hawaii
International, Alaska & Hawaii Per Diem
04b. Meals - Domestic
Breakfast - Domestic
Dinner - Domestic
Lunch - Domestic
05. Hospitality
Hospitality
06. Office Expenses
Postage/Freight
Printing/Photocopying/Stationery
07. Communications
InternetiTelephone/Fax

..07. Communications

Mobile/Cellular Phone (International Only)

08. Fees

Booking Fees

Passporis/Visa Fees (International Cnly)
Transaction Fees (International Only

09. Other
Memberships
Newspapers/Magazines/Books
Other Expense
PersonaliNon Reimbursable
Registration/Fees

10. Athletics
Eniry Fees
Pre Season

Step 2:

Fill in all required fields. Currency conversion is dependent on City of Purchase entered. Do not uncheck
the Travel Allowance Box.

You have the ability to change the currency default. Or, if paid in US Dollars, you can change to USD and
enter amount.
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International, Alaska & Hawaii Per Diem $

10/11/2021 Marriott

Details [temizations

Do not uncheck Travel
Allowance Box!

@ Allocate

* Required field
Expense Type *

| International, Alaska & Hawaii Per Diegg v |

Transaction Date * Enter Yendor Mame

| 10/1172021 | Marriott |

City of Purchase * Payment Type =

| & ~ | AnchoragegdF | | Out of Pocket ~ |

Amount * currency *

| 100.00 | | us, Dollar v
Request™

favel Allowance @

| 10/22/2021, $452.00 - Alaska Travel

L

Comments To/From Approvers/Processors

Step 3:

Once all required fields are entered, click Save Expense. If you need to attach a receipt, click Attach
Receipt Image or Allocate if the expense requires allocation different then on the Report Header.

Details ltemizations Hide Receipt [
@ Allocate
* Required field
Expense Type *
| Intemational, Alaska & Hawail Per Diem ‘ v
Transaction Date * Enter Vendor Name
| 101172021 ‘ M| | wvarott |
City of Purchase * Payment Type *
(& v ‘Ancnorage,maska || outorf Pocket v |
Amount * Currency * 0
[ 100.00 | | us. Dallar ‘ v

Attach Receipt Image

Request™

| 1012212021, $452.00 - Alaska Travel v |

Travel Allowance @

Comments TolFrom Approvers/Processors

‘ canc

Expense will be added to the Expenses column on the left-hand side once saved.
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Alaska Travel $93.75 i

Not Submitied

Report Details v Print/Share v Manage Receipts »  Travel Allowance v In thiS examp|e the max per
diem rate is $93.75 so even
though your total is $100 only

REQUEST

Approved

$2,652.00 $93 can be requested for that
[ AlertsT, ReceiptT, PaymentType T} Expense Type T Vendor Details T, Date = AmountT, Requested
O A Out of Pocket International, Alaska & Hawaii Per Diem e 1011112021 $100.00 So5.78

Anchorage, Alaska Allocated

v International Travel (sample screenshot)

international test 070218

+ Mew Expense Import Expenses Details ~ Receipis » Print / Email ~

Expenses Viewr €
|:| | Date » Expense Type Amount Requested

Adding New Expense

O 06/15/2018 International, Alaska & Hawaii 510543 593.00
Genoa, ITALY £90.00

Hotel/Lodging

» You must use the Expense Type —Hotel/Lodging when claiming your hotel expenses. The Travel
Allowance box needs to be checked. If it is not checked, an audit rule will appear requiring the box
be checked for all International, Alaska and Hawaii travel. If you forget to check the box you need to
delete the entry and redo it to include the travel allowance check box.

» ATravel Itinerary needs to be created in order to claim hotel expenses.

> The per diem rates are built in the system and you can only claim actual expenditures up to the max
per diem rate for that country on that particular date.

» If the city of purchase is International, the currency converter will appear and default that country’s
currency. If you need to change it you can do so by selecting the drop-down list or if you paid in US
dollars, change the currency to reflect USD and enter your amount accordingly.

» If the university Departmental Travel Card was used for payment, change the Payment Type from
Out of Pocket, to University Paid.

> Itemization is required for hotel. When entering initial transaction information, enter the total
amount of hotel stay, all other required fields and then click Itemize.
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Step 1:

Click on + New Expense. Under All Expense Types, click on Hotel/Lodging under Travel Expenses.

All Expense Types

01. Travel Expenses
Hotel/Lodging
Hotel/Lodging Tax
Incidentals
Laundry
Other Accommodation
Team/Group Travel

02. Personal Car Mileage
Personal Car Mileage
Personal Car Mileage Reduction

03. Transportation
Airfare
Airline Fees
Baggage Fee
Car Rental
Car Rental Fuel

...03. Transportation
Ground Transportation
Parking/Tolls
Rail

04a. Meals & Incidentals - International, Alaska & Hawaii
International, Alaska & Hawaii Per Diem

04b. Meals - Domestic
Breakfast - Domestic
Dinner - Domestic
Lunch - Domestic

05. Hospitality
Hospitality

06. Office Expenses
Postage/Freight

Printing/Photocopying/Stationery

07. Communications

InternetTelephone/Fax

...07. Communications
Mobile/Cellular Phone (International Only)
08. Fees
Booking Fees
Paszsports/Visa Fess (International Only)
Transaction Fees (International Only)
09. Other
Memberships
MNewspapersiMagazines/Books
Other Expense
Personal/Non Reimbursable
Registration/Fees
10. Athletics
Entry Fees
Pre Season

Step 2:

Enter all required fields. Currency conversion is dependent on City of Purchase entered. Make sure to
check the Travel Allowance Box.

New Expense

Details ltemizations

@ Alocate

Expense Type * @

* Required field

‘ Hotel/Lodging | w ‘
Check-in Date * Check-out Date * Nights:
| 1012212021 |@| | 1012412021 2
Transaction Date * vendor* @
| 10/2412021 |@| | marriott Hotets | v
Make sure to City of Purchase * HotellLodging Address & Room #
check Travel s coiace Aasi - |
Allowance Box. Payment Tpe *
| Out of Pocket v |
Amount * Currency ®
| 750.00 | | us. Doiar | v |
Request®

B Travel Allowance

Comments To/From Approvers/Processors

| 101172021, $1.000 00 - Alaska T~ |

Step 3:

Click Itemizations

INEVY LAQCTHISE

Details ltemizations
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» Enter your check-in date and the transaction date should be the check-out date. The number of
nights will auto populate.

» Enter room rate and taxes. It is easiest to combine all taxes from your itemized receipt and enter
it as Room Tax. If you have different room rates by date, you can change individual entries after
you save your itemization.

» You can also include any additional charges as well by choosing an expense type from the drop-
down list and entering an amount under the Additional Charges (each night) section. Please be
aware if it is a one-time charge and not a nightly charge, it is best to add it as a separate Expense

Type.

Expense || Nightly Lodging Expenses

Check-in Date Check-out Date Mumber of Nights
I 06/152018 = | 06252018 G| | 10

Recurring Charges (each night)
Room Rate Room Tax
I 150.00 50 00

Other Room Tax 1 Other Room Tax 2

Room rate and taxes will be shown as separate expenses
Additional Charges (each night)
Expense Type Amount

Choose an expense type w7

Expense Type Amount

Choose an expense type ~

» After you save the itemization, your expenses will be listed on the left-hand side. You can then click
on an individual expense to change the amount if it is different for that day or you can see the
reimbursement allowance for that particular day by clicking on Show reimbursable allowances
for....

> If the conversion is off and based on the receipt provided, the transaction amount is different, you
have the ability to change the Hotel Total to reflect the appropriate amount paid. However, there is
a percentage threshold in Concur allowed for such change.

international test 070218 SN . e |

Total Amount; € 2000.00 | Hemized: € 2 000 60 | Remainings € 0 00
v 06250t

vener City of Purchase Payment Type

06152018 Hoel

06152018 Molel Tax ss831

08162018 Moel s17491% 1000 sreo

=

06162018 Hotel Tax 5831

Hotel s17891

OB1TR018  Holel Tax 558315000 831

> You will not be able to go over the max per diem amount for that destination. If the total you
indicated is over, you will get the max per diem. The amount that is over the per diem will reflect in
Details > Reimbursable Allowances Summary or Details > Totals > Amount Rejected.
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ACCOUNTING FOR PERSONAL TRAVEL/EXPENSES

>

Personal Travel should be indicated on the Travel Request Header. When the Request is linked to
the Expense Report, the Request Header information populates the Expense Report Header
information. The required field is a free form field and the actual personal dates should be indicated
or a date range. If there are no personal dates, indicate NA.

Only business travel related expenses shall be reimbursed. No expenses should be requested for
reimbursement on personal date/s of travel.

If you have personal travel before or after your business travel, and airfare was purchased
(regardless of how it was paid), you will need to upload a flight comparison to your Expense Report
to show the cost of the requested airfare expense vs. the cost if you booked it for the business travel
dates only. The comparison needs to be done at the same time as the actual booking and should be
at least 2 weeks prior to the travel date.

All expenses paid using the Concur Travel Ghost Card will be prepaid by the university. All ghost card
transactions will upload into your Available Expenses in Concur. If part of the charge is personal, or
the flight comparison comes in less than the actual flight booked, you will need to itemize the
airfare difference as Personal/Non Reimbursable. If you have enough out-of-pocket expenses to
cover the personal expense portion, it will be deducted from your reimbursement total. If you do
not have enough out of pocket expenses to cover the personal expense, here are the steps to pay
back the university:

> Before you can submit your Expense Report, you need to contact AP Travel Desk to alert
them that you have a personal expense on Concur. They will give you instructions to deposit
your check or cash at the Bursar’s Office. Once you have deposited the funds you will need
to upload the receipt along with following the steps below...

US BANK TRAVEL GHOST CARD

>

Follow the steps below if you booked airfare via Concur and the flight comparison is less that the
actual flight (including the personal days of travel) that was prepaid.

Step 1:

After you start your Expense Report and you have completed your report header, click on Import
Expenses, then you will see Available Expenses. All of your credit card transactions will sit under
Available Expenses until you place them on an Expense Report. Drag or move your airfare expenses

(airfare and service fee, 2 transactions) over to your expenses.
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+ N e Import Expenses Details * Receipts + Prot/ Email «
nses views € [Aval S x
Date v Exponse Typs Requested | | | *Gnost Card-USBank - 7949 ¥ m
ez Autare 050 085
SO0 i s Z] Exponse Dol EGVE source Oute- At
@ [4]  AGENT FEE 890077405021 CHRISTOPHERSO, AL Autare e 01282018 500
e Eues  Omskc  Aacsbe  Pa/asts
| New Expanse
[E—— amoum|  poamsna
Adding New Expense Expense Tvoa||
T el e
B con Fronce,cosomn
e et o e
e RegistrationFees Grownd Transpert}
[ — 5 Tansporaton . Conmankas
o Paneons -
s S s & kot . bl Mrskad vl B Foms
v kg Facs
Oter Acoommedton oo
feamiGeoup Travel Breakiast - Domessc Transaction Fees
02 Perac o Wibe e o o
Personal Car Misage Lunch - Domestic Memberships
03 Tansparon -
Alare Haosplaity
s Perssnaion s
Carrens i Regekatonens
o L — . Al
cromt Tovepatsion 7. Conmunicatons e
h InSEma TeRapnoneF Pra Sasson
Step 2:
mpctErporam  Delois+  Rncnkin- Pt/ Emat-
= veer € .
s [hiors - Y oaiein § covy S e | Eecant P —
m| Date » Expense Type Amount Requested
7] 0367019 Aifare 5306 60 5306.60 Expansa Type § Transaction Date Ticket Number Vandor Ciy of Purchasa
OO  Unwes 9 Francsco, Caitoms Arare v [0 167300472018 [ mtos ariens ] [ sen Francesn. castoma
03262019 Alrline Fees s5.00 3500 Paymen Type Amount Comments ToFrom Request
e swourraosans
AGENT FEE 3000774050219 B | ws60 = Twmvsr:lemsius ln‘m.}mq 30650 CSUFt]

TOTAL AMOUNT

$311.60

Payment Type should be

US Bank Concur fed credit
card or ghost card.

TOTAL REQUESTED

$311.60

B o | oo ) s racoms | [ o |

Step 3:

Choose Airfare Expense Type. And enter the amount that is business related. Click Save.

[e—

P L T pr———
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Step 4:

Choose Personal/Non Reimbursable Expense Type. And enter the difference in the flight comparison.
Click Save.

Nesw Itemization

) Total Amount: $306.50 1 llemized: $256.00 | Remaining: $50.60

Expense Tipe
| -
03. Transportation
Are
Aitne Foss
04, Mests - Domestic
Breakfast - Domestic
Oier - Domestc
Lunch - Domest
08. Fees
Booking Fees
Transachon Fees (International Only)
09. Other
omer Expense
[ aisonaition Fowbirsabis

Cancel

New Itemization ‘

) Total Amount: $306.60 | Itemized: §256.00 | Remaining: $50.60

T
Expense Type Transaction Date Payment Type Amount ! Personal Expense (do not reimburse)
IPersonaI{Non Reimbursable |v‘ |03/25/2019 ‘ Gh ! 5060 JSD 3
Comments To/From
Approvers/Processors

. 2

> At the bottom, you will see Total Amount $311.60 and Total Requested $261.00. The traveler will
not get any money reimbursed and has to pay back the personal portion of $50.60 since no out of
pocket expenses were indicated.

Expenses Views
(m] |Damv ‘Expel\sewpe Amount Requested

Adding New Expense i
[ v 032612019 Airfare $306.60 $256.00

@@ Untes. sen Francisco, Caifomia
O 032612019 Airfare: $256.00 $256.00
[m] 032612019 PersonaliNon Reimbursable 550,60 50.00
[m] 032612019 Airline Fees §5.00 $5.00

AGENT FEE 2000774050219

TOTAL AMOUNT TOTAL REQUESTED
k $311.60 $261.00

v
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» You will then see the report summary of disbursements and it will indicate the traveler owes the
university the money as the payment made back to the university will not reflect in Concur.
However, when the approver/s and processor review the report, they will see the receipt and can
approve accordingly.

Report Totals x

Expense Report

Report Total : 5311.60

Less Personal Amount : $50.60
Amount Claimed : 5$261.00
Amount Rejected : 50.00

Company Disbursements

Amount Due Employee : $0.00
Amount Due *Ghost Card-

USBank : $311.60
Total Paid By Company : 5311.60

Employee Disbursements
Ameount Owed Company : $50.60

Total Owed By Employee : $50.60

| close |

» If the approver/processor does not see a receipt, and the traveler does not have enough out-of-
pocket funds to cover the personal expense/s, they are to return the Expense Report to the user
who will need to pay back the funds to the Bursar’s Office, attach receipt and then submit again.

US BANK CONCUR CREDIT CARD TRANSACTION

Step 1:

After you start your Expense Report and you have completed your report header, click on Import
Expenses, then you will see Available Expenses. All of your credit card transactions will sit under
Available Expenses until you place them on an Expense Report.

Irvine Confdllence

‘ <+ New Expense | Import Expenses Details + Receipls » Print / Email ~

EkﬁPE"TSEE View * & | New Expense
[} ‘ Date v | Expense Type Amount Requested |
Adding New Expense Expense Type ‘

To create 8 Rew EXpEnse,

Mo Expenses Found

@ Recently Usad B

PersonalMon Reimbursable

Dinner - Domestic

145



Available Expenses x
| “CSU-USBank-CBCP - 3221 ¥

[] Expense Detail « Expense Type | source Date Amount

D EMBASSY SUITES IRVINE FB IRVINE, CA Parking/Tolls e 02/27/2018 519.24

[ EMBASSY SWAN COURT RST MILPITAS. CA Hotel =) 032112018 8657.53

[] Embassy Suites IRVINE, CA Hotel =) 03/012018 5208.68
[] Hampton Inns THOUSAND DAKS, CA Hotel =) 011192018 513470
[] Hilton Hotels SANTA CLARA, CA Hotel =) 020022018 5255.73

Step 2:

Click on the expense with the personal charge. So in this example, the charge for $19.24. Then either
drag that expense to the left to go to Expenses. Or, click on the expense and then click Move. Your
options are to move the expense to current Expense Report or New Expense Report if one has yet to be

created.
Available Expensas x
I ‘ =
(] Expense Detail » Expense Type: | source Date Amount |
EMBASSY SUITES IRVINE FB IRVINE. CA Personal™Mon Reimbursable e 0212712018 519.24
Irvine Conference
| + MewExpense |  Import Expenses Details + Receipts * Print / Email v
Expenses views « |Avalable E
[ | pate- | Expense Type Amount Requested | [-CsU-usBankCBCP 3221 ¥

Adding New Expense

Expense Detail +

(] 0212712018 Parking/Tolls
EMBASSY SUITES

$19.24 $19.24

EMBASSY SWAN COURT R!

Embassy Suites IRVINE, CA

Hilton Hotels SANTA CLARA,

O
O
[] Hampton Inns THOUSAND O
[}

Step 3:

Once it is in your Expense Report, click on the expense. Then change the Expense Type to Personal/Non

Reimbursable.

Step 4:

You can then add a comment and state paid back personal expense. Then attach your receipt you

received from the Bursar’s Office by clicking on Attach Receipt.
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Step 5:

Then Save. You will see the Expense Type change to Personal/Non Reimbursable. And the indicator @

for personal expense.

At the bottom, you will see Total Amount $19.24 and Total Requested $0. So the traveler will not get
any money reimbursed and has paid the portion back as the university has prepaid this ghost credit card

expense.

Irvine Conference

Bl |oater Expense Type Amount

[+ NewExpems | impotEsponses  Detais  Recspts~  PrntEmail -

Viewr &

Requested

Adding New Experise

] 02272018 Personal/Non Reimbursable 1924
EMBASSY SUITES IRVINE FB
(1)

50.00

TOTAL AMOUNT TOTAL REQUESTED
$19.24 $0.00

> You will then see the report summary of disbursements and it will indicate the traveler owes the
university the money as the payment made back to the university will not reflect in Concur.
However, when the approver/s and processor review the report, they will see the receipt and can

approve accordingly.

Report Successfully Submitted

Iniine Conference
Sent fo: External Valigation - Submit

Expense Report

Report Total
Less Personal Amount

Amount Claimed
Amount Rejected

Company Disbursements
Amount Due Employee
Amount Due "CSU-USBank-

Total Paid By Company

Employee Disburse

Amount Owed Company

Total Owed By Employee

§19.24
$19.24

§0.00
§0.00

$0.00
§19.24

§19.24

$19.24
§19.24

Close

> If the approver/processor does not see a receipt, and the traveler does not have enough out-of-
pocket funds to cover the personal expense/s, they are to return the Expense Report to the user
who will need to pay back the funds to the Bursar’s Office, attach receipt and then submit again.
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ATTACHING RECEIPTS/ATTACHMENTS TO AN EXPENSE REPORT

> Certain Expense Types regardless of dollar amount, and all expenses $75.00 and above require a
receipt to be attached in Concur.

» Some may need attachments only or attachment and receipt. In this case, use the Attach Receipt
option as there is no option for attaching an attachment.

» You can only attach one file per expense entry.

» File requirements: png, jpg, jpeg, pdf, html, tif or tiff file; 5SMB limit per file.

UPLOADING RECEIPTS

> Files (see above file requirements) saved to a folder on your computer may be uploaded directly
into an Expense Report.

Step 1:

Once an Expense Type is filled out, click Attach Receipt at the bottom.

Step 2:

A popup window will appear asking you to either upload a receipt or choose from Available Receipts
that you have uploaded already. Click Browse to find your scanned receipt/attachment. Then click Open,
then Attach.
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Attach Receipt x

Click Browse and select a .png, .jpa, .jpeg, .pdf, .html, .tif or .tiff file for uplead. 5 MB limit p
No Receipt? Create a missing Receipt Affidavit here
File Selected for uploading

No file selected

Or choose an image from your Available Receipts.

Available Receipts

)]

Free-Hotel-
Receipt jpg

Cancel

Attach Receipt X

Mo Receipt? Create a missing Receipt Affidavit here

File Selected for uploading:

Free-Hotel-Receipt jpg

Click Browse and select a .png, .jpg, Jjpeg, .pdf, .html, .tif or .4iff file for upload. 5 MB limit per file. l

Attaching a Receipt under Available Receipts

» Users can upload images to the Available Receipts library which stores the receipt until the user is
ready to attach it to an Expense Report. Receipts can be uploaded to Available Receipts using
different methods.

Upload images from the Expense Homepage

Step 1:

Click Expense on the list. Scroll to the bottom of the page, and click on + Upload New Receipt. The
Receipt Upload window will appear.

Step 2:

Click Browse (or Choose File, depending on browser). Locate the receipt/attachment image.
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SAP Concur Requests  Travel | Expemse  AppC Receipt Upload x
Manage Expenses For best resulis, scan images in black & white with a resolution of 300 DPI or lower.
Click Browse and select a .png, .jpg, ipeg, -pdf, .html, .tif or .tiff fil for upload 5 ME limit per file
M a mage EXper‘ISES For best results, scan images in black & white with a resolution of 300 DPI or lower.
Files Selected for uploading
S 31
1’4" 269 "1 77.24 Mo files selected
@ Exceptions @ Exceptions.
AVAILABLE EXPENSES
[ Expense Detail Expense Type
[ close |
(@ Enable Expense Assistant and these expenses will be placed on a report for you_Led
AVAILABLE RECEIPTS
)

Upload New Receipt

Click here or drag & drop files to upload
new receipt images.

Step 3:

Click Upload and Close. The image will now be available under Available Receipts and can be attached
to an Expense Report at any time.

AVAILABLE RECEIPTS
(Q} Delete
o e
Upload New Receipt i
Click here or drag & drop files to upload T . -
new receipt images i Fl e
Free-Hotel-Receipt jpg

Email Receipts/attachments to your Concur Account

» Before emailing receipts to the Available Receipts library, you must verify your email address under
Personal Information on your user profile.
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Step 1:

Steps to verify your email:

Click Profile > Profile Settings. The Profile Options page appears.
On the left-hand side of the screen, click Personal Information.

On the Personal Information screen, scroll down to the Email Addresses section, your Cal
Maritime Email Address should be listed already.

Click Verify.

Check your email for a verification message from Concur.

Copy the code from the email message into the Enter Code box next to the email address.
Click OK to submit the code and complete verification.

No vk

Step 2:

Prepare an email to receipts@concur.com, attach the images, and send the email.

» The available file formats are: PNG, JPG, JPEG, PDF, HTML, TIF, OR TIFF.

Allowing your delegate to send receipt images to your Available Receipts Library

» The Delegate cannot set up an email account when they are delegating, nor can they use the
verified email account they have set up for their own Expense Reports to populate another user's
Available Receipts Gallery.

> Inorder for the Delegate to upload receipt images to Concur to attach to the Traveler/Cardholder’s
report they are acting on, they must do the following:
v The Traveler/Cardholder must verify his/her own email address in his/her profile.
v The Delegate must verify his/her own email address is in his/her profile.
v' The delegate must have the correct delegation permission (can view receipts, etc.)
= To update delegate permissions, go to Profile > Profile Settings> Expense
Delegates > Add a Delegate > select Can Prepare and Can View Receipts.
v' Then, the Delegate can email receipts to receipts@concur.com with the correct image
extensions and size (must be a .png, .jpg., .jpeg, .pdf, .html, .tif or .tiff file; 5SMB limit per
file).

v The Delegate must put the Traveler/Cardholder’s email address in the subject line.

v" The receipt will show in the Traveler/Cardholder’s Available Receipts gallery within three
minutes.

Attaching a Receipt image to an Expense entry using Available Receipts

Step 1:

In the Expense Report, select an expense entry to open it in detail view. Then under Receipts, click on
View Available Receipts.
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SAP Concur @ Requests Travel Expense App Center

Manage Expenses

Long Beach Conference

| + NewExpense | Impor Expenses  Detais - Receipls * Print / Email +

Receipts Required
nses Check Receipts

Xpe « Available Receipts

| Datev | Expense Type _
i ‘Add receipts by emailing them to receipts@concur.com
06/152018 Parking/Tolls Aftach Receipt Imagas Verify My Email
View Available Receipts
Missing Receipt Affidavit (&¥a} Delete

> The available receipts will appear to the right.

Step 2:

Drag the image to the receipt icon to attach it. Or, click on the @ icon and it will attach the image to

the expense.

Long Beach Conference

| + MewEspense | importExpenses  Details + Receipts v Print / Email »
Expenses ENCEDER v “l\ able Receipts

| Date~ | Expense Type | Amount Requested| Free-Hotel-Receipt.jpg
06/15/2018 Parking/Tolls $75.00 $75.00 Received 07/30/2018 11:31 AM

Yo e o
aazen

ALLOCATING EXPENSES

> All expenses will allocate to the chartfield indicated on your Expense Report Header and individual
expense allocation (if applicable) that moved over from your approved Travel Request.

» The Allocate feature allows you to allocate selected expenses to multiple chartfields. It is best to
allocate after all Expense Types and itemizations have been entered.
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To Allocate a Single Expense

Step 1:

With the report open, to allocate a single expense, click Allocate under the specified expense.

Receipt’,  Payment Type | Expense Type T, Vendor Details T, Date = Requested TL

Out of Pocket Personal Car Mileage 081172021 54312

Step 2:

The Allocate page will appear. You can allocate by percentage or by amount by making your selection.
Make the necessary adjustments to the chartfield by clicking on each: Fund, Department (required)
and Program, Class, Project if needed. Once the fund is changed, you will need to re-enter the
corresponding fields.

Allocate *
Expenses: 1 $43.12

Percent Amount ‘
Amount Allocsted $43.12 @ Remainin: g S0.00
$43.12 100% 0%
Default Allocation
Goce Percant s
MACMP-48485-41500 100
Add Allocation
+ *
New Allocation | Favorite Allocations
* Requiadfield A
Business Uini™ (=]
T~ | (MACMP) MACIIE - CSU MARITIME ACADEMY
Funa®
T | (48485) 48485 - General Operaling Fund 485
Depariment*
T ~ [ (42500) 42500 } Financial Operations
Frogram | most Recently Usea
Y« | (MAMACUP.49435-42500) 42500 - Financial Opsranons
Ho Results Found
Allocate
Expenses: 1 §43.12
Percent Amount \
Amount Allocated 100% © Remainin g 0%
$43.12 $43.12 $0.00
Default Allocation
Cose Amount UsD
MACMP-48485-41500 $23.12

m

O Business Unit Tl Fund T Department T Program T Class Tl Project Tl Code = l Amount USD
[1  MACMP - CSU MARITIME ACADEMY 48485 - General Operating Fund 485 42500 - Financial Operations MACNP-48485-42500 ‘ 20.00 ‘

Cancel save
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Step 3:
Once the expense is fully allocated, click Save.

You can view the allocation details by selecting Allocation Summary under Report Details.

Blanket Travel FY 21/22 $43.12 i

Mot Submitted
I Report Details q Print’'Share « Manage Receipis v Travel Allowance v
(el
Report
Report Header Remaining
Report Totals $g 153 60
Report Timeline
Audit Trail
Summary
Linked Add-ons ! payment Type 1L Expense Type Tl
Out of Pocket Personal Car Mileage

Allocation Summary
Blanket Travel FY 21/22 $43.12

The sum of allocation amounts may not exactly match the expense amount due to rounding

Code T,

MACMP 48485 41500

MACMP - CSU MARITIME ACADEMY - 48485 - General Operating Fund:485 - 41500 - WP
Administration & Finance

MACMP 48485 42500

MACMP - CSU MARITIME ACADEMY - 48485 - General Operating Fund:485 - 42500 - Financial
Operations

Close

To Allocate Multiple Expenses

> Itis best to allocate multiple expenses at the end of entering all your expenses, so you can do the
allocation all at once.

Step 1:

On the Expense Type column of your Expense Report, click on all the expense types you want to allocate
and then click Allocate.
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Report Details v Print’Share v

Alerts T, Receipt1) Paymen@

Manage Receipts v

Travel Allowance

Allocate

Combine Expenses

Move to

» The Allocate window appears.

Allocate

Expenses: 2 $-50.00

Amount

$-50.00
Default Allocation

Code

Default

» Click Add.

Step 2:

These ex

Expense Type TL Vendor Details TL Date = Requested T,
T 3 Hospitali
/N ‘41 OutofPocket praity San Diego, California 06/27/2021 $50.00
L Attendees (2)
Out of Pocket Personal Car Mileage Reduction 06/27/2021 $-100.00

The Allocate page will appear. Make the necessary adjustments to the chartfield by clicking on each,
Fund, Department (required) and Program, Class, Project if needed until the full amount has been

allocated.

Allocate

Expenses: 2 5-60.00

Amount

$.50.00

Default Allocation

Code

Default

These ex)

Add Allocation

+ *

New Allocation Favorite Allocations

Business Unit *

* Requiredfield A

'y~ ‘ (MACMP) MACNIP - CSU MARITIME ACADEMY

Fund ™

'Y~ ‘ (48485) 48485 - General Operating Fund 485

Department *

\ Y~ ‘ (42500) 42500 - Financial Operations|

el el e

Program | MostRecenty Used
v~

(MA-MACHP-48485-42500) 42500 - Financial Operations

(10100) 10100 - CSUPERB - Neuroslesve
(11600) 11600 - Training Ship Golden Bear
(11650) 11650 - Waterfront

(11700) 11700 - Office of the Commandant
(12100) 12100 - Sch of Engineering-Administrat

> You can adjust the percentages but the total amount must be allocated 100% otherwise an audit
rule will flag and you will not be able to submit the report.
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Allocate] *
5-50 00} View Allocation Group

Amaunt Allocsted §-50.00 @ Remainin; g $0.00

$-50.00 100% 0%

Default Allocation

Default 30

==

[m] Business Unit T, Fund 1| Department T, Program T, Class T, Project ). Code = Percent %

[} MACMP - CSU MARITIME ACADEMY 48485 - General Operating Fund:485 12100 - Sch of Engineering-Administrat MACMP-48485-12100 ‘ 20 ‘

O MACMP - CSU MARITIME ACADEMY 48485 - General Operating Fund:485 13200 - Cadet Community Connection MACMP-48485-13200 ‘ 50 ‘
Step 3:

p3:

Once the expenses are fully allocated, click Save.
EXPENSING A CASH ADVANCE

» If you had a cash advance issued in Concur, you will need to expense the cash advance with your
Expense Report as part of your travel reconciliation.

Step 1:

Click on Requests > Manage Requests, find your request you need to expense that has the issued cash
advance and click on Create Expense Report.

- Manage Requests

O Alerts: 2 l v
Group Travel Request $800.00

Approved | Request ID: 4QJC

Request Details » Print/Share Attachments ~

» CASH ADVANCES: 1 REPORTS: 1
Amount Amount

$1,000.00 $0.00
$7,000.00

EXPECTED EXPENSES

Expense type Details Date = Amount  Requested

Hotel Reservation Humboldt Bay, California 10/22/2021  $800.00 $800.00

Estimated Total: $800.00

Step 2:

Finish completing the Report Header and click Next.
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Step 3:

At the bottom of your expenses, you will see Outstanding Advance. This amount should be the amount
you received for the cash advance.

> In the case that not all the cash advance was used, contact the Travel Desk on instructions to return
the unused portion to the Cashier’s Office. Indicate the return amount by choosing Cash Advance

TaTAL AUGUA T TOTaL REGUESTED
$0.00

Step 4.

Enter each of your expenses. After an expense is entered and all required fields are completed, click
Save.

» When Payment Type equals Out of Pocket for any particular expense, the outstanding cash advance
balance will reduce accordingly.

New Expense . RSl T
P Available Receipts Italy Tr ip
Expense Type Transportation Type
Ground Transportation v Shuttle: v
Transaction Date Enter Vendor Nam:
[ o501 = pense Type Aowt|  miquentod
City of Purchase Payment Type Expense
I Out of Pocket v 2018 Ground Transportation 56500 56500
Amount Comments To/From
I 8500 UsD |~ Approvers/Processors
e GUTSTANOWNG ADVANCE  TOTALAMOUNT  TOTALREGUESTED
$435.00 @ $65.00 $65.00
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Step 5:

Click Submit once all your expenses have been entered.

> Your Outstanding Balance must be zero. If you have additional out of pocket expenses, you will
receive the balance you paid out of pocket minus the cash advance amount.

> A pop-up window will appear and state your Report Successfully Submitted and you will be able to
view a summary of the expense totals and disbursements.

Report Successfully Submitted

Italy Trip
Sent to: Exiernal Validation - Submit

Expense Report

Report Total :
Less Personal Amount :

$515.00
$0.00

Amount Claimed - $515.00 In this example...employee had an

Amount Rejected : 30.00 . ) .
additional $15 in out of pocket so they will

get back $15 out of the $515 total since

$500 was issued as a cash advance.

Company Disbursements

$15.00
$500.00

Amount Due Employee :
Cash Advance Utilized :

Total Paid By Company : $515.00

Employee Disbursements

Amount Owed Company :

Total Owed By Employee :

HOW TO SUBMIT AN EXPENSE REPORT

Step 1:

Once you are ready to submit your Expense Report, click Submit Report on the top right-hand corner.

Step 2:

The Final Review window appears with the User Submit Agreement. By clicking Accept & Submit, the
user is accepting the terms and conditions of the agreement.

» If you cannot successfully submit the report, a message appears describing the report error or
exception. Correct the error and attempt to submit again.
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Final Review O x

User Electronic Agreement

By clicking on the ‘Accept & Submit' button, | certify that:

1. This is a true and accurate accounting of expenses incurred to accomplish official business for CSU and there are
no expenses claimed as reimbursable which relate to personal or unallowable expenses. Expenses do not include
alconol, unless the funding sources specifically allows it

2. All required receipt images have been attached to this report,

3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.

4. In the event of over payment or if payment is received from another source for any pertion of the expenses
claimed | assume responsibility for repaying CSU in full for those expenses.

5. If 1 am driving a persenal vehicle, | have taken the University Defensive Driving training (if applicable) and/or a
current STD 261 (Authorization to use Privately Owned Vehicles on State Business) form is on file.

6. | have identified all personal days, if any, and have attached an itinerary if my university requires it.

) gr—

HOW TO PRINT/EMAIL AN EXPENSE REPORT

» You can print a copy of your Expense Report at any time. The Approval Status, Approval Timeline
and Audit Trail will reflect based on when you printed the report. All information regarding the
travel will be included on the Expense Report such as Request ID, travel information, employee

information, expenses and allocations, approvals, audit trail, etc.

Step 1:

Click on the Expense Report you want to print by clicking on the Expense Tab and click on the report

name under Report Library.

Manage Expenses

‘ REPORT LIBRARY view: Active Reports ~

RETURNED NOT SUBMITTED 1012212021 NOT SUBMITTED 10/22/2021
CABO Meeting < Group Travel Request Group Travel Request
+
Create New Report $750.00 50.00 50.00

Sent Back to User
MA Approver Test

@ Alaska Travel O Test Alaska @ Blanket Request - Blanket Request - Athletics

Athletics
575255 $0.00 $21 84 50.00

Select the reports you want to view.
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Step 2:

Click Print/Email, then click CSU- Detailed Report with Summary Data.

Report Details w Print’'Share Manage Receipis w Travel Allowance w

REQUEST ‘ *C8U - Detailed Report with Summary Data

Approved

$800.00

Add Expense

MNn Fynences

Step 3:

The Expense Report will pop up in a new window. You can check the box to show itemizations if needed.
You have the option to save as PDF, Email, or Print the Expense Report.

v" PDF —formats the document as a PDF, includes all attachments (receipts/documents
attached) to then save.

v" Email- Email box will pop up and you can enter the recipient’s email address and comment if
needed and it will send through Concur to the recipient. Please note: Recipient cannot reply
to the email as it is an auto generated from Concur. Will not be sent with
receipts/attachments.

v' Print- Ability to print the Expense Report. Will not be printed with receipts/attachments.

*CSU - Detailed Report with Summary Data x
P
Show Expenses [ Show ltemizations
Expense Repart
ReportiTrip Name : Group Travel Request
Authorization Request
Request ID : 4QJC
Travel Start Date : 102212024
Travel End Date : 10/23/2021
*Personal Dates of Travel : NA
User Name : Test, MA Traveler
Email Address : cwong@csum.edu . ) x
*CSU - Detailed @port with Summary Data
Show Expenses ) Show Itemizations
Report Header
Policy : *C5L-Test Expense Policy Expense Report
Report Key : 30747 Report/Trip Name : Group Travel Request
Report Id : BECTDTZCCO0F44389BD4 Authorization Request
Report Date : 10/22/2021 J Request ID: 4QJC
Travel Start Date : 101222024
Close m I m Travel End Date : 10/23/2021
*Personal Dates of Travel: HA
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CHECKING ON THE STATUS OF AN EXPENSE REPORT

Active Reports

> Active Reports are reports that are currently being worked on and have yet to be submitted, or
submitted but pending processing, pending approval or pending reimbursement.

> If returned or submitted under the report name and amount, it will give a reason or status detail.
For example: If Submitted, if will say where in the approval process it is. If returned, it will give a
reason for the return.

Step 1:

Click on Expense Tab, then under Manage Expenses, you will see Active Reports. Each Active Report will
have information as to the status and progress of the report.

Manage Expenses l

REPORT LIBRARY View Active Reports v

RETURNED

CABO Meeting

I HOT SUBMITTED 1042212021

Group Travel Request

I NOT SUBMITTED 1042212021

Group Travel Request
+
Create New Report $750.00

£0.00 50.00

Sent Back to User
& Approver Test

VIEWING EXPENSE REPORT HISTORY
> Once an expense report has already been processed, it will no longer appear under Active Reports.
You will be able to locate all your Expense Reports in the Report Library. You can view these

Expense Reports at any time. This eliminates the need to keep scanned paper copies that have been
submitted for reimbursement.

Step 1:
Click on Expense Tab.

Help ~

SAP Concur @ Requests  Travel | Expense | App Cener

Profile = &

Manage Expenses
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Step 2:

Click on Active Reports.

Manage Expenses

REPORT LIBRARY view:

Active Reports w

+
Create New Report

v Active Reports

Sent for Payment (90 Days)

Last 90 Days
This Year
Last Year
Date Range

Sent Back to User

Blanket Travel FY 21/22
w' FOAIRR /1D: QETE:LAADFEFQ:LCFW
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MA Approver Test
Step 3:
Make your selection from the list.
REPORT LIBRARY View: Last90Days v
ﬁ;porl Hame = \ Status T| Report Date T|  Report Date Range T,
Alaska Travel
aska frave Not Submitted 10/22/2021  10/22/2021 - 10/25/202
Mo: ZUSIF4 [ 1D: BO536E52A82D4E4COACT
EETT Iy W Not Submitted 08/04/2021  07/01/2021 - 07/31/202
MNo: ASUL2G /ID: SF373TATAZAI4T00BTF4
Blanket Request - Athletics
Not Submitted 00/23/2021  09/05/2021 - 06/30/202
Mo: 95UM5S [ ID: SBEEQOGFBE0AD4CECAS18
Blanket Request - Athletics
Not Submitted 09/23/2021  09/05/2021 - 09/07/202
Mo: ICVZDN /1D C284B68B40C443B082F7
Blanket Travel FY 21/22
Not Submitted 08/16/2021  07/01/2021 - 06/30/202
Mo: PSC4L]/ID: 6FF560B818C6455BACE1
Blanket Travel FY 21/22
Not Submitted 08/16/2021  08/09/2021 - 08/12/202
Mo: FXKC3S /1D: 31D01C8DBB4E43BCBESC
Blanket Travel FY 21/22
Not Submitted 08/04/2021  07/01/2021 - 06/30/202
Mo: JW7RGK /1D 4ADFSESECDBD4TFFADT79
Not Submitted 07/30/2021  07/01/2021 - 06/30/202



ACTING AS A DELEGATE

» By acting as a Delegate, you can prepare Travel Requests and Expense Reports on behalf of another
user.

» In order to be assigned as a Delegate, you must be an Cal Maritime Employee and have an active
Concur account. The user will need to add you as a delegate and grant appropriate permissions
under their user profile before you can act on their behalf.

PERFORMING WORK ON ANOTHER USER’S BEHALF

Step 1:

Once added, Delegate will log into their Concur account and click on Profile on the top right-hand
corner. There will be a box Acting as other user. From the drop-down list, select the traveler’s name
from a list of users who have assigned you as a delegate. If you don’t have this option or if you don’t see
the user’s name, they have not added you.

Profile Settings Sign Out

=/ Acting as other user @

® Acton behalf of another user
m| Q

Lam, Michael K
mlam@csum.edu {(Email}

“Campus : Maritime Academy

Martinez, Adrian (Adrian)

€ tra\| amartB5@calpoly.edu [Email) ty
805/7568-7882
1ensui i .
Martinez, Maria L
PROV mimartinezi@ecsum.edu (Email) e Trip
*C : Maritime Academy K
ampus aritim cademy —
Step 2:

Click Start Session. Now the delegate will be acting on the user’s behalf.

Johnson, Paige M Q

Cancel
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» The delegate will now to be acting as the user and will see their name. Test Smith is now Acting as
Paige Johnson.

Help

SAP Concur Requests Expense
@ Acting as Johnson, Paige M - &’.
41| The California
S STTE Umiversity + + + 03 00 00
: Start a Start a Upload Authorization Available Open
Johnson, Paige M Request Report Receipts Requests Expenses Reports

> Please note: If the delegate is granted prepare permissions, they can create a Travel Request and
Expense Report on behalf of the traveler, however the traveler must be the one to Submit the
Travel Request/Expense Report due to certification purposes.

Step 3:

Delegate completes Travel Request/Expense Report. For information about how to complete a Travel
Request/Expense Report, follow instructions listed in the Travel Request and Expense Report sections of
this handbook. Once completed, click Notify Employee. Then click OK.

1 x
Delete Report Motify Employee l:
A nofification has been sent to the employee.

Step 4:

To end acting as the Delegate, click on Profile and click Done acting for others. If you have delegation on
behalf of another user, you can choose another user to act on their behalf and start session.

&.v Currently acting as Johnson, Paige M

Profile Settings Sign Out

=2 Acting as other user @

® Act on behalf of another user
) Act as userin assigned group (Proxy)
O Book travel for any user (Self-assign)

|Ees'c," by name or 1D | Q|

Cancel

Done acting for others -
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Traveler will receive a notice that their Travel Request/ Expense Report is ready for review. Once
reviewed, they can click Submit to submit their request/report.

[ d Los Angeles Conference 3314 Mot Submitted

Once reviewed, traveler can click Accept & Submit to submit their request/report.

Final Review L x

CSU Request Agreement
By clicking on the "Accept & Submit button, | certify that:

1. This is a true and accurate estimation of expenses that will be incurred to accomplish official business for CSU
and this request is in compliance with CSU/Campus Travel Palicy.

2.If | am driving a personal vehicle, | have taken the University Defensive Driving training (if applicable) and/or a
current STD 261 (Autherization to use Privately Owned Veicles on State Business) form is on file.

—) T

BOOKING TRAVEL ON ANOTHER USER’S BEHALF

> By acting as a Travel Arranger, you can book travel in Concur on behalf of another user.

> Inorder to act as a Travel Arranger, you must be an Cal Maritime Employee and have an active
Concur account. The user will need to add you as a Travel Arranger and as well as a delegate and
grant appropriate permissions (prepare Requests/Expense Reports) under their user profile before
you can act and book travel on their behalf.

> All required fields of the traveler’s user profile will need to be completed and profile saved in order
to book travel in Concur. In order to book hotel reservations, there must be a credit card saved in
the traveler’s profile.

> In order to book airfare for the traveler, please make sure the name in Concur is identical to the
name that is on their photo identification used for travel. Otherwise, you will want to book airfare
outside of Concur as the name that is in Concur will be the name printed on the airline ticket.

Step 1:

Delegate will login to their Concur account and click Profile on the top right-hand corner. There will be a
box Acting as other user. From the drop-down list, select the user’s name of who you want to book
travel for.
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Profile Seftings Sign Out

/3 Acting as other user @

® Acton behalf of ancther user
[ Q]

Lam, Michael K
miam@csum.edu (Email}
=Campus : Maritime Academy

Martinez, Adrian (Adrian)

e trav aman<ss@eslpoly.edu [Email) ty
505/758-7892

1ensur i )
Martinez, Maria L

PROV mimartinez@esurn.edu (Email} e Trip
*Campus : Maritime Academ
P Y iead more

Step 2:

Click Start Session. Now the delegate will be acting on the user’s behalf.

|J:}hns:}n. FPaige M | Q |

corcel ([ ¢—

> The delegate will now to be acting as the traveler and will see the traveler’s name. Test Smith is now
Acting as Paige Johnson.

elp~

SAP Concur Requests Expense

L
&

Acting as Johnson, Paige M =

g:haetgﬂ:fﬂ':ri;w + + + 03 00 00

: Start a Start a Upload Autharization Awvailable Open
- Jehnson, Paige M Request Report Receipts Requests Expenses Reports

Step 3:

Click on Travel Tab at the top of the page to view any travel reservations related to the user.

CONCUR Requests Travel Expense

Travel AITangers Trip Library Templates

» To book travel on the user’s behalf, proceed to book through the Trip Search.
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Step 4:

Complete booking travel reservations in Concur. Both you and the traveler should receive an email
confirmation from Christopherson Business Travel of the booked travel reservation once finalized.

APPROVER ROLE

> Having the approver role allows you to approve Travel Requests and Expense Reports, as well as
access to Reporting (Reporting for “Reports To” Approvers only) in Concur.

» You will have one login for both your own travel and approvals. By having the approval role, you will
see an additional Approvals Tab and Reporting Tab at the top of the Concur homepage.

Administration v | Help ~

SAP Concur E Requests Travel Expense Approvals Reporting ~ App Center Profle .
T -

~——
Approvals Home Requests Reports

> Concur will alert you via email notification when there are requests/reports pending your approval.
The link provided in the email will take you to the CSU homepage, select Maritime and then sign in
using your Cal Maritime Credentials on the Campus Gateway. You can also log in to Concur and
check your Quick Task Bar to see if there are any pending travel requests or expense reports
awaiting your approval.

> An Approver has 6 calendar days to approve a Travel Request and 10 calendar days to approve an
Expense Report. Failure to approve during this timeframe may result in the Travel Request/Expense
Report being routed to another manager.

SAP Concur w
Expense Report Pending Your Approval

You have a report pending your approval.

Quick Task Bar

The California
State University
Hello, Corazon

Report From Jesse Shen

Report Name WACUBO Data Vis & Pred Analytics
Report Purpose

Requested Amount 1,436.10 USD

Link To Expense
hitps //www concursolutions com

This email was sent by: SAP Concur - 601 108th Ave NE, Bellevue, WA 08004, USA
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APPROVING TRAVEL REQUESTS

» All University travel must be approved through an authorization by the appropriate authorities. This
process requires completing and submitting a Travel Request in Concur. The Travel Request
identifies what travel costs can be paid or reimbursed to the traveler using University funds. Travel
Requests must be approved prior to making any travel arrangement and completing an Expense
Report in Concur. Individuals traveling for University business that have not submitted the proper
travel request may not be covered by University insurance policies and may be traveling at their
own risk.

Approving Authority Responsibility

» The approving authority ensures all expenses are reasonable in terms of price, purpose, and
necessity, and is responsible for:

v" Ensuring expenses charged to department accounts are supported by sufficient funds and
ensuring appropriateness of use of funds.

v' Ensuring expenses requested are ordinary, reasonable, not extravagant, necessary, and
supported by a business purpose or justification, as appropriate.

v" Validating, to the extent possible, that the expenses listed were actually incurred by the
employee and that appropriate supporting documentation if applicable is attached.

v" Reviewing and approving the business purpose and ensuring the request is in compliance with
any applicable sponsored project/grant requirements if applicable.

v Approving/denying payment of the travel claim in a timely manner.

v’ Denying expenses not directly related to official University business.

How to Approve a Travel Request

Step 1:

Navigate to the Concur homepage by clicking here, or accessing the Concur link from the notification
email to get to the Cal Maritime State Gateway to login using your campus credentials via single sign-on.

Step 2:

Click on Approvals Tab either at the top of the homepage or Required Approvals on the Quick Task Bar.
This will take you to Approvals Home.
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http://ds.calstate.edu/?svc=concur

SAP Concur Requests Travel Expense Approvals App Center o

Profile = -

The California
State University + 01 01 00 00
Hello, MA Approver New Required Authorization Available Open

Approvals Requests Expenses Reports

Step 3:

You will see two tabs related to approvals. One for Requests and one for Expenses Reports which will
house all your pending travel approvals. Click Requests Tab.

Help~
SAP Concur Requesis Travel Expense Approvals App Center .
Profile =
-
Approvals Home Reguests Reports
Approvals
Trips Reqguests Expense _
Reports

Expense Reporis

Report Name Employes Report Date Amount Due Employee Requested Amount
July mileage report Test, MA Traveler 08/05/2021 $15.40 $15.40
.
Step 4:

Under the Requests box, click on the Request Name in blue awaiting approval.

Approvals
00 01 01
Trips Requests Expense
Reports

Expense Reporis

Report Name Employee Report Date Amount Due Employee Requested Amount
July mileage report — Test, MA Traveler D8/05/2021 515.40 515.40
Step 6:
.

Now you can review the Travel Request by clicking on each of the Request Tabs:

v" Request Header
Request Timeline
Audit Trail
Allocation Summary

ANERANERN
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» Check to make sure all the fields are completed with the correct information. Don’t forget to check
attachments if applicable. The system will not alert you that there is an attachment. You, as the
approver, can also attach documentation if needed.

» Items you want to look for in the Request Header are:

v Trip Purpose corresponds with the destination

v’ Start and End Dates of travel

v Personal Travel (if applicable). This is a free form field. The system cannot identify dates
entered here and what portion of request is personal travel vs. business.

v" Appropriate Chartfield information indicated

v' If a cash advance is requested, make sure a justification for advance is entered in the
comments box.

> Review the Itinerary, for airfare, car rental, and hotel estimated detail information if applicable.

» The Expense Expenses will page shows all estimated expenses regarding the travel including the
segment estimates. Check comments if any. You can click on the Expense Type to get more details
regarding the expense.

» Review the Request Timeline to make sure all necessary approvals are in place depending on the
type of travel and destination. Please note: the Budget Approver information will not populate until
the “Reports To” Approver approves.

» The Audit Trail will show you all stages and correspondence in regards to that Request. For example,
emails sent, comments added, approvals, chartfields changes, etc.

Step 7:

Once you have reviewed all the tabs, your options under More Actions box are:

v" Edit Approval Flow

v" Approve and Forward (Reports to Approver will only have this option. Budget Approver can add
additional approver under Approval Flow tab.

v" Send Back to Employee

Approvals Home Requests Reports

More Actions Approve

Marine Science Conference $1,400.00

Submitted & Pending "Reporis To" Approvall | Request ID: 4T6G

Edit Approval Flow

Approve & Forward

Reguest Details v Printi'Share Attachments v

EXPECTED EXPENSES

Send Back to Employee

[m] Expense type Details Date = Amount Requested Approved
O Hotel Reservation Atlanta, Georgia 10/26/2021 $750.00 $750.00 $750.00
(] Alr Ticket Oakland {OAK) - Atlanta (ATL) : Round Trip 10/26/2021  $650.00 $650.00 $650.00

Estimated Total: $1,400.00
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> Please note: Approver can edit chartfield information if necessary by clicking Allocate at the bottom
for any given expense. They can also add an attachment or add a comment as well.

> Send Back to Employee — If you do not wish to approve the request or you require any additional
information from the traveler, you can click Send Back to Employee and the traveler will be notified
that their request has been sent back. Along with sending back the request, a comment is required
to be enter in the comment field. Once you enter a comment on why the request is being sent back,
click OK.

Send Back Request *

Comment History

Creation date Entere: o By Comment Text

> Approve — If the request is ready to be approved, click Approve. It will then route to the next
approval workflow step. If you are the traveler’s “Reports To” Approver, it will then look for a
Budget Approver.

SAP Concur Requests Travel Expense Approvals App Center .

Profile = -

Approvals Home Requests Reports

Marine Science Conference $1,400.00 Am—

Submitted & Pending "Reports To" Approvall | Request ID: 4T6G

After clicking Approve, a Final Confirmation box will appear with a CSU Request Approver Agreement.
Click Accept. If you click Decline, the request will not be approved and remain in your Requests awaiting
approval.

Final Confirmation x

CSU Request Approver Agreement

By clicking'Accept | cetify that the estimated expenses in this Request have been reviewed and are in compliance
with CSU/Campus Travel Policy

) £33

> Approve and Forward — If you approve the request, but want an additional approver to approve
after you, click Approve & Forward. This added approval will be in addition to the approval flow
already in place. Only the “Reports To” Approver will see this option.
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> For Budget Approvers- go directly to the Approval Flow before approving. You will have the ability
to add an additional approver to the workflow. See screenshots below.

More Actions »

Edit Approval Flow P

Approve & Forward

Send Back to Emplayee

Click + Add Step under the appropriate Approval Flow, ie. “Reports To”, “Budget Approval” or
“Approval for Processing.” of the In the User-Added Approver box, enter the name. Once you see the
appropriate name in the drop-down list, click on it. Then that person will be added to the approval
workflow as a User-Added Approver.

Edit Approval Flow

"Reports To™ Approval1

Test, MA Approver

+ Add Step
- User-Added Approver

v~

Search by Last Name Eelete

+ Add Step

Budget Approval

+ Add Step

User-Added Approver

‘ Y - | Search by Last Name belete

+ Add Step

Approval for Processing

+ Add Step

Cancel Save

Once all additional User-Added Approvers have been added, click Save.

Edit Approval Flow *
“Reports To” Approval1
Test, MA
+ Add Step
User-Added Approver
‘ Y - Test. MA Approver (cwong@csum edu) lje\e\e
+ Add Step
Budget Approval
+ Add Step
User-Added Approver
[y~ ‘ Search by Last Name beiete
+ Add Step
Approval for Processing
+ Add Step
-
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After you click Save, a Final Confirmation box will appear with a CSU Request Approver Agreement.
Click Accept. If you click Decline, the request will not be approved and it will sit in your pending
approvals queue until it moves on to another approver or sent back.

Final Confirmation x

CS5U Request Approver Agreement

Biy clicking ‘Accept’ | certify that the estimated expenses in this Request have been reviewed and are in compliance
with CSU/Campus Travel Policy.

I

APPROVING EXPENSE REPORTS

» Upon the completion of the Travel, an Expense Report needs to be completed and submitted for all
out-of-pocket expenses to receive reimbursement. In addition, anything prepaid by the university
perhaps on the Dept. Travel Card, P-Card, US Bank Travel Ghost Card, or Direct Pay/Bill should be
included on the Expense Report and the Payment Type should indicate University Paid. Ghost Card
transactions Payment Type will come through as USBank Ghost Card. The approving authority
designated to approve travel expense reports ensures all expenses are reasonable in terms of price,
purpose and necessity.

>

Approving Authority Responsibility

The approving authority ensures all expenses are reasonable in terms of price, purpose, and
necessity, and is responsible for:

v

Ensuring expenses charged to Department accounts are supported by sufficient funds and
ensuring appropriateness of use of funds.

Ensuring expenses requested are ordinary, reasonable, not extravagant, necessary, and
supported by a business purpose or justification, as appropriate.

Validating, to the extent possible, that the expenses listed were actually incurred by the
employee and that appropriate supporting documentation is attached if applicable.

Reviewing and approving the business purpose and ensuring the request is in compliance with
any applicable sponsored project/grant requirements if applicable.

Approving/denying payment of the expense report in a timely manner.

Denying expenses not directly related to official University business.
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How to Approve an Expense Report

Step 1:

Navigate to the Concur homepage by clicking here, or accessing the Concur link from the notification
email to get to the Cal Maritime Gateway to login using your campus credentials via single sign-on.

Step 2:

Click on Approvals Tab either at the top of the homepage or Required Approvals on the Quick Task Bar.
This will take you to Approvals Home.

Help~
SAP Concur @ Requests Travel Expense Approvals App Center .
Profile =
-
Approvals Home Requests Reports
Approvals

00 01 01
Trips Requests Expense I
Reports

Expense Reports

Report Hame Employee Report Date Amount Due Employee Requested Amount
July milesge report Test, MA Traveler 08/05/2021 315.40 $15.40
Step 3:
.

You will see two tabs related to approvals. One for Requests and one for Expenses Reports which will
house all your pending travel approvals.

Step 4:

You will see 2 tabs. One for Requests and one for Expenses Reports which will house travel that require
your approval. Click Expense Reports Tab.

Help~
SAP Concur @ Requests Travel Expense Approvals App Center .

Profile - -

Approvals Home Requests Reports
Approvals
00 01 01

Trips Requests Expense _
Reports

Expense Reports

Report Hame Employee Report Date Amount Due Employee Requested Amount

July mileage report Test, MA Traveler 08/05/2021 81540 81540
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Step 5:

Under the Expense Reports tab, click on Report Name in blue awaiting approval.

SAP Concur @

Requ

Approvals Home Requests

Approvals

00 01

Travel

Repaorts

01

Expen

App Center

Help~

S

Profile =

Trips Requests Expense
Reports
Expense Reports
Report Hame Employee Report Date Amount Due Employee Requested Amount
‘ July mileage report Test, MA Traveler 08 1 515.40 515,40
Step 6:
You will see a list of expenses in the Summary.
July mileage report s rmee:
Expenses € Summary
Requests (1)
e

» If you want to see the details of the trip, click Details > Report Header at any time.

July mileage report e w neee:

Summary

Expenses

Details -

Receipts -

Print / Email =

Report
Report Header
Totals
Audit Trail
Approval Flow
Comments

Allocations

Allocations

se Type
nal Car Mileage
g/ Tolls

hal Car Mileage

Palicy

Report d
ASBATFOBTETO4EF53707

Repart Key

Repert/Trip Name.
July milesgs report

Trip Tyee Travel Stari Date Travel End Date Traveler Type.
1-in-State 0710172021 0712002021 2.5tsft
Personal Dates of Travel-f nane snter
Trip Furpose NA Are you travelling 1o & banned state?  Are you raveling with students?
Milzags/ Parking Gnly na No No
Business Unit Fund Department Fragram
I{MACMP)MACMPVCSU Mlvl |(43435)484£5732nem\0‘v‘ I{ME}GG)ME}GGVVPAdmini‘v‘ [ ‘v|
Class Froject
Commants Ta/From
Approvers Procsssors
User Neme Report Curency Receipts Recsived ~ SubmitDate
Test, MA Traveler Us, Dellar . ~| |osi0srz021
Approval Status Paymant Status Report Totsl Personal Expanses
Submitted & Penging “Reparts To| | Mot Paid 15.40 0.00
Amount Not Approved Amount Appraved Amount University Faid Amount Bue University
0.00 15.40 0.00 0.00

Amount Due User
15.40

Amount Due University Card
0.00
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» You can click on each expense to see the itemization (if applicable) and all the fields the
user entered on their Expense Report.

Denver Conference s smms sensct o ner | orors | o s oo |
Tt Aot 54000 Reid: 590000 Reiing: 3000
o e
. e
s
s
o
=53
=
s
i
5
Step 7:
e .

Please review each expense and all fields-
> Click Expense to show detailed information in the Expense tab.
> Click Receipt Receipts under Receipts to view the receipt. If there is no Receipt tab, then a
receipt was not attached to that particular expense.
» Summary —tab will appear that gives you a breakdown of the approved Request estimated
amount for that expense.
» Amount Remaining:
o Positive amount: traveler expensed less than approved request estimate
o Negative amount: traveler expensed more than approved request estimate
o S0 amount: traveler expensed exact amount
> Please note: Only the expense types that were included on the Travel Request will show
here.
> You can click on the Request Name under Requests to bring up all the Travel Request
information in detail which will include request header information, expense type
amount and allocation, approval flow and audit trail information.

Expense || Summary

View Reimbursement Rates
Expense Typs Transaction Date Report Summary
Personal Car Mileage 07/20/2021 P T
Amount Due Company Amount Due Employee
From Location To Locstion
50.00 §15.40
200 Maritime Academy Drive, 1232 Santa Clara St, Vallejo, CA
Vallejo, CA 94550, US 94550, USA
Fayment Type Distance : Amount Requests (1)
5 RequestMame | RequestiD Amount Approved | Amount Remaini...
W/ Blenket Trevel F..  4LEA 59,162.00 $9,153.60
Approved Ameunt
i G 2 &
Ve 02. Personal Cs $112.00 $103.60
] Ground Transpe 5200.00 $200.00
Comments To/From
Tzt Approvers/Processors Airfare $5,000.00 55,000.00
Hotel/Lodging 52,750.00 52,750.00
04b. Meals - Do 51,100.00 51,100.00

Vehids ID Numiber of Passengers
Distance tc Date: Regquest
o
LQ Mileage Calculator
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> Any warnings will show at the top and indicate the warning reason. This will include any
personal travel dates that the traveler indicated or any exception to the policy such as hotel
expense is over $275 max limit where an exception form should be attached along with the

receipt.

>
if needed by clicking on Attach Receipt at the

You may add a comment by typing in the comment field, or attach other documentation/receipt

bottom, and then click Save. You can do this on

any given expense listed under the Expense tab.

» You can also add a comment at the Report Header by clicking Details > Report Header >

Comment.

July mileage report . s e

Report header for: July mileage report

Falicy _ Reportld Report Key R
. . s . *CSU-Test Expense Pol ~ 28773
Summary Details * Receipts Print / Email * ! e
Trip Type Travel Start Date Travel End Date T
E Report 1-In-State. 07/01/2021 07/20/2021
ipenses
p Report Header Fersonal Dates of TravelIf none enter
nse Type Trip Purpose. NA Are you fravelling to & banned state? A
Totals " WMileage/ Parking Only na Ho t
nal Car Mileage
Audit Trail i Talls Business Unit Fund D P
g I{MAC‘.MP) MACMP-CSLIM‘V | I{Asusuaaas-senm|o|v‘ |{415€]ﬂ)415{]ﬂ-VPAdm|m|v| ‘
nal Car Milzage N
Approval Flow g Class Project
Comments | [~] [~]
. Comments ToFrom
Allgcations Approvers/Fro
Allocations

» You can also edit the allocation of any expense by selecting Allocate under Details > Allocations

> Allocations.

July mileage report e w s

Summary  Detsils © Receipts * Frint / Email =
Report
Expenses
pens Report Header
se Type
Totals hal Car Mileage
Audit Trail

g/Tolls

Approval Flow nal Car Milzags

Comments

Allocations

Allocations

—

Allocations for Repert July mileage report

Expense List Allocations

Allocste Selected Expenses | Clear Selections m Aliocate By: + [l Add New Allocation
Slect Group *

[} ‘ Percentage ‘ * Business Unit ‘ * Fund

O x
Total:$4.48  Allocated:$4.48 (100%) Remaining:$0.00 (0%)
* Depariment |Pragr:m ‘C\ass Project Code

100 {MACMP] MA. . || (48485) 4848
Date ¥

Expense T... | Group Amount

{41500) 4150 MACIP-4845..

¥| 07202021 Personsl

07/20/2021  Parking/Tolls

07/06/2021 Persanal
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> You should only allocate if it is your funding source. If it belongs to another department, please
send it back to traveler and have them correct it so it goes to the appropriate Budget Approver.
Please note: you need to allocate at the itemization level if there are itemizations on the
expense type. For example: Hotel. Click Save when done, then OK.

Allocations for Report July mileage report o ox
Expense List Allocations Total:$4.48 Allocated:$4.48 (100%) Remaining:$0.00 (0%)
@ [] |Percentage  |=Business unit | * Fund * Department | Program | crass Project Code |

O |[= (MACMP) A .|| (48485) 4828.._ | | (21500) 4150 MACHP-4848...

Date ¥ Expense T... | Group. Amount
V| 07202021  Pemenal s42 = 50 (MAGMP) MA || (48463) 4855 | | (r2e00) 7290 | | ~| MACMP-4848...
07/20/2021  ParkinarTolls s7.00

m Cancel

Success

Allocations have been saved.

> Receipts can also be added. If you do not see a receipt that you are looking for, check the
Receipts > Check Receipts in...window. This will show all receipts that were loaded, whether
they were attached to an expense line item or at the header.

July mileage report e s rmee

Click to view report name and other details

Summary  Defsils*  Receipts®  Frin{7Email~

Receipls Reqguired
EXPEIEES Check Receipts
Transactior )
@ 071201202 Attach Receipt Images |
0712012021 Parking/Tells
071062021 Personal Car Mileage

Step 8:

Review the Approval Flow and Audit Trail if needed. You can get to these areas by clicking Details >
Audit Trail, or Details > Approval Flow.

> Please note: If you are a Report To” Approver, and you are reviewing the Approval Flow, the
Budget Approver field will be blank. This is normal. Once you approve, Concur will then populate
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and route to the appropriate Budget Approver/s based on the chartfield/s indicated on the
Expense Report.

1 Audit Trail x

Summary Details Receipts Print / Email ~ Report Level
| upates 3y

Report 210351 Test Procasmor =
Expenses Report Header So0z0 195 e A Treier  Approun Satis
0> Totals Expense Type 051052021 1105 Test A Trsveler  Approval Sisis

e i

R Audit Tral G epoiy -
] Ground Transportation Entry Level

Al I Fl
| pproval Flow Incidentals

Updated 8y Action

Test, MA Approver  Field Edit

‘ Comments Lunch - Domestic
. — Allocations fetaentals
Incidentals
5] Allocations Clase
vl Incidentals

Step 9:

Once you have reviewed the Expense Report, your ogtions are:

v" Send Back to User
v' Approve

v' Approve and Forward (Budget Approvers need to add additional approver under Approval Flow
tab as they will not have an Approve and Forward button)

> Send Back Expense Report — If you do not wish to approve the expense report or you
require any additional information from the traveler, you can send back request and the
traveler will be notified that their expense report has been sent back. Along with sending
back the report, a comment is required to be enter in the comment field. Once you enter a
comment on why the request is being sent back, click OK.

Send Back to User Approve & Forward

Send Back Report x

Comment History

Date » Entered By Comment Text

Add a comment to explain why you are returning the report. Then click OK o return the report 1o the employes

|\

2
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Approve — If the expense report is ready to be approved, click Approve. It will follow the Approval flow
and will move on to the next approval step. If you are a “Report To” Approver, then it will move on for
budget approval.

Send Back to User Approve Approve & Forward

After you click Approve, a Final Confirmation box will appear with a CSU Request Approver Agreement.
Click Accept. If you click Decline, the Expense Report will not be approved and remain in your Reports
awaiting approval.

Final Confirmation x

Approver Electronic Agreement

By clicking "Accept' | ceriify that the expense report and its accompanying receipts have been reviewed and are in
compliance with CSU/Campus Travel policy.

=3 o

> Approve and Forward — If you approve the request, but want an additional approver to
approve after you, click Approve & Forward. This will be in addition to the approval flow
already in place and cannot replace any required approver in the system.

4

Send Back to User Approve & Forward

Enter the name of the User-Added Approver. Once you see their name in the drop-down list, you can
click on it. Then they will appear as a User-Added Approver.

Approve & Forward Report: Denver Conference *

User-Added Approver.

| s ]

'smith, test (amandag@sfsu.edu)
User ID: testsmith ‘

Logon ID: testsmith@sfsu.edu

Approve & Forward Cancel
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After you click Approve & Forward, a Final Confirmation box will appear with a CSU Report Approver
Agreement. Click Accept. If you decline, the request will not be approved and remain pending your
approval in your queue. Please note: Once the timeframe has expired, it may move on to another
manager (approver’s direct report).

ACCESSING COMPLETED APPROVALS

> From your Approvals tab page you will see three options:

v' Approvals Home
v' Requests
v" Reports

CONCUR Travel Approvals App Center

[ Approvals Home Requests Hepor‘ts] _
Approvals
08 95

Requests Expense
Reports

Completed Approval — Travel Requests

Step 1:

To review Requests previously approved, select Requests from the Approvals Tab.

(& CONCUR Travel Approvals App Center

Approvals Home Requests Reports

1

The default view is Requests Pending your Approval. To see previously approved requests, click the
View drop-down list and make a selection.

Step 2:
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Approvals Home Requests Reports

View Requests Pending your Approval v

Request Name Employee Name  Request Dates = Comment  Status Date Submitted  Total Approved amount  Remaining amount
Submitted &

Marine Science Conference  Test MA Pending

0 4TEG T 10i26/2021 - 10/29/2021 "Reports To" 1012212021 $1,40000  §1,400.00 $1,400.00
Approvall

Step 3:

Filter and sort by the following:

Request Name

Employes First Name
Employee Last Name
Employes 1D
Request ID

Status

Dats Submitted

Total

Approved amount

Remaining amount

Request Typse

Step 4:

Click anywhere in the Request that you want to open/view.

Approvals Home Requests Repors

View Reqguests Pending your Approval ~

Request Name Employee Hame Request Dates = Comment Status Date Submitted Total Approved amount  Remaining amount
Submitted &
Marine Science Conference  Test MA Pending
- parne Travelar 10/26/2021 - 10/29/2021 Reporty To" 101221202 5140000  §1,400.00 $1,400.00
Approval

Completed Approval - Expense Reports

Step 1:

To review Expense Reports previously approved, select Reports from the Approvals Tab.
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6§ CONCUR Travel Approvals App Center

Approvals Home Requests Reports

1T

The default view is All Reports Pending your Approval. To see previously approved Expense Reports,
click the View drop-down list.

Step 2:

Expense Report List

Reports Pending your Approval

® Reports Pending your Approval

K ins With
Reports you Approved this Month

Reports you Approved last Month Report Name
Reports you Approved this Quarter

Reports you Approved last Quarter
Reports you Approved this Year
Reports you Approved last Year
All Reports you Approved

Step 3:

You can then filter and sort by the following:

Request Nams

Employss First Nams
Employse Last Name
Employse ID
Request ID

Status

Date Submitted

Total

Approved amount

Remaining amount

Request Type

Step 4:

Click anywhere in the Expense Report that you want to open/view.

Expense Report List

Reports you Appraved this Month

Report Name v ‘ Begins With v | | ‘
(] | Employee Name ‘ Report Name | Comments Status
[} Approved

Bruce, Jay | Anatytics Conference
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ASSIGNING DELEGATES

» Delegates are employees who are given permissions in Concur to perform work on behalf of other
employees.

> Please note: level of access of the delegate is dependent on the level of the user. A delegate of an
approver may have more permissions than a regular user.

» Travel request and expense share delegates. By assigning permission to a delegate, you are
assigning permissions for both Travel Request and Expense Reports.

» The Delegate can create a Travel Requests/Expense Reports on behalf of the traveler, however the

traveler must be the one to submit the Travel Request/Expense Report due to certification
purposes.

Step 1:

At the top right-hand corner of the My Concur homepage, click Profile > Profile Settings.

Step 2:

Under Request Settings, click Request Delegates. Again, by entering the delegate in Request, it will
automatically add them to Expense.

Your Information Profile OptiOﬂS

Personal Information

Company Information Select one of the following to customize your user profile
Eonaclinionyaton Personal Information
Email Addresses Your home address and emergency contact information.
Emergency Contact c Inf .

t
Credit Cards ompany Information .

‘Your company name and business address or your remote
Travel Sett'mgs location address.

Travel Preferences Credit Card Information

You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.

International Travel
Frequent-Traveler Programs

Assistants/Arrangers E-Receipt Activation
B _ Enable e-receipts to automatically receive electronic receipts from
REC]UESE be'[tmgs participating vendors.
Request Information Travel Vacation Reassignment

Request Delegates _Soing to be out of the office? Configure your backup travel

Step 3:

Under Delegates tab, click Add.
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Request Delegates

Delegates | Delegate For

Cel@ates are employees who are allowed to perform work on behalf of other g

Exp®hse and Request share delegates. By assigning permissions to a delegaty

Can Can View Can Use Rece
Name Prepare Receipts Reporting Emai

Step 4:

In the search field, type the employee last name of the delegate you want to add.

Search by employee name, email address, employee id or login id

| | | Cancel

Step 5:

List of name/email matches will appear and select the appropriate person.

Expense Delegates

Delegates | Delegste For

D EED

Delegates are employees who are allowed to perform work on behalf of other employees.

Search by employee name, email address, employee id or login id

Add Cancel

g @ ocsum. edu - Michael La

o

milam@csum.edu - Michael Lam sions to a delegate, you are as
mlami@csum.edu

*Campus : Maritime Academy [ppare Canlewiil

=

MLamb@csum.edu - Michaela Lamb
-1 MLamb@csum.edu
*Campus : Maritime Academy

Step 6:
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Check the box of each permission you want the delegate to perform on your behalf. This can be updated
at any time. Once you save, the delegate will have the permissions immediately.

Request Delegates

Traveler

o Approver
Permissions

Permissions

Delegates | Delegate For

Delegates are employees who are allowed to perform work on behalf of other employees.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.

Can Can View Can Use Receives Can Can Preview For Receives Approval
Name Prepare  Receipts Reporting Emails Approve Can Approve Temporary Approver Emails

SF Approver Test m

» List of permissions:

Permissions that pertain to you as the Traveler-

v' Can Prepare — Can prepare Requests/Reports on your behalf

v' Can View Receipts — Can view receipts as long as delegate has “Can Prepare”, and/or “Can
Approve” permission

v" Can Use Reporting — Can access reporting to run Concur queries. Each user that has access to
reporting can delegate up to 2 individuals reporting rights in Concur.

v Receives Emails — will receive emails regarding your travel

Permissions that pertain to you as the Approver (only approvers will have these permissions to

delegate)-

v/ Can Approve — Can approve Requests and Expense Reports on your behalf. Please note: the
delegate must be an approver in order to have the approve permission.

v' Can Approve Temporary — Can approve Requests and Expense Reports on your behalf for a
certain timeframe only by identifying a date range. For example, user is on vacation and wants
to delegate a person to be the approver for that time period. Please note: the delegate must be
an approver in order to have the approve permission.

v' Can Preview for Approver — Can review Requests and Expense Reports that are ready for
approval. Delegate has the options to notify approver once reviewed by clicking on Notify
Approver box or send back to user by clicking on Send Back Request. Previewer cannot approve
on behalf of the approver. Once delegate clicks Notify Approver, approver will receive an email
notification that states “Report is ready for review and approval” and that your delegate has
reviewed this report. There will also be a green check box icon meaning delegate has reviewed.
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v Receives Approval Emails- Delegate will be notified anytime something is ready/pending your
approval. Always check this box otherwise delegate will not know what Requests/Expense

Reports are pending approval.

fication@concursolutions.com
Report has been reviewed by your delegate
o SFApprover

SAP Concur

Reportis ready for your review and approval. Your delegate has reviewed this
report.

Report Name TEST1

Report Date 02212018

Link To Expense

‘hitp:/www concnrsalutions com

Step 7:

Approvals Home ~ Requests  Reports

Approvals
o1

Requests

01

Expense

Reports
Expense Reports
Report Name Employee Report Date
d TEST1 Test, SF Traveler 022112018

Click Save. Click the Delegate For tab to see if others have added you as their delegate

take effect immediately.

Expense Delegates

Defegates | Delegste For

[ESE =y

Deisgates are employess who ars allowsd o perfamm werk on behalf of ofher employses.

Expense and Request share delegates. By assigning permissions to a delegate, you sre assigning permissions for Expense snd Request.
[m]

Name Can Prepars Can View Recsipts

mith, test

0 emandag@sfsu edu

7]

Steps to remove a delegate:

>

Step 1:

If you choose to remove a delegate, you can do so at any time.

Click Profile > Profile Settings > Request Delegates.

Step 2:

Check the box on the left-hand side.

Request Delegates

e assigning permissions far Expense and Request

cn can view canuse Recars i
Prepare Recwpts Reporting Emails Approve  Can Apprave Temporary App
P ) .

Can Preview For
rover

Recarvas Approval
Emails

Step 3:

Click Delete.

Request Delegates

Delegates | Delegate For
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MOBILE APP FUNCTIONS

Concur offers a mobile app to manage your travel and approvals on the go. Once you have downloaded
the mobile app from Google Play, Windows Store, Blackberry World or the iOS App Store, log in with
your Cal Maritime email and then log in via single sign on with your campus credentials.

> You cannot create a Travel Request/Expense Report directly from the mobile app. However, you can
manage them.
o You can check on your status of your request/report
o Add expenses to your expense report
o Take pictures of your receipts.
o Have access to your trip information and itinerary.

> If you are an approver, you can approve any Travel Request/Expense Report that is pendng your
approval.

Mobile App
Homepage

/_ Trips \
Expenses

€) Expense Reports

Approvals

Requests
N J

Quick tabs to capture
receipt, add an
expense, or add

mileage.

Trips

You can view your trips that you have in your Concur account. However, you are unable to book
travel from an approved Travel Request using the mobile app.

Expenses

You can add Expenses at anytime as well as capture the receipts with the expense. Then you
will have an option to move the expense over to an existing Expense Report or create a New
Expense Report.

188



Expense Reports

You will have access to see all your active Expense Reports and your Expense Report History via the
mobile app. You can manage your Expense Reports using the app such as add expenses, capturing and
adding receipts and submitting the report.

It is best to start an Expense Report and link the approved travel request prior to adding expenses via
the mobile app. Otherwise, when you add an expense, you can move to a New Expense Report and
create one however, you will not be able to link the approved Travel Request until you have access to
the full Concur site.

Requests

You will not be able to start a New Travel Request using the mobile app. However, once you have
created the Travel Request, you can Submit the Request through the mobile app if needed. You can also
review all your active Travel Requests. Changes to the request will need to be done directly on the
Concur site.

With Requests that are pending on-line booking, you will not be able to book travel using the mobile
app.

Approvals

If you have approver permissions in Concur, you can approve Travel Requests and Expense
Reports via the mobile app. You will have access to view all information in relation to the travel.

CONNECTED APPS

Concur has an App Center that allows you to link your current and or favorite apps and your information
with various partnered vendors with Concur.

To access the App Center:
Step 1:

Click App Center Tab.

Administration ~ | Help ~
SAP Concur @ Requests Travel Expense Approvals Reporting ~ A, p Center

Profile ~ &

LA + 00 15 00 04

Step 2:
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List of Apps will appear. Make your selection and follow the appropriate instructions to link the app to
your Concur account. Partnered vendors include Triplt, Uber, Lyft, United Airlines, American Airlines,
Hyatt, and many more.

App Ceﬂ[er Search by Application, Partner, or Keyword
Category:  AllApps v Need Help?

Popular Connections

Do more with your favorite apps and services by linking them to Concur

Preferred Preferred
‘ SAP Concur ,/'
—o
American 0
American Airlines Lufthansa German Concur for Mobile Triplt Delta Air Lines Travel Partner
Connect your Airlines An easier frip, every Make your business Integrations
Atdvantage Account Anew level for your + Connected time travel quick and easy « Connected
Travel & Expense
Enterprise Applications
Pre-built business solutions integrated with Concur
EY for Business airbnb Deloitt
for work eloitte.
Lyft Business EY Mobility Uber for Business Amazon Business Airbnb + Concur Deloitte — Travel
Give your ravelers Pathway — Travel Now Part of the Perfect Integration Travel Search Ready
easy, reliable rides Fast guidance an tax Trip Simplify expensing Experience the Pre-travel risk
and immigration Amazon Business comforts of home assessmentto enable

Triplt

All CSU Employees are eligible for a free Triplt Pro Subscription. By creating and connecting your Triplt

Pro account to Concur, you will get real time flight alerts as well as your travel plans syched between
Concur and Triplt.

bt
— el

g
Tr ’ p from Concur

Tripit® from Concur instantly organizes all your travel plans in one place. Simply forward travel
confirmation emails to plans@tripit.com and Tripit will create a master itinerary for each of your trips.
Now you can access your plans anytime, anywhere.

Key Features:

v After booking, simply forward your confirmation emails to plans@tripit.com and Triplt will
instantly create a master itinerary for each of your trips.
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v You can opt to allow Triplt to automatically import travel plans from your Gmail, Google Apps,
Outlook.com or Yahoo! mail inbox, so you don’t have to forward confirmation emails.

v Access your travel plans on your smartphone, tablet, computer or wearable device anytime,

anywhere.

v Sync Triplt with your calendar, so your travel plans show up alongside other meetings or events.

<

Easily share specific plans, or your entire itinerary, with anyone.

v"  Real-time flight alerts, seat tracking, alternate flight finder, fare refund notifications, point

tracking, and more.

Signing into Tripit Pro

Access Concur after signing in to your CSU Campus portal.

Step 1:

Once you are in Concur, you click the App Center, then click the Tripit App Icon

App Center
Category: All Apps w

Popular Connections

Do more with your favorite apps and services by linking them ft cur
‘ ® \ —o
American N0

Concur for Maobile American Airlines Triplt

Connect your An easier trip, every

+ Connected AAdvantage Acc time

‘ Find Apps.

=)

MY TRAVEL NETWORK

United Airlines

My Travel Network

Access your trip details
in one place

United makes corporate
travel easier

Hertz

Hertz

Faster Connections
Better Reservat

Step 2:

Click the blue Connect button.
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Triplt
EE § An easier trip, evary time.

Connect fo Triph, the world's highest-rated trave! arganizing app, 1o access every trip in one place. Plus, Triph Pro

Read Mora

Visit our Website | Walch a Demo | Brochure | Support

Organize all your travel Instantly create
plans in one place master trip itineraries.

Find out when to leave
for the airpart

L

SFO-LAX

Step 3:

Check box of Concur App Center End-User Terms and Conditions and click | Agree.

TERMS & CONDITIONS

Please review the following licensing terms and conditions

By accepting the following terms, you agree to be bound by the Concur App Center end-user
terms, as well as App Licensing Terms and Condifions

¥ Concur App Center End-User Terms and Conditions

The basic terms of use, accepted once, for individuals using the Concur App
Center.

o (D

Step 4:

Email address should self-populate. Create a New Password for the Tripit App and select County
of Residence from the drop-down list. Check box accepting the User Agreement and Privacy
Policy and agree to link the Triplt account to Concur. Then click the blue Create Tripit Account.

» If you already have a Tripit Account, click the orange Sign in and link my accounts and
follow the instructions to connect your account to Concur.
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ACTIVATE YOUR TRIPIT PRO SUBSCRIPTION

All your travel plans, in one place

Create a Triplt account and connect to

oncur
Email Address

| matraveler@esum.edu |

Get a master itinerary for every trip Choose a New Password

Available on Android and i05

Must have at least 8 characters

Link your Concur and Triplt accounts and
get: Country of Residence

+ Afree subscription to Tripit Pro from your company ‘ vl
+ Real-time flight alerts

+ Travel plans synced between Concur and Triplt

[CJlaccept the Triph User Agreement, have read the Privacy
Palicy, and agree to link the Tript account to Concur.

| already have a Triplt account! Sign in and link’
my accounts

Click this link if you
already have a
Triplt Account.

Step 5:

An email will be sent from Triplt to verify the email address entered. Open the email and click Verify
Email.

iz,
Tripit. con coner

Welcome to TripIt!

We just need to make sure you're you. Please verify your email to get started.

l
Next, forward your travel confirRations to plans@tripit com and we'll build your itinerary.

Happy travels,
Triplt

Step 6:

Triplt now should be connected to Concur. If the account did not link, click Connect and at the bottom
of the Active Screen click the orange Sign in and link my accounts. Enter in the Email address and the
password you created and then click Link my Accounts. Close the window.

Make sure to “uncheck” the business flag for personal trips so they don’t sync to your Concur account.
If they happen to, no worries. Please contact the Concur Coordinator for removal.

YOUR ACCOUNTS ARE LINKED!

All your travel plans, in one place

Your Triplt account is now linked account

in a master itinerary in Triplt and available through the Triplt app
o

al trips so they don't sync to Concur. Triplt will still monitor your flights and

Triplt

Don't have the _Tnp\t mobile app yet?

Here's how to get it

~ Connected
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CONTACT INFORMATION

CAL MARITIME Travel Webpage: https://www.csum.edu/fiscal-services/concur.html

Concur Travel

Frank Vescio

Accounting Manager & Concur Coordinator
(707) 654-10##

fvescio@csum.edu

Accounts Payable

Lisa Rupert

AP Specialist

(707) 654-1028
[rupert@csum.edu

Travel Desk

Paige Johnson
Travel Coordinator
(707) 654-1528
cma_ap@csum.edu
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