3801 West Temple Avenue, 121-East-2"4 Floor-2160

y \CaIPolyPomona ‘ Pomona, CA 91768

SAP Concur Travel Allowance Walkthrough User Guide —
Creating a Travel Request with Travel Allowance in Concur

General Information

A Travel Request is required to be completed and approved for all travel types and funding sources (State, Foundation and ASl), prior to booking
travel arrangements and departure. To remain in compliance with Executive Orders and the CSU Travel Procedures, approval must be obtained
prior to travel as follows:

All travel for faculty and staff, Domestic and International: HEERA Manager/Chair

All travel for faculty, Domestic and International: College Dean

All travel for faculty and staff, Domestic: Vice Presidents Sub-Delegates

All International travel for faculty and staff: Provost/Vice President & Risk Management

All High Hazard International travel for faculty and staff: Provost/Vice President & Risk Management

X/ X/ X/ X/ X/
L X IR X SR X I X4

This guide is specifically designed to walk you through the process of creating a travel request that includes travel allowances. For a detailed
walkthrough of all expense types, please refer to the Concur Training Library section of the University Accounting Services Travel website.



https://www.cpp.edu/fas/university-accounting-services/travel/concur.shtml

Creating a New Travel Request with Travel Allowance

Processing Steps Screenshot
Click on New and select FE¥Concur  Homa v ©
Start a Request.
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot
Fa Al
The Request page will :
appear — Create New * Requirsd fiete
. . Request Policy * Request/Trip Name * Request/Trip Start Date *

Req ueSt IS Stated I n th e to p *TEST CPP-State Travel Request Policy-NIT v APRIL 2024 SACRAMENTQO TRIP 04/22/2024 (=]
Ieft CO I’n e r Of th e SCI’ee n . Request/Trip End Date * Destination City * Destination State @

04/26/2024 B Sacramento, California X v CALIFORNIA v

Destination Country * High Hazard/War Risk (Advisory Levels 3 & 4)

UNITED STATES (US) X v o (7] Travet Ban Exception

Travel Ban Justification

Please use the drop-down

Traveler Type * Trip Type *
arrow and/or the calendar I Foe ] T —
icon to complete the fields.
Administrative Affairs ~
Once you have completed
. . Request/Trip Purpose * Does this trip contain personal travel? * Personal Dates of Travel
the fleldS, please C||Ck on Conference Attendee v No hd
Create Req u est . Is Faculty classroom coverage required? Additional Information 0/500  Business Unit
No v POCMP
2 Fund
(POMO1) OPERATING FUND X v
Department Program Class
(67700) Accounting Services X v (0602) Fiscal Operations X v (00000) No Class Value X v
Project
(123456) TEST STATE PROJECT X v

-

4
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR

05/31/2024

Processing Steps

Screenshot

The required fields are
displayed and detailed on
the right.

*Please select country if
international travel.

**Yes - if any personal
leave is taken while on
official travel status, the
dates of personal leave
must be specified. Ex.
Vacation Day (any day
outside of your travel for
work).

'These fields are related to
the chartfield string.

Required Field Name

Request Policy
Request/Trip Name
Request/Trip Start Date
Request/Trip End Date
Destination City
Destination State
Destination Country*
Traveler Type

Trip Type (Options)

Division

Request/Trip Purpose

Does This Trip Contain Personal Travel**?
Is Faculty Classroom Coverage Required?
Fund

Destination State

Department’

Program’

Class’

Project’

Description

CPP-State Travel Request Policy-NIT
Include the Trip Purpose and Destination
Select Date from Calendar

Select Date from Calendar

City Traveling To

State Traveling To

Defaults to United States

Select Faculty or Staff

In-State: Within California
Out-Of-State: Domestic Travel
International: Travel Outside of the US
Select the Division

Select the Purpose of the Trip
Select Yes or No

Select Yes or No

Select the Correct Fund

State Traveling To

Select the Correct Department
Select the Correct Program

Select the Correct Class

Select the Correct Project




CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR

05/31/2024
Processing Steps Screenshot
The next screen that
appears will be the ET7 Concur  Requests v .

Expected Expenses page.

Click on Manage Travel
Allowance and then select
Add Travel Allowance.

Marage Requests

jorma | Pegquests  Manage Dequests | AP, 3004 SACRAMENTO THI

APRIL 2024 SACRAMENTO TRIP @

Mod Submitied | Roquest 10 B3KN
FEB S
EXPECTED EXPENSES

o 5150

The Travel Allowance page
will appear — Travel
Allowance is stated in the
top left corner of the
screen. If you are traveling
with at least an overnight
stay, please select the
option Detailed Itinerary.

Travel Allowance

! ltinerary

tinerary Name *
i
APRIL 2024 SACRAMENTO TRIP

\E Detailed Itinerary @

[:j Without overnight @

Start Location * Start Date * Start Time *
O Ontario, California 04/22/2024 8:00 AM
| + Add Destination
Asrival Locatior Arrival Date * Arrival Time
@ Sacramento, California 04/22/2024 9:30 AM
Departure Location * Departure Date * Departure Ti
Sacramento, California 04/26/2024 3:20 PM
+ Add Destination
End Lacation * End Date * End Time
@ Ontario, California 04/26/2024 5:00 PM

* Required

Next: Adjust your travel allowance

S m
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR

05/31/2024
_______________________________________________________________________________________________________________________________________________________________________________________________________________|
Processing Steps Screenshot
Without overnight should | " revetauowance =
only be selected when
there is no overnight stay * Requred

during the itinerary. This
example reflects a same
day roundtrip from Ontario
to Sacramento on April
29,

Copy of APRIL 2024 TRIP

[ Detailed ltinerary @

[+] Without overnight @

Start Location * Start Date * Start Time *
O Ontario, California ~ 04/29/2024 (] 8:00 AM
‘ <+ Add Destination
| Arrival Location *
@ Sacramento, California v
+ Add Destination
| End Location * End Date * End Ti
® Ontario, California ~ 04/29/2024 =] 5:00 PM

| M Delete ltinerary

Caneel m

Once all fields have been
completed, please click
Next.

For the Detailed Itinerary
fill out all fields using the | et Aswanee x
drop-down arrow or the — ——3
calendar. b e 0] e v @
Accurate location, O e o s
start/end dates and times [ ) ) )
are critical for the ® slmt Catiforia = QAf;z,zoza & e
automatic calculation of i ———— il r— ) [emr
allowances. | e
s e 3| [ovameors ] e

Next: Agjust your travel aliowance
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot
The required fields are Required Field Name Description
displayed and detailed on Itinerary Name Defaults to the Request/Trip Name
the right. Start Location City of Departure (Origin of the Trip)
Start Date Date Trip Starts
Start Time Time Transportation Departs

Arrival Location
Arrival Date

Arrival Time
Departure Location
Departure Date
Departure Time
End Location

End Date

End Time

City of Arrival

Date of Arrival at Travel Destination
Time of Arrival at Travel Destination
City of Departure

Date Transportation Departs

Time Transportation Departs

City of Arrival (End of the Trip)

Date of Arrival at the Final Destination
Time Transportation Arrives
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot
The Travel Allowance page x
will appear. This area is for Adusments
mea I a nd | n C|d e nta | Here you can declare any free meals received ta reduce your daily allowance. You can alsa claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on persanal leave. Always refer to your
company policy guidelines.
adjustments. View:  Adjustments v Show Fiters
Date/Location Exclude Day Breakfast Lunch Dinner Reimbursement Amount @
Examples of Adjustments: o O O O
Meals provided by a Mon, 04/2212024 O 0 0 0 0 +53.00
Sacramento, UNITED STATES
conference or personal P
ue,
days ta ken durlng the tl"aVel Sacramento, UNITED STATES [ 0 O 0 [ $69.00
period. See travel Wed, 04/24/2024 0 0O 0O 0 0 $69.00
Sacramento, UNITED STATES
allowance adjustment T
exam ples in Appendix A. Sacramento, UNITED STATES UJ U U tJ 0 $63.00
Fri, 04i26/2024 [:] D D [:] D $53.00

Sacramento, UNITED STATES

Total: $313.00

NOTE: Please disregard the
Lodging area on this
screen. Although it appears | cancel /
as an option, selecting a
box in the Lodging column
has no effect on the
Reimbursement Amount as
it is not part of the Travel
Allowance.
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot
Please note that the | Tavet Atlowance x|
Reimbursement Amount is | | #=me
Iess fo r' th e fi r‘st a n d Ia St | Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer to your

| company policy guidelines. |
day of travel than the other | ' . oo sourien I
d ays . F 0 r t h ese S p e C ifi C : DatelLocation Exclude Day Breakfast Lunch Dinner Lodging Reimbursement Amount @
days', the traveler will ows O - O O 0
receive 75% of the per

Mon, 04/22/2024
Sacramento, UNITED STATES

diem value.

Tue, 04/23/2024

. . Sacramento, UNITED STATES $69.00
Note: The S5 incidentals
) Wed, 04/2412024 $69.00
remain the same from the Sacramento, UNITED STATES
first to the final travel day Thu, 0412512024 $69.00

Sacramento, UNITED STATES

and is not affected by the —oaa
75% fa CtOI’. Sacramento, UNITED STATES

O 0o 0o 0O o
O 0o o 0O o
O o o o o
O o o 0o o
O o o O o

Total: $313.00

|
| Back Cancel

N 4
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Processing Steps Screenshot

Once all adjustments have | " rewetatonance <

been completed, please Adjusiments

Cl i Ck Fi n i sh' Iocated at t h e Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer to your

company policy guidelines.

bottom right corner of the e et ShonFites

screen. DatelLocation Exclude Day Breakfast Lunch Dinner Lodging Reimbursement Amount @
i (] ] 0 U U
Mon, 04/22/2024 O O O O O $53.00

Sacramento, UNITED STATES

Tue, 04/23/2024
Sacramento, UNITED STATES

Wed, 04/24/2024

Sacramento, UNITED STATES D D D D $69.00
Thu, 04/25/2024

Sacramento, UNITED STATES [ O O O $69.00
Fri, 04/126/2024 [:] D D D $53.00

Sacramento, UNITED STATES

Total: $244.00

L Back Cancel
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR

05/31/2024

Processing Steps

Screenshot

The next screen that
appears will be the
Expected Expenses screen.
This screen reflects all
expense types that the
traveler has entered.

ET”Concur  Requests v

Manage Requests

Home / Requests / Manage Requests / APRIL 2024 SACRAMENTO TRIP
APRIL 2024 SACRAMENTO TRIP $244.00 @

Not Submitted | Request ID: 63KP

Request Details ~  Print/Share v Attachments v Manage Travel Allowance v
EXPECTED EXPENSES

O Expense typelT Details T Datel® AmountlT RequestedlT
C] Travel Allowances Sacrament to, California 04/22/2024 - 04/26/2024 $244.00 $244.00 ~
$244.00
To view the details of the ET7 Concur  Requests v ° &

Expected Expenses, click on
the arrow, located to the
right of the Requested
column, on the right side of
the screen. The second row
of information titled Daily
Allowance provides the
total amount that is being
requested for meals,
$224.00. The third row of
information titled Daily
Allowance (Incidentals)
provides the total amount
that is being requested for
Incidentals, $20.00.

Manage Requests

Home / Requests / Manage Requests / APRIL 2024 SACRAMENTO TRIP

APRIL 2024 SACRAMENTO TRIP $244.00 ©

Not Submitted | Request ID: 63KP

Request Details v Print/Share v Attachments v Manage Travel Allowance v

EXPECTED EXPENSES

(0 Expense typelf Detailslf

(0 Travel Allowances Sacramento, California

D Daily Allowance 04/22/2024 - 04/26/2024 : 5 Days
(O  Daily Allowance (Incidentals) 04/22/2024 - 04/26/2024 : 5 Days

Datel® Amountlf  Requested|T
04/22/2024 - 042612024 $244.00 $244.00
04/22/2024 $224.00 $224.00
04/22/2024 $20.00 $20.00

$244.00
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Please be sure to add any
other expected expenses
such as airfare, parking,
hotel, and mileage. Click on
Add Expense, and scroll
through the options to
select the expense type you
may need to add.
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Processing Steps

Screenshot

Once you have reviewed
the details, confirmed the
information input is
accurate, click on More
Actions, and select Edit
Approval Flow to review
the approval workflow.
After confirming the
approval flow is correct,
click on Save. Then click on
Submit Request.

WConcur Requests v

Manage Requests

Home  Requests / Manage Requests / APRIL 2024
APRIL 2024 SACRAI

Not Submitted | Request ID: 63KP

Request Details v Print/Share v Attachmg

EXPECTED EXPENSES

oooc

(] Expensetypell

() Travel Allowances

Edit Approval Flow X

+Add Step
Manager Approval

e .

User-Added Approver *

« Delete

+ Add Step

Domestic Travel Approval (excluding Academic Affairs)

+ Add Step

Datel®

More Actions v | Submit Request

Copy Request

Cancel Request

[ Edit Approval ch]

Amountlt  Requested [T

-

04/22/2024 - 04/26/2024

$244.00 $244.00

$244.00

~

The CPP-User Electronic
Agreement — Request is
automatically prompted.
Once reviewed and agreed
upon, click on Accept &
Continue.

*CPP-User Electronic Agreement - Request

A Certification of Minimum Liability Insurance Requirements and Condition of Vehicle

I have liability insurance in at least the following amounts: $15,000 for personal injury to, or death of, one per-
son, $30,000 for personal injury to two or mare persons in one accident, $5,000 for property damage. | further
certify that my vehicle is adequate for the work performed, equipped with seat belts and in safe mechanical con-
dition; that a current Privately-Owned Vehicle Insurance Certification Form STD 261 is on file with my supervisor;
and that any accident which may occur while the vehicle is being operated on State business will be reported
within 48 hours on Form STD 270. | have satisfactorily completed a CSU Approved defensive driving course. |
am in possession of a valid California or other State driver's license. | certify that | have not been issued more
than three moving violations or have been responsible for more than three accidents (or any combination of
more than three thereof) during the past twelve month period.

Cancel
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR

05/31/2024

Processing Steps

Screenshot

Once you click on Accept &
Continue, the Manage
Requests is the next screen
that you will see. This
screen shows that your
completed request is now
located in your Request
Library, and has been
Submitted & Pending
Approval.

If you need to create an
additional request, please
click on + Create New
Request (located on the
right side of the screen).

Once your travel request is
approved and the travel is
completed, please refer to
the Concur Travel
Allowance Expense User
Guide to submit the
expense report for
approval.

._.,L’Cnﬂ.:ur Reguesty ~

o Becpast

Request Library

APRIL 2024 SACRAMENTO T...

0472272024 | 63KP

$244.00
 Subenited]

| Submitted & Pending Approval |

Approverl, Manager
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Travel Allowance Adjustment Examples (Appendix A)



CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR

Travel Allowance Adjustment Examples

05/31/2024

Processing Steps

Screenshot

To adjust your Travel
Allowance, go to Home,
then select Requests. The
next screen you see will be
the Manage Requests
screen. Select the report
you need to make
adjustments on. Then click
on Manage Travel
Allowance and select Edit
Adjustments.

XY concur

Home

F] APPLICATIONS

-_._,.-:' TFConcur  Pegquesty v

Ugnsge Bepashs

Manage Requests
Request Library

| Requests |

Travel

Expense

ET¥ Concur  Expense v

Manage Expenses

APRIL 2024 SACRAMENTO T...

0472272024 | 63KP

$244.00

APRIL 2024 SACRAMENTO TRIP $244.00

Not Submitted | Report Number: KOUQBF

REQUEST

Approved
$244.00

Report Details v Print/Share v  Manage Receipts v | Manage Travel Allowance |

Add Expense

[ ReceiptlT Payment Typell

Edit Travel Allowance

Edit Adjustments.

< _____saction Da
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot
= : —
Example 1: You are x
attending a conference. On | *=m=*
Tu eSd ay, 4/23/24, you r :i:;]ap::.; :.ZE;E;?;Z;;:;;% meals received to reduce your daily allowance. You can alsa claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on persanal leave. Always refer to your
breakfast is included with VN
your room and your lunch DatelLocation Exclude Day inner Lodging Reimbursement Amurt ©
is included with your uoas O 0 0 0
attendance at the P
on,
conference. You would Sacramento, UNITED STATES U U U U U $53.00
Tue, 04/123/2024
select the box for breakfast 0 0 0
and the box for lunch. By Wed. oarza2024
Selecting these boxes’ the Sacramento, UNITED STATES U 0 U 0 U $69.00
H 1 Thu, 04/25/2024
Reimbursement Amoun.t in Thu 042802024 0 0 N 0 0 $69.00
the last column on the right . 0412612024 - - - - - 00

has been reduced. Sacramento, UNITED STATES
Total: $280.00

Back cance ()

A 4
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot

To view the details after Travel Allowance x

selecting the boxes for | Adustments

breakfast and lunch, click | Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer to your
’

company policy guidelines.
on Adjustments (located e S \

on the |eft Of the Screen) Dm[m] Exclude Day Breakfast Lunch Dinner Lodging Reimbursement Amount @
and Select Reimbursement | [ Reimbursement Details |

. Ba 0 . . - i
Details.

| Mon, 04/22/2024
Sacramento, UNITED STATES

OJ
O

$53.00

Tue, 04/12312024
Sacramento, UNITED STATES

©
<

$36.00

Wed, 04/24/2024

$69.00
Sacramento, UNITED STATES

Thu, 04/25/2024

$69.00
Sacramento, UNITED STATES

Fri, 04/26/2024
Sacramento, UNITED STATES

o o o o dg
o o od
O 0O O
o 0o o 0o o
o o o o o

$53.00

Total: $280.00

1 Back Cancel w

4
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Processing Steps Screenshot
. . B -0
As you will see, the Travel Allowance x
. .
Reimbursement Amount Aljustments
Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer to your
has been reduced by ¥ Y v y ple if you stays g y. Day: your trip, ple if y p . v
company policy guidelines.
$33.00. The $5 incidentals e Bt Dot
Is n Ot affe Cte d * Date Location Rate Type Rate Amount Factor Adj C. Amount Reimbursement Amount  *
Mon, 04/22/2024 Sacramento, UNITED STATES Meals $64.00 0.73 $0.00 $48.00 $48.00
Sacramento, UNITED STATES Incidentals $5.00 1 $0.00 $5.00 $5.00
$53.00
Tue, 04/23/2024 Sacramento, UNITED STATES Meals $64.00 1 $31.00
Sacramento, UNITED STATES Incidentals $5.00 1 $5.00
Wed, 04/24/2024 Sacramento, UNITED STATES Meals $64.00 1 $0.00 $64.00
Sacramento, UNITED STATES Incidentals $5.00 1 $0.00 $5.00
Thu, 04/25/2024 Sacramento, UNITED STATES Meals $64.00 1 $0.00 $64.00 $64.00
Sacramento, UNITED STATES Incidentals $5.00 1 $0.00 $5.00 $5.00
$69.00
I:I’iy 042612024 Sacramento, UNITED STATES Meals $64.00 0.75 $0.00 $48.00 $48.00

Total: $280.00

Back Cancel -

N )
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot

Once you have completed | mavet aowance v
reviewing the details, and Adjustments

to retu rn to th e p revi ous Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are an personal leave. Always refer to your

company policy guidelines

screen, please click on iew: [Femioaemen oo v

Reimbursement Details P T — (P Rt Type RateAmount Factor Adiusements Coleulated Amount Reimbursement Amount *
. + Reimbursement Details
an d se | ect Adl ustments. MO| 1.y Exempt Amounts Sacramento, UNITED STATES Meals $64.00 0.75 $0.00 $48.00 $48.00
acramento, UNITED STATES Incidentals $5.00 1 $0.00 $5.00 $5.00
$53.00
Tue, 04/12312024 Sacramento, UNITED STATES Meals $64.00 1 $-33.00 $31.00 $31.00
Sacramento, UNITED STATES Incidentals $5.00 1 $0.00 $5.00 $5.00
$36.00
Wed, 04/24/2024 Sacramento, UNITED STATES Meals $64.00 1 $0.00 $64.00 $64.00
Sacramento, UNITED STATES Incidentals $5.00 1 $0.00 $5.00 $5.00
$69.00
Thu, 04/25/2024 Sacramento, UNITED STATES Meals $64.00 1 $0.00 $64.00 $64.00
Sacramento, UNITED STATES Incidentals $5.00 1 $0.00 $5.00 $5.00
$69.00
Fri, 04/126/2024 Sacramento, UNITED STATES Meals $64.00 075 $0.00 $48.00 $48.00

Total: $280.00 _

Back Cancel

[N 4
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot

- - s — <
Example 2: You are Travel Allowance .
attending a conference. On | | e
Tu esd ay, 4/23/24, you a re | Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer to your

company policy guidelines.

taking the day as some

View: Adjustments v Show Filters

personal time off — | Dutstocation reaktas Lodging Reimbursement Amourt @
unrelated to the | Atome
. i O O 0 O 0
conference. For this
. Mon, 04/22/2024
instance, you would select | e O srirEs O O O @) 0 $53.00
the box Exclude Day. As Tue, 0412312024
. Sacramento, UNITED STATES
you can see by selecting
. . Wed, 04/24/2024

this option, the total per Sa:amento, UNITED STATES U $69.00
diem is removed as it nets Thu, 04125/2024 0 $69.00

Sacramento, UNITED STATES
to zero.

Fri, 04/126/2024 D $53.00

Sacramento, UNITED STATES

Total: $244.00

'
| Back Cancel

Page 21 of 23



CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot
Example 3: You are Travel Allowance x
attending a conference. On | “=m=
Tu eSd ay, 4/23/24, a ” Of CH;:p);:l; :ag::ye;z;ii:::ree meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer to your
your meals are included. View Adjustmants v Show Fiters
For thIS inStance you WOUId DatelLocation Exclude Day Breakfast Lunch Dinner Lodging Reimbursement Amount @
select the boxes for suoay 0 0 -
breakfast, lunch, and R
on,
dinner. By Selecting these Sacramento, UNITED STATES O O O O 0J $53.00
i Tue, 0412312024
boxes' th.e Relmbursement Sacramento, UNITED STATES D D
Amount in the last column Wed, oarza02e . - . - - o
on the rlght has been Sacramento, UNITED STATES .
Thu, 04/25/2024
reduced to reflect the $5 Thu o8SROz 0 O 0 0 0 $69.00
for incidentals .
* Fri, 04i126/2024
Sacramento, UNITED STATES D D [:] [:] D $53.00

Total: $249.00

Back Cancel
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CREATING A TRAVEL REQUEST WITH TRAVEL ALLOWANCE IN CONCUR 05/31/2024

Processing Steps Screenshot

Once all adjustments have | | tevetatowance S x
been completed, please | A

click FiniSh, located at the | Here you can declare any free meals received to reduce your daily allowance, You can lse clsim additionst sllowances, for exampleif you stayed overnight with friends or family. Days can be sxcluded from your ti, for example i you are on persanal leave. Always refer to your

company policy guidelines.

bottom right corner of the | |

View: Adjustments v  Show Filters

screen, toreturnto th e : DatelLocation Exclude Day Breakfast Lunch Dinner Lodging Reimbursement Amount @

Expected Expenses screen. | ... O 0 0 ® 0

Mon, 04/22/2024
Sacramento, UNITED STATES

O

O ] ] O $53.00

Tue, 04/23/2024
Sacramento, UNITED STATES

©

Wed, 04/24/12024
Sacramento, UNITED STATES

O O O O $69.00

Thu, 04/25/2024
Sacramento, UNITED STATES

$69.00

Fri, 0412612024
Sacramento, UNITED STATES

O o 0O

$53.00

Total: $244.00

1
| Back Cancel
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