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Pomona, CA  91768 

SAP Concur Travel Allowance Walkthrough User Guide –   
Creating an Expense Report with Travel Allowance in Concur 

General Information   

Per ICSUAM and the CSU Travel Procedures, the Expense Report must be submitted for reimbursement within 60 days of the end of the trip. To 
remain in compliance with Executive Orders and the CSU Travel Procedures, approval of the Expense Report must be obtained 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   

This guide is specifically designed to walk you through the process of creating an expense report 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
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Creating a New Report with Travel Allowance 

Processing Steps Screenshot 
Click on New and select 
Start a Report. 
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Processing Steps Screenshot 
The Create New Report 
page will appear – Create 
From an Approved Request 
is stated in the top left 
corner of the screen.   

Click on Create From an 
Approved Request. 
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Processing Steps Screenshot 
The following prompt will 
appear. Click on Create 
From an Approved 
Request. 
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Processing Steps Screenshot 
Select the approved 
request you are using to 
create the report, then click 
on Create Report. 
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Processing Steps Screenshot 
The next screen that 
appears will be the main 
screen of the open Expense 
Report. 

You will see that there are 
Alerts on the report you are 
creating. Please click the 
drop-down arrow to view 
the alerts. 

NOTE: ALERT! To properly 
calculate meals and 
incidental expenses 
allowance, several fields 
will have to be re-entered 
on the Report Header: 
Report/Trip Start Time, 
Report/Trip End Time, 
Destination City, and 
chartfield information. You 
will also have to enter your 
Home Address. Please click 
on View to input required 
data. 
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Processing Steps Screenshot 
The Report Header will 
appear. Once all data has 
been entered in the 
required fields, click Save. 
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Processing Steps Screenshot 
Once all data has been 
entered in the required 
fields on the Report 
Header, the Update Other 
Items dialog box appears. 
This is a notification that 
the expenses, itemizations, 
and allocations in the 
report will be updated with 
the chartfield entries that 
were made on the previous 
screen. Click Update. 
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Processing Steps Screenshot 
As you will see you are back 
to the main screen of the 
open Expense Report. 
The travel allowance details 
have been auto populated 
from the approved travel 
request. 
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Processing Steps Screenshot 
If you have any 
adjustments that need to 
be made, click on Travel 
Allowance, and then scroll 
down to select Edit Travel 
Allowance. 

Examples of Adjustments: 
Changes to meals provided 
by a conference or changes 
to personal days taken. 
After selecting Edit Travel 
Allowance, once you are at 
the Travel Allowance 
Adjustments screen, you 
will be able to make the 
necessary changes. 



Page 11 of 30 

CREATING AN EXPENSE REPORT WITH TRAVEL ALLOWANCE IN CONCUR             05/31/2024 

Processing Steps Screenshot 
The next screen you will 
see is Travel Allowance. 
After the Itinerary has been 
reviewed/adjusted to the 
accurate actual dates and 
times, click Next. 

Note: 
Accurate locations, start 
dates/times, arrival 
dates/times, departure 
dates/times, and end 
dates/times are critical for 
the system-automated 
calculation of allowances. 
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Processing Steps Screenshot 
The Travel Allowance page 
will appear. This area is for 
meal and incidental 
adjustments. 

NOTE: Please disregard the 
Lodging area on this screen. 
Although it appears 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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Processing Steps Screenshot 
Please note that the 
Reimbursement Amount is 
less for the first and last 
day of travel than the other 
days. For these specific 
days, the traveler will 
receive 75% of the per 
diem value. Once the Travel 
Allowances are reviewed 
for accuracy, click Finish in 
the bottom right corner. 

Note: The $5 incidental 
reimbursed per travel day 
is not reduced by 75%. 
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Processing Steps Screenshot 
To add additional expenses, 
click on Add Expense and 
select the expense/ 
expenses that should be 
added. 

Common additional 
expenses include 
registration, airfare, 
mileage, hotels, and 
parking. 

NOTE: Per policy, itemized 
receipts for all additional 
expenses of $75 or more 
must be submitted as 
attachments to the 
expense report. 
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Processing Steps Screenshot 
Once you have reviewed 
the details of your expense 
report, confirmed the 
information input is 
accurate, and reviewed the 
approval workflow, click on 
Submit Report. 

The CPP-User Electronic 
Agreement – Report is 
automatically prompted. 
Once reviewed and agreed 
upon, click on Accept & 
Continue. 
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Processing Steps Screenshot 
Once you click on Accept & 
Continue, the Report Totals 
is the next screen that you 
will see. Click Submit 
Report. 

The Edit Approval Flow 
screen is the next screen 
that you will see. This 
screen allows you to review 
the approval workflow. 
After confirming the 
approval workflow is 
correct, click on Submit 
Report. 
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Processing Steps Screenshot 
The Report Status screen is 
the next screen that you 
will see. This screen shows 
that your completed Report 
has been submitted for 
approval. Click Close. 
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Processing Steps Screenshot 
After clicking on Close, the 
next screen that you will 
see will be the Report 
Library. The Report Library 
provides the status of the 
expense report: Submitted 
& Pending Approval. 

If you need to create an 
additional Report, please 
click on + Create New 
Report (located on the 
right side of the screen). 
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View Expense Details (Appendix A) 
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View Expense Details 

Processing Steps Screenshot 
To view all added expenses 
in the Expense Report, go 
to the Manage Expenses 
screen. This screen will 
reflect the Travel 
Allowances for the report in 
addition to any other travel 
expenses such as lodging, 
airfare, and parking. 
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Processing Steps Screenshot 
To view the details of the 
Travel Allowances and all 
other expenses, click on the 
drop down arrow located 
to the right of the word 
View, located on the right 
side of the screen.   

In this example, the first 
row of information titled 
Daily Allowance provides 
the total amount that is 
reported for meals for April 
26th . The second row of 
information titled Daily 
Allowance (Incidentals) 
provides the total amount 
that is being Reported for 
Incidentals, $5.00 for April 
26th. 
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Travel Allowance Adjustment Examples (Appendix B) 
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Travel Allowance Adjustment Examples 

Processing Steps Screenshot 
To adjust your Travel 
Allowance, go to Home, 
then select Expense. select 
the report you need to 
make adjustments on. Then 
click on Travel Allowance 
and select Edit 
Adjustments. 
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Processing Steps Screenshot 
Example 1: You are 
attending a conference. On 
Monday, your breakfast is 
included with your room 
and your lunch is included 
with your attendance at the 
conference. You would 
select the box for breakfast 
and the box for lunch. By 
selecting these boxes, the 
Reimbursement Amount in 
the last column on the right 
has been reduced. 
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Processing Steps Screenshot 
To view the details after 
selecting the boxes for 
breakfast and lunch, click 
on Adjustments (located 
on the left of the screen) 
and select Reimbursement 
Details from the drop-
down menu.   
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Processing Steps Screenshot 
As you will see, the 
Reimbursement Amount 
has been reduced by 
$33.00. 

Note: The $5 incidental 
reimbursed per travel day 
is not reduced by 75%. 
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Processing Steps Screenshot 
Once you have completed 
reviewing the details, 
please click on 
Reimbursement Details 
and select Adjustments 
from the drop-down menu 
to return to the previous 
screen. 
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Processing Steps Screenshot 
Example 2: You are 
attending a conference. On 
Tuesday, you are taking the 
day as some personal time 
off – unrelated to the 
conference. For this 
instance, you would select 
the box Exclude Day. As 
you can see by selecting 
this option, the total per 
diem is removed as it nets 
to zero. 
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Processing Steps Screenshot 
Example 3: You are 
attending a conference. On 
Tuesday, all of your meals 
are included. For this 
instance you would select 
the boxes for breakfast, 
lunch, and dinner. By 
selecting these boxes, the 
Reimbursement Amount in 
the last column on the right 
has been reduced to reflect 
the $5 for incidentals. 
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Processing Steps Screenshot 
Once all adjustments have 
been completed, please 
click Finish. 
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