CREATING A TRAVEL REQUEST IN CONCUR 01/23/2019
- ______________________________________________________________________________________

General Information

A Travel Request is required to be completed and approved for all travel types and funding sources (State, Foundation and ASI), 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

All travel for faculty, Domestic and International: College Dean

All travel for faculty and staff, Domestic: Vice President’s 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

YV VVYVYVYYV

Creating a New Domestic Travel Request

To create a new Domestic Travel Request, click on “New” > “Start a Request” from the Concur home page.

Help «
SAP Concur Requests Travel Expense App Center Profile .

-
CAL POLY POMONA

i SOMS + 06 00 06
Hello, CPP Staff Newd)  Authorization Available Open
1 Requests Expenses Reports
COMPANY NOTES
MY TRIPS (0) - Start a Report

Enter Mew Reservation

Welcome to Concurl i
You currently have no upcoming trips. Upload Receipts

For University travel policy information, please refer to the CSU Travel Procedures located on the University Accounting Services website
at www.cpp.edu/~fas/university-accounting-semnices/travel/index_shtml
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CREATING A TRAVEL REQUEST IN CONCUR 01/23/2019

The “Request” page will appear, with the “Request Header” tab selected. On the “Request Header” tab, complete all required and optional fields. Each required

field is identified by a red line on the left of the box. Use the drop-down arrows and the calendar when available on each field. After entering all required and
optional information, click “Save”.

Note: It is recommended to include the trip purpose and destination in your Trip Name. Ex. “Training in Oakland”; “AVS Conference in New York”.

R When entering a request, if you are using If you are traveling to a State that is p—
eq uest non-state funds (Foundation), change your currently on the travel ban listing (AB 1887), - i .
Request Policy to Foundation by clicking on utilize the travel ban section of the Request Status: Not Submitted
Request/Trip Name: the drop down arrow. This field cannot be Header to document whether an exception
Additional Information: changed once your request information has If the travel includes student participants, applies and input your justification in the
been entered and submitted. please check the associated box. field provided.
Request Header | Expense: pproval Flow || Audit Trai
Request Policy Request/Trip Name Request/Trip Start Date / Request/Trip Start Time RequestTrip End Date RequestTrip End Time: Once done eme[ing your [eques‘t i
|"TEST CPP-State Travel Request Policy-N | v | IFDA Conference | |u9m3f2u1s / || | 08:00 am |v ‘ | 09/05/2018 |‘ 05:00 pm ‘ v ‘ information into the Request Header, click
on Save. -
City Destination Stately Country High HazardWar Risk (Advisory Levels 3 & 4) Travel Ban Justification
| Oakland, California | [ cavrorni | v| | UNITED STATES / | ~| | ‘ [F|Travel Ban Exception [ \
#
Traveler Type Trip Type Divigion RequestiTrip Purpose Does this trip contain personal travel? Personal Dates of Travel
Staff | | | In-State Travel | || [l traver incudes Student Participants | Administrative Affairs | ~| | Conference Attendee | v | Ho ‘ v
I8 Faculty classroom coverage reguired? | Additional Information
| - | || For faculty travelers, please input whether classroom
‘ coverage is reguired for the duration of your travel. If If any portion of your travel includes personal time,
coverage is required (Yes), please input how your class(es) please select Yes from the drop-down menu and Wh :
; len entering your chartfield string, please
| will be covered and by who in the Additional Information field. input the personal travel dates in the delivered field. begin typing a?u}j' click on the apprn%riZte ol
Department, Program and Class. Project will
Business Unit Fund Department Program Class. Project generally not be used for travel related
POCHMP v | (POMO1) OPERATING FUND | | (67700) Accounting Services | | (0602) Fiscal Operations. ‘ | (0000D) No Class Value ‘ | q—.— activity.

Once you click on “Save” on the “Request Header” tab, you will automatically be routed to the “Expenses” tab. This tab will be used to enter your estimated
expenses for your trip. Select the appropriate “Expense Type” for your trip and complete the required and optional fields, including estimated amount.

Request 336N T T T

Status: Not Submitted
Request/Trip Name: FOA Conference
Additional Information:

Request Header | Expenses || Approval Flow | Audit Trail

+ New Expense | «

Expense Type:
[[] Date | Expense Type ‘ Amoum| Requested
To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense, click the expense on the left side of the page
01. Travel Expenses 02. Transportation 03. Meals 08. Other
Click on an expense type to oy Hotel - Domestic Airfare :?W?g\rg:’qr:ﬁ:g::mwance— Miscellaneous
the right to access the next Incidentals Car Rental

Registration Fees
page and enter your estimated

travel expense.

Daily Meals - Domestic
Lodging Allowance - International  Fuel Mileage

Parking
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CREATING A TRAVEL REQUEST IN CONCUR

Some frequently used “Expense Types” include:

» Hotel — Domestic (used for in-state and out-of-state domestic travel)

Expense Type

Trangaction Date Description Room Rate, excluding taxes)y»

|H|:|1&I-Dum&5tic |v| | 09/03/2018 || |159_uu

| Enter the hotel check-in date. I/ I

Transaction Amount
|4uu.oo | |u5[:- |v|

i

Your Transaction Amount
should be equal to your
room rate, plus all applicable
hotel taxes and fees, for all

01/23/2019

Justification for Lodging over the Cap Comment Ensure YOU are Enlering lhe room [alej
per night, excluding taxes. This will allow
reviewers, approvers, and Accounts
Payable to ensure your room rate does
not exceed the cap. In the event your
lodging exceeds the cap, input a
justification in the field provided.

nights of your travel.

> Airfare
Expense Type Transaction Date De=scription Transaction Amount
Airfare |v| |umn3.rzu1s || |3nn.uu | |USD |v|

Enter the flight departure date.

4 N\

Comment

I'm fhying out the moerning of my conference
since it starts at 10:004AM -

Be sure to click the Save button after each entry. | ==

[ Allocate H Cancel ]

Comment field to document the additional
information.

applicable taxes and fees.

If comments are needed, such as why you Your Transaction Amount should be for
may be departing a day early due to the your round-trip airfare, including all
. T start time of your event, utilize the

| Be sure to click the Save button after each entry. I_..
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» Mileage

Expense Type Date Distance Mileage
[ Mileage ‘ W l [ 09032018 |] [ 336 0.545
Amountfyz Comment
0.00 USD  w ] ]
Enter the tatal mlleage you Note: You have the option of entering your
- ¢ c 2 c Mileage as one entry for your entire trip, or
Enter the first date antlupaie to drive for this “Ip' separate entries for each day of your trip
af travel. that you will incur mileage.

Once you click the Save button, the Amount field

will automatically calculate your total.

Allocate ][ Cancel ]

| Be sure to click the Save button after each entry. I _—

Expenze Ty Date Distance Mileage
| wiage |v| |osn3r018 | [338 | 0545
Amountlyz Comment

18.31 USD W

**1f your travel will be funded by multiple University Chartfields, please refer to the “Allocating Expense Types to Multiple Chartfields” section below.**
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Once all estimated expenses have been entered, and expense allocations have been made, you will see a summary on the left side of the screen with the total
amount requested. You are now ready to review your approval workflow and submit your Travel Request for approval. Click the “Approval Flow” tab to be
routed to the approval workflow screen.

Req Uest 33 6 N Attachments * Cancel Request

Status: Sent Back to User
Request/Trip Name: FOA Conference Amount: $718.31
Additional Information:

Request Header | Expenses I_LAppmval Flow |I Audit Trail
+ New Expense C] «
Expense Type:
|:| Date | Expense Type ‘ Amount Requested
[] osmzzo1e Hotel - Domestic £400.00 £400.00 To create a new expense, click the appropniate expense type below or type the expense type in the field above. To edif an existing expense, click the expense on the left side of the page.
[] osiarots Airfare $300.00 $300.00 )
o 01. Travel Expenses 02. Transportation 03. Meals 08. Other
[] oswarzo1a Milsage 5183 518.31 Hotel - Domestic Airfare Daily Meal Allowance - Miscellaneous
t International
Incidentals Car Rental Registration Fees
Daily Meals - Domestic
Lodging Allowance - International ~ Fuel Mileage
Parking
The amounts entered for each
. Taxi
expense type will appear here
as a summary of the estimated Train
| expenses you anticipate
incurring for this trip. TOTAL AMOUNT || TOTAL REQUESTED
$718.31 $718.31
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CREATING A TRAVEL REQUEST IN CONCUR 01/23/2019

Review the approval workflow and input the appropriate approvers based on the criteria for each approval step noted below. If additional approvers need to be
added based on your divisional, college or department internal approval process, you can do so by clicking on the “plus signs” on the “Approval Flow” tab. By
hovering your mouse over the “plus sign” before clicking on it, it will indicate the action that will be taken; either adding a step before or after the current
approval field. Once an additional approver field has been added, type in the individual’s last name and click on it to populate the field.

Note: All fields that appear in the Approval Flow screen must have an approver
selected. In the event a field is left blank, system errors can occur; which may
delay the approval of the Travel Request

Request 336N

Request/Trip Name: FOA Conference
Additional Information:

Save Workflow Attachments * Print / Email »

Status: Sent Back to User
Amount: $718.31

I Use the "plus sign” to add additional approvers to the workflow. I
Reguest Header | Expenses || Approval Fliow || Audit Trail

Manager Approval will self populate with
your default travel approver designated
in your Request Settings. The traveler

Dean Approval wil self populate with a
Wanager Approval:

faculty members default travel approver
cannot alter this field. For faculty, this — © 2 designated in your Request Settings.
should be the Dept Chair. For staff, this The traveler cannot atter this field. Will
should be the HEERA Manager. If the skip this step if Traveler Type is not
individual identified is incorrect, please Dean &pproval (Facuty Travel Onby): faculty. If the individual identified is
contact the IT Service Desk to have it o Wp—

incorrect, please contact the M Service

updated. Desk to have it updated.

(this sfep may be skipped)

Staff domestic travel for all Divisions,
except Academic Affairs. The traveler
will need to select the appropriate sub-
delegate for their Division/Unit. Wil skip
this step if the traveler's Division equals
Academic Affairs.

m

Domestic Travel Approval (excluding Academic Affairs):

o Faculty and staff domestic travel, less
sl | Approver1, Man ager T.

than 53,000, for the Division of
Academic Affairs. The traveler wil need
to select the appropriate sub-delegate
for their College/Unit. Wil skip this step if
the traveler's division does not equal

[+] A | Academic Affairs and the travelers total
travel is more than 53,000,

(this sfep may be skipped)

Academic Affairs Approval (Domestic Travel less than $3,000):

Faculty and staff domestic travel, of
53,000 or more, for the Division of
Academic Affairs. The traveler cannot
alter this field. Wil skip this step if the

(this step may be skipped)

Academic Affairs Approval (Domestic Travel of $3,000 or more); All faculty and staff International and

L —_ (+] High Hazard International travel for all
e divizions. Approval must be obtained
Academic Affairs and the travelers total . N fromih .F‘r £ thice President of th
travel is less than §3,000. A name wil (this step may be skipped) pmine Frovestiics Fresident of the

respective Division. The traveler will
need to select the appropriate approver
for their Division. Wil skip this step if

still appear in the field as a system

default if skipped. kiternational & High Hazard Travel Approval (Requires VP or Provest Approval):

(this step may be skipped)

Page 6 of 21

~ — ) ) : )
© your Trip Type is not International or if L
High Hazard is not selected. -
) (this step may be skipped)
All faculty and staff International trawvel -
that is War Risk requires President and o All faculty and staff International travel
CO approval. The traveler cannot alter War Risk Approval for all divisions. Approval must be
this field. Wil skip this step if War Ri?k is || s— | t obtained from Risk Management and
not selected. A name wil stil appear in th may be sk International Travel Insurance must be
the field as a system defautt if skipped. (this step may ipped) procured by Risk Management for the
travel to be approved. The traveler
Risk Management Approval (Al international Travel): cannot atter this field. Will skip this step
or Ria A | if your Trip Type is not International. A

name will still appear in the field as a
system default if skipped.




Once done, click “Submit Request” in the upper right corner of the screen. The “Final Review” window will appear. Read through the user electronic agreement
and click “Accept & Submit” to acknowledge confirmation of your submission.

Final Review

*CPP-User Electronic Agreement - Request
By clicking on the “Accept & Submit™ button, | certify that:

A, Certification of Minimum Liability Insurance Reguirements and Condition of Vehicle

| have liability insurance in at least the felowing amounts: 315,000 for personal injury to, or death of, one persen,
530,000 for personal injury te two or mere persons in one accident, 55,000 for preperty damage. | further certify that

my vehicle is adeguate for the work performed, equipped with seat belts and in safe mechanical condition; that a
current Privately-Owned Vehicle Insurance Certification Form STD 281 is on file with my supervisor; and that any
accident which may eccur while the vehicle is being operated on State business will be reported within 48 hours on
Form STD 270. | have satisfactority completed a CSU Approved defensive driving course. | am in possession ofa
valid Califernia 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 mare than three thereof) during the past
twehlre month period.

ept & Submit

Your request is now submitted and pending approval.
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CREATING A TRAVEL REQUEST IN CONCUR 01/23/2019

Allocating Expense Types to Multiple Chartfields

If your travel will be split funded using multiple University chartfields, you have the ability to allocate each expense by percentage or amount. To allocate any or
all “Expense Types” to more than one chartfield, click the “Allocate” button on any “Expense Type” screen. Note: If your travel will be funded by University and

Foundation sources, a separate Travel Request will need to be completed for each funding source. The allocation functionality will only allocate funding sources
within the same policy, not across different policies.

Expense Type Transaction Date Description Room Rate, excluding taxes(y
Hotel - Domestic | v | | 09/03/2013 || 169.00

Transaction Amount Justification for Lodging over the Cap Comment
200.00 | |u5|3- |v|

Allocate Cancel

The “Allocations for Request” window will appear. Select which expenses you would like to allocate in your Travel Request by checking the box next to the
“Expense Type”. Once all selections have been made, click on the “Allocate Selected Expenses” button.

Allocations for Request : FOA Conference O x

Reguest List Allocations

Allocate Selected Expenses Clear Selections Summary |

D Date » Expense Type Group | Amount |
E 09032018 Hotel - Domestic 5400.00
[] ominzizo1s Airfare $300.00
[] oermzizo1s Mileage $18.31

Cancel
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CREATING A TRAVEL REQUEST IN CONCUR

01/23/2019

The “Allocations” side of the window will update to allow input of the desired chartfield information to allocate the selected “Expense Types”. Travelers have
the option of allocating by percentage or amount by clicking on the “Allocate By” button and making the respective selection. Additionally, by selecting the “Add

New Allocation” button, the traveler can add multiple lines to input multiple chartfields for allocation.

Allocations for Request : FOA Conference

Click Add Mew Allocation to add additional lines 0O x

for each chartfield you would like to allocate to.

Total:$400.00  Allocated: $400.00(100%) Remaining:$0.00(0%:)

Request List Allocations

Summary

[] Amount \ | Business Unit | Fund

| Department

Add to Favorites

Program Class Project Code

[[]| s400.00 (POMO1} OPER....

N

(67700} Accou... | | (0602) Fiscal ... (00000) No Cla... POCMP-{POMO1) OPERATING FUND-{67700...

Allocate By: »

Percentage

Amount

You can select to allocation by
either percentage or amount.

Cancel

Once the selection has been made to allocate by percentage or amount, and the appropriate number of allocation lines has been added, allocation information

can be entered as noted below. Once done, click “Save”.

Allocations for Request : FOA Conference 0 x
Request List Allocations | Total:$400.00  Allocated: $400.00{100%) Remaimng:woo(o%:l
Allocate By: v Add New Allocation Add to Favorites
D Amount | Business Unit Fund Department Program Class Project | Code I
]| s200.00 POCKP (POMO1) OPER... | | (67700) Accou... | | (0802) Fiscal ... (00000} No Cla... POCWP-{POM01} OPERATING FUND-(E7700...
[]| s200.00 POCMP (UEQDM} TF CA... | | (67900) Stude... (0802} Fiscal ... (C5020) Cost ... POCMP-(UEQO1) TF CAMPUS SERV-INTERN....

I

A summary of the amount allocated will
appear in the upper right corner of the
screen, detailing the remaining amount to

be allocated. This is displayed to ensure

Enter the chartfields you would like your expense allocated
to, as well as the amount or percentage you would like
allocated. The complete charffield string will populate
under the Code field.

100% of the expense is allocated
amongst the chartfield strings entered.

Be sure to click the Save button after you are done with your allocation.

Cancel
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Once the traveler clicks “Save” on the “Allocations for Request” window, an allocation icon will appear on the summary listing for the “Expense Type” that was
allocated. (Note: The icon displayed on the “Expense Type” in Travel Request is different than the icon displayed on the “Expense Type” in the Expense Report.)

Request 336N

Request/Trip Name: FOA Conference
Additional Information:

Request Header ” Expenses ” Approval Flow ” Audit Trail |
+ vowBperse «
|:| Date | Expense Type Amount Requested
09/03/2018 Hotel - Domestic £400.00 £400.00
[ Expense Type has been allocated.
D 05/03/2018 Airfare £300.00 $300.00
|:| 08/032018 Mileage 5183 5183
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CREATING A TRAVEL REQUEST IN CONCUR

01/23/2019
|

International Travel

The process for creating a Travel Request for International Travel follows the same steps as Domestic Travel, except for some variations in “Request Header”
fields and “Expense Types” that will be selected for lodging and meals/incidentals. Travelers to foreign destinations will receive a fixed amount per diem for

lodging, meals and incidentals in accordance with the Federal Maximum Travel Per Diem Allowances for Foreign Areas published by the U.S. Department of State
Office of Allowances.

When creating a Request for International Travel, be sure to identify your “Trip Type” as “International” to ensure your Travel Request will be routed to the
appropriate approvers. Additionally, if you are traveling to a foreign destination that is currently listed as High Hazard (Advisory Level 3) or War Risk (Advisory
Level 4), denote this in the field provided on the “Request Header”. (Note: A selection for “Destination State” is not required for International Travel since the
field only houses US State options to select from. Your international destination will be identified by your “Destination City” and “Destination Country” selected.)

Request

Status: Not Submitted
Request/Trip Name:

Additional Information:

Request Header || Expenses | Approval Flow | Audit Trai

Request Policy Request/Trip Name: Request/Trip Start Date: Request/Trip Start Time Reguest/Trip End Date Request/Trip End Time
I *TEST CPP-State Travel Request Policy-N ‘ ~| Ir.!ichelle- International Travel | [10103/2015 |‘ [ ‘ v [10/1 012018 |‘ | ‘ ~|
Destination City Destination Statefy Destination Country High Hazard/War Risk (Advisory Levels 3 & 4) Travel Ban Justification
Paris, FRANCE [ [+]| [France [+ [l Hion Hazara aavisory Leveiz) [ravel Ban Exception [ |
Traveler Type Trip Type \ Division Request/Trip Purpose Does this trip contain personal travel? Personal Dates of Travel
Staff ‘ hd | Ilmematmna\ —\ v | [ Travel includes Student Participants Administrative Affairs ‘ hd | Conference Attendee e ‘ I No ~ | | ‘
Is Faculty classroom coverage required? “Addftional Information Wh . i .
en selecting an International location in If your foreign destination is currently classified as High High Hazard/War Risk (Advisory Levels 3 & 4}
‘ v | the Destination City field, the Destination Hazard (Advisory Level 3) or War Risk (Advisory Level 4), B ‘ Orra
Country will auto-populate. However, please please denote this in the field provided. You can search /
make sure to review your entries to ensure the selections by entering a % in the field, or begin typing - Type to search by: ® TexT (O cope (O ETHER
the city and country are comectly matched. either selection. (Code) Text 3
High H; rd (Advi Level 3]
Business Unit Fund Department Program Class Project igh Hazard isory Level 3)
POCMP v I(PDMD‘\}DPER\TING FUND | l(&??[l[l}Al:t:uunlmg Services ‘ l(nsnz‘, Fiscal Operations. | l(unuun} No Class Value ‘ | | War Risk (Advisory Level 4)
For International travel. ensure you select

"International” for your Trip Type. This will ensure
your Request goes through the proper approvals.
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Once you have completed the information on the “Request Header”, from the “Expenses” tab, select the “Lodging Allowance — International” and “Daily Meal
Allowance — International” “Expense Types” to enter your per diem amounts for your trip; and complete the required and optional fields.

Req Uest 33(: F Attachments Print / Email * Delete Request Submit Request

Status: Mot Submitted

Request/Trip Name: Michelle - International Travel
Additional Information:

Request Header || Expenses ” Approval Flow | Audit Trail |
(rreveome ) (B0 «
Expense Type:
|:| Date | Expense Type | Amount | Requested
To create a new exp . click the appropn: p type below or fype the expense type in the field above. To edif an existing expense, click the expense on the left side of the page.
01. Travel Expenses 02. Transportation 03 Meals 08. Other
Hotel - Domestic Airfare Daily Meal Allowance - Miscellaneous
International
Incidentals Car Rental Registration Fees
Daily Meals - Domestic
Lodging Allowance - International | Fuel Mileage
Parking
Taxi
Train
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Lodging Allowance — International

Description
E]

Number of Days

NE

Allowance Amount

Enter the Foreign Per Diem Rate for

Enter the number of days you
expect to procure lodging on your
trip. (Mote: This may not be the
same number of days as your actual
travel; only the days you need
lodging in the foreign country_)

Expense Type Transaction Date
Lodging Allowance - International | W ] [ 10/08/2018
Tran=saction Amount Comment
0.00 usp  w
N Lodgr!g for the Country/City you are
u requesting to travel to. The rate can be
o found on the U.S. Department of State -
[ Office of Allowances website.
. Enter the first day of I~
Once you click the Save your travel -
button, the Transaction i n
Amount field will :
automatically calculate your n
total. L]
[
[ ]
L]
1]
: Be sure to click the Save button after each entry. — Albcate
[
[ ]
[
L
Foreign Per Diem Rates In U.S. Dollars
DSSR 925
Countryj* FRANCE
Publication Date: 10/01/2018
-
Previous Rates: fmm 1/2018 . Go |
Country Post Makil M & IE | Maximum Per Effective
Name Name Begin End Lotw'ng Rate Rate Diem Rate [RETinTitE Date
|FRANCE |BUrdeaux | 01/01 ‘ 12/31 | :216 | 137 | 353 | N/A | 06/01/2018
L]
FRANCE Other 01/01 12/31 N 223 134 357 N/A 06/01/2018
| FRANCE Paris 01/01 12/31 508 View 06/01/2018 |
|FRANCE  |Strasbourg | 01/01 | 12/31 | 394 | na | os/o1/2018
Expens@Type Transaction Date Des Allowance Amount Number of Days
[ Lodginl Allowance - International | v ] [ 10/08/2018 |] | [425.00 ] [2
Transaction Amount Comment
850.00 UsD w
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Daily Meal Allowance — International

Expense Type Tr tion Date Description Allow Amount Number of Days
[ Daity Meal Allowance - International | W l [ 10/08/2018 |] 1‘133.00 ’ ] [ 3 ’
[ ]
[ ]
(]
Transaction Amount Comment A
0.00 UsD v :Enter the Faoreign Per Diem Rate for Enter the number of days you
m Meals and Incidentals for the ~ expect toincur n_'leals and
Country/City you are requesting to incidentals in the foreign country on
travel to. The rate can be found on your trip. (Note: This may not be
the U.S. Department of State - the same number of days as your
Once you click the Save Enter the first day of Office of Allowances website. actual travel; only the days you
button, the Transaction your travel. expect to incur meals and
Amount field will 5 incidentals in the foreign country.)
automatically calculate your : S —
total. -
e — [ ]
n Be sure to click the Save button after
: S [ wocate ] [ canca |
[ ] Allocate Cancel
n S — -
[]
[]
[
Foreign Per Diem Rates In U.8. Dollars
DSSR 925 :
Country: FRANCE 4
Publication Date: 10/01 42018
Previous Rates: 10,’01;’2018[ Go
[]
I
Country Post Maxil M% IE | Maximum Per Footnote Effective
Name Name End Lodging Rate #Ie Diem Rate Date
| FRANCE | Bordeaux ‘ 01/01 12/31 216 :3? 353 ‘ N/A | 06/01/2018
FRANCE Other ‘ 01/01 12/31 223 34 357 ‘ N/A 06/01/2018
I FRANCE Paris ‘ 01/01 12/31 425 608 ‘ View 06/01/2018 |
|FRANCE  |Strasbourg | 01/01 | 12/31 252 142 304 | wa | os/01/2018
Expense Tyge Transaction Date Allowance Amount Number of Days
[ Daity Meal pllowance - International | W ] [ 104082018 |] [ 183.00 ] [ 3
Transaction Amount Comment
545.00 UsD
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CREATING A TRAVEL REQUEST IN CONCUR

01/23/2019

Adding Attachments

Additional documentation may be required to be attached to your Travel Request, based on your divisional, college or department internal process; as well as
due to student participants and international travel. To attach documents to your Travel Request, click on “Attachments” > “Attach Documents” in the upper
right corner of the Travel Request screen. This can be done while working on any tab in your Travel Request.

Profile =

I Aftachments = | Print / Email =

View Documents in a new window

Cancel Reguest

Submit Request

tus: Sent Back to User
Amount: $718.31

Attach Documents

Delete Documents

The “Document Upload and Attach” window will appear. Click on “Browse” to select the file you wish to upload.

Document Upload and Attach 0O x

“'ou may attach scanned images.
“ou may choeose up to 10 fies to attach to the request.

For best results, scan images in black & white with a resolution of 300 DPl or lower.

Click Browse and select a .png, .jpg, .jpeq, .pdf, .tif or .iiff file for upload. 5 MB limit per file.

Files Selected for uploading:

No files selected

| Close |
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Once selected, click on “Upload”.

Document Upload and Attach O x

“ou may attach scanned images.
“ou may choose up te 10 files to attach to the reguest.

For best results, scan images in black & white with a rezolution of 300 DP or lower.

Click Browse and select a .pna, .jpa, .jpeq, .pdf, .tif or .tiff file for upload. 5 MB limit per file.

Files Selected for uploading: m Upload

Concur Test Receipt #1.pdf Remove

The file status in the “Document Upload and Attach” window will update to show “Attached”, confirming your document was successfully attached. Once you
have completed your document upload, click on “Close”.

Document Upload and Attach 0O x

“fou may attach scanned images.
“fou may choose up to 10 files to attach to the reguest.

For best results, scan images in black & white with a rezolution of 300 DPI or lower.

Click Browse and select a .png, .jpa, jpeq, .pdf, Aif or Aiff file for upload. 5 MB limit per file.

Filez Selected for uploading:

Concur Test Receipt #1.pdf
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CREATING A TRAVEL REQUEST IN CONCUR

Checking the Status of your Request

With Concur, you have the ability to check the status of your Travel Request in the system in real time. From the Concur home page, click on “Requests” in the

menu bar at the top left side of the screen.

The “Managing Requests” screen will appear. This screen will default to show the Active Requests that a traveler currently has pending. These can include

SAP Concur Requests

CAL POLY POMONA
Hello, CPP Staff

Travel Expense App Center

requests that are not yet submitted for approval, or those that have been submitted and are pending approval.

» By clicking on the “View” button on the left of the screen, you have the ability of changing the filter status of your request to one of seven (7) options;

including “All Requests”, which allows a traveler to view all requests entered into Concur under their profile.

» By reviewing the information in the “Status” column, a traveler can determine where their request is in the process; such as Approved, Submitted &

Pending Approval, or Not Submitted.

Manage Requests New Request Quick Search

Active Requests

® Active Requests r—

Unsubmitted Requests

Pending Requests

You can select one of seven (7) filter
options to view your Travel Requests.

Approved Requasts

View =
Cancelled Requests
— Closednactivated Requests
Request Name :| Begins With All Requests |
D | Request Hame | Request ID Status Request Dates » Date Submitted Total | Approved ... | Remaining... Action
] Test Workflow_BF 3369 Approved 091282018 09/25/2018 $259.00 £259.00 $299.00 Expenze -
'[I;he Statuts Cﬁlum[t‘h TRERS
acuments wnere the
D Linda Los Angeles 336Y Approved c_ 09/28/2018 08/28/2018 $311.50 $311.50 33187 Expense
e | Travel Request is in the
process. 0972812018
D Helen student affairs 336V Approved 092712018 09/27/2018 $35.00 £35.00 20.00 Expense
0942712018
[ Helen Over 55000 same day travel 336W Submitted & Pending Approval - Approver!, Manager T. 0902712018 092712018 54,180.25 50.00 50.00
0927i2018
D FOA Conference 336N Sent Back to User - Traveler!, CPP Staff T. 09032018 092712018 71831 50.00 S0.00 i

Page 17 of 21




CREATING A TRAVEL REQUEST IN CONCUR

Delete a Travel Request

A Travel Request can only be deleted when it has not yet been submitted for approval and has a “Status” of “Not Submitted”. To delete an unsubmitted

request, click either:

» The “Open Requests” tile in the “Quick Task Bar” on the home page.

MY TASKS
4] Open Requests - m Available Expenses—» m Open Reports -2
03/31 Copy of CSU Business Confer... You currently have no available 12/13 Helen - Dory
$1,379.31 — Travel expenses. $1,468 36 Returned

01/01 Dory - Jan 2019 Mileage
$109.00 — Travel

1217 Adrian - "Business Travel”
$3,869.49 — Travel

1210 Manisha Desai-CSU CONFER...
$185.00 — Travel

12/01 Helen - Blanket REQUEST for...
$43.60 — Travel

» Onthe meny, click “Requests”.

SAP Concur Requests Travel

1213

Helen - Natalie
$1,468.36 Retumed

12113

Helen - Linda
$1,468.36 Retumed

12112

Helen - Adrian
54844

12/03

Nov 2018 Mileage Supervision
$18.63

App Center

> CalPolyPomona

Hello, CPP Staff
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The “Manage Requests” page will appear. Select the check box to the left of the desired request. Click “Delete Request”.

Manage Requests MNew Request Quick Search

Active Requests (41)

Copy Request

| Request Name | v] | Begins With | W ] [ ]
|:| | Request Name | Request ID | Status | Request Dates v Date Submitted Total | Approved ... | Remaining... Action
Copy of CSU Business Conference 33FE Not Submitted 03/31/2019 $1,379.31 20.00 50.00 L]
04/02/2019

Copy a Travel Request

With the “Copy Request” feature, a traveler can select a Travel Request and copy it as a template for the new request. The new Travel Request can then be
edited as desired. Any Travel Request can be copied — regardless of the status or whether it is open or closed.

To copy a Travel Request, select the check box to the left of the desired request on the “Manage Requests” page. Click “Copy Request”.

Manage Requests Mew Request Quick Search

Active Requests (/2)

Delete Request

| Reguest Name | V] | Begins With | Vl [ l [ Go ]
O | Request Name | Request ID Status Request Dates Date Submitted a Total | Approved ... | Ren
Now 2012 Mileage Supervision 33H3 Not Submitted 1i20a $109.00 S0.00
1143062018
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After clicking on “Copy Request”, you will be asked to enter a new name for the new Travel Request. In the “Request Name” field, delete “Copy of” and change
the month. In the “Starting date for New Request” field, enter the first day of the month you are creating the new Travel Request for. Click “OK” when done.

Copy Request x Copy Request

The zelected request with appropriate request entries will be copisd. The selected request with appropriate request entries will be copied.

Existing Request: Existing Request:

We have provided a default name. Change the name if desired. We have provided a default name. Change the name if desired.

Reguest Name: | Copy of Nov 2018 Mileage Supervisi < | Request Name: [Dec 2018 Mileage Supervision J

Last Date of Source Request:  Friday, November 30, 2018 Last Date of Source Request: Friday, November 30, 2018

New Request: New Request:

“ou can change the start date of the new reguest.

If you provide a date below, the request start date or the earliest request entry on the new reguest wil be given that date and
dates for all other reguest entries wil be adjusted based on that. Otherwise, the start date will be defined as Last date of

“ou can change the start date of the new request,

If you provide a date below, the request start date or the earliest request entry on the new reguest will be given that date and
dates for all other request entries will be adjusted based on that. Otherwise, the start date will be defined as Last date of

s0Urce reguest +1. source reguest +1.

|] - | Starting date for New Request: | 12/01/2018 |m]

Starting date for New Reguest:

[~]Expected Expenses [“lExpected Expenses

oK Cancel m Cancel

The new Travel Request will appear with the new “Trip Name” and new “Trip Start Date”. Depending on the number of days in the month, you may need to
update the “Trip End Date” field to include the last day of the month. On the “Expenses” tab, you have the option of changing the estimated mileage for the
particular month if needed; or, you can click “Submit Request” if no adjustments are needed.
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CREATING A TRAVEL REQUEST IN CONCUR 01/23/2019

Close/Inactivate a Travel Request

A Travel Request can only be closed/inactivated when it has been submitted for approval and has a “Status” of “Approved”. Travel Requests should only be
closed/inactivated for the following reasons:

» The trip has been canceled.

» The trip has already occurred, and the Travel Request was for a zero-value due to a third party funding the trip.

> All Expense Reports have been submitted and processed for payment against the Travel Request.
To close/inactivate a Travel Request, select the check box to the left of the desired request on the “Manage Requests” page. Click “Close/Inactivate Request”.

Manage Requests New Request Quick Search

Active Requests (41) e
Request Name v | Begins With v ‘ | | Go
|:| | Request Name | Request ID Status | Request Dates v Date Submitted Total | Approved ... | Remaining... Action
2018 Tax Forum 33HK Approved 11/05/2018 12/07/2018 $B866.64 $866.64 $67.00 Expense
Sales Tax, Use Tax, UBIT, NRAT,
Bond Income Tax Issues 110712018

Campus Contact Information

If you have questions regarding the Travel Procedures or how to use Concur, please contact:

Travel@cpp.edu

A staff member from University Accounting Services/Accounts Payable will contact you to address your question.

If you have technical questions regarding the Concur system, or your default approvers need to be updated, please contact:

Cal Poly Pomona IT Service Desk
itservicedesk@cpp.edu -or- (909) 869-6776
Submit a Request IT or Fix It ticket using the IT Service Portal at https://cpp.service-now.com/ehelp
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