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Concur Travel & Expense (CT&E)

Overview

User Profile

Travel Request
« Blanket Travel Request for Mileage
« TeamTravel Request
« Travel Advance

Questions
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Concur Travel & Expense (CT&E)

* Travel & Expense Modules

 User Roles

» Corporate Travel Cards
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CT&E Overview

SAP Concur Requests Travel Expense

 Concur has 3 Modules:

v Request — Replaces the Travel Authorization form and is required to obtain
pre-approval of your travel prior to making any travel reservations.

v Travel— Concur Travel should be used to book airfare and make rental car and
hotel reservations through the University’s travel management company,
Christopherson Business Travel (CBT) either by using the online booking tool
or booking directly with a CBT agent.

v Expense— Replaces the Travel Claim form and is required to request
reimbursement for out-of-pocket expenses, and to reconcile any university
prepaid transactions including US Bank State Travel Card transactions.
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CT&E Overview

« Traveler — faculty/staff on official business travel

* Approver — for Request (Travel Authorization) & Expense Report (Travel Claim)

« automatically assigned but can be altered with proper delegation from the
Administrator
« 1st Approval Level - HR “Reports-to”
« 2nd Approval Level — Cost Object Approver based on CFS Delegation of
Authority

« approval role can only be delegated to another approver in case of

absence/days off from work
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CT&E Overview

Delegate

« Can prepare, review and in some cases, approve “Request” and “Expense’
on behalf of a user but only the Traveler can submit completed “Request”
and “Expense”.

« An employee who is allowed to perform work on behalf of another
employee.

Delegate Permissions are only for Request and Expense. You will also need
to add this delegate as an Assistant/Travel Arranger to allow them to
book travel via Concur.
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CT&_ E Ove rVI eW This permission can only be

assigned to an employee

Delegate - permissions
which can be delegated to
an employee by a Traveler
with approval role

Approve Travel Requests
and Expenses Reports
without date constraints
Approve Temporarily
(beginning/end date
required)

Preview Travel
Request/Expense Report for
Approver prior to Approval
Receive a copy of Approval
Email Notifications

Request Delegateg already set up as an approver.

Delegates | Delegsate For

s [oon Lovee

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

|-:sth‘:.-' beard| | Cancel

Expense and Reguest share delegates. By assigning permissions to a delegate, you are assigni

Can Can View Can Use Receives Can
[_| Wame Prepare Receipts Reporting Emails Approve

Expense Delegates

permissions for Expense and Reguest.

Can Approwve Can Prewview For Receives Approval
Temporary Approwver Emails

Delegates | Delegate For

e D

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

Search by employes name, email address, employee id or login id

|Eathy Beard |m Cancel

Expense and Regquest share delegates. By assigning permissicns to a delegate, you fre assigning ermissicns for Expense and Reguest.

Can
Approwve

Can Can View Can Use Receives
[_| Mame Prepare Receipts Reporting Emails

Can Approve Can Preview For Receives Approval
Temporary Approver Emails
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CT&E Overview

Request Delegates

Delegate - permissions —— ..

which a Traveler without [ | see |
approval rOIe Ca.n delegate Delegates are employees who are allowed to perform work on behalf of other employees.

'[O another employee Expense and Request share delegates. By assig g g0 o el sl oSt e e Bl L S S S S o e e SOt D E D LSS,

|:| Name Can Prepare Can View Receipts Can Use Reporting Receives Emails

| Test, MA Apprower

= Prepare Travel Requests crong@ssum <ds
and Expenses Reports Expense Delegates

Delegates | Delegate For
=
u Rece |Ve a CO py Of E m al I Delegates are employees who are allowed to perform work on behalf of other employees.
e . Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Reguest.
Notifications (No approval

_I ) | Name Can Prepare Can View Receipts Can Use Reporting Receives Emails

= View Receipt Images

| Test, MA Approwver
cwongi@csum.edu

Test, MA User 2
mauser2{@csum.edu

o
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CT&E Overview

Travel Assistant/Arranger

Primary Travel Assistant vs. Travel
Arranger —A Travel Arranger can
perform travel functions such as book
travel on a traveler’s behalf whereas a
Primary Travel Assistant can also receive
confirmation emails from Christopherson
Business Travel (CBT) regarding the
travel as well as update profile
information.

In order to make someone a Travel
Assistant/Arranger, you must also make
them a delegate for Travel
Request/Expense.

Assistants and Travel Arrangers

Go to top

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

|| Refuse Self Azsigning Assistants i@

Your Assistants and Travel Arrangers

@ Add an Assistant

Offerzen, Test 8 Humboldt (Frimary 1 ‘ fdd an Assistant — Mozilla Firefox . O e

Offerzen, Test 10 Saoamento

| O E] https://fwww.concursolutions.com/p oF

Test, MA Approver

Add an Assistant

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

Credit Cards

Assistant

You currently have the following g |EIEEr::I. Catherine{Cathy)

|:| Can book travel for me

[C1s my primary assistant for travel*

*Individuals/Groups with no work phone number in
their profile cannot be designated as primary
assistant for travel.

\
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Can book travel o 4 ]

" " > -

Can book travel ° r4 i

Can book travel? e . ﬁ
Ny

Go to top

© Add a Credit Card

“i%‘" CAL MARITIME




CT&E Overview

* Individual Travel Card — new card program for University travelers
Notes:

= For official business travel expenses only ¢ Individual and Ghost
v Booking and reservations for hotel, transportation, etc. GRS BUEICES EI0 8
. paid by the Campus.
v Paying for hotel and other allowable travel related expenses
v All business related expense should go onto this card to Corporate trav%I calrd .
transactions will uploa
help reduce out-of-pocket expenses. P =

<* Ghost Card — Campus corporate card linked to Concur. Zﬁ;‘(’j‘;}%“e"rﬁ[ﬁ‘fgem -

= Pays for airfare or ralil tickets booked in Concur via Christopher Expense Report.
Business Travel (CBT).

= Eliminates the out-of-pocket expense for airfare or rail ticket
costs.
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User Profile

The Calforia
State University + 4 VA Traveler Tes

Helo, MA Traveler Sata  Sata  Lp pleeings - ]S u
Request Repot Rec

» Your information

» Personal Information (required fields)

» Company Information

> ContaCt |nf0|’mati0n Profile Personal Information System Sattings Concur Mobile Registration Travel Wacation Reassignment
» Travel Preferences e e | N

» Frequent Travel Programs R Profile Options
> RequeSt Preferences iz:tzz:hzr:;pm Select one of the following to customize your user profile.

» Request Delegates S
» Expense Settings Credit Cards

» Expense Delegates Travel Settings

Travel Preferances Credit Card Information Setup Travel Assistants
> Personal Car nternational Travel fou can store your credit card information here so you don't have “fou can allow other people within your companies to book trips

> Other Setﬂngs Frequent-Traveler Programs to re-enter it each time you purchase an item or senvice. and enter expanses for you.
» E-receipt Activation
» Concur Mobile Registration

Personal Information System Settings
“Your home address and emergency contact information. ‘Which time zone are you in7T Do you prefer to use a 12 or 24-hour

. clock? When does your workday start'end?
Company Information

four company name and business address or your remote Contact Information
AFEsE How can we contact you about your travel arrangements?

N

—&~— CAL MARITIME

A |




]
P The California
U S e r ro fl I e State University + + MA Traveler Test
T: Starta Starta Upl et :
Hello, MA Traveler Reqes Reot REFé @mn out

» Request Preferences - Optional » Expense Preferences - Optional

Expense Preferences
Request Preferences
(Core |

m m Selectthe options that define when you receive email notifications. Prompts :

Select the options that define when you receive email notifications
Send email when. ..

Send email when__.

|_| The status of an expense report changes

|__| The status of & request changes I

| Me'w company card transactions amive

|| A request is submitted for approwval

Faxed receipts are sucocessfully received

| | An expense report is submitted for approval

Prompt.__.

[_| For an approver when a request is submitted
Prompt...

|:| For an approver when an expense report is submitted

Display. .

Make the Single Day ltineraries page my default in the Travel Allowance wizard

|
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User Profile

» Expense Settings for Personal
Car — Required for Mileage
Expense Type

Expense Settings

Expense Information
Expense Delegates
Expense Preferences

The California MA Traveler Test
State University + +
5 Start a Start a Upl Profle Setii ion Out
Hello, MA Traveler Reques! Regot o' :MIQH U

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 Rates

Wehicle ID Milzage Rate Type

|| Prefemed Car

[] Vehicle ID Mileage Rate Type

Active

Mo cars found for this configuration

|
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]
P The California
U S e r ro f I I e State University + + MA Traveler Test
Starta Starta Upl i i
Hello, MA Traveler Reqes Reot REFé @mn out

> Other Settings — e-Receipt E-Receipt Activation

ACtlvatI on Receiving e-receipts can save you time by pre-populating your expense report. To enable e-receipts with participating suppliers and to find out more, click here.

Please note that this sefting does not contral all a-receipts. E-receipts delivered 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 mare information, contact your company's
Concur account administratar

Other Settings

[ EReceipt Activation | .

System Settings E-Receipt Activation 3

Concur can enable the automatic collection of the electronic receipts and folio data (“e-

' receipts™) generated by vour transactions with participating travel suppliers (*Participating

{ Suppliers®). Participating Suppliers in Concur Travel search results are designated with an “e-

E receipt enabled” label.

E By clicking “| Agree” below to turn on the e-receipts functionality, you authorize Concur and its
' corporate affiliates to receive, transfer and use e-receipts generated by vour transactions with
' Participating Suppliers in connection with Concur services, including air, rail, hotel, car rental,

. and other ground transportation suppliers, and yvou autherize such Participating Suppliers and

» their respective agents and affiliates to share such e-receipts with Concur. To retrieve v
« @.raraints_from Dadicingting Sivndiers  Coocut mase need fo share cartain.dstaile ahmd seoigod Ll




Travel Request

» Can be used for local travel activity, with no overnight stay, for a given fiscal
year.

» These mileage requests are meant to facilitate ongoing mileage
reimbursement claims for faculty and staff performing responsibilities for
campus student placements, one day travel for meetings off-campus,
field trip, games, etc.

An example of this would be driving throughout the area to observe and
meet with student teachers/interns and mentor teachers.

In order to Expense Personal Car Mileage, you must add your

license plate information under your User Profile at Profile >
Profile Settings > Personal Car.
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Travel Request

1. Enter general
Information about the
activity and note the
time frame for fiscal

year July through

June, August through
May (academic year).
Note the trip purpose

as Mileage Only and

select Multiple
Locations In the

. . . und
DeStInatlon CItV/State Y v | (48485) 48485 - General Operating Fu.

field

Request Palicy
*CSU-Request Policy

Trip Type *

1-In-State v
Traveler Type *

2-Staff v

Personal Dates of Travelf none enter NA * 9

s

™ j\

\,

Are you traveling to a banned state? *

No v

Fund* (3]

i Y

Request Id
4QDP

Travel Start Date *

08/01/2021

Trip Purpose *

Mileage/ Parking Only

Destination City/State * @)

US v | Multiple Locations (Mileage Only), Cal...

Are you traveling with students? *

Yes

Department *

Y v | (42500) 42500 - Financial Operations

v

Request/Trip Name * @)

21/22 Mileage

Travel End Date *

05/31/2022

If Faculty, is class covered?

Y v | (Yes)Yes
Final Destination Country *

—

UNITED STATES v
Business Unit * (2]
Y v | (MACMP) MACMP - CSU MARITIME ...
Program e

Y v | Search by Text
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Travel Request

2. Enter estimated
mileage/cost for the
entire year. Prior year
could be used as a
reference point and
should be adjusted for
any known variances
for a given year. If
necessary, add
expense estimates for
parking and tolls.

02. Personal Car Mileage $87/.

08/01/2021

® Allocate
Trawel Start Date

08/01/2021

Distance * /

Estimate for the

year

Trawel End Date

05/31/2022

Mileage Rate *

Cancel

Save

‘ 1500 4

0.585

Amount - Wl autormatically calculate when you hit Currency
save.

0 Us, Dollar

877.50

Comments To/From Approvers/Processors

17




Travel Request

Team Travel Request o g
Request Policy Requestd RequestTripName* @)
*CSU-Request Policy 6330 [ Men's Basketball Conference|
Trip Type* Travel Sart Date * Travel End Date*
A signed Waiver of [1-In-Stete v] [02/20/2022 ] [02/23/2022
Liability for each
Participant in Group
. Trawler Type* Trip Purpose * If Faculty is class covered?
Travel must be on file
[Steﬁ v [Conference vii Y v |(No)No
and copy attached to
the travel request. Feomd D T et * §
. NA
Form available at: |
https://www_csum_edu/fisc Destnation CitySize* € Finl Destnation Courtry* Are you traveling to a barmed state? *
al-services/media/liability- [USv i(Airport-NKX),SanDiego,CeIifemie} [UNITEDSTATES v] No
waiver-form.pdf ‘
Are you Traveling with students? * Business Unit * 0 rfuw’

Yv

(MACMP) MACMP - CSU MARITIM ] [Y v

[ Yes v (48485) 48485 - General Operat

10




Travel Request

2. Select appropriate
Team Group expense
for listing the expected
expenses.

Note: You will be
requested to enter all
iIndividual lodging
estimates under
Hotel Reservations
expense type.

|
Men's Basketball Conference $1,500.00 @

Not Submitted | RequestID: 633D

Request Details Print/Share Attachments

EXPECTED EXPENSES

| Search foran expense type

Reqgistration/Fees A
~ 10. Team/Group

Eniry Fees
Cther Acconmodation ( Group Only)
Team/Group Meals v
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Travel Request

For a situation where a faculty or staff is performing the task of booking travel on behalf of a
student or guest (i.e. interviewee) traveling for the University, there is a specific access
that needs to be granted to this user. Please contact the Accounting Office if this need
occurs. Once access is established, the following steps can be taken to make arrangements

on behalf of the non-employee.

1. Login to Concur and select Book for a guest
hyperlink. This step is critical as you will be

entering their information on reservations
instead of your own.

2. Ensure that any reservations booked reflect
the individual’s name.

Note : In order to book flights, you will need to
have their legal name, DOB, gender that ties to

the identification they will use to board a flight.
Entering this information accurately is critical.

SAP Concur Requests Travel

The California
State University
Hello,
TRIP SEARCH

&, Booking for myself ll Book for a guest

X0 = = &
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Travel Request

3. Review Travel Itinerary/Trip Detalils

Navigate to the Travel menu, select Trip Library and open the trip itinerary that you
want to review.

Tra=l Trip Liorary Temmpilates Toals

Trip Library

Saancih Trip Mames Tiafms Tig Ll

B vy ]
(@) Sooicing Dates () Traws] Dutes |_ u:&ﬂ?.-::ml |_-:-:.1:1F-:-:-:::| ricihe withairawn Tios m

Trip Harmes T soripdion Bimtus Dendde Esceniiad Edmrt Duds Emnd Duade Aodion
Trip o San Francksoo 30 Orisndo §For Mr Jofney Seamtlagpo Feargeesc) ERIL) Thokated s BT B o [y e o e Camce] Trip
FY¥E Curlaramoe
|
Mg your trip detalls in ome placs. B
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Travel Request

Reservation
details will be
displayed in a
separate
window

Trauel Trip Library Templates

Trip Summary

(V)
¥ Finalize Trip
Rewvisw Travel Datalls

Emfer Trip information

Suomi Trip Confirmation

Travel Detalls

Plzass ravisw pour travel iinsrary Delow. ATher reviewing, pleass move to the bottom of the pags to continus the ressrvation process.

TRIP OVERVIEW

Iwant to_

Prim Rinarsry
=l Rinerary
Cypen (in Durhook

Wi Trip Hisory
Crasie Tamplais
Chome Trip

Share Trip

Cancel Entinz Trin

Trip Mame: Trip from 3an Francisco to Oriando (For Mr Johnny
Zantiago Farguson) ==

Start Dabe: S=onsany 09, 2022

End Date: Feonuary 13, 2022

Created: Febnuan 04, 2022, Gaema Obenchaln JHadifed: Fehruary 06,
2022)

Description; FYE Conference rme

Agency Record Locator: NERNNA

Thciet Mumbsr(s): 00177330251

PEEESNQErs: JOnry Santiago Ferguson

Total Estimatad Cost: 3528 20 USD D

Actizie Trio B 522 your plans and stay one $820 ahaad whilke traweling.

Add to your Itinerary
@ Car @ Hoe!

Eooked outsids Conour? ErSer your irip
marraally OF Sormect Wl Triok

RESERVATIONS

Wednesday, February 08, 2022

9 Flight

American Airlines 1783

San Francisco, CA (3FO) to Charlotte, HC (CLT)

0 Thils flight: lmmwes: on Fan 3 ard arhess on Fal 10

Departure: 083:3% PM Confirmation: KOVEKE
S Francisco Alpor (SFO) S Conflmmed

Terminat: 1

Doration: 4 howrs, 43 minutes

Bonsion

Changs | Cancelall Alr

Seat: 26F
Changs sest
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Travel Request

» Pay the hotel and meal costs separately for each
participating individual
» For travel related expenses to be paid by Foundation, the
following CF values are required:
» DEPTID = 47000 (not 90000)

» PROGRAM CD = determine the appropriate
MAFDN/Foundation Fund_ Code to use

23



Travel Request
Team Travel Booking Arrangement

If a conference, competition and/or tournament is
doing room blocks for their attendees, please do not
book though the online booking tool. Follow the
Instructions provided by the conference in order to
get the special rate, as the online booking tool is
unable to access the discounted rates you would
get with these room blocks

For airline and hotel reservation for group, consider
booking them outside of Concur. Christopherson
Business Travel agency charges between $17 and $26.

24



Travel Request -

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.

> 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.



Travel Request -

Step 1. Click 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.

> |f you do not see the Cash Advance section, then your
profile has not been setup to request cash advances. Please
contact the Travel Desk. Women's Soccer - Phoenix, AZ

Cash Advance Timeline ~ Manage Attachments

Details

Cash Advance Amount * Currency *

120.00 Us, Dollar v

Cash Advance Comment

For the team's food allowance

Women's Soccer - Phoenix, AZ $660.00

Mot Submitted | Request ID: 6BQRT

Request Details w Print/Share Attachments

PENSES

Request
[ Edit Request Header ]

Request Timeline

Audit Trail Expense type T,
Linked Add-ons

Add Cash Advance N\Car Rental

O 2 Ground Transportation

* Required field

Details

Phoeni

26



Travel Request 2

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.

Note: Please allow 5 — 7 business days
to issue the travel advance check / EFT.



Christopherson Business Travel (CBT

SAP Concur E Requests Travel Expense Reporting « App Center

Profile =
-

* Group

LA + 07 00 00

New Authorization Available Cpen

CO nta Ct Requests Expenses Reports

TRIP SEARCH ALERTS

Information

:. Booking for myself | Book for a guest © As an employee of CSU Office of the Chancellor, you are eligible for a free Triplt Pro subscription. Mot right now

Click [Read more] X8 = = @ COMPANY NOTES

[ request is

approved™ Cal Maritime Academy

Mixed Flight/Train Search

- — Welcome to the corporate online travel tool for California State University.
| Round Trip One Way Mulli City |
— Please take a moment to review yo! nsure that your information is complete.
rom
[Departure city, airport or train station | “*DON'T BOOK TRAVEL UNTIL YOUR REQUEST IS APPROV king in Congur, use Trip

Find an sirport | Select muttiple sirports Read more

To@

| Arrival city, airport or train station |

MY TASKS
Find an airport | Select multiple sirports

SRR () S ) S
m pen Requests — vallable Expenses—» pen Repo —
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CBT Group Contact Info — under Company Notes

COMPANY NOTES

Cal Maritime Academy

Welcome to Concur Travel, the corporate online travel tool for California State University.
Please take a moment to review your profile and ensure that your information is complete.

/t IS recommended *DON'T BOOK TRAVEL UNTIL YOUR REQUEST IS APPROVED. If you’re booking in Concur, use Trip

to Consider bOOking Search or the Travel tab.*

L For questions regarding travel reservations or changes to air that has already been ticketed please contact Christopherson
the airline and hotel | garding T el ! ’ ’
OUtSIde Of Concur Travel Agent Assistance: Individual

Available 24/7, Main Hours: 5:00 AM - 5:00 PM Pacific, Monday - Friday

because of the _

. Advisor Team: 855-993-0939 or 801-613-2826
eXOI’bItCIntfee Email: trips@cbtravel.com
charge by CBT for
group travel.

Helpdesk for Online Travel Technical & Navigational Support:
Hours: 5:00 AM - 5:00 PM Pacific, Monday - Friday

Online Support: 888-535-0179 Email: onlinesupport@cbtravel.com

( Travel Agent Assistance: Group & Team Travel \
Minimum number of travelers per group reservation: 6+ depending on airline and NCAA requirements
Hours: 5:00 AM - 5:00 PM Pacific, Monday - Friday
Advisor Team: 866-371-3580 Email: universitygroups@cbtravel.com
Emergency Afterhours Service

800-960-7862, Code PELV
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