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Presentation Notes
Request & Travel Booking training for the traveler
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• Request
• Travel
• Expense Report

Presenter
Presentation Notes
This section of the training will focus on Request and Travel in Concur.
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Presenter
Presentation Notes
Reminder that all information is available on our website. Please log in for information, guides, and tutorials.
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Presenter
Presentation Notes
There will be 2 travel processes, current paper process and Concur travel tool, for the first year of the Poly Travel rollout. Begin using Concur for individual travel as soon as you can book the entire trip in Concur and all payment are with the Concur travel card. ALL individual state travelers will be required to use Concur by 1/1/2021. Phase 2, which includes guest, group and student travel to be launched late 2020.
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Presenter
Presentation Notes
CSU policy states that a travel Request must be approved prior to ANY funds being committed to the trip. An Approved Request is required for each travel trip.
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Presenter
Presentation Notes
This training section will focus on Request and Travel in Concur. A traveler must first complete their PROFILE in Concur before Submitting a Request or Booking Travel.



Concur onl ine  tool - prof i le
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* If incorrect, contact Human Resources

REQUIRED FIELDS:
• First and Last Name*
• Manager/ Supervisor*
• Work of Home Phone
• Email Address
• Gender
• Date of Birth
• Credit Cards – Concur Travel Card only

OPTIONAL FIELDS:
• Work Address
• Home Address
• Emergency Contact
• Travel Preferences: air, hotel, car rental
• Frequent Traveler Programs: air, hotel, car rental
• Passport and Visa

Before you start you must set up your profile

Information automatically included in your Requests, 
Bookings, and Expense Reports in Concur

Presenter
Presentation Notes
In Profile some fields are required, others are optional.
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Presenter
Presentation Notes
It is always a good idea to let your manager know that you will be submitting a Request for travel. (they will also receive an email from Concur after traveler Submits Request). International Travel starts with the International Center process. Poly Travel has an International Training session specific to International travel. These sessions are available for sign up on Learning Hub.



REQUEST
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Required fields have red bars

Presenter
Presentation Notes
New Request Header Tab – replaces the Travel 1A for information required. There are 5 TABS on the New Request page including Request Header, Segments, Expenses, Approval Flow and Audit Trail



REQUEST NEW REQUEST
Required Field Appropriate Usage
Trip Type In State. Out of State. International
Travel Start and End Date Start and End date of your travel
Traveler Type Staff or Faculty
If Faculty, is class covered? Yes, No, NA
Personal Dates of Travel Enter Personal Dates of travel and include travel 

itinerary that includes business and personal dates. 
If none, enter NA.

Destination City/State & Final Destination 
Country

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

Are you traveling to a Banned State/ Yes, No? If Yes, Banned States are listed. Include 
Comment and attach document for travel to banned 
state

Chart Field Information Default chart field string will populate with SL001 
fund. It can be changed
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Presenter
Presentation Notes
Request Header Tab required information. Many of these are drop down fields for responses
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Presenter
Presentation Notes
Tab 2 - SEGMENTS Tab is where you enter your budget estimate for your travel. Please note this is only an estimate. The Request Tab and Expense Tab are not linked via the budget, so what is entered in Request will not affect Expense. A RAIL segment has been added to Concur. AIR will also search for rail, but if a traveler requires both Air and Rail for their trip, they would add estimates for both segments.
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Presenter
Presentation Notes
Tab 3 – EXPENSES Tab is where the traveler adds all additional expenses for the trip to give their best budget estimate. Remember to include things like Registration/Fees, Parking (for airport or hotel parking), ground transportation (Uber/Lyft), and Meals. 
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Presenter
Presentation Notes
The first 3 TABS on the New Request need to be completed for the best travel estimate. Once all 3 of these tabs have been completed, the traveler can SUBMIT REQUEST.
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Presenter
Presentation Notes
Now the traveler can go back into the Request (After Submitting), and view the Approval Flow to see who will be receiving an email to approve their travel Request. 
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Presenter
Presentation Notes
Tab 5 is the audit trail. The traveler can always review this tab to see the progress of their Request. Pay Attention to timing! A traveler can RECALL a Submitted Request before it goes to the next line manager. An Approver has 6 calendar days to approve a Request.



Approval flow
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Presenter
Presentation Notes
Concur Approval Flow process



Travel
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Presenter
Presentation Notes
The Travel tab at the top is how you open and book travel in Concur. 



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r /

Presenter
Presentation Notes
“ALL AREA AIRPORTS”  will come up first as the traveler types in their airport or city. DOUBLE CHECK that an International Airport is selected for major cities. Otherwise, only trains may show up in the search.
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Presenter
Presentation Notes
Change Search is available for all travel segments (air, rail, car, hotel) when there are no search results.
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Presenter
Presentation Notes
Search Car. Enterprise and National are under CSU contract. Their options will load first, if available. Pay with Concur travel card (NOT DIRECT BILL), and CALL Enterprise for vehicle delivery to campus, and call Enterprise AGAIN upon return to campus for pick-up. You will be charged additional days if Enterprise is not contacted for campus pick-up.
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Presenter
Presentation Notes
Search hotels. Concur does not recognize Conference Hotel discount codes. Book Conference hotels (with discounts) outside of Concur, but do use your Concur travel card for payment. 
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Presenter
Presentation Notes
Use the map (Zoom in) or use the Change Search tab to define the area for better search results.
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Presenter
Presentation Notes
The Hotel Tax Waiver is available on the website for use. Please note that not all hotels will accept the waiver.  It is suggested that the traveler call the hotel for their requirements.
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Presenter
Presentation Notes
Poly Travel contact information and training assistance/



THANK YOU



APPENDIX



Profile:  set up



Concur:  log in
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Concur:  log in  
L o g i n w a r n i n g :  n a m e  &  a i r p o r t  s e c u r i t y
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Concur:  homepage  
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Concur:  prof ile  
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prof ile Required Fields

Photo to go here

Name – must match photo identification 
for travel.  Name is loaded from Human 
Resources. Contact HR for changes.

Contact Information – Work Phone/ 
Home Phone. Recommend Cell Phone for 
travelers

Gender and Date of Birth

Concur Credit Card – only card to be 
loaded into Concur Profile
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prof ile Additional Fields

Photo to go here

Work Address 

Home Address

Emergency Contact

Assistants and Arrangers– permission to 
perform travel functions for you

a f d . c a l p o l y . e d u / t r a v e l / c o n c u r /

Email Address – REQUIRED to use 
receipts@concur.com

Travel Preferences  - air, hotel, car, 
frequent-traveler programs, advantage programs
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