5 CALPOLY

Strategic Business Services
ADMINISTRATION & FINANCE

Canceled Travel - COVID 19

Step 1: Cancel all reservation made for trip.

Within Concur- Cancelling or Changing Airline, Rental Car or Hotel Reservation

1. At the top of the Home page, click Travel.

2. On the Upcoming Trips tab, find the name of the trip you want to cancel. To cancel your entire
trip, in the Action column, click Cancel Trip, and then click OK.

° When you cancel a trip, if your ticket is refundable, your ticket will be voided or
refunded, as applicable. If your ticket is non-refundable, and you cancel it in
accordance with the airline rules, an e- ticket will be retained that you can apply to
future trips.

. If you didn't book your trip using Concur or directly with Christopherson, you
will need to contact the appropriate website or vendor directly to cancel those
reservations.

Company Notes | Upcoming Trips
Add new itinerary manually
Trip Name/Description Status Start Date End Date Action
Alliance 2020 airfare. (77THQMW) Ticketed 03/28/2020 04/01/2020
Alliance 2020

3. To change a trip, in the Action column, click ChangeTrip.

. Flight changes are available for e-tickets that include a single carrier. If the trip is
already ticketed but has not occurred, you can change the time and/or date of the
flight. Your change options will be with the same airline and routing.

. On the Itinerary page, select the portion of the trip you want to change.

Step 2: Cancel Request in Concur

1. At the top of the Home page, click Request.
[ . Request Name Request ID Status Request Dates v Date Submitted Total | Approved a... | Remaining ... Action
W) ©SU Business Conference 2020 4304 Cancelled  04/10/2020 ) i B450  Expense
Click anywhere in request line to open up the request
04/16/2020
2. Click anywhere in the request line to open the request you want to cancel. Click Cancel
Request.
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3.

Administration ~ | Help ~
SAP Concur Requests Travel Expense Reporting ~ App Center [

Profile =

-

Manage Requests New Request Process Requests Quick Search

Request 47G3 CEIE TS IS [

Status: Approved
Request/Trip Name: Training Request 2020

Request Header @) | Segments || Expense Summary | Approval Flow | Audit Trail

@No approvers were found for cost object 48100 - Accounts Payable (SA-SACST-MDS01-48100).

RequestTrip Name Trip Type Travel Start Date

Travel End Date

In the pop-up Cancel Trip box under comments, enter the reason for the cancellation and if
any refunds were given. For COVID-19 reasons enter COVID-19 Cancellation.

Cancel Trip

‘WARNING: You are about to withdraw your request. If you do this, all
reservations (including flight, hotel, rental car, and rail) will be cancelled

If you cancel a trip on the day of the planned trip and have hotel
reservations that have been guaranteed for late arival, you must call the
hotel directly or risk paying & no-show charge. Concur cannot cancel hotel
reservations made when you contacted the hotel directly.

fyou have any questions, please contact your travel agent

If you are SURE that you want to withdraw this request then please click
OK Othervise, click CANCEL

Ifyou have any comments you would like to add (for reporting only),
please typs them below and click OK

Step 3: Complete an Expense Report for any items purchased with the
using your Concur travel card & any fees incurred by the Cancellation

(Airfare & fees, registration, or hotel costs associated with the cancelled trip)

At the top of the Home page, click Request.

SAP Concur @ Regquests

Click View, select Cancelled Request.

Manage Requests New Request

To create expense report, in the Action column, click Expense.

Cancelled Requests

Unsubmitted Requests

Begil
Active Requests

Pending Requests

Approved Requests

T

CSU Business Conference 2020 43J4 Cancelled 04/10/2020 02/13/2020 §1,734.50 §1,734.50 $1,734.50 | Expense |

04/16/2020

Or click into the cancelled Request and click Create Expense Report.
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Administration ~ | Help ~

SAP Concur @ Requests Travel Expense Reporting ~ App Center

Profile ~ &

Manage Requests New Request Process Requests Quick Search

Request 434 ) o I )

Status: Cancelled

Request/Trip Name: CSU Business Conference 2020 Amount: $1,734.50

Request Header 0 Segments Expense Summary || Approval Flow | Audit Trail

4.
In Report Header add comment in Comments To/From Approvers/Processors
. If cancellation was due to COVID-19:
. Step 1: Type in the comment COVID-19 Cancellation
Administration ~ | Help ~
SAP Concur @ Requests Travel Expense Reporting ~ App Center Profile [ )
T -
Manage Expenses View Transactions Process Reports
Create a New Expense Report
Report Header
Report Key Report/Trip Name Trip Type Travel Start Date E
Icsu Business Conference 2020 | |1-m-state [+] |04#|0f2020 \|_||
Travel End Date Are you travelling to a banned state? Traveler Type
16! = o v -Staff [+ Wb
| o4rt6i2020 = [ v |z [v] [Cmfﬂeme )
o Comments To/From
Personal Dates of Travel-If none enter N4 Approvers/Processors
|4mo42 ‘ _gm—wcanceuation\
Business Unit Fund Department Program
| sacsysacsT-caisae [v | [wDsoty oS0t -Generaic [ v | [ @8100) 46100~ Accounts e[ v | | [~
Class Project .
‘ B | ]
Requests
[[] RequestName Request ID Cancelled Request Total Amount App ‘ Amount ‘
7‘7 CSU Business Conferen_ 43J4 Yes $1,734 50 $1,734.50 $1,734 50
9 Cancel
. Step 2: Click Next.
5. Enter in all expense transactions onto Expense report.
. Important: Include all expense related to the cancelled trip (airfare, airfare fees,
hotel, and/or registration costs that were either university paid orout-of-pocket.
6. Click Import Expenses if you booked airfare in Concur or have any Concur travel card

transactions to expense by checking the boxes and dragging the expenses over to the left-
hand side. You may be required to attach the receipt if you did not enable the e-receipt
functionality.

CSuU Busine* Conference 2020

[ + New Expense ] | Import Expenses I Details ~ Receipts » Print / Email ~
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7.

Attach all supporting documentation including conference/trip cancellation notices,
documentation about the refund/credit request and outcome, etc.

Attach as a receipt within the expense detail area or under Receipts>Attach Receipt

Images.

CSU Business Conferenge 2020
+ New Expense Import Expenses Details -

Receipts Print / Email ~

N/A
NiA

Exceptions
Expense Type | Date

Amount | Exception

[1 L0

app

Receipts Required

View Receipts in new window

View Available Receipts

View Receipts in current window =

***Important: The following steps will need to be completed after all expenses have been
added to the report. ***

Step 1: Click on Report Header Name

SAP Concur @ Requests Travel Expense Reporting ~

Manage Expenses

View Transactions

Process Reports

CSU Business Conference 2020

‘ + New Expense Import Expenses Details

Receipts * Print / Em

App Center

Click anywhere on name

ail »

Administration ~ | Help +

Profile v &

ECSLSS  Submit Report

Hide Exceptions

Exceptions
Expense Type | Date

Amount | Exception

X

ees
AGENT FEE 8900807480678

NA )\ Please make sure to include the conference agenda. This can be attached under Receipts > Attach Receipt Images
Expenses View - & | New Expense | Available Receipts
] | Datev ‘ Expense Type Amcum| Requested |
Adding New Expense Expense Type ||
[ 02/17/2020 Airfare $211.96 $211.96 y expense, click the appropriate expense type below or fype the
o000 Southwest, Sacramento, Californ the field above. To edit an existing expense, click the expense
of the page.
[ 02/17/2020 Airline F $5.00 $5.00

@ Recently Used Expense Types

Dinner - Domestic

e Step 2: Type in COV19 in Class code box to search for number. Make sure
to click on the code within the drop-down box to save number in this field.
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e Step 3: Click Save.

Report header for: TEST trip 0% .
e Step 4: Click

Report Id Report Key Report/Trip Name Trip Type Yes .

ASSETFSE4BFDACFEBOTE 18641 l €SU Business C 2020 I I 1-In-Stat [~ ]
Travel Start Date Travel End Date Are you travelling to a banned state? Traveler Type
[osr102020 [E [osozon E [~ [v] [zsar [~]

Comments To/From

Trip Purpose Personal Dates of Travel-If none enter NA Approvers/iProcessors
| conterence [v] [ | l }
Business Unit Fund Department Program

(SLCMP) SLCMP - Cal Poly €| ~ |

H (SLO01) SLOO1 - 948-485 CSI | ~| (126500) 126500 - SBS-Proct | v !

Class

Project

COV%Q

|VI

[~]

|
Type to search by:

& Text Code
(Code) Text

(COV18) COV19 - COVID19
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e Step 5: Click Submit.

Help «

Administration v

SAP Concur @ Requests Travel Expense Reporting ~ App Center Profile
T -

Manage Expenses View Transactions Process Reports

Delete Report

i NV Nalalelal
CSU BUS|neSS Confe Click to edit report name and other details

@ show Exceptions

Import Expenses Details Receipts * Print / Email »

Expenses View s & | New Expense ‘ Available Receipts
O ‘ Date v ‘ Expense Type Amount Requested
Adding New Expense Expense Type | |

02/17/2020 Airfare $211.96 $211.96 To creafe a new expense, click the appropriate expense type below or type the

200 Southwest, Sacramento, Californ expense ty the field above. To edit an existing expense, click the expense

on the [eft side of the page.
02/17/2020 Airline Fees 35.00 $5.00
AGENT FEE 8900807480678
@ Recently Used Expense Types
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