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Group Travel is defined as a Concur user (Cal Poly employee with Concur
access) paying on behalf of others (students or non-employees)

1. Loginto Concur and click Request at the top

SAP Concur Requesis Travel Expense Reporting ~ App Center

The California
State University +

New

Hello, Kearney

TRIP SEARCH ALERTS

2. Click Create New Request

SAP Concur Requests Tray

Manage Requests Process Requests

Manage Requests ve

[+

Create New Request
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3. Complete the Request Header filling in all fields with a red asterisk. Note that the Business Unit and
other chartfied information are auto-filled. Contact your department admin for assistance if

needed.
Create New Request B
Request/Trip Name * @) Trip Type * Travel Start Date *
‘ ‘ | None Selected v‘ | MM/DD/YYYY ‘ ‘
Travel End Date *

MM/DDIYYYY ‘ |
Traveler Type * Trip Purpose * If Faculty, is class covered?
‘ None Selected v‘ | None Selected V‘ | Y « | Search by Text ‘
Personal Dates of Travel-If none enter NA* e Destination City/State * 6 Final Destination Country *
‘ ‘ | H v ‘ Search by Country/Region | ~ ‘
Are you traveling to a banned state? * Are you traveling with students? * Business Unit * o

| None Selected | None Selected [y ~ | (HMCMP) HMCMP - Humboldt State Un |

4. When Request Header is complete, click Create

5. Torequest a Cash Advance, contact the Poly Travel office to enable to Cash Advance request tab.
Include information on how many students are going on the trip, and how much they are receiving
each day to justify the cash advance.

‘ Cash Advance

Cash Advance Amount ) Cash Advance Comment
‘ UsSD |wv
|
6. Next add Expected Expenses to build the best estimate of : o
P pen UCLA Trip $0.00
the team/group travel. Click ADD, then select an expense Not Submitted | Request ID: 3KPN
to add, or type in your expense in the search bar at the top.
Next steps will include some examples of expense types to Regeabomis w.  Fiwshare . Atgcus
add for team/group travel. EXPECTED EXPENSES
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A. AIRFARE: To add the total cost of flights for your group, click “Air Ticket” expense type. On the
next screen add the total amount for ALL of the flights and click SAVE.

Search for an expense type

#03. Transportation
Air Ticket

Car Rental

Ground Transportation

Parking/Tolls

Railway Ticket

B. Car Rental or Ground Transportation: includes Uber/Lyft or Taxi’s. Click the expense type
needed and add the total for the whole trip (estimation), then click SAVE

Search for an expense type

Ground Transportation
Parking/Tolls
Railway Ticket

C. Accommodations: To add the cost of multiple hotel
rooms or AirBNB/VRBO rentals, scroll to the bottom
and select “Other Accommodation” expense type.
This will allow you to enter in the total for all rooms.
Under COMMENTS, add the cost per person per
night (must be under $275 per person before taxes),
click SAVE
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Amount * Currency *
03. Transportation | | Us, Dollar M
Alr Ticket
Car Rental

| Search for an expense type

Uther ExXpense
Registration/Fees
“10. Team/Group
Entry Fees
Other Accommodation (Group Only)

Team!Group Meals



D. Meals: To add the cost of meals for the group, select Team/Group Meals. Add the total
estimated cost of meals for your trip. Under COMMENTS, provide information regarding the
cost per person per day. Click SAVE

Uther Expense
Registration/Fees
~10. Team/Group
Entry Fees
Other Accommodation (Group Only)

Team/Group Meals

E. Once you have completed your estimated expenses, click SUBMIT REQUEST. Your travel request
will the routed to the Budget Analyst for your department for approval, and then to your
Manager for approval. Once you have an APPROVED REQUEST you can begin booking your
travel.

Concur Request —Group Travel 5.2021 SA



