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Accessing Concur

Purpose: To assist users in logging into Concur Travel and Expense Management and navigating the
Concur home screen.

Logging into FSU - Concur Travel & Expense Management
FSU Employees will have access to the myFSU “Faculty & Staff” portal. To Log in:

1. Go to my.fsu.edu
2. Enter your username and password.
3. Click the link for Concur tile.

nﬁj myFSU Portal

MYFSU LINKS

% % O & K 9,
N.¥ @ HR F1 SC M}m = Bl

FSU
*—v

r

If you are an FSU employee and student, make sure you are on the Faculty and Staff view and not the
Student view. If you are not redirected to Concur after clicking on that link, or you do not see the Concur
icon, please contact travel@fsu.edu.

Exploring the Home Page

The home page includes the following sections that make it easy for you to navigate and find the
information you need.

¢ Navigation Menu - Expand the Home button to see the full list of all Concur products you have
access to.

e Open Profile - Provides access to verify personal information for travel purposes, designate
delegates, set preferences for email notifications, and set-up a mobile device.

¢ Quick Access Task Bar - Provide direct access to create or approve travel requests or expense
reports, apply available electronic expenses to an expense report, or access and modify requests
or expense reports.

e Alerts - System generated notices reminding you of important information or tips.

e Travel Search - Provides quick access to travel search, booking, and upcoming trips.

e Company Notes - Displays university specific information. Click “Read more” to access Travel
Management Company (TMC) agent and helpdesk contact information, and the missing receipt
link for airfare booked through the TMC.
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Activity Cards - Displays a dashboard for your available expenses, approvals and open

requests/reports.

& You are curently logged in as a test user

Quick Access Task
ar

BT Concur  Home v ﬁ Navigation Menu

, .
-

Open Profile -—) a

Travel Search

Flight Search

Round-tip | One-way Muiti-city

From *

Dates *

Required Authorization ¢ Avalable Expense =
Approvals 0 v Requests 8 0 Viewips 0 =] Expenses 0 (] Reparts 0 | Czshadvances 0
Alerts ~
Fsu | FLORIDA STATE
UNTYERSITY

@ s an employee of The Florida State University. you are eligible for a free Tripit Pro subscription.  Leam More and Activate  Not right now

@ You havent signed up to receive e-receipts @ Sign up here

Company Notes

Travel Advisories

« Al airfare must be purchased in Concur or over the phone with the travel agency.

Octp P

10/29/2024 - 10/30/2024 =]

Available Expenses Expense Reports +  Approvals Requests 4

] [ == F ]

To return to the Home page from any screen, click the SAP Concur logo in the upper left corner of your
screen or expand the Navigation Menu and select Home.
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Required Fields & Audit Rules

Items marked with a red asterisk (*) in Concur are required fields and must be completed before moving
to the next section. Failure to complete a required field or performing an action that is irregular or not
allowed will result in an audit rule appearing on the header of a travel request or expense report.

Audit rules typically fall into one of two categories:

o @ (Alert) - These types of audit rules require interaction from the user to address the behavior
or action that created the audit rule notification. These will prevent a travel request or expense
report from being submitted and need to be cleared before submitting.

e A (Information) - These audit rules typically serve as a notice of potential conflicts or behaviors
that may require close examination by an approver or auditor. These will not prevent a travel
request or expense report from being submitted.

An exception text is generated when an audit rule detects a potential action or issue requiring further
review or action. Users should read exception text carefully and take the action recommended to address
any items requiring attention.
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Updating Your Profile

Purpose: Verifying and updating your information in the profile is the first thing all new users should do
when they log into Concur.

Important note: To prevent errors and delays in booking travel, it is important to keep your profile,
including credit cards and frequent flyer information, up to date and accurate.

To update your profile click on the Open Profile Icon, then Profile Settings. You can click on any of the
displayed links to update your user profile in a specific section or start from the top with Personal
Information.

(1 Ja
\

Travel Delegate

}'Z Act as Another User v

@ Profile Settings 9

('_) Sign Out
\

Note: The “Required” notice does not disappear when the information is submitted. But it must be
entered before you can save the profile. It is recommended to click the Save button after completing
each section.

& You are currently logged in as a test user -

ET¥ Concur  Profile v ® &

Profile  Personal Information ~ Change Password ~ System Settings  Concur Mobile Registration  Travel Vacation Reassignment

Profile Options

Personal Information
Company Information Select one of the following to customize your user profile.
Contact Information

Personal Information System Settings
STV ‘Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-
Emergency Contact hour elock? When does your workday start/end?
Credit Cards Company Information
N Your company name and business address or your remote Contact Information
Travel Settings location address. How can we contact you about your travel arangements?
WEEIAG TS Credit Card Information E-Receipt Activation
R You can store your credit card information here so you dor't Enable e-receipts to automatically receive electronic receipts
Frequent-Traveler PIOZIams  1,ye to re-enter it each time you purchase an item or service. from participating vendors.
Request Settings | ravel Profile Options Travel Vacation Reassignment
Request Information Carrier, Hotel, Rental Car and other travel-related preferences. Going to be out of the office? Configure your backup travel

Request Delegates manager.

Expense Delegates
Request Preferences z &al

Delegates are employees who are allowed to perform work on Request Preferences
Request Approvers -

i behalf of other employees. Select the options that define when you receive email
Favorite Attendees notifications. Prompts are pages that appear when you select

2 T a certain action, such as Submit or Print.
Expense Settings | seiect the options that define when you receive email '

Expense Informatian notifications. Prompts are pages that appear when you select Change Password
Expense Delegates a certain action, such as Submit or Print. Change your password.
Expense Preferences

Concur Mobile Registration
Expense Approvers

Set up access to Concur on your mobile device
Favorite Attendees

Other Settings

E-Receipt Activation
System Settings
Concur Connect
Change Password
Travel Vacation
Reassignment

Concur Mobile Registration
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Please make certain that the first, middle, and last names shown below are identical to those on the

photo identification that you will be presenting at the airport. Due to increased airport security, you may
be turned away at the gate if the name on your identification does not match the name on your ticket. If
first/last name are different than what is on user’s photo ID, please contact travel@fsu.edu.

First and Last name will be populated from your university HR record.

Verify or add Middle Name and, if applicable, Suffix to match your government issued ID. Ensure

information is correct. User cannot modify again after saving. If user needs to modify and is unable,
contact travel@fsu.edu.

‘A Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that
you will be presenting at the airport. Due to increased airport security, you may be turned away at the gate if the name on your identification does not match
the name on your ticket.

*Please confirm that the name on your frequent traveler accounts match your legal ID as well as the name listed in your Concur profile. This will ensure that
your accounts are credited properly and that TSA information is entered properly in your record.

Title

First Name Middle Name[Required] Preferred Name Last Name

No Middle Name

Suffix

Work/Home Address

Please make sure your state is abbreviated, I.E. FL and not spelled out and there is not punctuation in
your address. #\./, are not writable fields and will cause errors.

February 2025

Work Address Go to top
Please make sure your state is abbreviated, i.e. FL and not spelled out and there is not punctuation in your address. #./, are not writable fields
and will cause errors.

Company Name Assigned Location
FSU - Main Campus (Tallahassee, FL) v

Streat

282 Champions Way ([ Address same as assigned loeation
4

City State/Province

Tallahassee FL

PostalCode  Country/Region

35308 || United States of America v

Home Address Go to top

Please make sure your state is abbreviated, i.e. FL and not spelled out and there is not punctuation in your address. #./, are not writable fields
and will cause errors.

Street

City State/Province

Postal Code Country/Region
United States of America v
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Contact Information

Enter a work and home phone number; these can be cellular or land lines. Optionally, you may enter a
mobile phone. When entering phone information please do NOT enter special characters - run the
number together, i.e. 0001112222.

Contact Information Go to top

When entering phone information please do NOT enter special characters - run the number together, i.e. 0001112222,

Work Phone[RBquired”] Work Extension Work Fax 2nd Work Phone/Remote Office

Home Phone[Required™]

Pager QOther Phone

Mobile Phone Country/Region Mobile Phuns[Required*‘]

v

*You must specify either a home phone or a work phone.

Email Addresses

Your ‘@fsu.edu’ email account will automatically be uploaded into the Concur Travel & Expense system,
but you must verify your email address within Concur by clicking the Verify link. By verifying your email
address, Concur can associate your email address with your Concur account.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?

How do | verify my email address?

Why should | verify my email addre&%s?I

If | am a travel arranger or delegate, what do | need to do?

1 would like to have someone arrange travel or delegate expense on my behalf, what do | need to do?

(® Add an email address

Email Address Verification Status Verify Contact? Actions

Email 1 Not Verified Verify Yes Vi

Note: Once you verify your email address, you will be able to forward any electronic receipts to
receipts@concur.com. They will then be displayed in the Available Receipts in the Expense portion of the
application. It also enables itinerary information to be emailed to plans@tripit.com if you have connected
your Concur account to Triplt.

Additional work and personal email addresses can be added by clicking Add an Email Address. Enter the
email address and select whether you want travel notifications to be sent to that email. Click OK.

1. To verify the email address, click the Verify link
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2. Check your email for a verification message from Concur

3. Copy the code from the email message into the Enter Code box next to the email address
4. Click OK

Emergency Contact

Optional, but when traveling, if there should be an emergency, our travel management companies will
have access to the Emergency Contact information.

Emergency Contact Go to top

When entering your Emergency Contact you must enter First Name, Last Name, Phone Number. When entering phone information please do NOT enter
special characters - run the number together, i.e. 0001112222. When entering an address please make sure your state is abbreviated, i.e. FL and not
spelled out and there is not punctuation in your address. #\./, are not writable fields and will cause errors.

Name Relationship
v
Street
Address same as employee
City State/Province Postal Code
Country/Region Phone

Alternate Phone

Travel Preferences

Optional, but recommended for frequent travelers. If you participate in Frequent Traveler Rewards
programs, click Add a Program and then enter air, car rental, and hotel Frequent Traveler program
information. Click “I Agree” to the terms and conditions if you agree.

Travel Preferences

Go to top
Eligible for the following discount travel ratesifare classes
Oasacaa [ Government [ Mittary [ SenioraaRrP
Air Travel Preferences ©
Seat Seat Section Special Meals Ticket Delivery
Dont Care || DontCare v Reguiar Meal -
Preferred Deparure Airport @ Other i Travel Preferences Medicalalers
Hotel Preferences
RoomType  Smoking Preference Message t Hotel Vendor ©
Don't Care v Non-smoking v [JFoam pilows
1 prefer hotel th
2 gym rvice [JEary Check-in
ssiole
Car Rental Preferences
carType Srmoling Preference  Car Tren
Ay Car Class ~|[Dontcare | | DontCare v lincar GPS system
Message to Car Rental Vendor @
Frequent Traveler Programs
Please confirm that the name on your frequent traveler accounts match your legal ID as well as the name listed in your ? Adda
Concur profile. This will ensure that your accounts are credited properly and that TSA information is entered properly in rogram

Your record.

Your Frequent Traveler, Driver, and Hotel Guest Programs

No programs defined

Travel Partner Integrations

When you allow travel partner integrations, we'll be able to add plans and receipts for the business travel you book to your SAP Concur account.
Bookings must be made on participating and connected sites for the integration to work. This will help you spend less time managing and
expensing your trips.

Connecting accounts allows integrations between your SAP Concur account and the accounts of participating travel partners stored in your
profile. You can add account connections by selecting Add an Account. Important terms and conditions apply. SAP Concur must share
information with travel partners as part of connecting your accounts. Select Enroll below if you would like to allow these integrations. By enrolling,
you agree to these terms and acknowledge that you have reviewed the information on e-receipts and data sharing.

ED otk
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TSA Secure Flight

Users with Transport Security Authority (TSA) Pre-Check access can enter their number here. The Known
Traveler Number is a unique number assigned to "known travelers" from whom the Federal Government
has already conducted a threat assessment and has determined do not pose a security threat.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided,
you may be subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or
intelligence agencies or others under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment,
see the TSA's web site at WWWTSA.GOV

o

Gender [Required] Date of Birth (m middiyyyy)[Required] DHS Redress No.@ TSA Pre,f’ Known Traveler Numbgr (@
(C)Male (@) Femle | TR | | |

International Travel: Passports and Visas

For international travel, entering Passport or International Visa information ahead of time will allow it to
be available when using Concur to book travel. Note: User's date of birth will be masked after editing it. If
unsure that DOB is correct, users may re-edit the date.

International Travel: Passports and Visas Go to top

Adding your passpert information to your profile will allow us to include it in your reservations. Having this information in your reservation can make
international travel a little easier.

Passports ® Add a Passport

| do not have a passport

International Visas (® Add a Visa

Note: You can enable e-receipts by following the instructions here.

Credit Cards: Recommended

Note: FSU recommends the University Travel Card (T-Card) for frequent travelers. If you do not have a
university travel card, please work with your department travel representative or the university Travel
department on determining if one would suit your needs. If desired or required, a personal credit card
can be entered into the profile following the steps in Concur and will be available for purchasing plane
tickets, or hotel and car rental reservations.

Click Add a Credit Card. A window should open (check for popups) to fill in the fields.

February 2025 Questions? Contact travel@fsu.edu Page | 9
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Credit Cards Go to top

You currently have the following credit cards saved with your profile. Important: Unless your company requires a single card to be used for all air
purchases, you MUST check the default box for Plane Tickets or your airline ticket may not be issued. User assumes all liability for missed ficketing

related to non-compliance
' (®) Add a Credit Card

You currently have ne credit cards saved.

If using a university travel card fill in the required fields as seen below:

e Display Name: A name to distinguish the t-card from any personal cards (i.e. university travel card)
o Your name as it appears on this card: Must match card exactly
e Card Type: VISA
e Credit Card Number: Must match card exactly
e Expiration Date: Must match card exactly
e Billing Address:
o Street: 5607A Univ. Center
o City: Tallahassee
o State: Florida
o Zip/Postal Code: 32306-2394
o Country: United States of America
e Recommended: Use this card as the default for: Plane Tickets, Rail Tickets, Car Rentals, Hotel
Reservations.

Add a Credit Card * Required
Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the
card so you can easily identify and select it when using features that require a credit card transaction.

Display Name (e.g., My Corporate Card) * Your name as it appears on this card *

Travel Delegate

Card Type * Credit Card Number * Expiration Date *
v 3 v 2024 v

Use this card as the default card for:
() Ptane Tickets (] Rail Tickets (] Gar Rentals [_] Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be
your home address. If it's a company card, the billing address might be your company address. The billing address
must be the address where the bills for this card are currently delivered, not where you would prefer they be delivered
This information is used to verify your identity during credit card transactions. Your credit card may be declined if your
billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline
your credit card. Please abbreviate long addresses if possible.

Strest #
Tip: If you complete your personal profile,
we'l fill in this address information for you
each time you add card,

City * State * Zip/Postal Code *

None Selected v

Country/Region *
United States of America v

s CED
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Request/Expense Preferences

No changes necessary

Request/Expense Settings

Information, Delegates, Approvers, and Favorite Attendees are shared between Request and Expense
Settings. Information that was entered (or edited) in Request Settings will carry through to the Expense
Settings and vice versa.

February 2025 Questions? Contact travel@fsu.edu Page | 11
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question

FSU CONTROLLER'S OFFICE Concur User Guide

\\\\\\\\\\\\\\\\\\\\\\

To Add or Remove a Delegate (Someone who may enter or approve travel on your

behalf):
1. Navigate to Open Profile
2. Profile Settings
o TD
Travel Delegate
:,\_>"’ Act as Another User v
@3 Profile Seningse
(') Sign Out
3. Click on Request Delegates (Delegate settings are shared between Request/Expense Delegates)
4. Click Add
5. Search for the person you wish to add as a Delegate and click Add
6. Check the boxes that correspond with the permissions you are granting to the delegate

7.

a. To delete a delegate, click the checkbox to select the person, click Delete and confirm
deletion
Before navigating away from the page, click Save

Recommended permissions for Delegates

Travel Delegates

Can Prepare - delegate has authority to prepare expense reports

Can Book Travel - delegate has authority to book travel

Can Submit Requests - delegate has authority to submit travel requests

Can View Receipts - delegate can view electronic receipts that the traveler has sent to Concur.
This will automatically get checked when you select “Can Prepare” or “Can Approve”

Can Submit Reports - delegate can click the submit button to check for audit rules, but traveler
still must submit the report

Receives Emails - delegate receives email notifications

Once the appropriate permissions have been assigned click Save.

Request Delegates
Delegates | Delegate For
Delegates are employees who are allowed to perform work on behalf of other employees
Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request
Receives
o Can Can Book Can Submit Can Submit Can View Receives Can Can Approve Can Preview Approval
[0 Name Prepare  Travel Reporis Receipts Emails Approve  Temporary For Approver  Emails
[] Training, FSU (] O (] (]
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Approver Delegates

A Note on Approver Delegates: Per FSU Travel Policy 4-OP-D-2-D, Approver Delegates can approve
travel requests and expense reports on behalf of an approver. Supervisors or Budget Approvers may
appoint delegates. Budget Approver Delegates must be authorized signers or be designated and
authorized in writing by the DDDHC or PI. The Approver Delegate form (or similar documentation
containing the same information) is to be completed and kept at the Department Level for record
keeping and auditing purposes. Upon request, a list of approver delegates can be provided for one’s
department.

e Can View Receipts - delegate can view electronic receipts that the traveler has sent to Concur.
This will automatically get checked when you select “Can Prepare” or “Can Approve”

e Can Approve - this is typically used by an approver to delegate approval authority to someone
else. Approval authority can be added or removed by the approver at any point.

e Can Approve Temporary - this is used by an approver to delegate approval authority to
someone else on a temporary basis. Approvers can set a start and end date for when a delegate
can approve on their behalf.

e Can Preview for Approver - this is typically used to add an additional level of review, for
example, reviewing for proper account number assignment, before the final review. A Previewer
cannot approve or reject a report.

e Receives Approval Emails - Copied on email notifications when the approver is required to
approve a travel request or expense report in Concur.

See screenshot below for suggested Approval Delegate settings. Once the appropriate permissions
have been assigned click Save.

Delegates | Delegate For
oo
Delegates are employees who are allowed to perform work on behalf of other employees.
Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.
Receives
. Can Can Book Can Submit  Can Submit Can View Receives Can Can Approve Can Preview Approval
] Name Prepare  Travel Reports Requests Receipts Emails Approve | Temporary For Approver Emails
] Training, FSU ] ] ] ] ] | [
] -y B (] ] (] J (] O
concurproject@fsu.edu
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Create a Travel Request

Concur User Guide

Purpose: All travel requires a Travel Request for pre-trip approval prior to traveling. Travel Requests are
also used to contact a travel agent for booking assistance.

Amounts on a travel request are estimates. As travel requests should be created prior to travel, it is not

possible to know the exact amounts or detailed expense types of expenses to be incurred.

If Creating a Request on Behalf of Another Employee

The user must act as a delegate for that employee. To act as a delegate:

vk wnh -

Click on Open Profile

Click Act as Another User

Select button next to “A Delegate for another user who has granted you this permission”
Search by name or ID

Click Switch

(1 JF

Travel Delegate

DG Actas Another User e A

ActAs @

) Myself

e ‘ir A Delegate for another user who has granted
you this permission

e Q Search by name or ID v

(5]

i@ Profile Settings

(b signout

When acting as a delegate, the appearance of the top right corner changes, indicating that the user is

acting as a delegate. When you are done acting as a delegate, click the drop-down menu and click the
button next to “Myself” and then Switch.

February 2025

A, Travelerl, FSU

(" signout

(OBl R Acting as Travelerl, FSU

DG Act as Another User A

ActAs @

o (\;j Myself J

() A Delegate for another user who has granted

N A L
you this permission

@ Profile Settings

Questions? Contact travel@fsu.edu
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Create a Travel Request
To begin a new Travel Request, click on Home, select the Requests application, then select Create New
Request. The user may alternatively click Create, then select Start a Request.

& You are currently logged in as a test user

T concun -

g Feied 0 Authorization 0 Available
¥ Approvals Requests Expenses

Alerts A

Fsu ‘ FLORIDA STATE

SNIVERS ITY

@ s an employee of The Florida State University, you are eligible for a free Triplt Pra subscription. — Leam More and Activate ot right now

@ You haven't signed Up 1o receive e-recelpls@ Sigh up here
A BOOKIng for myself | Book for a guest

X3 8 = 8 Company Notes

. Travel Advisories
Flight Search
+ Al sirfare must be purchased in Coneur or over the phone with the travel agency.

Octp

[ Roundarip | Onewsy  muiciy

From *

1. All fields with a red asterisk are required. In the Request Header section, enter the appropriate
values for each field.

a. No Cost to University - Check this box if the trip is being funded by a non-FSU or non-DSO
source. Do not check this box if you anticipate reimbursement from or expenses paid by
the university.

b. Request Name - Enter something meaningful to you and your department, using location
and date can help distinguish travel easily.

c. Trip Type - In-state, Out of state, Foreign. Non-Travel is not a valid travel request option.
Travel Start/End Dates - These fields should represent the dates of the business trip, and
not include any extra days of personal travel.

e. Destination City - Begin typing the city name and choose from list.
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f. Destination Country - Will auto-populate based on city selection but you may type in the

field.

Traveler Type - Select from drop down menu.

Request/Trip Purpose - Select from the drop-down menu.

i. Benefit to University - Select from drop down menu.

Additional Information - Required if Request/Trip Purpose or Benefit to University is
"Other". Otherwise, use the comment field.

Does this trip contain personal travel? - Select yes or no.

Dates of personal travel - Fill in if answer to previous field is yes.

. Guest ID - If booking guest (non-employee) travel, enter the traveler's name or ID here.
Guest Address - Required if previous field is completed to verify the guests address.
Department & Fund - Required for all requests.

PCBU - Project Costing Business Unit. Required for travel on projects only.
Project/Activity - Required if travel is on a project.

Chartfields 1, 2, & 3 - Optional.

Comment - Required in certain circumstances, also helpful in explaining unusual
situations.

2. Click Create Request. A unique request ID is generated. If No cost to University box is checked,

you can click Submit. Otherwise, if you anticipate expenses and/or reimbursements, proceed to
adding estimated expenses.

s

=

w S92 O 53

Adding Expenses

Expenses must be added to the request to complete and submit the request unless “No cost to
University” checkbox is selected. Expenses include but are not limited to airfare, car rental, and hotel. At
least one expense must be completed.

1. Click the Add button. In this example we will look at airfare. Click “Air Ticket”.
2. Select Round Trip, One Way, or Multi-Segment. Round Trip is the default.

New Expense: Air Ticket S - |
ﬂ e
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3. Outbound and return dates default from the Request Header but can be changed to different
days within the time period of the request.

4. Enter the estimated amount of the airline ticket in the “Amount” field.

Click Save.

6. Similarly, select “Car Rental”, “Hotel Reservation”, estimated expenses for meals, per diem, car
mileage, etc. from the drop-down menu, if applicable, then enter the required information. Click
Save.

a. If you need to change something, click the box next to the item(s) you want to change and
click Edit.

7. When finished click Submit Request.

8. Review the confirmation agreement. If you agree with the terms, click Accept & Continue. If you
do not agree with the terms or need to make a change, click Cancel.

U

The request will appear on the Active Requests page. You may click on the request to open it and review
its expenses and status. You may recall a request at any point in the approvals workflow to modify it.
Requests cannot be modified after they are fully approved.

& You are currently logged in as a test user

E-!E’ Concur @ fR Acting as Travelerl, FSU
Manage Requests

Home / Requests / Manage Requests

Manage Requests

view: Active Requests v | ® Create New Request

Active Requests . . N
oul Test In State Delegate Submit Test Request Foreign [x] Test Request Foreign
10 Not Submitted 11/01/2024 | KY7D 10/21/2024 | L9V 10/16/2024 | LAWC
$1 oo $10.00 $50.00 $50.00
[ su) [ submitted Not Submitted [ submitted]

Approved
sup|  Canceted 1 Submitted & Pending Approval Submitted & Pending Approval
Defl oyoced Default Approver Default Approver
Tes All Requests Q Test Foreign Delegate Submit @ SAP Test for Project2 Q In State
100 1000172024 | KY77 06/04/2024 | KKXQ 08/01/2024 | KKL7
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Recalling a Request
Purpose: You cannot change, cancel, or close/inactivate a Request that has been submitted unless you
Recall it first. A user may recall a request at any point in the approvals process.

e Cancelling an approved request will indicate that travel will not occur but will not allow any
changes or additions to the request. A cancelled request can be used to process expense and
refunds from a cancelled trip.

e Closing/inactivating a request will remove the request from your active requests page and no
expense reports can be created from a closed/inactivated request. If assistance is needed with
reopening a closed request, contact travel@fsu.edu for assistance.

Click the Request from the Manage Requests page.

=¥ Concur ® 8 Acting as Travelerl, FSU

Home / Requests / Manage Requests

Manage Requests

view: Active Requests (® Create New Request
s L

|| Active Requests . . B

Ouf | Test In State Delegate Submit Test Request Foreign (] Test Request Foreign
110 _ 11/01/2024 | KY7D 10/21/2024 | LOV) 10/16/2024 | LOWC

Net Submitted
$1 +ooreson $10.00 $50.00 $50.00

Approved
Sub| Cancelled I Submitted & Pending Approval Submitted & Pending Approval
Deiel Closed Default Approver Default Approver
Tes  All Requests Q Test Foreign Delegate Submit @ SAP Test for Project2 [x] In State
10/0. 10/01/2024 | KY77 06/04/2024 | KKXQ 06/01/2024 | KKL7

Click the Recall button. The status of the request is updated to Sent Back to User

Eyconcur Requests v ® &
Manage Requests

Home / Requests / Manage Requests / Test Request

Test Request $30.00

Submitted & Pending Approval | Request ID: K4TT

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

Expense type [T Details [T Date|* Amount)T Requested[T
Boat 06/03/2024 $30.00 $30.00

$30.00

Make any necessary changes, then select Save. You can Cancel the Request if it is no longer needed, or
Submit Request to resubmit through the approval process.
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Foreign Travel Requests

Purpose: International or “Foreign” travel refers to travel to any country (including Mexico and Canada)
outside the continental United States, Alaska, and Hawaii. Travel to the noncontiguous U.S. locations of
American Samoa, Guam, Midway Islands, Northern Mariana Islands, Puerto Rico, Virgin Islands, and Wake
Island is considered foreign travel for meal allowance rates but should be entered as “Out of State” under
the Trip Type field. Please note that student travelers and international visitors do not need to comply
with the International Travel Preapproval process. Use the “Guest” option when selecting Traveler Type in
Concur for these individuals.

Per section 1010.36 of the Florida Statutes, and FSU Policy 4-OP-D-2-D, travelers must request
preapproval for university-sponsored international travel. This involves reviewing the confirmation
agreement terms and submitting their own Travel Request. Travelers should also review FSU’s
International Travel Guidance document before submitting their request. The guidance document can be
found here.

Creating a Foreign Travel Request

Follow the instructions here (until step 8) to create a new travel request, ensure all appropriate fields are
filled on the request header and estimated expenses are provided. Ensure trip type used is “Foreign”.

Reviewing and Submitting the International Travel Preapproval:

By reviewing the terms and conditions of the electronic agreement, the traveler is providing a digital
signature and attestation to the necessary terms for International Travel Preapproval. As part of the
review process, FSU's Office of Compliance and Ethics may reach out directly should additional
information or documentation be required.

1. If the traveler will be leaving the United States at any point during their trip, you must select the
“Foreign” option from the Trip Type drop-down menu on the Request Header page:

Trip Type *

Foreign v

None Selected

Foreign

In State

Non-Travel

Out of State
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2. Once all necessary expenses have been created and all Audit Rules have been cleared. Review the
travel request and attachments as needed, then when ready, hit Submit Request.

3. The electronic agreement screen will appear. The user cannot hit “Accept & Continue” until they
fully review the terms of the International Travel Preapproval included in the agreement prior to
submitting the Request.

FSU Request - User Electronic Agreement

By selecting "Accept & Continue", the requestor agrees to the following terms: -
1. Official Business Certification:

I affirm that the travel is for official business with Florida State University (FSU), per section 112.061(3)(a), Florida
Statutes. If funded by state-appropriated funds, | certify that the travel is essential to FSU’s mission.

2. International Travel Preapproval (if applicable, only the traveler may complete this):

Per section 1010.36, Florida Statutes, and FSU Policy 4-OP-D-2-D, travelers must request preapproval for univer-
sity-sponsored international travel. As a precondition of my approval, | attest to the following:

a1 mma misrmee mf FE L malicins cme i amen mm e bl e el e trimem Fadaval lammann simbasmen silas  cvemaek mme

- 1/

Note: Travel Delegates can prepare a Foreign Travel Request as normal but will be unable to fully
submit the Request on behalf of the traveler. Travelers must be notified that their request is
ready for them to submit and they must access the Concur system.
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Requesting a Cash Advance

Purpose: Concur users cannot request a cash advance by default. Users will need to contact the Travel
Office (travel@fsu.edu) to have the ability to create a cash advance. The steps outlined below describe the
process to request a cash advance when other methods of handling travel expenses are impossible or
inappropriate.

Cash Advances are not encouraged, but are available case-by-case, when use of the travel card is
difficult or unavailable, or extended foreign travel is involved. Email the FSU Travel Office at
travel@fsu.edu for eligibility before requesting an advance.

Cash advances are completed as part of the request process and must be done prior to submitting the
request. When an employee is eligible for a cash advance, the fields pictured below will be accessible
from the Linked Add-ons of the Request Details section.

To Request a Cash Advance or Travel Cash Advance:

1. Navigate to Request, Manage Requests, and choose your created request.
2. From the Request Details menu, choose Add Cash Advance and enter the amount.

Test Request $250.00 EEDERED
Sent Back to User | Request ID: KATT | View Timeline
Request Details v PrintiShare v Attachments w
Request
Edit Request Header PENSES
Request Timeline
Audit Trail
Linked Add-ons T Details T Datel? Amount|T Requested)T
Add Cash Advance
Hoar 06032024 $250.00 $250.00
$250.00

3. Click Save. It will populate above your expected expenses.

Test Request $250.00

Sent Back to User | Request ID: K4TT | View Timeline

Request Detalls v PrinUShare v Attachments v

CASH ADVANCES: 1

Amount
$250.00

EXPECTED EXPENSES

Expense typel Details [T Datel¥ Amount)t  RequestedT

Boat 06/03/2024 $250.00 $250.00

$250.00

Note: Your cash advance request can be equal to or less than the amount of the estimated
expenses, but it cannot exceed the amount of the estimated expenses.
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Reimbursing Guests in Concur
Purpose: This document describes the steps needed to complete a travel request on behalf of a traveler
who is not an FSU employee.

Before entering guest travel, the user should be familiar with navigating Concur, entering travel
requests and entering expense reports.

Expenses can be entered in Concur for individuals who are not university employees. The following are
examples of some Non-Employee payments:

e A guest speaker traveling to FSU to present on their field of expertise

e Astudent who will be reimbursed for out-of-pocket expenses while attending a conference

¢ Ajob candidate who will be reimbursed for expenses incurred while traveling to the university for
interviews

You must complete a Guest Traveler Profile form and have a Guest ID number issued if the payee
is not a university employee. You will be able to book travel with the new guest ID 24 hours after your
submission has been processed and confirmed by the Travel Office. Please reach out to the Travel Office
if you encounter any issues. Note: Travel reps do not act as a delegate to enter guest travel. Guest
travel is entered under the travel rep’s own profile. Guests are not employees and do not have a
profile.

Enter a Travel Request for a Guest Traveler:

1. On the Concur home page in your own profile, on the Quick Task Bar, place your mouse pointer
over New, and then click Start a Request.

2. Complete the header with required information pertaining to the guest's travel.

3. The Traveler Type must be Guest, and you must fill in the Guest ID and Guest Address fields.

Note: The address provided in the Guest Address field is where the check will go and confirms that
you have the correct guest traveler.

Edit Request Header >

Tost Reauest

TEST-FSU-GENERAL-NIT

06/03/2024 [=] ton DC. District of Columbia >~ UNITED STATES (US) X~
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Pay particular attention to funding information (department, fund, PCBU, etc.), as it is pre-populated with
the Travel Rep's accounting defaults. It may need to be changed before submitting.

Create estimated expenses, see Adding Expenses for instructions. Review and then Submit the guest

travel request for approval.
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Determining Travel Request Status

Purpose: Users may wish to check on the status of their travel request as it proceeds through workflow.
For additional information on approvals and workflow in Concur see our Concur Approvals page.

Access the Travel Request
1. Loginto my.fsu.edu and access Concur.
2. Click on Home and then Requests under Applications. (Delegates should act as their traveler first).
3. Travel requests in a variety of statuses appear under Manage Requests. The default view for this
page is “Active Requests”. Requests are considered active if they were created within the last 90

E: ¥ Concur [OBl R Acting as Travelerl, FSU

Home / Requests / Manage Requests

Manage Requests

View: Active Requests v ‘ (3 Create New Request

Ouf Test In State Delegate Submit Test Request Foreign [x] Test Request Foreign

ot submitted 11/01/2024 | KY7D 10/21/2024 | LOVJ 10/16/2024 | LIWC

$1 ongromo $10.00 $50.00 $50.00
H [ submittea | Not Submitted
Approved
Sub Cancelled a Submitted & Pending Approval Submitted & Pending Approval
Defe Closed | Default Approver Default Approver
Tes Al Requests Q Test Foreign Delegate Submit @ SAP Test for Project2 Q In State
1000 10/01/2024 | KY77 06/04/2024 | KKXQ 06/01/2024 | KKL7
Travel Request Statuses
Submitted & Pending Approval In immediate Supervisor’'s queue
Pending Cost Object Approval At Budget Manager, Project Approver, Sponsored
Research Approver, or Research Foundation
Approver
Pending Request Administrator At Office of Compliance and Ethics for
international travel review
Approved Request fully approved and user can begin
making travel arrangements

Accessing Comments

Occasionally a request can be returned to the user. Typically, a user will receive an email from an auditor
or approver informing them of this, along with a request for additional documentation or information. A

user can also find comments on the travel request by opening the report and clicking Request Details >
Request Timeline.
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Making a Travel Reservation

Purpose: The purpose of this guide is to assist the user in booking a trip in the Concur travel module.
Important: FSU travel policy requires a completed and fully approved travel request prior to booking any
travel to comply with rules and regulations of the state. Please see instructions on Creating a Travel
Request if necessary.

Accessing the Travel Module

Click Home in the top left corner, then the Travel application or select from any of the available options
in the Travel Search area if you are booking travel for yourself. If you are booking for another profiled
user, verify you have delegated in as them and their name appears in the upper right corner. If you are
booking for a non-profiled user (Guest), ensure you select the “Book for a guest” option prior to initiating
your search.

Any Cabin v

) Inchuse ccommsition

Requests

R 8 Booking for myself I

Book for a guest

ET7 concur ® &
X B = 8 Cormpany Notes e
light Search
Figh s e 5 R 1 G o e i 8 Travelerl, FSU
Octp
-
et X Actas Another User A
Auailable Expenses Expense Reports + Approvals
[=] .
B B Trip Search

. A2 8 m|m K

Airfare
1. Click on Flight Icon. Select Round Trip, One Way, or Multi City, enter the From, To destination,
and Dates. Click Search Flights. Optional: Using Time Preferences or Cabin can further narrow
down a window for your Departing/Returning Travel days and Cabin class.

A Booking for myself | Book for a guest

Elm:u&i

Flight Search

| Rounduip | One-way Multi-city

Enter airport, city, or location

o

Enter airport, city; or location

Dates *

12/07/2024 - 12/10/2024 B

Time Preferences.

Any Cabin v

[ Include Accommodation
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2. Review the flight availability and select a flight. Flights can be viewed by Fares, or by Schedules,
and can be filtered using the Sort By options. Note: “Sort by Shortest Duration” will give the flights

with shortest layovers.

bcan
E57Concur  Travel v

Traes Amangers  Trig Library

Departing Flight <=

Tallahassee (TLH) - Washington [DCA) Do D 5

T o rien

T2 AM - 91T AM 1
W e
' Ame

12:22PM-3:52PM 1

W American Akin
h Amercan fitne

gty || b o S | | Camen

5457

0 5755

3. On the left of the screen is an All Filters option to filter search results by number of stops,
departure time, connecting airport, etc. To select your flight, click on the area that contains

the price and class of the flight.

Departing Flight s s

Tallahassee (TLH) - washing‘on (DCA) Departure Date: Saturday, December 7 2024 Edit Search

Y All Filters | 3 Matrix W

Number of Stops W

Carriers W

| E—

AlLFilters

Number of Stops

() Nonstop
O 1 stop or fewer

O 2 stops or fewer

(@) Any stops

Departure Time

Time | Anytime

Connecting Airport

() Charlotte Douglas International Airport (CLT)
() Cincinnati/Narthern Kentucky Airport (CVG)

0 Fort Lauderdale-Hollywood International Airport
\ 11

N

-

Departing anytime W

Policy W

(Economy)

Standard legroom seat

@ Checked bags for a fee
@ Nonrefundable

Round-trip

7 $355

Main Cabin

(Economy |

Standard legroom seat

@ Checked bags for a fee
© Nonrefundable

Round-trip
$365

Main Cabin

Clear All

Round-trip fares include taxes and fees. Additional fees will be shown at checkout.

(Economy | [NDC ]
Above average legroom seat

1 checked bag included
© Nonrefundable

Round-trip

$457

Main Plus

|Econemy | [NDC |

Above average legroom seat

+ 1 checked bag included
© Nonrefundable

Round-trip

$467

Main Plus

[ First)

Recliner seat

2 checked bags included

@ Nonrefundable

Round-trip

@ 5755

First

[ First=)

Standard legroom seat

+ 2 checked bags included
© Nonrefundable

Round-trip

@ $765

First

1T sort by Price - Low to High

4. Review the Departing Flight details and traveler information. If this is the flight you wish to book,
you may continue by clicking Select Fare.
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a. Note: If Travelers are viewing fares that violate company Travel Policy the option will
appear as Book Out of Policy. Please note that FSU will not reimburse any fees
associated with seat selection. Fees, if any, vary by airline.

7:12 AM - 9:20 AM Nonstop 2h 8m

& American Airlines

TLH - DCA

4 7:12 AM - Tallahassee International Airport
American Airlines AA 3735

Operated by ENVOY AIR AS AMERICAN EAGLE
Duration: 2h 8m

Embraer 175

Preview Seat map

On time: 70%

© 9:20 AM * Ronald Reagan National Airport

£)336kg COe

(Economy)

Main Cabin

Standard legroom seat

1 carry-on bag included
1st checked bag for $40
2nd checked bag for $45

Nonrefundable
Free advanced changes
Same day changes for a fee

D B B¢

336kg CO,e

\ v $537

Fare Details  » Select Fare

7:12 AM - 9:20 AM Nonstop 2h 8m (Economy)
Main Cabin

“« American Airlines

TLH - DCA

4 7:12 AM - Tallahassee International Airport
American Airlines AA 3735

Operated by ENVOY AIR AS AMERICAN EAGLE
Duration: 2h 8m

Embraer 175

Standard legroom seat

1 carry-on bag included
1st checked bag for $40
2nd checked bag for $45

Nonrefundable
Free advanced changes

N B B¢

| 336kg CO.e
i Preview Seat map

On time: 70%

@ 9:20 AM + Ronald Reagan National Airport

£)336kg CO.e Fare Details )

Same day changes for a fee

Yr $537

Select Fare

\;’Er.onomy‘]

Main Cabin Flexible

E Standard legroom seat

[ﬁ] 1 carry-on bag included
1st checked bag for $40
2nd checked bag for $45

E Fully refundable
c a

‘ A\ Out of Policy

This option violates one or more of your
company travel rules.

Log For Reports

Flight is refundable

Fare Details )

$1,253

Book Out of Policy

(Fist)
First

Recliner &

1 carry-or
2 checkect

= g

Nonrefuni
Free adve
Free samt

Priority >

Q

504kg CC

Fare Details )

5. Review the Return Flight details and traveler information. If this is the flight you wish to book, you

may continue by clicking Select Fare.

a. Note: If Travelers are viewing fares that violate company Travel Policy the option will
appear as Book Out of Policy. Please note that FSU will not reimburse any fees
associated with seat selection. Fees, if any, vary by airline.

6. On the Review and Book page, verify all information is correct before proceeding. If seat selection
is available, you can click the Select Seats button and make your selection. Then click Confirm

Seats.

February 2025

Questions? Contact travel@fsu.edu

Return to Table of Contents

Page | 27


mailto:travel@fsu.edu?subject=Concur%20Question

FSU

CONTROLLER'S OFFICE

FINANCE & ADMINISTRATION

Concur User Guide

7. Review the method of payment and make any necessary changes to Traveler Information or
Payment.
a. Note: Method of payment should be your university travel card. For instructions on setting

up your university card see here.

Seat Map

Deparing  Retum

TLH - DCA |

. Economy &
S —

+ Alcohol (fee) & beverage:

-00 OO
.08 8-

Comfortable seats in Main

avas 16 | X ‘l x ‘ X Cabin
#i) Galley / . A Relax in a guaranteed aisle of win
—— (%)) -
e ]
o L
=]
-0
z (XX X )
8l B ...
-00

| &

B

Economy

Comfortable seats in Main @
Cahin ;

Relax in 2 guaranteed aisie of win...

Seat 194
Your selected seat

8. Itis recommended you review the Flight Fare Rules and Restrictions then agree to the terms.
This is required to complete booking, when ready select Book and Continue.

Review and Book

Flight ltinerary
Rouni

Saturday, June 12024
Tal

L (TLH) - We
Nonsz D

S

Saturday, June 8 2024

we
33

DC (DCA) - Tellal

Traveler Information

TSA Secure Flight

Sy RSN

Baggage Allowance

Tallahassee, FL (TLH) - Washington, DC [DCA)

Washington, DC (DCA) - Tallahassee, FL (TLH)
oo

Nser

v

Estimated Total Cost

o Tl Accrt £k oo

$536.20
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Frequent next steps:

e Hotel
e Rental Car
e Placing University Card Charges on an Expense Report
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Important- If the conference hotel has a special conference rate, do not book your hotel through
Concur. Book directly through the hotel or conference website to obtain the conference block room rate.
Note: FSU is allowed to use the state government rates available in Concur. Rates may be comparable or
better than the conference hotel rates. If FSU Travelers select the state government rate, they should
take their FSU card with them while traveling to verify state government employment at the hotel.

1. Click the Hotel icon. Enter Destination, Dates, and Distance. click the Search button.

S RN

Accommodation Search

Destination *

Enter city or location

& Booking for myself | Book for a guest

Dates *

10/29/2024 - 10/30/2024

Distance *

5mi

v

Search Accommodations

2. Review the available options to locate a hotel that meets your needs. You can filter and organize

your search to assist in finding the right hotel.

Washington, District of Columbia £ June 1, 2025 - June 8, 2025

NOTE: Use of Government rates may require the presentation of an FSU identification card with "Faculty/Staff' upon check-in.

Hote ls Skip Search

W All Filters v

30 Results

Edit Search

|

All prices are nightly rates

3. When you are ready to reserve your hotel room, click the View Rooms button, and then locate the

rate and option that matches your expectations and click on the price button.

a. Note: FSU recommends avoiding room rates that require advanced payments (“Deposit
required”, “Non-Refundable”, or “Prepayment needed”) when possible. Hotel reservations
will also have the maximum lodging limits for that location listed as a guide to use when

reserving a room.
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Found Dupont Circle Powered By Sonder From:
——— 1627 16th Street Northwest, Washington D.C., DC 20009 + ® 0.35mi + 3-Star Hotel $180
N 000060 EE

@ High speed internet access @ High speed wireless $1,454 Total

Includes taxes
and fees

Per diem lodging limits Jun 01 - Jun 02, $225, Jun 02 - Jun 03, $225, Jun 03 - Jun 04, $225,
Jun 04 - Jun 05, $225, Jun 05 - Jun 06, $225, Jun 06 - Jun 07, $225, Jun 07 - Jun 08, $225

Sustainability Score: 54 £) 71.4KG COze

CTM GLOBAL HOTEL PROGRAM, GROUND-FLOOR FULL ROOM - 1 FULL BED, 135 SQFT, 12 SGM, NO FRONT DESK, CONTACTLESS CHECK-IN, AC, SHOWER
ESSENTIALS, STREAMING SERVICE, TV

19 One double bed

@ No deposht required @ Ar condrioning @ Desk @ Shower @ TV
© Free cancelarion until 11:59PM on May 31, 2025,

Negoliated Rate  View Cancellation Policy

CTM GLOBAL HOTEL PROGRAM, QUEEN ROOM - 1 QUEEN BED, 145 SQFT, 13 SQM, NO FRONT DESK, CONTACTLESS CHECK-IN, AC, SHOWER ESSENTIALS,
STREAMING SERVICE, TV

k3 One queen bed

@ Na deposit required @ air conditioning @ Desk @ Shower @ TV
@ Free cancellation until 11:59PM on May 31, 2025.

Negotiated Rate  View Cancellation Policy

CTM GLOBAL HOTEL PROGRAM, SUPERIOR QUEEN ROOM - 1 QUEEN BED, 145 SQFT, 13 SOM, NO FRONT DESK, CONTACTLESS CHECK-IN, AC,
¥5 One queen bed

@ No deposi required @ it conditioning @ Desk
© Froe cancellation until 11:59PM on May 31, 2025.

Megolinicd Rate  View Cancallation Poliey

EX¥Concur  Travel v ® ™
Travel Amangers Trip Library Templates Tools
< Found Dupont Circle By Overview Rooms  Sewices and Amenities  Policies

$190 Ave. por nignt
$1,328 Total

Excludes Taxes & Fees
View Rate Detalts 3

$205 rvg. per nignt
$1,430 Total

Excludes Taxes & Fees
View Rate Dotails 3

Select

$226 g pernight
51,576 Total

Excludes Taxes & Fees
View Rate Datais 3

Select

PREPAY NONREF, PREPAY ”ON-.RUUNDABLE_ CHANGES UP TO 7 DAYS PRIOR TO STAY, PREPAY IN FULL, EXECUTIVE FLOOR, GUEST ROOM, 1 KING, SOFA
BED,

13 One king bed

@ Non-Refundable @ Sofa bed
@ Prepayment needed

View Cancellation Policy

$307 ave per nignt
$2,144 Total

Excludes Taxes & Fees

View Rate Details )

Seloct

4. On the Review and Book page, read and verify all information and if agreed, check the box “/ have

read and accept the rules & restrictions and policies.”

Estimated Total Cost @ $1,538.76
Total Due Now 3000
Hotel A $1.538.76
Base Total $1,327.06
Taxes, fees and charges 521167

@ Nightly price breakdown is unavailable.

@ Taxes, fees and charges breakdown are unavailable.

Payment

<~

("] 1have read and accept the rules & restrictions and policies. *

No Form of Payment Available

Add Payment Method

Rules and Restrictions

Book and Continue

Change Selection
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5. When ready click the Book and Continue button.
Frequent next steps:

e Airfare
e Rental Car
e Placing University Card Charges on an Expense Report
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Rental Car
Note: Do not use Concur to book a rental car if using an Avis/Budget billing number. Use the link at FSU
Ground Transportation.

1. Click on the Car Icon. Concur requires users to provide a Pickup location and Dates. Other fields
can be provided to further narrow your search or indicate if Drop-Off will be at a different location
than pickup. Note: Additional fees may apply if Pickup and Drop-Off location are not the same.

2. If traveleris not flying, it is recommended to choose an off-airport option to avoid any additional
convenience fees associated with the vendors airport facility. To find a list of vendors:

a. If picking up car at Airport Terminal, provide the Airport location.
b. If picking up car at Off-Airport, avoid using a location with a plane symbol next to it or that list
the airport in the address. Example:

Trip Search Trip Search Alerts
& Booking for myself | Book for a guest & Booking for myself | Book for a guest Company Notes | Upcoming Trips
Travel Advisories
'x@ A [k @ 'xa B em @ « All airfare must be
Rental Car Search Rental Car Search
Pickup * Pickup *
Search nearby locations v tallahassee v \
" FSU - Main Campus a)
Drop-Off University Center - BLDG AS607 , Tallahassee, FL, United States of America
. " FSU - Autism Institute
Same Location h 2312 Killearn Center Blvd Building A, Tallahassee, FL, United States of America
x Tallahassee International Airport
Dates * TLH, 3300 Capital Cir SW, Tallahassee, FL 32310, USA, US
e ® Tallahassee
03/23/2024 - 03/24/2024 B Tallzhassee, FL, USA
® Tallahassee International Airport
3300 Capital Cir SW, Tallahassee, FL 32310, USA -
Pickup Time Drop-Off Time \'10-00 W ® 1000 Al ® 888—862—294'/7
10:00 AM [©) 10:00 AM ®© ) ) M-F: 9:00ar
Search Rental Cars
Search Rental Cars
After Hours

3. To review the available vehicle options and rates, click the Search Rental Cars button.

4. Alist of rates and vehicles will be provided. Price will display a total for rental and breakdown price
per day. Search results can be filtered and sorted to user preference. Review and locate the rate
and vendor that matches your expectations and Select button.

a. Note: Bookings that are Out of Policy will display a & icon and when expanded will provide
an explanation on why the booking is a violation of travel policy.
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Rental Cars s s

W AuFitters| ] Closest Locations Only

89 results

Economy KIARIO or similar @

= )
A5 (1 @ Automatic (A Unlimited Mileage
V‘Budget' @ Air Conditioning
© Pickup and Drop-off: 0.22 mi  Location details

Corporate Rate | Most Preferred =) 142 kg CO.e

Economy KIARIO or similar @

=3

Tallahassee International Airport June1,2025- June 8 2025  Edit Search

The Florida State University domestic rental vehicle contract is with AVIS/Budget, Enterprise/National, & Hertz. This contract includes insurance and additional benefits for domestic business use only. Justification is
required for renting off-contract. Users renting for foreign travel should purchase comprehensive, collision and any insurance required to drive in the country of rental. For Employee leisure use of the rental contract, see
the FSU Travel Website at Travel.fsu.edu as well as the FSU Vehicle Rental Matrix.

All rates include taxes and fees.
(& e oo —

e
Capital Cir SW. () Capital Cir SV
$238.80 er Y N 1 L =
$34.11 Per day LY
© 3 Y
3, ’
o
P Road = @
Tallahassee
setect Int1 Airport
+
$238.80 Google

Map data £2025 Google _Terms

5. On the Review and Book page, verify all information is correct make any adjustments to Traveler
information. When ready select Book and Continue.

Review and Book

Rental Car Selection

AVIS

Economy Kia R0 o simisr @
85 01 @Auomatc (M Unimied Mileage
Comporate Ratn | Most Proverres | ) 142 kg COme

Boeking Includes

Pickup and Drop-off Station
06/01/2025 10:00 AM - 06/062025 10:00 AM

TALLAHASSEE
3300 CAPITAL CIRCLE SOUTHWEST

AHASSEE 32310-6733

Rental Siation Details

Rental Car Preferences

Your comments wil be sharsd with the rental company

Rental Car Cost

Car Rental {Days: 7) 238,80
Estimated Tolal Cost @ 5236.00
Due Now 0.00
Payment

[ Y ————

By resenving his trip, you agree that you have read and accept the rate rules and restricions.

Change Selecton

Traveler information

The SAP Concur profie v e to Compiets tha traveter information. Piease ensure this information matches what s on the govemment ssued 10
R — » Emat

Feeqo e i

i toamber 2. UALZ34

Frequent next steps:

e Airfare
e Hotel

e Placing University Card Charges on an Expense Report
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Completing the Travel Reservation

Note: When booking in Concur please ensure that you follow through to each screen until you reach the
final reserve and continue screens. Travelers that are booking travel can create a reservation piece by
piece or using all the options available in Concur at once. When booking all at once this creates a travel
reservation, to complete the reservation follow the steps below.

1. Onthe Travel Details page, review the details of your reservation and the Total Estimated Cost,
then click Next.

2. Trip Name and Description must be completed.

3. Click Next if you are ready to purchase the trip or select Hold Trip if you are not ready to
purchase the trip.

4. Click Confirm Booking.
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Starting an Expense Report

Purpose: Users must create expense reports to be reimbursed for out-of-pocket expenses incurred
during travel and to settle travel card transactions. Concur requires an approved travel request is
attached to each expense report.

¢ An expense report must be associated with an approved travel request. Reports containing
only non-travel expense type line items are referred to as a Non-Travel Expense Report and do not
require a travel request.

e The easiest way to start an expense report is from a fully approved travel request.

e Expense Reports can be created by a Delegate but can only be submitted by the individual seeking
reimbursement. Please ensure Expense Report totals are correct before submitting.

Start an Expense Report

Fully Approved Travel Request

A fully approved travel request must receive approval from the Default Approver*, and all
required Cost Object Approver(s)**. Once you have a fully approved travel request, you can create
your expense report.

*Default Approver - This would be your Supervisor.

** Cost Object Approver(s) - This would be a Budget Manager, Project Approver, SRA Approver, or
Research Foundation Approver.

Number of approvals and responsibilities vary based on department, funding, and project/activity. Please
see Concur Approvals page for additional information.

1. Navigate to and open your fully approved travel request. Concur shows items created in the last
90 days, if you don't see the request you are looking for, change your view to show “Approved”

requests.
AP Concur Requesis v ®@ Acting as Travelerl, FSU
- q

Manage Requests

Home / Requests / Manage Requests

Manage Requests

View: Active Requests v | (® Create New Request

Ouf Test In State Delegate Submit Test Request Foreign [x] Test Request Foreign

B Not submitted 11/01/2024 | KY7D 10/21/2024 | LOVJ 1016/2024 | LOWC

$1 it $10.00 $50.00 $50.00
[ sut} [ submitted ] Not Submitted
Approved
sup| Cencetied a Submitted & Pending Approval Submitted & Pending Approval
Defe‘ Closed Default Approver Default Approver
Tes All Requests Q Test Foreign Delegate Submit € SAP Test for Project2 [x] In State
1000 - 10/01/2024 | KY77 06/04/2024 | KKXQ 06/01/2024 | KKL7
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2. Inthe top right corner select Create Expense Report. Screen will transition to a new expense
report.

& You are currently logged in as a test user
ETY Concur  Requests v [OJl R Acting as Traveler1, FSU

Manage Requests

/ Requests / Manage Requests / Seatlle NACUBO 2021 \

Seattle NACUBO 2021 $947.00

Approved | Request ID: 9AUF

Request Details v Print/Share v Attachments v

3. Expand audit rule alerts, address any required fields missing from expense report header by
clicking View, or Report Details > Report Header. Required fields are marked by a red asterisk *.

24 You dre currentty 1ogged in as da test user

ET” Concur  Expense v (Ol R Acting as Travelerl, FSU

Manage Expenses Card Transactions Cash Advances

Home / Expense / Manage Expenses / Guest Expense Report
Alerts: 3

Report

€ Action Required: You have added a Guest ID to your report header without choosing the "Guest Expense Reimbursement” checkbox or "Guest Expense Reimbursement” checkbox is checked and no
Guest ID has been provided. Please add Guest ID or select checkbox

Expense Lodging 01/28/2017 $44.00
A\ You must attach a receipt image to this expense. View
Expense Airfare 01/28/2017 £200.00

A\ You must attach a receipt image to this expense. View

4. Save report header. Begin adding necessary expenses and transactions.
Frequent next steps:

e Meal Allowances & Itineraries

e Processing University Travel Card Charges

e Adding Out-of-Pocket Expenses

e Attaching Receipts

e |temizing Personal Expenses on the Travel Card
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Create a New Expense Report

Users can create a new expense report in Concur at any point, when possible, it is recommended to
move all related expenses to a single expense report and submitting once the trip is completed.
University card charges and personal reimbursements can be included on the same expense report for
relevant trips. Example: Grouping travel expenses (airfare, lodging, rental car) and reimbursements
(parking, meals, baggage fees) for a conference on the same expense report.

Reminder: All airfare for FSU Business must be booked in Concur or over the phone with the
University Travel Management Company (TMC). Additional information can be found on the
Concur Travel page.

1. From the Concur home page click on New in the Quick Task Bar. Click on Start a Report. See
below.

& ‘You are cumently logged in as a test user

EX”Concur  Home v @ A

Requirect Authorization Available Expense
i et ’ ad e i o : & e i

Alerts ~

© vou are eligible for a free sunscription to Tripit Pro. provided by your employer.  Leam More and Activate  Not right nowr

© You haven't signed up 1o recelve e-receipls.@ Sign up here

Enter Resenvation | | ool or o auest

2. Fill out all required fields marked by a red asterisk *.

Create New Report x

Greate From an Approved Reques!

TEST-F5U-GENERAL-Expense Folicy ~

03/22/2024 None Selected

None Selected v

Travel Allowance

cancs! ([T
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3. Provide a response to the following question:

Travel Allowance

Are you the traveler claiming meals for this expense re-
port? If this is for a Guest click "No".

@ Yes, | require Travel Allowance ]

O No, | do not require Travel Allowance

Next: Create report and add itinerary details for your travel
allowances

Cancel Next
h W,

a. FSU Travel Policy indicates that travel which is overnight and more than 50 miles away from
the traveler's headquarters is eligible for a Travel (Meal) Allowance. See Travel Meals page.
i. Ifresponseis“Yes,..."; Creates report and you can begin to add itinerary details for
your travel allowances. See Meal Allowances & Itineraries. Begin adding necessary
expenses and transactions.
ii. Ifresponseis“No,..."; Proceed to Step 4.
4. Click Next. Begin adding necessary expenses and transactions.

Frequent next steps:

e Processing University Travel Card Charges

e Adding Out-of-Pocket Expenses

e Attaching Receipts

e Adding Attendees

e Allocating Transactions

e |temizing Personal Expenses on the Travel Card
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Non-Travel Expense Report

Non-travel expense reports are a subset of expense reports, created for FSU Foundation, FSU Research
Foundation and out-of-pocket reimbursements using Education & General (E&G), Auxiliary, and
Carryforward funds where a P-Card or Purchase Order (PO) are not an option.

e Travel expense reports using E&G, Auxiliary, and Carryforward funds can contain nominal non-
travel expense lines, but Non-travel expense reports cannot contain travel-based expense lines
(e.g. Airfare, Hotel, Rental Car).

For questions regarding the use of specific FSU Foundation or FSU Research Foundation funds and
appropriate expenses, please reach out to the relevant contacts in their departments.

1. From the Concur home page click on the New in the Quick Task Bar. Click on Start a Report. See
below.

Required Authorization Available Expense
Approvals 0 ¥ et 0 Expenses 0 ] Reparts 1

Alerts

1© You are eligible for a free subscription 1o Triplt Pro, provided by your employer. ~ Leam More and Activate  Not right now

@ You haven't signed up to teceive e-receipts @ Sign up here

Enter Reservation

elf | Book for a guest

2. Fill out all required fields marked by a red asterisk *.

Create New Report

seate Fiom a0 Approved Requedt

Trawel Allowance
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3. Provide a “No, ..."” to the following question (see screenshot below):

4. Click Create Report. Begin adding necessary expenses and transactions.

Travel Allowance

Are you the traveler claiming meals for this expense re-
port? If this is for a Guest click "No".

O Yes, | require Travel Allowance

@ No, | do not require Travel Allowance

Cancel Create Report

N A

Frequent next steps:

Adding Out-of-Pocket Expenses

Processing University Travel Card Charges
Attaching Receipts

Adding Attendees

Allocating Transactions

Itemizing Personal Expenses on the Travel Card
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Meal Allowances & Itineraries

Purpose: This guide instructs the user on entering itineraries and selecting or removing eligible meals. A
traveler’s itinerary is how Concur calculates amounts for meal allowances. There are two main ways to
create an itinerary, manually and through an import process.

Note: When traveling on university business, travelers may be eligible for meals while on official
business. Travel must be overnight and more than 50 miles away from the traveler's headquarters to
claim meals.

e ltineraries can be imported from available trips booked in Concur or manually created.

e When an itinerary is created or imported, you cannot create or import another itinerary for the
same time and date.

e You can create, edit, and delete rows for each itinerary stop or delete the itinerary and start again.

e If you are creating an expense report for a guest traveler, always answer “No, ...” to the question
(see screenshot below) regarding Travel Allowance on the report header. Do not use the Travel
Allowance option or Daily Meal Allowance. Guest travelers have a “Guest Daily Meal
Allowance” expense type for this.

e State of Florida meal allowance is the same for guests as for employees. Those rates are $6 for
breakfast, $11 for lunch, $19 for dinner, domestically. Foreign meal rates will vary by location.

o Daily Meal Allowance and Travel Per Diem (Max $80) cannot be used on the same day.

Travel Allowance

Are you the traveler claiming meals for this expense re-
port? If this is for a Guest click "No",

(j Yes, | require Travel Allowance

@- No, | do not require Travel Allowance

Cancel Create Report

Import an Itinerary

When a trip is booked in Concur an itinerary is automatically associated with your profile and can be
imported to your expense report. To import an itinerary, you'll need to Start an Expense Report. Once
you have started your expense report and filled out the required fields you are ready to create your
itinerary.

1. You can import an itinerary by navigating to the bottom of the Expense Report Header selecting
“Yes, ... and then select Next.
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Travel Allowance

Are you the traveler claiming meals for this expense re-
port? If this is for a Guest click "No".

[@ Yes, | require Travel Allowance ]

() Mo, I do not require Travel Allowance

Next: Create report and add itinerary details for your travel

allowances
Cancel

Concur User Guide

a. You can also navigate to the Manage Travel Allowance page and then clicking on Create

New Itinerary in the top left corner.

2. Once on the create new itinerary page, you can use the Import Itinerary button to bring up a list
of available itineraries you can import, check the box next to the itinerary you need and then click
the Import button.

Itinerary Info

Selection

lTest Report FSU Per Diem2

Add Stop Import ltinerary

ltinerary Name

Select trips and charges to use to create this itinerary X

Description Start Date » End Date

oF

Y-
G Y-)

ﬁ =2 -

3. Ifitinerary stops are accurate and match expectations, click Next to proceed to Expenses &
Adjustments. Note: the imported itinerary may be based on airfare departure/arrival times.
Adjust these to reflect the time the traveler left home on the first travel date and the time the
traveler returned home on the final travel date.

4. Review the dates of travel and use the checkboxes to indicate which meals are ineligible, i.e.
provided by the conference or which the traveler is claiming Per Diem for that day instead of a

Meal Allowance.

February 2025
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Return to Table of Contents

Page | 43


mailto:travel@fsu.edu?subject=Concur%20Question

Concur User Guide

[ESILI | controLLer's oFFice

a. Example: Conference or sponsor provides breakfast, lunch, or dinner on certain days.
b. Example: Travelers can claim Per Diem on the last day of travel instead of meals.
i. Using the exclude checkbox on the left for a specific date will exclude the entire day.

See below.
Travel Allowances For Report: Test Report LI
1) Create New ltinerary 2 ) Available ineraries Expenses & Adjustments
Show dates from B © a a
Exclude | Al [] | paterLocationt= Exclude Breakfast Exclude Lunch Exclude Dinner | Allowance |
03/01/2024 2
WASHINGTON DC, District of Colu L $30.00
0310212024
WASHINGTON DC. District of Colu i $25.00
0310372024
/ WASHINGTON DC, District of Colu... d $25.00
& 03/04/2024 $0.00
WASHINGTON DC, District of Colu

5. When done with adjustments, click Create Expenses.

Create an Itinerary
To manually create an itinerary, you'll need to Start an Expense Report. Once you have started your

expense report and filled out the required fields, you are ready to create your itinerary.

Note: An itinerary is only FECIUiFEd to receive meal TravelAllowancesz: Test Report
allowance for employees. _ o _
Create MNew Itinerary 2 | Available ltineraries 3 | Expenses & Adjustments
[

1. You can create an itinerary by navigating to
the bottom of the Expense Report Header selecting “Yes, ...” and then select Next.

Travel Allowance

Are you the traveler claiming meals for this expense re-
port? If this is for a Guest click "No".

@ Yes, | require Travel Allowance ]

Q No, | do not require Travel Allowance

Next: Create report and add itinerary details for your travel

allowances
Cancel
.

a. You can also navigate to the Manage Travel Allowance page and then clicking on Create
New Itinerary in the top left corner.

Test Report $0.00

Mot Submitted | Report Number: 9LHLCE

Report Details %  Print/Share ™  Manage Receipts % | Travel Allowance v
—_—
[ Manage Travel Allowance

s
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2. Enter the date and time for where your trip started and then for your arrival city. Click Save.
a. Note: You do not need to enter a stop for indirect travel (layovers), only add a stop if you
will be staying for a prolonged period i.e. where you lay your head at night.
3. Now complete an itinerary stop for your return home. Click Save. Ensure dates and times match
expectations. Click Next or Expenses & Adjustments. Note: Arrival date and time should be
when the trip ended.

Travel Allowances For Report: Test Report b e

Edit ltinerary (2 ) Available ltineraries | (3) Expenses & Adjustments

Itinerary Info

Itinerary Name Selection
[ 75t Repon FSU Per Diem2

New tinerary Stop

Departure CityT= | Arriva city Arrival Rate Location

Tallahassee, Florida
03/01/2024 10:00 AM

Departure Chy
I Tallahassee, Florida
WASHINGTON DC, District of Columbia  UNITED STATES
/0112 D

WASHINGTON DC, District of Columbia  Tallahassee, Florida UNITED STATES s |
03/04/2024 10:00 AM 03104/2024 02:00 PM

ate
Asrival City

Date Time

Note: When entering a foreign travel itinerary, if paying meals instead of per diem on the last day of
travel, include a stop from foreign destination to the point of entry in the United States, and then a stop
from that entry point to the final return destination. Doing this will allow Concur to display the domestic
meal allowance.

Example:

o Departure City - London, UK -> Arrival City - Atlanta, GA (changes meal allowance to
domestic)

e Departure City - Atlanta, GA -> Arrival City - Tallahassee, FL (domestic entry point to return
destination)

4. Review the dates of travel and use the checkboxes to indicate which meals are ineligible, i.e.
provided by the conference or which the traveler is claiming Per Diem for that day instead of a
Meal Allowance.

a. Example: Conference or sponsor provides breakfast, lunch, or dinner on certain days.
b. Example: Travelers can claim Per Diem on the last day of travel instead of meals.
i. Using the exclude checkbox on the left for a specific date will exclude the entire day.
See below.
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Travel Allowances For Report: Test Report Ix
i_ Create New ltinerary é Available ltineraries Expenses & Adjustments
Show dates from g t E] m
Exclude | Al [] | | pateiLocationt= Exclude Breakfast Exclude Lunch Exclude Dinner Allowance
eexigﬁlzﬁgom DC, District of Colu... B B $30.00
- eexigalzﬁgom DC, District of Colu... (= B $25.00
7 - / Sﬁgﬁlﬁé‘}ow DC, District of Colu... (= B $25.00
Sfﬁgﬁfﬁé?om DC, District of Colu... a ] ] $0.00

When done with adjustments, click Create Expenses. Expenses will be added as a “Daily Meal

Allowance”

Home / Expense / Manage Expenses / Test Report

Test Report $80.00

Not Submitted | Report Number: 9LHLCB

Copy Report | Submit Repol

Report Details v Print/Share v Manage Receipts v Travel Allowance v View Available Receipts
O Receiptlf Payment Typell Expense TypelT Vendor Details [T Datel” Requested|T
C] Out of Pocket Daily Meal Allowance WASHINGTON DC, District of Columbia 03/03/2024 $25.00 oo
@] Out of Pocket Daily Meal Allowance WASHINGTON DC, District of Columbia 03/02/2024 $25.00
O Out of Pocket Daily Meal Allowance WASHINGTON DC, District of Columbia 03/01/2024 $30.00
$80.00
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Managing Itineraries, Expenses & Adjustments

Once an itinerary is created it will become part of your assigned itineraries. You can edit or unassign an
itinerary at any point before your expense report is submitted. If a manually created or imported
itinerary is unassigned, it will be added to your available itineraries list and can be assigned to another
expense report later.

e If you unassign your itinerary or delete your expense report with an itinerary assigned, your
manually created itinerary will not be deleted. It will be added to your list of Available Itineraries,
but you may need to change the filter to see it depending on the time frame of the itinerary.

Available Itineraries

Itineraries for this Quarte hd

Current ltineraries
-{Itineraries for this Month —

Itineraries for last Month

Itineraries for this Quarter

Itineraries for last Quarter
Itineraries for this Year
Itineraries for last Year
Itineraries for last two Years

To access your available itineraries, or make changes to your Travel Allowance follow these steps:

1. Open your expense report and click on Manage Travel Allowance. Review assigned itineraries if
necessary or proceed directly to Expenses & Adjustments.

Test Report $0-oo Travel Allowances For Report: Test Report /

Not Submitted | Report Number: 9LHLCB

Report Details v Print/Share v  Manage Receipts v Travel Allowance v / I

Manage Travel Allowance

2. Adjust Travel Allowance using check boxes to indicate meal exclusions. Then click Update
Expenses.

Create New Itinerary 2 | Available Itineraries 3 ) Expenses & Adjustments
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Travel Allowances For Report: Test Report £Ix

Create New Itinerary ” Available Itineraries ” Expenses & Adjustments H Reimbursable Allowances Summary ‘

Show dates from M to B8 m

Exclude | All (] ‘ ‘ DatelLocationt= ‘ Exclude Breakfast | Exclude Lunch Exclude Dinner Allowance
WASHINGTON DC, Disric o Calu.. $30.00
VASHINATON BC, Disrict of Colu. $25.00
WASHINGTON DC, Disric o Calu.. $25.00
a?»{gﬂﬁ\?gorw DC, District of Colu.. $0.00

%
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Placing University Card Charges on an Expense Report

Purpose: In Concur, a university card transaction enters Concur as an available expense on the profile of
the T-Card or airfare cardholder or person responsible for the transaction. Users may have both out of
pocket and university card expenses and these may both be placed on the same expense report.

e University card transactions cannot be deleted. Please contact the Travel Office - Travel@fsu.edu
if you have questions regarding specific transactions.

e University card transactions should be placed on the related expense report as soon as possible.
Email reminders in Concur will notify the cardholder to assign the transactions to an expense
report for processing at intervals of 8, and 15 days. Note: Travelers who fail to submit an ER
with all related charges within 30 days after their trip are at complete risk of having their
travel card terminated and being held personally liable for these charges.

e University card transactions cannot be submitted as an undefined expense type.

Add Expense
If you have available card charges you can add them to an expense report that has already been created
and not submitted using the add expense function. Please see our guide on Starting an Expense Report if

one has not been started yet.

1. Click on the Add Expense button.

Seattle NACUBO 2021 $0.00

Not Submitted | Report Number: QLYT82

REQUEST

Approved
$347.00

Report Details va Manage Receipts v Travel Al

Add Expense

2. Select the necessary transactions that are needed for the current expense report from the list of
available expenses using the checkboxes.
3. Once all transactions needed are selected, click Add to Report.

Add Expense L
12 +
Available Expenses  Create New Expense
Paym... It  Expen..it Expen..t® Vendo..ll Datelf Amountlt =
us I
g a:rrE }l """ :\W '.‘?fi 8 g
D Comana Lodgi PTC 7
l"'\;" (L_““ Cfl?;ft 01/282017 $115.08
Close ERTRSLENS
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Available Exp

enses

Users' travel card and airfare card charges will populate the Available Expenses section of their Concur
homepage. This list can be found on the Concur homepage, or under the Report Library on the Expense

application.

Drag and drop files to upload a new

Available Expenses

recsipt. Valid file types for upload are .png, ipg, jpeg, .pd, f or tift.

] Receipt Payment Typell Expense Source |t Expense Typelt Vendor Details [T
PTC
*rsuTESTCBCP Corporate Card Lodging - Grou
- e G Los Angeles. Calf:
Q uresresce Comorate Cara Unceinect
=] FSUTESTCBCP Corporate Card Undefined
0 FSUTESTGBCR Corporate Card Logging - Group CO51C0 90432
U e Viesa, rizona
SPRINT PCS998-AUTO PYMT
0 Corporate Card Undefined T e
UTESTCRCP e Card Undefined AMAZON.cOM
Seatle, washingion
@] Corporate Cara Aitare s AIRWAYS
.l suTEST.CRCR Corporate Card Undefined
SUSHI SAMBA DALLAS
] FSUTEST-COCP Corporate Card Undefined
. STARBUCKS WEST SaN
“FSUTESTEBCR Corporate Card Undefined
— San i, Cabformi
=] UTESTCRCP Corporate Card Undefined
1 FSUTESTCBCR Corporate Card Lodging - Group Mo Vendor Supplied

To find missing transactions: Card Transactions

@ Esisting receipts are avaitable from the receipt panel insice expense reports.

® Uplosd Recept

view | All Expenses v
Datels Amountlt
ouavZ0L7 $5500 e
0L28/2017 5400 e
owzeiz017 32506 e
01282017 $11508 e
01282017 815512 |
owzaz01? 97299 e
0uz82017 S49660 e
o1zaz017 $196
01052017 528495
0L105/2017 $5.90
01022017 52500
owavizoL2 S469572 e

x

1. Select the checkbox next to the expense(s) you will be processing. Then click on the Move to

button.

2. If noreport exists yet you can create a New Report. Otherwise click on the listed expense report
related to the expense.

Available Expenses

Drag and drop files to upload a new receipt. Valid file types for upload IPE, -ipeg, .pdf, &if or tiff

(® Upload Receipt

Mesa, Arizona

m view:  All Expenses v
m Receipt Payment TypelT Expense Typell Vendor Details [T Datel™ Amount[t
Seattle NACUBO 2021 PTC

@] *FSU-TEST-CBCP ——— Lodging - Group. 013012017 $-55.00

B Los Angeles, California

B ‘FSUTESTCECE Corporate Card Undefined VONAGE HOLDINGS CORR 01/28/2017 $44.00
Holmdel, New Jersey

- c BOGEY GRILL

@] *FSU-TEST-CBCP Corporate Card Undefined 01/28/2017 $25.06
PONTE VEDRA BEACH, Florida

T
@ *FSUTESTCBCP Corporate Card Lodging - Group EPRICH S 01/28/2017 $115.08

Your screen will transition to the expense report and the expenses will now be added to the selected
expense report to begin processing additional expenses and attach receipts as necessary.
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View Transactions
While in the Expense module you can review and assign any active Company Card Charges from the Card
Transactions page. On this page exists options to sort or filter based on card activity and time period.

1. Select the checkbox next to the expense(s) you will be processing. In the Add Charges To
selectable field, indicate if the expense will be going to a new or preexisting report.
2. Click on Add Selected

8 ‘You are currently logged in as a test user

ET7Concur  Expense v (O R Acting as Traveler1, FSU
Manage Expenses Card Transactions Cash Advances \

CO m pal‘ly ca I'd c ha I'ges Add Charges To | Seattle NACUBO 2021 M@l AddSelected | Delete Selected

Card Activity Time Period TOTAL AMOUNT

All Cards v AllUnused Charges v $-2,661.06

0 | Date Description Expense Type Amount |

Og 01/3012017 PTC Undefined $-55.00
LOS ANGELES, CA

Ogm 01/28/2017 VONAGE HOLDINGS CORP Undefined $44.00
HOLMDEL, NJ

Oy 01/28/2017 SPRINT PCS998-AUTO PYMT Undefined $155.12
KANSAS CITY, MO

Oy 01/28/2017 COSTCO 9900433 Undefined $115.08
MESA, AZ

Og 01/28/2017 AMAZON.COM Undefined $972.99
SEATTLE, WA

Ogy 01/28/2017 BOGEY GRILL Undefined $25.06
PONTE VEDRA BEACH, FL

Ogy 01/28/2017 NATHANSICINN C CLT Undefined $4.96
CHARLOTTE, NC

¥ g 01/28/2017 US AIRWAYS Airfare $496.60
PHOENIX, AZ

Og 01/05/2017 SUSHI SAMBA DALLAS Undefined $244.95
DALLAS, TX

Ug 01/05/2017 STARBUCKS WEST SAN Undefined $5.90
SAN DIEGO, CA

Og 01/02/2017 WATERCRESS ASIAN BISTRO Undefined $25.00
REDWMOND, WA

Ogy 01/30/2012 No Vendor Supplied Undefined $4695.72

Your screen will transition to the expense report and the expenses will now be added to the selected
expense report to begin processing additional expenses and attach receipts as necessary.
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Processing Expenses

Once a university card transaction is assigned to a report, it may require manual updates or changes to

prepare the expense or define the expense type before you can submit the expense report.

e If an expense type is undefined or enters the Concur system categorized as an incorrect

expense type, it can be updated from the available list as needed.

1. Locate and select the checkbox next to the expense, then click Edit. This will transition the page to

editing the selected expense.

CEoCocD

Holmdel, New Jersey

O] Expense TypelT Vendor Details|T Datel™ RequestedlT
0O Airfare U.S. Alrways 01/28/2017 $496.60
Phaoenix. Arizona
BOGEY GRILL
Q *FSU-TEST-CBCP Undefined 01/28/2017 $25.06
PONTE VEDRA BEACH, Florida
VONAGE HOLDINGS CORP
O Q *FSU-TEST-CBCP Undefined 01/28/2017 $44.00

$565.66

2. Using the Expense Type drop-down field, you can search for or begin typing the name of the

expense type you are looking for.

Details Itemizations

@ Allocate
* Required field

0 Expense Type *

|Search for an expense type QI

This field is missing required information.

Recently Used

- )

Lodging - Group

Airfare

Parking

Train

Travel Per Diem (Max $80)
01. Travel & Transportation
Airfare

Boat

3. Fill out all required fields marked by a red asterisk *, attach a receipt image, review data, then

Save Expense.

February 2025 Questions? Contact travel@fsu.edu
Return to Table of Contents

Page | 52



mailto:travel@fsu.edu?subject=Concur%20Question

FSU

CONTROLLER'S OFFICE

FINANCE & ADMINISTRATION

Concur User Guide

(€.(>) undefined $25.06

01/28/2017 BOGEY GRILL Corporate Card

Details Itemizations ‘
B Attendees (0) @b Allocate

Expense Type *

Actual Meal Receipts (Non-Allowance, Only Foundation Funds)

Cancel Deleu
Hide Receipt

Receipt

* Required field

X v

Transaction Date Trip Type *

01/28/2017 Out of State

Report/Trip Purpose * Additional Information

Conference/Convention v

CC Vendor Name City of Purchase

X

X v Add Receipt

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are .png, .jpg, jpes, .pdf, .tif or tiff.
SMB limit per file.

BOGEY GRILL PONTE VEDRA BEACH, Florida
Payment Type Amount

“FSU-TEST-CBCP 25.06
Currency

US, Dollar (USD)

4

Save and Add Ancther RSN

Comment

If additional university card expenses remain, repeat steps 1 - 3 until each expense has a defined
expense type.

Frequent Next Steps:

Non-Travel Expense Report

Itemizing Personal Expenses on the Travel Card

February 2025

Questions? Contact travel@fsu.edu

Return to Table of Contents

Page | 53


mailto:travel@fsu.edu?subject=Concur%20Question

FSM CONTROLLER'S OFFICE Concur User Guide

Lodging Expense Types

Purpose: A hotel bill typically contains a variety of charges including room fees, taxes, parking, meals, etc.
Itemizing daily lodging charges is only required when a non-reimbursable personal expense is included
with the Lodging expense type. If lodging was charged to a university card, itemization may be auto-
populated if the vendor provides the information to Visa.

There are a few different Lodging expense types in Concur.

e Lodging

e Lodging - Advance Deposit

e Lodging - Group

e Lodging - Other Accommodation Types

Each contains its own set of rules and requirements. The instructions below will explain how to itemize
the nightly lodging expense for our Lodging expense type including the base rate, additional taxes, and
applicable fees.

Auto-Itemization

Expenses that are university card charges or supplied by an e-receipt (example below) may automatically
create an itemization depending on the hotel charge details provided by the vendor. If the expense was
processed on a university card, you can combine the e-receipt and the transaction once it enters your
available expenses. Otherwise, follow the steps to itemize nightly lodging expense in the section below.
You can enable e-receipts by clicking here.

Expense Source
Choice | April 11,2018 | §779.00

Source Vendor Date Amount

E-Receipt Choice 04/11/2048 $779.00

d $779.00

CHOICE
HOTELS

Visa- 1111

CHolce 04/11/2018 3:05 PM
433 Hotal Street
San Fransacisco CA US 84080 Tax Invoice
123-456-1999 Tax ID: 123-21213
1234 Main 5t
Dallas TX US 75001
Receipt 6343430

Check-In Dally Rate Number of Guests
Aprl 7, 2018 §170.00 1

Check-out Room Number Total Nights
Aprl 11, 2018 1601 3

Date Description Type Amount
04/07/2018 Room Rate ROCMRATE $170.00

Hotel Floom Tax Tax $18.00
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Adding Out-of-Pocket Expenses to an Expense Report

Purpose: This guide is intended to assist users in adding out-of-pocket expenses to a report. Out-of-
pocket expenses are expenses not charged to a travel card or the airfare card.

Add Expense

After an expense report has been created, you can begin to add expenses from the main expense page.

1. Click on the Add Expense button, select the Create New Expenses tab

& Aens: 7

REGUEST

Aproied
3647.00

Seattle NACUBO 2021 $1,223.35

Not Submitted | Report Number: QLYT82

Report Details % ~  Manage Receipts v Travel Allowance v

Add Expense

] Alerisll  Receiptll Payment Typelf Expense Typell Vendor Details I
U F'y Out of Pocket Daily Meal Allowance Seatte, Wazhington
o a Out of Pockat Daily Meal Allowancs
O & Out of Pocket Daily Meal Allowance
J & Out of Pocket Daily Meal Allowance

3| & i Qut of Pocket Lodging
(m] F'y | 1 “FSU-TEST.CBCP Airtare

Delste Report | CopyReport || Submit Report

Datel?

02/04/2028

02/03/2026

0210212028

02012028

ovza/2007

ov28/2007

[OJl R icting as Traveler1, FSU

Vien Avaisble Receipts [

Requested T v

$19660 | eer

$1,223.35

2. Search for the desired expense type by scrolling through the list or typing in the “Search for an

expense type” area.

Add Expense

11 +

Available Expenses Create New Expense

Search for an expense type

A Recently Used
Lodging
Lodging - Group
Airfare
Parking
Train
A 01 Travel & Transportation

Airfare

- )
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3. Fill out the required fields marked with asterisk *. Ensure the Payment Method field is marked out
of pocket. Do not modify the Payment Type field unless directed to do so by the Travel
Office. Manually created expenses should always be listed as out-of-pocket.

4. Use the Attach a Receipt Image button to attach a receipt for the out-of-pocket expense.

5. Click Save Expense or Save and Add Another, if necessary. Repeat steps 2 - 5 as needed.

New Expense Cancel
Details Itemizations Hide Receipt
Receipt
@b Allocate

* Required field
Expense Type ™

Parking X v
Transaction Date * Trip Type *
02/04/2024 (=] Out of State ~
Report/Trip Purpose * Additional information
Conference/Convention v
€C Vendor Name City of Purchase 1
Seattle, Washington X v

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are png, .jpg, peg, -pdf, .tif or .iff.

Payment Type *

Out of Pocket v 5MB limit per file
Amount * Curency *
Us, Dollar (USD) X v
Request *
02/02/2021, $75.00 - Seattle NACUBO 2021 -
Comment 0/500

Save and Add Ancther R
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Processing Personal Expenses on a University Card

Purpose: If a personal purchase is placed on a university card during business travel, the personal
purchase must be included in as an Itemization. For example:

e Taxi/Rideshare where the tip is over 20%
e Fuel charge that includes some snacks or other unallowable purchases at the gas station
e Rental vehicle where you rented a larger class vehicle without a justification

Non-reimbursable, unallowable, out-of-policy, or personal expenses should only be included or itemized
if they were placed on the travel card or airfare card. An audit rule prevents this expense type from being
used for an out-of-pocket expense.

Itemizing Personal Expenses on a University Card

In this expense report example, we will be itemizing the Taxi/Rideshare Services expense type where we
tipped over 20%.

e Total Taxi/Rideshare Services Expense = $50
e Itemization = $39
e Personal Expense (Non-Reimbursable) = $11

. . M

€)= Taxi or Rideshare Services $50.00 Carce
01/26/2017 YELLOW CAB Corporate Card

Details Itemizations Hide Receipt
A Receipt
@& Allocate
* Required field

Expense Type *

Taxi or Rideshare Services X v

Transaction Date Trip Type *

01/28/2017 Qut of State v

Report/Trip Purpose * Additional Information

Conference/Convention v

CC Vendor Name City of Purchase o I

YELLOW CAB Dallas, Texas X v

Payment Type A i 4 : g

*FSU-TEST-CBCP 50.00

y Request *
US, Dollar (USD) 02/02/2021, $75.00 - Seattle NACUBO 2021 N

Comment 0500

p——— ...

1. Click on the Itemizations tab, then Create Itemization.
2. Select the Expense Type Taxi or Rideshare Services. Provide the amount of the expense
allowable within the policy.
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FSU

Deails Iemizations
Amount Itemized Remaining
$50.00 $0.00 $50.00
New Itemization

@5 Allocate

* Required field

pense Type =

Rideshare Services x o~
™ tion Date * Trip Type *

0128/2017 B3 Outof State ~
Report/Trip Purpose * Additional Information

Conference/Convention ~

©C Vendor Namea

YELLOW CAB

City of Purchase

Dallas, Texas

A = ¥
39.00 US, Dollar (USD)

Comment o500

3. Click Save and Add Another
4. Select the Expense Type Personal Expense (Non-Reimbursable).

New Itemization
* Required field
Expense Type *

[ perso Q

06. Other General Expenses

| Personal Expense (Non-Reimburseable)

5. Enter information in the Type of Personal Expense, Amount, and Comment fields. A comment
explaining the reason for the charge is required for this expense type.

(<)(=) Taxi or Rideshare Services $50.00

01/28/2017 YELLOW CAB Corporate Card

Details Itemizations

Amount Itemized B Remaining

$50.00 $39.00 $11.00

New itemization
* Required field
Expense Type *

Personal Expense (Non-Reimburseable) X v

Transaction Date *

Type Of Personal Expense *

01/28/2017 £  Other v
Amount * Currency

11.00 US, Dollar (USD)
Comment 26/500

Qvertipped driver. Sorry!

Save and Add Ancther KSR
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6. Click Save Itemization.

Note: The total Amount and total Requested are now different, reflecting the amount of the personal
expense.

N s . . -
(< (> Taxi or Rideshare Services $50.00
01/28/2017 YELLOW CAB Corporate Card
Details Itemizations
Amount Itemized (] Remaining
$50.00 $50.00 $0.00
O Alerts|T Datel= Expense TypelT Requested|T
[:] A 01/28/2017 Taxi or Rideshare Services $39.00
0 oL 01/28/2017 Personal Expense (Mon-Reimburseable) fzi?\al
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Processing a Personal Expense on a University Card
1. Add the travel card expense from Available Expenses to an expense report.
2. Change the Expense Type to Personal Expense (Non-Reimbursable).

(<) Undefined $5.90

1/05/2017 STARBUCKS WEST SAN Corporate Card

Details Itemizations

Q% Allocate

* Required field
€ Expense Type *

[persond Q

This field is missing required information.

Recently Used
Personal Expense (Non-Reimburseable)

06. Other General Expenses

Personal Expense (Non-Reimburseable)

3. Select the type of personal expense. If none of the selections are applicable, choose Other.
4. Add a comment (It is required when expense type is Personal Expense (Non-Reimbursable)).

(<)E&0 Undefined $5.90

01/05/2017 STARBUCKS WEST SAN Corporate Card

Details Itemizations Hide Receipt

Receipt
(b Allocate

* Required field
Expense Type *

Personal Expense (Non-Reimburseable)

X v
Transaction Date Type Of Personal Expense *
01/05/2017 Out of Policy Hotel Expense v
Payment Type Amount
*FSU-TEST-CBCP 5.90
Cureney X
US, Dollar (USD)
Comment 31500 Click to upload or drag and drop files to upload a new receipt.

Valid fite types for upload are .png, .ipg, .jpeg, .pdf, .tif or .tifl

Room service not billed to personal card. Front desk would not apply it separately. SMB limit per file

——— ..

5. Click on the Save Expense button.

The Personal Expense Itemization displays along with the other expense items. Total Amount and Total
Requested amount differ by the amount of the personal non-reimbursable amount.

Personal amounts are first deducted from reimbursable expenses, and then if no reimbursable
expenses are left, the traveler must reimburse the university.
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Reimbursing the University for a Personal Travel Expense
Locate and complete the Departmental Deposit Form - Controller's Website > Forms > Travel Forms >

Departmental Deposit Form
Required Information:
A. Travel Reimbursement

B. Amount owed

C. Employee’s Home Department ID

D. 499
E. If applicable
F. 151005

Concur User Guide

Original Trans Ref - Include the 6-digit “Report Key” found in the Concur Report header

Departmental Deposit Form, continued

Section Ill. Deposit Detail - Expense Refunds & Reimbursements

This section should be completed for deposits resulting from an expense refund, expense reimbursement, travel reimbursement, or a cash advance refund. The
Controller's Office will record these deposits with an AR Direct (ARD) journal using the information provided below. In order to appropriately record the deposit,
reference must be made to the original transactions, supported by the associated journal, voucher, or expense report ID. Attach the backup documentation as

outlined in this table in order to ensure timely processing.

Expense Deposit Type

Required Documentation

Suggested OMNI Fl Query

Expense Refund

AP Journal ID & Voucher ID

FSU_DPT_GL_JRNL_WITH_VCHR

Expense Reimbursement

AP Journal ID & Voucher ID

FSU_DPT_GL_JRNL_WITH_VCHR

Travel Reimbursement Provided EX Journal ID and Expense Report ID FSU_DPT_GL_JRNL_WITH_EXP_SHEET
Cash Advance Refund EMPLID, Open Item ID, and/or Voucher ID FSU_DPT_AP_OPEN_ITEMS
Expen:e Deposit Amount Department Fund Project Account CF1 CF2 CF3 Original Trans. Ref
ype (Journal Id, ER, Voucher
Travel Reimbursemen{ ¥ 499 151005

I N 2

TOTAL

Attach a .pdf of the Deposit form and OMNI receipt to the expense report.
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Concur User Guide

Purpose: Use the Attendee field any time someone purchases something on behalf of someone else.
Adding an attendee(s) to expense types allows for transparency when booking on others’ behalf such as
when a travel cardholder purchases a plane ticket for another employee. If there are more than five
attendees (i.e., group travel), the user may attach a roster of travelers instead of listing them individually

using the Attendee fields.

Add an Attendee

After an expense report has been created, you can begin to add expenses and attendees from the main

expense page.

1. Select the check box of the expense you wish to add attendees to then click Edit.

Home | Expense ! Manage Expenses | Seattle NACUBO 2021
A Alents: 9

Seattle NACUBO 2021 $1,193.35

Not Submitted | Report Number: QLYT82

REQUEST

Approved
$947.00

Report Details v Prigflare v Manage Receipts v Travel Allowance v
@ @

O Alerts|T Comment|T Receiptll Payment Typelf Expense Type [T

] A Out of Packet Daily Meal Allowance
O a Out of Packet Daily Meal Allowance
[m A Out of Pocket Daily Meal Allowance

( a Qut of Packet Daily Meal Allowance
[m A = T Out of Packet Lodging
'y T FsUTESTCBCP  Airfare

Vendor Details?

Seale, Washington

Seatrle, Washingtan

Sesttte, Washington

Seattie, Washington

Four Paints Hotels by Sheraton
Phoenix, Arizona

U.S, Airways

Phoenix, Arizona

~

Delete Report | CopyReport | Submit Report

View Available Receipts 5]

Datel® Amount|T  Requested | v
02/04/2024 $11.00 $11.00 nee
02/03/2024 $6.00 $6.00 wee
0210212024 £19.00 $1900 e
0210112024 $30.00 $3000 -
01282017 660.75 Sfj“z: P
01/28/2017 $406.60 $496.60 aee

$1,223.35 51,193.35

2. On the Expense Details page, click on Attendees (0). Note: The number may vary based on
attendees already associated with the expense or if any were previously added.

(e Airfare $496.60

01/28/2017 U.S. Airways Corporate Card

Details ltemizations

L& Attendees (0) J5 Allocate

Expense Type *

Airfare

* Required field

X

h'd
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3. Click on Add. Then, navigate to the Attendees tab.

Attendees

Airfare $496.60

Attendees: 0

4. Choose an “Attendee Type” and enter the attendee’s first and last name. Then, click Search. A list
of attendees matching the search criteria will be shown. Attendees can be added by selecting the
checkbox next to their name and clicking Add under “Search Results” or the Add button in the
column to the right. If multiple attendees exist, continue adding as necessary.

Add Attendees X
A
a ) A
Attendees Recent Attendees Attendee Groups
Search Criteria:
* Required field
Attendee Type * First Name Last Name
Faculty/sStaff v smith
-~
Added Attendees
Added attendees will be listed here
Search Results Results: 100
~
m) Attendee NameT= Employee ID|T Email Address|T Request IDT Attendee TypelT
Smith, Abigail Faculty/Staff Add
O Smith, Abigail Faculty/Staff Add
O Smith, Abigail Faculty/Staff Add
O Smith, Abril Faculty/Staff Add
O Smith, Alana Faculty/Staff Add
O Smith, Alayna Faculty/Staff Add -
Close
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5. Click Close when done adding attendees and then Save to update the expense. Note: Concur will
automatically adjust the expense amount based on the number of attendees.

Attendees

Attendees: 2

Lodging ~ $250.00

O Attendee NameT2
() Smith, Abigail

() Smith, Abril

Employee ID|T

Email Address|T

Request ID|T

Attendee TypelT Attendee Count[T Amount/[T
Faculty/Staff 1 $125.00
Faculty/Staff 1 $125.00

6. The number of attendees will update in the top-left corner under details. Click Save Expense

when done.

Lodging $250.00

01/01/2024 All Suites International

Details Itemizations

Hide Receipt

Receipt
A | Attendees (2) (¥ Allocate
* Required field
Expense Type *
Lodging X v
Date Range * Nights: Transaction Date *
01/01/2024 - 01/02/2024 =] 1 01/01/2024 (=]
Trip Type * Report/Trip Purpose *
Foreign 4 Conference/Convention v
Rate Justification * Additional Information @ l
High Demand Location — Most Economic Option v
Vendor * Lodging Location ™ Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are .png, jpg, .jpeg, .pdf, tif or tiff.
All Suites International v Paris, FRANCE X v 5MB limit per file.
Payment Type *
Out of Pocket v
Amount * Currency *
250.00 US, Dollar (USD) X v
[ Travel Atlowance
Comment 0/500
4
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Allocating Transactions

Purpose: Allocations (also known as split-funding) allow users to allocate expenses to multiple
department-fund-project combinations. Allocation can be done on either travel requests or expense

reports. The process is the same for both.

Concur User Guide

Users can allocate to any account by single, multiple, or all expense lines. Users can also split charges into
multiple accounts. By default, if no allocations are made all expenses will be charged to the department-
fund-project combination that is entered in the Travel Request or Expense Report Header.

Allocate an Expense

Important Tip! Enter all expenses before beginning allocation. If you allocate before entering all expense

lines, some or all allocations will be lost.

1. Select the check box of the expense (or expenses) on the main expense page. Then click Allocate.

Seattle NACUBO 2021 $1,193.35

Not Submitted | Report Number: QLYT82

REQUEST

Approved
$947.00

Report Details v PrintiShare v Manage Receipts wel Allowance v

Copy Report | Submit Report

View Available Receipts

oo ==
O Alerts|T Comment|T ReceiptlT Payment TypelT Expense TypelT Vendor Details [T Datel? AmountlT Requested|T v
) A Out of Pocket Daily Meal Allowance Seattle, Washington 02/04/2024 $11.00 $11.00
0O a Out of Pocket Daily Meal Allowance  Seatte, Wachington 0200312024 $6.00 %6.00
0 aA Out of Pocket Daily Meal Allowance Seattle, Washington 02/02/2024 $19.00 $19.00
J A Out of Pocket Daily Meal Allowance Seattle, Washington 02/01/2024 $30.00 $30.00
0O a 5] T owofpocke Lodging ::‘:ﬂ:{“g:i;':‘e“ by Sheraton 012812017 $660.75 ﬁ?::: v
a (1 ‘FsuTEsTcBCP  Aiftwre tt‘flrt\ir:vf: . 0112872017 $496.60 $196.60

122335 119335

2. Choose between Percent or Amount. The situation can vary depending on allocation requirements

and funding sources. Click Add.

Allocate

Expenses: 11 $1,193.35

Expenses marked as personal, or that your administrator doesn't allow to be allocated, are not included in the amount to be allocated.

‘ Percent Amount

Amount | Allocated $1,193.35

$1,193.35 | 100%
Default Allocation

Code
Default

@ Remaining $0.00

0%

Percent %

100
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3. Provide the first allocation by typing the information in the Search field, including Department,
Fund, PCBU (if applicable), Project/Activity (if applicable). Click Save.

Add Allocation

-

New Allocation

*

Favorite Allocations

* Required field

Department 1
(029000) Controller X v

Fund 2
(110) E&G General Revenue X v

pceU @ 3
v

Project/Activity 4

Cancel @

4. Provide any additional allocations as needed using the same process in steps 2 - 3 for any
alternative funding sources. Once all necessary allocations are added, you can adjust the

percentage or amount as needed.

a. Concur will attempt to split the percentages or amounts evenly, however, they can be
changed as needed.
b. Note: The total amount must be allocated 100%. Otherwise, an audit rule will appear and
the user will not be able to submit the report.
Allocate X
Expenses: 11 $1,193.35 View Allocation Group
Expenses marked as personal, or that your administrator doesn't allow to be allocated, are not included in the amount to be allocated.
Amount Allocated $1,193.35 L] Remaining $0.00
$1,193.35 100% 0%
Default Allocation
Code Percent %
Default 0
(-
Department)T Fund|T PcBUlT Project/Activity T Chartfield 1JT  Chartfield 2JT  Chartfield 3|T Codel= Percent %
Controller E‘:fefjgerm 029000-110 50
O G o e S I
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5. When adjustments are complete and you are satisfied with allocations, click Save.

Allocated expenses will display the words “Allocated” underneath the specified expense.

oo =
(m) Alerts|T CommentlT Receipt{l Payment Typell Expense Typell Vendor Details|T Datel? AmountlT Requested|l v
D aH Out of Pocket Daily Meal Allowance Seattle, Washington 02/04/2024 $11.00 $11.00
$6.00
O r:y Out of Pocket Daily Meal Allowance Seattle, Washington 02/03/2024 $6.00 | 4
Allocatex
. $19.00
O aH Out of Pocket Daily Meal Allowance Seatile, Washington 02/02/2024 $19.00 Alocated
ocate
O F'y Out of Pocket Daily Meal Allowance Seattle, Washington 02/01/2024 $30.00 $30.00
. Four Points Hotels by Sheraton $630.75
v Out of Pocket Lod, 01/28/2017 660.75 v
a E L ofFecke odging Phoenix, Arizona & Itemized
. U.S. Airways $496.60
O A *FSU-TEST-CBCP Airfare .y 01/28/2017 $496.60
Phoenix, Arizona Allocated
$1,223.35 $1,193.35

Frequent next steps:

Reviewing Expense Report Totals

Attaching Receipts & Receipt Handling
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Entering Personal Vehicle Mileage

Purpose: Concur provides a Google Maps mileage calculator within the Mileage (Personal Vehicle Only)
expense type for tracking mileage when using a personal vehicle for business. FDOT mileage tables,
MapQuest, etc. will no longer be acceptable documentation for the Mileage (Personal Vehicle Only)
expense type.

e The mileage calculator will calculate mileage based on your point-to-point routes
e Please see Entering Documented Miles for how to handle mileage logs.

The most accurate way to calculate mileage when using your personal car for business travel is to set up
your waypoints as:

1. Waypoint 1: Your home or work location as the starting point (or wherever you “lay your head at
night,” when already in travel status). Your starting point should be from where your business
travel began. For example, if you left from home, do not put your work location as the starting
point.

2. Waypoint 2: Your destination.

3. Last Waypoint: Your home or work location (or wherever you “lay your head at night”, when in
travel status). The user may click Make Round Trip if the return point is the same as the starting
point.

To Create a Personal Vehicle Mileage Expense Line:

1. With the expense report open, select Mileage (Personal Vehicle Only) on the New Expense tab.
2. The Google Maps-powered Mileage Calculator window automatically displays. Enter the waypoints
(home, office, or possibly hotel location (if already traveling), destination, etc.) adding as many

locations as necessary.
a. Click Make Round Trip, only if your endpoint is the same as your starting point.
b. If needed, the Google Maps display can be adjusted to reflect the actual route taken. Click
Deduct Commute (if starting travel from home, on a normal workday).
i. Enter the Home and Office location. You only need to do this once, or if your
address changes.
ii. Click Deduct Round Trip, if applicable.
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Mileage Calculator Mileage Calculator
Avoid Tolis () Avoid Higmays
[ Avoid Tolls [ Avoid Highways it A s | =
Waypoints Map (=) .
Calculate Route
- o
. University Center - BLDG AS607 & d 1 e
a7.2mi 4
D Personal 3 Home
@ 3518 US-98, St Teresa, FL 32358, US g Viestcots Fourntin, 156 S Copeland § o
§ OAK VALLEY. Office
University Center - BLDG A5607 —
® vt ot o0
Calculate Route Make Round Trip Directions
444 Appleyard Dr, Tallahassee, FL 32304, USA
47.3mi. About 1 hour 1 min
1. Head west toward Progress Dr 190 ft

4 2. Tum left onto Progress Dr 0.1 mi
3. Tum right onto W Pensacola St 0.7 mi
v d Turn et oot F1 263 SICanital Cir W6 7.mi

TOTALPERSONAL |  TOTAL BUSINESS
Deduct Commute 3.8 Ml 90.6 MI

3. Click Calculate Route.

4. If the calculated route appears accurate, click Add Mileage to Expense. Make sure all required
fields are completed, including Transaction Date.
a. Note: Users are not required to attach a receipt or any other attachment for this expense

type.
5. Click Save Expense.

Frequent next steps:

e Meal Allowances & Itineraries

e Processing University Travel Card Charges

e Adding Out-of-Pocket Expenses

e Attaching Receipts

e Itemizing Personal Expenses on the Travel Card
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Documented Miles Expense Type

Purpose: This expense type is for personal vehicle mileage that cannot be accurately represented via
Google Maps (i.e., many laps of a looped route, off-road fieldwork, home/site visits that are documented

via mileage log and submitted at a regular interval).

1. Click Add Expenses to start a new expense line.

2. Select the Documented Miles expense type by clicking on it or by typing it into the search box.

3. Enter the number of miles claimed.

New Expense

Details Itemizations

(5 Allocate
* Required field

Expense Type *

Documented Miles X v
Transaction Date * Trip Type *

02/04/2024 =] Out of State v
Report/Trip Purpose * Distance *

Conference/Convention v
Mileage Rate Payment Type *

0.445 Out of Pocket v
Amount 0 Currency *

0.00 US, Dollar (USD) X v
Comment 0/500

Save and Add Another =L

Cancel [EEEINEESN ]

Hide Receipt

Receipt

T

Add Receipt

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff.
5MB Limit per file.

4. Click Add Receipt and attach the mileage log (Required).
5. Click Save.
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Receipt Handling & Submission Methods

Purpose: Most expenses incurred during travel require a receipt for reimbursement. Concur has many
tools and methods to facilitate receipt handling. Below is an overview of the general policies that
determine how receipts should be handled along with their requirements.

Does Not Require Receipts
The following expense types:

e Daily Meal Allowance
e Per Diem

e Mileage

e Agent/Booking Fees

Also, the following expense types, if less than $40.00 and paid out-of-pocket:

e Baggage
e Parking
e Portage
e Tolls

e Taxior Car Service

Requires Receipts

e All university card (travel card, lodge card/airfare card, etc.) transactions
e All other expense types, regardless of dollar amount

Submission Methods

Concur has multiple methods of uploading receipts into the system to fulfill any receipt requirements
necessary based on the method of payment, expense type policy, and amount limits specified above.
Receipts can be added from Available Expenses, Available Receipts at the expense level, report header
level, or from Concur Mobile.

If the receipt applies to the entire report, it would be appropriate for the report header. However, if the
receipt is related to a specific expense, it would be suitable to apply the receipt to the specific expense
rather than the whole report.
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Available Expenses
Before you attempt to upload:

e Files should be saved as .png, .jpg, .jpeg, .pdf, .tif or.tiff
e 5MB limit per file
e File names should be short to prevent issues with file upload character limits
1. Save the file on your local computer in a location you can access.
2. Navigate to the Expense application and select “Available Expenses.” Then, click on Upload
Receipt.

& You are cumently logged in as a test user

7 caner e~ °

Manage Expenses  Gard Transactions Cash Advances

Home / Expense / Manage Expenses

Manage Expenses

ReportLibrary
View:  Active Reports v
Seattle NACUBO 2021 A
03/19/2024
$1,233.85

Not Submitted

Available Expenses
Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg. .pdf, if or tiff.

view:  All Expenses v
(O  Receipt Payment Typell Expense SourcelT Expense Typell Vendor Details{T Datel” Amount{T
E Out of Pocket Meals/Food (Non-Travel) 032172024 MXN 10.00
(] *FSUTEST-CBCP Corporate Card Lodging - Group TTC\ - 01/302017 $55.00 e
VONAGE HOLDINGS CORP
O *FSU-TEST-CBCP Corporate Card Undefined o 01/28/2017 $44.00 e

Halmdel, New Jersey

e Expense Source: Expenselt - Uses Optical Character Recognition (OCR) to turn images, and
paper receipts into an expense that can be modified on the expense report (ER). Works well for
out-of-pocket expenses. The information captured using this application can be modified
either from the “Available Expenses” area within the Expense application.

3. Click Browse to locate the file on your computer, then Attach.

4. Repeat steps 1 -3 as necessary.
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Available Receipts
Before you attempt to upload:

e Files should be saved as .png, .jpg, .jpeg, .pdf, .tif or.tiff
e 5MB limit per file
e File names should be short to prevent issues with file upload character limits
1. Save the file on your local computer in a location you can access.
2. Navigate to the Expense application and open the relevant expense report. Then, click on Attach
Receipt next to the expense or View Available Receipts.

O o \ Attach Receipt ut of Pocket Daily Meal Allowance Seattle, Washington 02/01/2024 $30.00 $30.00
PR .
. Four Points Hotels by Sheraton $630.75
| ]
Out of Pocket Lod, 01/28/2017 660.75 ses
8 a E] :\_1__ H O =EEE Phoenix, Arizona & temized v
. U.S. Ail $496.60
O a *FSU-TEST-CBCP Airfare Hways 01/28/2017 $496.60
Phoenix, Arizona Allocated
$1,263.85 $1,233.85
Report Details v Print/Share ¥  Manage Receipts v Travel Allowance v View Available Receipts
() Alerts|T Commentll Receiptll Payment Typell Expense TypelT Vendor Details|T Datel™ AmountlT Requested|T v

3. Awindow should open. Click on Upload New Receipt.

7 5

Attach Receipt X

Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff. [ (® Upload New Receipt ]

4. Repeat Steps 1 - 3 as necessary.
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E-Mail
Before you attempt to upload:

e Files should be saved as .png, .jpg, .jpeg, .pdf, .tif or.tiff
e 5MB limit per file
e File names should be short to prevent issues with file upload character limits

Note: To email receipts from your email address, you must first verify your email address in your
Concur profile. See Updating your Profile - “Email Addresses” section.

1. Email your e-receipt or receipt images as attachments to receipts@concur.com. The receipt will be
added to your available receipts.

B From v CTL-Concurproject@fsu.edu
. receipts@concur.com;

Receipt

”3." Attach15117_20181230_163548jpg attachment.pdf
ao| 231KB 3 117kB

[« [+]

2. Navigate to the Expense application, then the relevant expense report.
3. Select the expense item that requires a receipt, then click Attach Receipt.

” . lut of Pocket Daily Meal Allowance Seattle, Washington 02/01/2024 $30.00 $30.00
Attach Receipt .
7 Four Points Hotels by Sheraton 30.75
A E] VT 1| outof Pocket Lodging iSOty She 01/28/2017 $660.75 e v
Sl Phoenix, Arizona Iteenized
S. Airway: $496.60
A T *FSU-TEST-CBCP Airfare thS, Ay 01/28/2017 $496.60 ;
— Phoenix, Arizena Allocated
$1,263.85 $1,233.85

4. Locate the file in your list of “Available Receipts.” Click Attach.
5. Repeatsteps 1 -4 as necessary.
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Mobile App
See Concur Mobile Registration for directions to install the Concur application on a mobile device. This
must be done before receipt images can be uploaded from a cell phone or other mobile device.

There are a few options in Concur Mobile when you navigate to “Home" or “Expenses” and click on the
blue icons. (See screenshots below). Many options below can be used for uploading receipts directly from
your mobile device.

= gy SAP Concur a Expenses

Reports Expenses

0

You're all done!
Enjoy your day.
No Reports
When you have reports, you'll see your reports here

(¢ Create New Report

7  Create Manual Expense

(A Create Mileage Expense
Capture Receipt
@  Take Photo
@  Upload Photo
*
1 Upload File

@ =) ] £ =) (i) : i
Home Expense  Travel 1 More HO@",S Expense Travel More B Add Receipt

e Capture Receipt - Uses Optical Character Recognition (OCR) from Expenselt to turn images, and
paper receipts into an expense that can be modified on the expense report (ER). Works well for
out-of-pocket expenses. Information captured using this can be modified either from the
“Expenses” area on the mobile app or once you add the expense to an ER.

e Create Manual Expense - Useful for creating an expense manually while traveling but not ideal
since it requires a lot of manual entry on the phone. (Does not count as a receipt)

e Create Mileage Expense - Provides quick access to creating the Mileage (Personal Vehicle Only)
expense type while traveling but is not ideal since the integrated map may not list all results.
(Does not count as a receipt)

e Take Photo - Uses a device camera to quickly take and upload an image.

e Upload Photo - Allows Concur to access local images to upload an image.

e Upload File - Allows Concur to access local file storage to upload a file.
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e Add Receipt - Add a receipt using the Take Photo, Upload Photo, and Upload File options.

For the best experience while uploading receipts, it is recommended to use a strong and stable internet
connection for the entirety of the upload process. If the process fails, you can retry the upload until it
succeeds.
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Submit an Expense Report

Purpose: Expense reports are required to be reimbursed for out-of-pocket expenses incurred during
travel and to settle travel card and airfare card transactions. To submit an expense report, users must

ensure all expenses are accurate, contain receipts where necessary, and have cleared all necessary audit
rules.

o

& pens ]
Seattle NACUBO 2021 $1,223.35 [ cre o | corruon | s o
S ——

mmmmwv Manage Receips s Travel Allowance v View Ausable Receipes B

Ade Expansn
) Alortsd]  Recsiptd?  Payment Typedl Exponse Typol! Datel Requestad 1T v
N Cutef Pecher Dy esi Alowance n20uz02 s
al A La wzes o
=] a o 02022024 s12.00
A Out of Py $3000
A X ouwdr oo -
A e est.cace
sz
ut of Pocket Daily Meal Allowance Seattle, Washington 02/01/2024 $30.00 $30.00
Attach Receipt
Four Points Hotels by Sheraton $630.75
Out of Pocket Lod 01/28/2017 660.75 aee v
O a E] Siahbees S E Phoenix, Arizona e Itemized
. U.S. A $496.60
O & *FSU-TEST-CBCP Airfare Hnways 01/28/2017 $496.60
Phoenix, Arizona Allocated
$1,263.85 $1,233.85

1. After reviewing all expenses for accuracy, uploading receipts where necessary, and clearing all
necessary audit rules your expense report should be ready to submit.
2. Click on Submit Report.

Manage Expenses Card Transactions Cash Advances
Seattle NACUBO 2021 $1,166.35 Copy Report | Dette Report
Not Submitted | Report Number: QLYT82
REQUEST
Approved
$947.00

3. Review the Official Business Certification of the User Electronic Agreement and if you agree, hit
Accept & Continue.

February 2025 Questions? Contact travel@fsu.edu Page | 77
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question

FSM CONTROLLER'S OFFICE Concur User Guide

\\\\\\\\\\\\\\\\\\\\\\

a. Note: Delegates can use the Submit Report button to review and clear any audit rules of
the expense report; however, only the traveler will be able to submit the expense report
into the workflow.
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Printing Travel Requests and Expense Reports
Purpose: From time to time, a printed or .pdf copy of a report may be necessary. Users can print or save
a .pdf copy of travel requests and expense reports when needed.

Travel Request
1. Click Print/Share and select FSU-Request Printed Report.

2. Choose whether to print, save a .pdf, or email.

seattle NACUBO 2021 $947.oo Copy Request | Cancel Request  Close Request

Approved | Request ID: 9AUF

Request Details v __ Print/Share v Attachments v

REPORTS: 1 |[ *FSU-Request Printed Report ]‘

=

Amount Remaming
$1,166.35 $947.00

Expense Report
To preview and print the expense report:

1. On the Expense Report page, click Print/Share.
2. Click on FSU - Detailed Report with Audit Trail & App flow for employee expense reports or

FSU- Guest Detailed Report with Audit & App flow for guest reports.
3. Choose whether to print, save a .pdf, or email.

Seattle NACUBO 2021 $1,233.85

Not Submitted | Report Number: QLYT82

REQUEST

Approved
$947.00

Report Details v Print/Share v Manage Receipts v  Travel Allowance v View Available Receipts

*FSU-Detailed Report with Audit Trail & App flow ]
(e e *FSU-Guest Detailed Report with Audit & App flow

The Concur system generates a report that includes all report-level information as well as a summary of

the report.
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Reimbursing Guests in Concur

Purpose: This document describes the steps needed to complete an expense report on behalf of a
traveler who is not an FSU employee. All expense coverage must follow FSU guidelines. In order to
approve reimbursement, users must attach a signed copy of the expense report by the guest traveler
prior to submitting for approval.

Before entering guest travel, the user should be familiar with navigating Concur, entering travel
requests and entering expense reports.

Expenses can be entered in Concur for individuals who are not university employees. The following are
examples of non-employee payments:

e Astudent who will be reimbursed for out-of-pocket expenses while attending a conference

¢ A job candidate who will be reimbursed for expenses incurred while traveling to the university for
interviews

e Aspeaker outside of the university visiting the campus

In these examples since the payees are not university employees. You must complete a Guest Traveler
Profile form and have a Guest ID number issued.

Important note: Travel reps do not act as delegates to enter guest travel. Guest travel is entered
under the travel rep’s own profile.

Enter an Expense Report for a Guest Traveler

1. Create an expense report from an approved Guest travel request. Note: Travel requests must be
fully approved before they can be used to create an expense report.

2. Click the box labeled Guest Expense Reimbursement (an audit rule will be triggered if this box is
not checked). Note: The combination of Traveler Type (Guest), Guest ID and Guest Address fields,
and the Guest Expense Reimbursement checkbox is what ensures payment goes to the guest
traveler identified on the expense report.

Create New Report X

Z Guest Expense Reimbursement@

Guest ID Q 1  Guest Address 2

~v

3. Complete all required fields. In the area, near the bottom of the expense report header page there
will be a section asking, “Are you the traveler claiming meals for this expense report?” Select No, |
do not require Travel Allowance.
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Travel Allowance

Are you the traveler claiming meals for this expense re-
port? If this is for a Guest click "No".

Y .
() Yes, |require Travel Allowance

/\5\,‘ No, I do not require Travel Allowance

Cancel [NUCEICEE
W

4. Click Create Report and Concur will advance to the next screen.
5. Using the Add Expense option you can add any necessary available expenses or create a new

expense type.
a. The expense type “Guest Daily Meal Allowance” should be used for any necessary meal

allowance for the traveler.
b. Complete one Guest Daily Meal Allowance expense line for each day of the trip necessary.

i. State of Florida meal allowance is the same for guests as for employees. Those rates
are $6 for breakfast, $11 for lunch, and $19 for dinner, domestically. Foreign meal

rates will vary by location.
6. Inthe comment box, elaborate on what meal allowance is being paid, i.e. breakfast, lunch, dinner,

etc.
7. Add additional expense lines for per diem and any out-of-pocket reimbursements the guest

traveler is entitled to.
Frequent next steps:

e Adding Out-of-Pocket Expenses

e Attaching Receipts
e [temizing Personal Expenses on the Travel Card
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Entering Travel Card Charges Made on Behalf of a Guest Traveler

Travel Reps frequently book travel with their t-card on behalf of guests. To associate these charges with
the guest's trip, the travel rep must list the guest traveler as an attendee for any expense line created on
behalf of the guest. You may include these charges on the guest traveler’'s expense report.

1. From an open expense related to the guest’s travel, click on Add Expense.

2.
expense report.

Select the expenses associated with the guest’s trip and click Add to Report to add them to the

Select the travel card expense and click on Attendees (0). Then, click Add.
Navigate to the Attendees tab and choose Attendee Type “Guest.”

Add Attendees

a

Attendees

D

Recent Attendees

a

Attendee Groups

Search Criteria:

Guest

Attendee Type * Last Name First Name

* Required field

Faculty/Staff

Group Event 5+ Attendees

Guest I

Added attendees will be listed here

Can't find an attendee? Create New Attendee

5. Search for your guest by last name and first name. If the guest's name does not appear, click

Create New Attendee.

a. Create New Attendee: Select the attendee type “Guest’

name and first name. Click Create Attendee and Save.

"and enter your traveler's last

Create New Attendee

< Go back

Attendee Type * Last Name *

Guest

* Required field

First Name ™

Note: The guest traveler's name will be associated with that expense line; however, the line is paying the

travel card.

6. Click Save, then Save Expense to finish the expense line entry.
additional expenses.
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Obtaining Guest Signature/Review
1. Once all expense lines are entered and the expense report is ready for submission, click on

Print/Share and select *FSU-Guest Detailed Report with Audit & App flow.

Guest Expense Report $44.00

Not Submitted | Report Number: QO7Y5T

Report Details v  Print/Share v Manage Receipts v Travel Allowance v

| *FSU-Detailed Report with Audit Trail & App flow
Add Expense *FSU-Guest Detailed Report with Audit & App flow

2. Print or email the report to the guest traveler for their signature. Note: A Docusign or other

secure e-signature is acceptable.
3. When you've received the signed expense report, attach it in Concur by opening the expense
report, clicking Manage Receipts and selecting Manage Attachments.
a. Note: If any receipts are already attached, use Append to attach the signed detailed report.

Guest Expense Report $44.00

Not Submitted | Report Number: QO7Y5T

Report Details v Print/Share v  Manage Receipts v  Travel Allowance v

Manage Attachments

Add Expense

4. Once the signed expense report is attached and all audit rules are cleared, you may submit the

expense report for approval.
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Correcting and Resubmitting an Expense Report
Purpose: Expense approvers and pre-pay auditors can send an expense report back if an error is found.
The approver will include a comment explaining why the report was returned.

To Identify and Correct a Report Requiring Resubmission:
1. The report will appear on the Expenses homepage under “Manage Expenses” and filter to “Active
Reports."The report appears in red with “Returned” on the Report tile.

ET7 Concur  Expense v | (Ol B, acting as Travelerl, FSU

Manage Expenses Card Transactions Cash Advances

Home [ Expense / Manage Expenses

Manage Expenses

Report |_i|;ra|"|I view:  Active Reports ~ (@ Create bew Report
=
Test Outstanding... Sent for Payment (90 Days) Guest Expense Report @ Seattle NACUBO 2021 &
01109/2025 7 5 032112024 03/19/2024
$25.06 R0 B $294.96 $1,166.35

Returned This Year Mot Submitied Not Submitted

Sent Back 1o User
Travel Delegate

2. Click the Report tile to open the report.
3. Check the Comments to determine why it was returned or view the Report Timeline.

© Report Comment ||FSU Admin: Please update funding source.lview Report Timeline

Test 110 Hdr & 545 Alloc > 100 $101.00

4. Make the requested changes. Click Submit Report.
Delegates and Returned Reports

e If an expense report was entered by a delegate, and is returned by the approver, both the
employee and the delegate will receive email notification.

e Both the delegate and/or the employee will be able to modify the returned report.

e Returned reports, if being modified, must be resubmitted for employee approval.

e Resubmitted reports must go through the entire approvals process.

February 2025 Questions? Contact travel@fsu.edu Page | 84
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question

FSU

CONTROLLER'S OFFICE Concur User Guide

NNNNNNN & ADMINISTRATION

Determining Expense Report Status
Purpose: Users may wish to check on the status of their expense report as it proceeds through workflow.
For additional information on approvals and workflow in Concur see our Concur Approvals page.

Access the Expense Report
1.
2.

Log into my.fsu.edu and access Concur.

Click on the Expense tab. (Delegates should act as their traveler first).
Expense reports with a variety of statuses appear under Manage Expenses. The default view for
this page is “Active Reports”. Reports are considered active if they were created within the last 90

days.

Z5F Concur  Expense v

Manage Expenses Card Transactions Cash Avances

Home | Expense | Manage Expenses

Manage Expenses

Repﬂﬂ Libt‘al’y View: Active Reports -

=

Sent for Payment (90 Days)

Test Quistanding... ‘
oL0SI2025

$25.06

Returned This Year

Q22024

$294.96

Mot Submirte d

Last 90 Days

Sent Back 1o User
Traved Delegate

Guest Expense Report @

ORIl B Acting as Travelerl, FSU

Seattle NACUBO 2021 a
0H1W2024

$1,166.35

Hot Submitted

Expense Report Statuses

Submitted & Pending Approval

In immediate supervisor's queue

Pending Cost Object Approval

At budget manager, Sponsored Research, or
Research Foundation

Approved & in Accounting Review

At FSU Foundation for approval or Compliance
(Athletics)

Approved and Pending Processor Manager

At central Travel Office for prepay audit

Sent for Payment

Approved for payment

Accessing Comments

Occasionally, a report is placed on hold. In these cases, a user will receive an email from an auditor or
travel rep informing them of the hold and requesting additional documentation or information. Users
can also view comments on the expense report by opening the report and clicking Report Details >

Report Timeline.
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Reviewing Expense Report Totals
Purpose: Before submitting an expense report, users should review report totals to ensure the amounts
being paid to the university, traveler, or guest is correct.

Seattle NACUBO 2021 $1,193.35

Not Submitted | Report Number: QLYT82

REQUEST

Approved
$947.00

Report Details v Print/Share v Manage Receipts v Travel Allowance w

Add Expense

@]

o 0O o 0o O

@]

Alerts|T Commentll Receiptll

'y

Payment TypelT

Out of Pocket

Out of Pocket

Out of Pocket

Out of Pocket

Out of Pocket

*FSU-TEST-CBCP

Expense TypelT

Daily Meal Allowance

Daily Meal Allowance

Daily Meal Allowance

Daily Meal Allowance

Lodging

Airfare

Vendor Details [T

Seatlle, Washington

Seattle, Washington

Seatlle, Washington

Seattle, Washington

Four Points Hotels by Sheraton

Phoenix, Arizona

U.S. Airways
Phoenix, Arizona

Datel™

02/04/2024

02/03/2024

02/02/2024

02/01/2024

01/28/2017

01/28/2017

o

View Available Receipts.

Amountlt  RequestedlT
$11.00 $11.00
$6.00 $6.00
$19.00 $19.00
$30.00 $30.00
ors T
$496.60 $496.60

$1,223.35 $1,193.35

Note: Total Amount and Total Requested located at the bottom right of the screen are not necessarily
the amount due the traveler.

To review a breakdown of the expense report totals:

1.

From an open expense report, click on the Report Details.
2. Click Report Totals.

Report Totals

$696.75

Employee

Company Payments

$496.60

*FSU-TEST-CBCP

$0.00

Company

Amount Total
$1,223.35

Less Personal Amount:

Employee Payments

Due Employee
$696.75

Amount Due (*FSU-TEST-

Owed Company:
$0.00

$30.00 CBCP).

$496.60
Requested Amount: Total Paid By Company: Total Owed By Employee:
51,193.35 $1,193.35 50.00

Expense Report Amount Total is $1,223.35

February 2025

Questions? Contact travel@fsu.edu
Return to Table of Contents

Page | 86


mailto:travel@fsu.edu?subject=Concur%20Question

FSM CONTROLLER'S OFFICE Concur User Guide

\\\\\\\\\\\\\\\\\\\\\\

e Total Paid By Company is $1,193.35, $1,223.35 subtracted by Less Personal Amount of $30.00
(from a Personal Non-reimbursable expense).

e $496.60 was charged to the FSU Travel Card (FSU-Test-CBCP) This amount is deducted from the
Amount Total.
¢ Amount Total subtracted by Amount Due is $726.75, Amount Due of $726.75 subtracted by

Less Personal Amount of $30.00 (employee owed from a Personal Non-reimbursable expense)
results in an Amount Due Employee of $696.75.
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Reviewing and Approving Requests & Expenses

Purpose: This section is for individuals who are responsible for approving requests or reports submitted
by users. Expense reports pending approval can be accessed from multiple links on the Concur Home
page. For additional information regarding approvals in Concur, please visit our Concur Approvals page.

Accessing Approval Items
e Approvals link in Navigation Menu
e Required Approvals link on the Quick Task Bar
e Approvals link found under Activity Cards

Cumently logged in as a test user

oncur Home v ®

(R appLicaTIONS

Requests
Travel

Expense

Approvals l

&  Required Approvals 13 & Authorization Requests 1 @ View Trips 0 [ Available Expenses 0 [0  Expense Reporis 1

Reparting

Intelligence

TripLink @ You haven't signed up 1o receive e-receipts.@ Sign up here X
App Center

* Company Notes

A, Booking for myself | Book for a guest Travel Advisories

+ Al airfare must be purchased in Concur or over the phone with our travel agency, Collegiate

XB 8 ;. 3] Travel Planners (CTP)

Flight Search

-t
\" I (R— Mult-city Read More
i Available Expenses Expense Reports (1) + seeal | Approvals (13) see Al | Requests (1) +
Enter airport, city. or location
= Test Expense Report $5.00 - i Test Reauest Foreign $50.00
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Approve Submitted Requests or Reports

1. Click the name of the request or report you want to open.

2. Review each line item for compliance, and to ensure any required receipts and itemizations have
been provided. Note: Approvers can change allocations, some expense types, and transaction
dates for out-of-pocket expenses. They can also add comments and receipts. They cannot add or
delete lines or change amounts.

a. Click the expense on the left-hand side to display itemization details including account
allocations, comments, missing receipt affidavits, and exceptions.

Test 110 Hdr & 545 Alloc > 100 ... - Send Bac o User T
Summary  Detailsw  Receiptsw  Print/Emailw
Expenses Vieww € | Expense || Receipt Image
‘ Datel® ‘ Expense Type Amount Approved ‘
05292023 Boat $50.50 $50.50 Expense Type Transaction Date Trip Type
5 IAccounling&Audit Services (C v 0502612023 INon-TvaveL v
05/26/2023  Accounting & Audit Services (On $50.50 $50.50 Reason for not using other procurement
Z2d S TEST Report/Trip Purpose Additional Information methods
CC Vendor Name Payment Type Amount
TEST Out of Pocket v 5050 USD v
Reviewed Approved Amount Comment
- T :}

b. Receipt images can be viewed in the Receipt Image tab.

Test 110 Hdr & 545 Alloc > 100 ;..... s

Summary Detailsw Receipts @ Print / Emailw

Expenses Vieww « Expsnsel Receipt Image |

‘ Datel® ‘ Expense Type Amount Approved‘ @ @ | w
05/29/2023 Boat $50.50 $50.50
5 -
05/26/2023 Accounting & Audit Services (On $50.50 $50.50
@e TEST

3. Click Details, then Allocations to view account allocations for the entire report.

Test 110 Hdr & 545 Alloc > 100 [Travelg
Summary Detailsw Receipts w Print / Email w
Expensesl Report Vieww <
_ Report Header
Datel= Amount Approved
e $50.50 $50.50
2 Audit Trail
Approval Flow  Services (On $50.50 $50.50
Comments
Allocations
Allocations
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4. |If all items are in compliance, click Approve.
a. Note: If allocations are changed, clicking Approve will update the workflow to send the
report to any newly added cost object approvers (budget manager).

Send Back to User Approve & Forward
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Send a Submitted Request or Report Back to the User
To return the entire expense report to the preparer for correction:

1. Open the desired request or report and click Send Back to User.
2. Inthe window that opens, use the Comment field to explain the reason the item is being
returned. Then, click OK.

| Send Back to User Approve & Forward
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Adding an Additional Review Step

Approvers have the option to forward transactions in their queue to additional approvers as needed.
Note: This is a one-time process and if necessary, will need to be repeated for each request/report.

To approve and forward a request or report:

1. Select the report you want to open
2. Review the report, and then click Approve & Forward

Send Back to User Approve & Forward

3. Inthe User-Added Approver field, click the drop down and use an option such as Last Name or
Email Address for the search method
4. Search for, then select the appropriate individual

Approve & Forward Report: Test 110 Hdr & 545 Alloc > 100 X

User-Added Approver:

Comment:

Approve & Forward Cancel

5. Click Approve & Forward

If you received the approval as the Cost Object Approver (Budget Manager), to forward to another
approver:

1. Click Details, and then Approval Flow
2. Click the “+"icon to add an approver to the workflow, this will insert the approver in the workflow
before it routes to the next systematic approver
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Approval Flow for Report: Test 110 Hdr & 545 Alloc > 100 X

= Cost Object Approval:

4 RF02782 Salary: CPB FY17 TV_1 (055000-545-FSU01-039533_1)

[Appmver, Department COA 1

[Applovsn Project 1

[Apploven Res Fndtn AP Acct

[Appmver, Res Fndtn Grant Analyst 1

’—v E&G General Revenue (029000-110)

st

3. Click the drop down and use an option such as last name or email address for the search method

Approval Flow for Report: Test 110 Hdr & 545 Alloc > 100

X Approval Flow for Report: Test 110 Hdr & 545 Alloc > 100 X
a F'S
Approver, Department COA 1 ] Approver, Department COA 1 ]
—> User-Added Approver: = User-Added Approver:
@ x Approver, Department COA 2 (CTL-Concurproject@fsu.edu) @ x
[‘ ~ Approver, Department COA 2 (CTL-Concurproject@fsu.edu)
User ID: coa2
Last Name @ Logon ID: coa2@fsu.edu @
First Name Search Approvers By
Email Address
Login ID
Employee ID @ [Approver, Res Fndtn AP Acct @
[Approver, Res Fndtn Grant Analyst 1 ] @ @ [Approvsn Res Fndtn Grant Analyst 1 @ @
r~ E&G General Revenue (029000-110) v r~ E&G General Revenue (029000-110) v
Sed S

4. Search for, then select the appropriate individual

5. Click Save Workflow, then Approve
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Accessing Past Approvals
Purpose: From time to time an approver may wish to look at past requests and expense reports that

they approved.

1. Log into Concur and, if needed, act on behalf of the approver whose transactions you wish to
view. Approver delegates may view past approvals for someone else if they are an approval
delegate for that person.

2. Click on Approvals.

3. Click either Requests or Reports.

& You are currently logged in as a test user =

ET7 Concur  Approvals v ® A

Approvals Home Requests Reports

Approvals

00 01

Requests Expense
Reports

Expense Reports
Report Name Employee
Traveler2, FSU 06/22/2023

Report Date Amotint Due Employee Requested Amount

QA0 0 Test 110 Hdr & 545 Alloc > 100 $101.00 $101.00

4. Concur displays “Reports/Requests Pending Your Approval” by default. Both tabs work identically.
Users should click the filter next to View to select a different range of past approvals.

& You are currently logged in as a test user

ET7 Concur  Approvals v

Approvals Home Requests Reports.

Expense Report List

Reports Pending your Approval(1)

® Reports Pending your Approval
Reports you Approved this Month

Reports you Approved last Month port Name
t 110 Hdr & 545 Alloc > 100

v

Reports you Approved this Quarter
Reports you Approved last Quarter
Reports you Approved this Year
Reports you Approved last Year
All Reports you Approved

5. Click on the request or report name to view it.

& ‘You are currently logged in as a test user
FT Concur  Approvals v ® a
Approvals Home  Requests  Reports

Expense Report List
ot tone N — v o

| Employee Name Repert Name Comments Status Payment Status Report Date Date Submitted Total Requested...

Traveler3, FSU 6-26-23 Final 545/544 Only SNA test Pencing Cost Object Appr...  Not Pald 0672602023 062612023 $180.00 5180.00) o
Ja 544545 T report {Fun 544 anctior 545) wit sk the Foundation Approval. I you have cther allocations, e Travel Offic wil Approve .
M This report has ene or more entry level exceptions.
Traveler2, FSU Test 110 Hdr & 545 Alloc < 100 Approved and Pending Pr. Nat Paid 062202023 0612312023 $20.00 $20.00
U Traveler2, FSU Test 110 Hdr & 599 Alloc < 100 Appreved and Pending Pr, Not Paid 062202023 062312023 $20.00 $20.00
A This report has one or more entry level exceptions.
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Request /Expense Delegates

Purpose: Delegates are employees who are allowed to perform work on behalf of other employees.
Delegates can prepare and submit travel requests, book travel, and prepare, but not submit, an expense
report on behalf of the traveler. It is the responsibility of the traveler to add/delete Delegates. Request
Delegates & Expense Delegates are linked, changes to one, will impact the other. Users can contact the
Travel Office to be added as a delegate for 10 or more people at a time.

To See Who You Are a Delegate For
1. Login to Concur.
2. From the Concur home screen, click Open Profile (1) icon.
3. Click Profile Settings (2).

OTD

Travel Delegate

}’: Act as Another User v

@ Profile Settings e

(D Sign Out

)
4. Navigate to Profile Options > Expense Delegates.

Profile Options

Select one of the following to customize your user profile.

Personal Information System Settings

Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-

X hour clock? When does your workday startend?
Company Information
Your company name and business address or your remote Contact Information
locati How can we contact you about your travel arrangements?

ard information here 50 you don't Enable e-receipt
e You purchase an item or service.  from participating vendors.

Travel Profile Options Travel Vacation Reassignment

Garier, Hotel, Rental Car and other travel-elated preferences.  Going o be out of the office? Confgure your backup travel
aaaaaa

lExpense Delegates g

IDetegates are employees who are allowed o perform viork on |  Request Preferences

loehalf of other employees Select the options that define when you receive emal

e notifications. Prompts are pages that appear when you select
Select the options that define when you receive email
notifications. Prompts are pages that appear when you select  Change Password

a certain action, such as Submit or Print Change your password.

 certain action, such as Submit or Print.

Concur Mobile Registration
Set up access to Concur on your mobile device

5. Click Delegate For.

Expense Delegates

This employee may act as a delegate f d employees

Expense and Request share delegates. ning permissions to a delegate, you are assigning permissiens for Expense and Request

Receives
- Can CanBook Can Submit CanSubmit CanView  Receives  Can Can Approve Can Preview  Approval
O Name Prepare  Travel P equests  Receipts  Emails Approve  Temporary For Approver Emails
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Remove Unneeded Travelers or Delegates in Concur

Delegates can work in Concur on behalf of travelers. They can also elect to receive email notifications that

are intended for the traveler. This can cause users to receive Concur emails when any of those travelers
have activity in Concur. Removing unneeded travelers will reduce unnecessary emails.

Note: Once you remove yourself as a delegate you will need to communicate with that user to be added

back as a Delegate in the future using the instructions here.

1. Login to Concur.

2. From the Concur home screen, click Open Profile (1) icon.

3. Click Profile Settings (2).

o

Travel Delegate

X Act as Another User

@ Profile Settings 9

Q) Sign Out

4. Navigate to Profile Options > Expense Delegates.

5. Select the check box to the left of the individual(s) and click Delete

Note: If you do not act as a delegate (travel rep) for any users, select the checkbox at the top to select all

users on your list, then click Delete.

February 2025

Profile Options

Expense Delegates

Delegates | Delegate For

This employee may act as a delegate for the listed employees.

Expense and Request share delegates. By assigning permission

Can Can Book Can
0 Name Prepare  Travel Rep
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Accessing Past Travel Requests & Expense Reports

Purpose: There are many reasons a traveler or delegate may need to access a report/request from the
past. The report or request library allows a user to view past items. Travel representatives (Travel rep)
may view reports and requests for any traveler they are a delegate for. Budget managers should request
the Request & Expense Processor (Read Only) roles from the Travel Office.

Manage Requests
1. Log into Concur and, if needed, act on behalf of the traveler whose request you wish to view.

Delegates may view requests of any user they are a delegate (travel rep) for.
2. Click on the Request application

8 You are currently logged in as a test user
[OJl B Acting as Travelerl, FSU

Manage Requests

Home / Requests / Manage Requests

Manage Requests

view: Active Requests v

Oul

T ot submitted

$1
=

Approved

Pending Approval

Subl Cancelled "

P Ciosea

Tes  All Requests
10T N——

o

(@ Create New Request

Concur User Guide

Test In State Delegate Submit Test Recjuest Foreign [x] Test Request Foreign
11/01/2024 | KY7D 10/21/2024 | LeVJ 10/16/2024 | LOWC
$10.00 $50.00 $50.00

Submitted & Pending Approval Submitted & Pending Approval
Default Approver Default Approver

Test Foreign Delegate Submit @ SAP Test for Project2 In State

10/01/2024 | KY77 06/04/2024 | KKXQ

® |

06/01/2024 | KKL7

3. Active requests will display by default. Users may view other requests by clicking View “Active
Requests”.

4. Click on a request name to view it.
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To Access the Report Library

1. Log into Concur and, if needed, act on behalf of the traveler whose report you wish to view.

Delegates may view reports of any user they are a delegate (travel rep) for.

2. Click on the Expense application

3. Active reports will display by default. Users may view other requests by clicking View “Active

Reports”.

& You are currently logged in as a test user

WCOI‘ICUT
Manage Expenses Card Transactions Cash Advances

Home / Expense / Manage Expenses

Manage Expenses

[OJ R Acting as Travelerl, FSU

Report Lihrary view: Active Reports ~ (@ Create New Report |
]
Test Outstanding... Sent for Payment (90 Days) Guest Expense Report @ Seattle NACUBO 2021 A
01/09/2025 03/21/2024 03/19/2024
$25.06 Lest 30 Days $294.96 $1,166.35
Returned This Year Not Submitted Not Submitted
Sent Back to User
Travel Delegate |
4. Click on an expense report name to view it.
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Concur Connected Applications

Purpose: To take full advantage of the functionality in the Concur application, we recommend that you

download two applications onto your smartphone or mobile device. These are optional and provide
convenience to users.

e Concur Mobile allows a user to manage trips and expenses. Users can collect data for an Expense
Report and submit it, or approve an employee’s Expense Report.

e Tripit Pro organizes travel plans putting all trip information in one place. The app provides users
with updates during travel on things like gate changes, cancellations, etc., and provides the ability
to select alternate flights when plans change or a flight has been cancelled. Family members can

be provided visibility to travel plans by including them as part of the user’s ‘inner circle’. Consider it
a personal travel assistant while on the road.

Concur Mobile & Registration
Use this guide to set up your own mobile phone to capture receipts, submit expense reports, and

address approvals.

1. Download the Concur application to your phone Note: If you've already downloaded the app,
open it from your mobile device, and proceed to step 2.
2. Enter your FSUID@fsu.edu and click Next

SAP Concur

Sign In

Usemame, verified email address, or SSO code

Fsuid@fsu.edu

) Remember me

Forgot username

Need help signing in

3. Click Mobile SSO. Page should transition to the cas.fsu.edu authentication link

SAP Concur

o
Sign In X % cas.fsu.edu

<

Florida State University

FSUID@fsu.edu

Sign in with:
T —

Manage FSUID/Password | Sign In Help | Terms of Use

Enter your FSUID and password

FSUID

Password
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4. Provide your FSUID and Password as you do to login to the myFSU website

5. If you enter your FSUID and Password correctly, your page will transition to the 2-factor
authentication (2FA) screen requiring you to use Duo to verify your identity via the Duo
application.

a. Note: FSU implemented 2FA as an additional security measure on top of the traditional
password to help combat cybersecurity threats. Depending on your mobile device you may
receive a prompt to open the SAP Concur app. Click Continue to access the mobile
application.

Need
Help?

Check for a Duo Push

Verify it you by approving the notification

5 cas.fsu.edu

Continue to SAP

Concur? Continue
This site wants to
open the SAP Concur
app

Other options

Remember me

Need help?

6. Once verified and access is granted, you should be transitioned to the Concur mobile Home
a. Note: Itis recommended to allow Concur to send Notifications concerning approvals,
expenses, etc. This can be customized later.

;

SAP Concur Q

You're all done!

Enjoy your day.

,

You are now registered for access to Concur Mobile. Note: To protect your account, Concur Mobile will
require a password or lock is used to unlock your mobile device if one is not already created.
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Booking Travel with Concur Mobile
In addition to monitoring and verifying current or past Travel Request (Requests) or Expense Report
information, the Concur Mobile app can be used to find and confirm current or future travel.

Note: For Flight and Hotel reservations a method of payment is required before the reservation is
booked. Please set up your method of payment (FSU T-Card and/or personal credit card) before
attempting to book travel. FSU recommends using the university travel card for all travel related
purchases. Using “Reserve” will place a hold on the flight, and it should be processed by Travel
Management Company (TMC) within 24 hrs. Air reservations cannot be cancelled in Concur
Mobile.

Refer to the Updating Your Profile section of the Concur Guide for instructions on how to add a method
of payment to your profile. Concur Mobile may ask to enable location services to provide updated data
and options based on location.

Please refer to our Concur Travel page for information on contacting Travel Management Company (TMC)
for assistance and any associated fees.

Concur Travel - https://controller.vpfa.fsu.edu/concur/travel

Get started by choosing one of the following options: Click "Book" on the bottom menu bar or "Trips"
from the main menu and using the blue plus sign. From either menu, you can choose between different
types of travel: rental car, hotel, train, airfare.

Rental Car
Note: Booking Rental Car through the Concur mobile app will only book rental cars for the profiled user. If
needing to book on behalf of someone else such as a guest, it is recommended to use the web version of
Concur for Travel booking.

1. Select Car

TRAIN

CAR

FLIGHT

HOTEL

0800

2. Provide Pickup and Drop-off (Default is Same as Pickup), Pickup and Drop-off Dates/Times
3. Search.
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a. Note: The university will only reimburse for the rental of compact size vehicles unless
justification is provided detailing the necessity for a larger vehicle.

1op OFf Dat Tims
Sal Mar23 10:00 am

SEARCH

4. Review available car choices (Options will be presented beginning with contracted and preferred
vendors AVIS/Budget, Enterprise/National, and Hertz).
a. Note: Reimbursement for non-contracted vendors will require a justified explanation.
5. Review the car details to ensure the car matches your expectations, confirm times, dates, rates,

and Book and Continue.

“ Unlimited mileage

7 pickup
Sat, Jun 1,10:00 AM

1414 SOUTH MONROE STREET
TALLAHASSEE FL 323014311

Additional Details

1 bropor
Mon, Jun 3, 10:00 AM

1414 SOUTH MONROE STREET
TALLAHASSEE FL 323014311

Additional Details

RENTAL CAR PREFERENCES

Comments

TRAVELER INFORMATION
GHEVROLET SPARK o

24219

00,k L Name

* Piokup:1.05mi

% Frequent Traveler Account

None
Economy 581

MITSUBISHI MIRAGE or simi

ar

BOOK AND CONTINUE $59.66

2 Co,km

Note: When a rental car is reserved it will place a hold on the car and it should be processed by Travel
Management Company (TMC) within 24 hrs. Car reservations can be cancelled by accessing your car
segment and clicking “Cancel Car".
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Hotel
Note: When using the mobile application to book a hotel for the first time. Concur may ask for you to
enable location access on your device.

1. Select Hotel

TRAIN (=]

CAR

FLIGHT

HOTEL (]

2. Provide a Destination, Check-in, Checkout, and Distance as criteria, press Search

3. Evaluate available options for hotels, data can be filtered or sorted based on preferences and
available options
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Washington,

Fti, May 3 - Fri, May 10

ok

o0 b
0.1 miles

dkok

shinglon, DG

0.2 miles

ok

Washington DC

Viceroy
fiasninglon DX

0.2miles

ek

Kimpton Banneker Hotel
fias ve

ningion, DO
0.0miles

99 results

Beacon Hotel & Corporate Quarters. 5258
Washington, DE
0.1 miles.

= Holiday Inn Washington DC-Central $258

Courtyard Washington, DC Dupont Circle 5258

Canopy by Hilton Washington Embassy R.. $353

§258

§298

§321

4. Review details on hotel booking to ensure room Cancelation Policy and Rate Details match
expectations and the requirements are applicable to your situation

Overview

Holiday Inn Washington DC-Central

Vashingt

0.1 miles
* %k
DETAILS ROOMS PHOTOS
Government Rate This Is The - Gsa Set Federal $258
Lodging Per Diem. Per Diem 1 King Standard per night

Sofa Bed Standard Room 50 Inch Tv Free Inte...

Government Rate This Is The - Gsa Set Federal $258
Lodging Per Diem. Per Diem 2 Double Standard pernight
Communication Accessible Roll Shower Stan.

State Government Includes - Wifi 1 King $258
Standard Standard Room 50 Inch Tv Free per ight
Internet Minifridge Microwave Keurig Coffee...

State Government Includes - Wifi 1 King $258
Standard Sofa Bed Standard Room 50 Inch per night
Tv Free Internet Fridge Microwave Keurig Cof...

Government Rate This Is The - Gsa Set $258
Federal Lodging Per Diem. Per Diem 1 King per night
Standard Communication Accessible Tub Sta...

State Government Includes - Wifi 1 King $258
Standard Communication Accessible Tub per ight
Standard Room 50 Inch Tv Free Internet Fridg...

Government Rate This Is The - Gsa Set Federal $258
Lodging Per Diem. Per Diem 1 King Standard pernight
Standard Room 50 Inch Tv Free Internet Minif...

State Government Includes - Wifi 2 Double $258
Standard Standard Room 50 Inch Tv Free per night

-

Holiday Inn Washington DC-Central

State Government Includes - Wifi 1 King Standard Standard
Room 50 Inch Tv Free Internet Minifridge Microwave Keurig

Coffeemaker

Fri, May 3 - Fri, May 10

Total $1,806

estimated total

Credit Card
Select credit card

Cancellation Policy and Rate Details

Funding Source (requred)

Is this trip for Grant Travel? Required)

Reserve Room
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5. Provide the information needed for the required fields and confirm credit card. Click Reserve
Room to confirm method of payment and reserve room
a. Note: Using Reserve Room will place a hold on the selected option and it should be
processed by Travel Management Company (TMC) within 24 hrs. Room is not confirmed
until you receive confirmation of the reservation. Hotel reservations can be cancelled by
accessing your hotel segment and clicking “Cancel Hotel” in the bottom left corner.

Note: If a hotel reservation is cancelled on the Concur Mobile app an email will not be generated.
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Trains
Note: Not all cities with have access to train locations when booking through Concur.

1. Select Train

TRAIN =2

FLIGHT

HOTEL (=]

5. Select your trip type. Concur may default to One Way or Round Trip. Provide Departure City,

Arrival City, Departure Date and Return Date
a. Note: Departure Time and Return Time will further define results, if no results are returned

try to alter your dates or times.

Book Train

(W

T
{PHL} Philadelphia - 30th Street Statian

6. Click Search
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Book Train Select Train
ROUND TRIP GNE WAY (WAS) Washington - Union Station to (PHL) Philadelphia
- 30th Street Station
(o] From Sun May 5, 2024

(WAS) Washington - Union Station
Train #182(1h 58m)

® To [Pn WAS 935 AM - PHL 11:33 AM 510:700 .
(PHL) Philadelphia - 30th Street Station S| | Train #189 (2h 3m)
$182.00
PHL5:35 PM - WAS 7:38 PM
= Departure
a
Fri. May 03 © S00AM | i #182 (1h 58m) S
WAS 935 AM - PHL11:33 AM ol

Retum .
™ Sun, May 05 © so0pyM | | Trin #87 (1h 58m) $182.00
PHL 4:37 PM - WAS 6:35 PM

Train #86 (1h 57m)
WAS B:50 AM - PHL 10:47 AM 5105,00

Train #189 (2h 3m)
PHL5:35 PM - WAS 7:38 Ph $182.00

Train #86 (1h 57m)
WAS B:50 AM - PHL 10:47 AM 3105.00
Train #87 (1h 58m)

PHL4:37 PM - WAS 6:35 PM $182.00

Train #2104 (1h 41m) Acela
WAS B:05 AM - PHL 9:46 AM s113.ﬂ0
Train #189 (2h 3m) $280.00
PHL 5:35 PM - WAS 7:38 PM -

Train #2104 (1h 41m) Acela
WAS B.05 AM - PHL 9:46 AM 3113.00
Train #87 (1h 58m) $280.00
PHL 4:37 PM - WAS 6:35 PM .

Train #2162 (11 33m) Acela
WAS 9:30 AM - PHL 11:03 AM 311:'00 -
Train #189 (2h 3m) $280.00
PHL 5:35 PM - WAS 7:38 PM -

Train #2162 (1h 33m) Acela
WAS 930 AM - PHL17:03 AM 5”300 .

Train #87 (1h 58m) ii“ “

7. Review the train details and confirm your seat class to ensure the trip matches your expectations,
confirm the method of payment, provide the required fields and click Reserve when ready.

Select Seat Class Book Train Details
(WAS) Washington - Union Station to (PHL) Phil i (WAS) i - Union Station to (PHL) Philadelphia
- 30th Street Station - 30th Street Station
- Sun May 5, 2024 - Sun May 5, 2024
Train #182 (1h 58m) 4 Violation Justification =
WAS9.35 AM - PHL 11:33 AM Please specify justification
Train #189 (2n 3m)
b Ll & Flight is refundable v
Select seat class below Deparkns
WAS - PHL
Coach Reserved Seat Train # 182 (1h S6m)
PHL - WAS $106.00 ¥ 05/03 WAS 9:35 AM - PHL 11:33 AM
Coach Reserved Seat Coach Reserved Seat
WAS - PHL Retumn
Coach Reserved Seat
PHL - WAS IR Train #189 (2h 3m)
Business Class Seat 05/05PHL 5:35 PM - WAS 7:38 PM
Coach Reserved Seal
WAS - PHL
Business Class Seat e —
e - Total Rate
Coach Reserved Seat $106.00
WAS - PHL Credit Card -
i iinas LAY ekt Select credit card
PHL - WAS JIste = Tioket Dalvry

Business Class Seat Electronic

Funding Source fesgured)

s this trip for Grant Travel? dawausec)
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Airfare
1. Select Flight

2. Select your trip type. Concur may default to One Way or Round Trip
3. Provide Departure, Arrival location, and Travel Dates.

TRAIN

¢
>
Py

FLIGHT

HOTEL

0

0

a. Note: Users can include “Time Preferences” to further define results, if no results are
returned try to alter your dates or times.

< Flight Search

Round Trip

Departure*

Arrival*

Travel Dates*

Fri, May 31 - Fri, Jun 7

Time Preferences

4. Click Search when ready

One Way

TLH - Tallahassee International Airport

DCA - Ronald Reagan National Airport

N

@

X Time Preferences

Departing Travel

May 31, 2024

Search Type
Anytime

Retuming Travel

Search Type
Departing

Date
June 7, 2024
Search Type
Anytime
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7:12 AM - 9:20 AM
TLH- DCA

Least Cost Logical Fare

A taa

7:00 PM - 10:44 PM
TLH-0cA

1 5t0p+ 3n aim -+ g Takg e

More Preferred

N\, fumerican Aitines

6:53 AM - 10:59 AM
TLH- DCA

15i0p+ 4h6m+ &
Operates by PSA ARL

A pea
2:03 PM - 6:14 PM
TLh-DcA

1Siop+ 4h 11+ @ 4T7kg COe

Edit
iy ch
Economy
$537
Mulipls Fares
* $537.00
Main Cabin
$506
Muliple Fares
Fare Details >
$545

Muliiple Fares

$595

Muliple Fares.

7:12 AM - 9:20 AM
Nonstop » 20 Bm

Flight Details  Seat Map
Economy

[a]$1253.00

Main Cabin Flexible

Fare Details >

Book Out of Policy

Note: You will be provided a Results Summary page to review options. Click on one of the results will
allow you to review the price and Fare Details for the selected choice. Items considered Out of Policy will
provide additional information if you click on the & icon as see above.

5. Review the Flight Details to ensure the flight matches your expectations. Click Select Fare for the
Departing flight.

€ Edit

Departing fight
7:12 AM - 9:20 AM $537
Nonst m Main Cabin

Change

Y& American Aitines

7:50 PM - 10:02 PM $537
DCA-TLH Multiple Fares
Nonstop + 2h 12m + ) 303kg CO,e

Operated by PSA AIRLINES AS AMERICAN EAGLE

Least Cost Logical Fare

\\ American Airlines

10:17 AM - 3:09 PM $545
DCA - TLH Multiple Fares.
1 Stop» 4h 52m+ @ 451kg CO,e

Operated by PSA AIRLINES AS AMERICAN EAGLE

N
&, American Alrlines

1:52 PM - 8:14 PM $546
DCA - TLH Multiple Fares.
1Stop+ 6h 22m+ @ 572kgCO,e

Operated by ENVOY AIR AS AMERICAN EAGLE

N American Airlines

Filter 59 results Sort

< Review and Book

Flight Itinerary Edit Search
Round Trip
Friday, May 31, 2024

Tallahassee, FL (TLH) - Was|
7:12 AM - 3:20 AM = No - 2h

Economy

Friday, June 7, 2024
Washington, DC (DCA) - Tallahassee, FL (TLH)
7:50 PM - 10:02 PM + Nonstop = 2h 12m

“ ies Oerated by Multple Garfers

M
Seals: Select Seals

Economy
View Flight and Fare Details
Traveler Information
Name

>
Frequent Traveler Accoun!
>
TSA Secure Flight >
Dateof Birth*
Estimated Total Cost $536.20

Book & Continue
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6. Review the Flight Itinerary to ensure both flights match your expectations. Confirm the method of
payment and click Book & Continue when you are ready to finalize booking.
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Mobile Upload Options
See Concur Mobile Registration for directions to install the Concur application on a mobile device. This
must be done before receipt images can be uploaded from a cell phone or other mobile device.

There are a few options in Concur Mobile when you navigate to “Home" or “Expenses” and click on the
blue icons. (See screenshots). Many options below can be used for uploading receipts directly from your
mobile device.

g

SAP Concur a Expenses

Reports Expenses

O

You're all done!
Enjoy your day.
No Reports
When you have reports, you'll see your reports here

[3 Create New Report

7 Create Manual Expense

g ) (A Create Mileage Expense
Capture Receipt
@  Take Photo
@  Upload Photo
*
1 Upload File

e 2 o : @ ) i) : ;
teme Bpenss,  Travel i More Home Expense Travel More B Add Receipt

e Capture Receipt - Uses Optical Character Recognition (OCR) from Expenselt to turn images, and
paper receipts into an expense that can be modified on the expense report (ER). Works well for
out-of-pocket expenses. Information captured using this can be modified either from the
“Expenses” area on the mobile app, or once you add the expense to an ER.

¢ Create Manual Expense - Useful for creating an expense manually while traveling but not ideal
since requires a lot of manual entry on the phone. (Does not count as a receipt)

e Create Mileage Expense - Quick access to creating the Mileage (Personal Vehicle Only) expense
type while traveling but not ideal since the integrated map may not list all results. (Does not
count as a receipt)

e Take Photo - Uses device camera to quickly take and upload an image.

e Upload Photo - Allows Concur to access local images to upload an image.

e Upload File - Allows Concur to access local file storage to upload a file.

February 2025 Questions? Contact travel@fsu.edu Page | 111
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question

FSM CONTROLLER'S OFFICE Concur User Guide

\\\\\\\\\\\\\\\\\\\\\\

e Add Receipt - Add a receipt using the Take Photo, Upload Photo, and Upload File options.

For the best experience while uploading receipts it is recommended to use a strong and stable internet
connection for the entirety of the upload process. If the process fails, you can retry the upload until it
succeeds.
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Tripit Pro
On the Concur home page, under Alerts, you may see a message regarding eligibility for a free Tripit Pro
subscription from time to time. Click “Learn More and Activate”.

ALERTS

0 As a The Florida State University employee, you are eligible for a free Triplt Pro subscriptiof. R U ST s

Note: Tripit can also be initialized by proceeding to 1) Profile, 2) Profile Settings 3) Connected Apps.

1. Activate your Triplt Pro Subscription
a. Enter your FSU email address
b. Choose a password (This password should be different from your university account
password.)
c. Enter your Country of Residence.
d. Click to accept the User Agreement and Privacy Policy 3. Click Create Triplt Account

Note: Tripit passwords are not managed by the university; protect your account by using a different
password

ACTIVATE YOUR TRIPIT PRO SUBSCRIPTION
All your travel plans, in one place

T Create a Tripit account and connect to Concur

> Email Address

Tripit........ |

Get a master itinerary for every trip

Avadable on Andreid and i03

Link your Concur and Triplt accounts and get:

2. Tripit will send a verification email to your “@fsu.edu” email address. Click the link in the email to
verify the account.
3. Click Verify Email
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Welcome to Triplt!

We just need to make sure you're you. Please verify your email to get
started.

Next, forward your travel confirmations to plans@tripit.com and we'll
build your itinerary.

Happy travels,
Triplt

4. Install Tripit from your device application store
5. Open Tripit
6. Login with your previously created and verified username and password

Note: Tripit users can forward confirmation emails to plans@concur.com from any verified email address
and can view itinerary information from Tripit while traveling for status updates, gate changes, and more.
You can add additional email addresses by going to Open Profile > Profile Settings > Personal
Information > Email Addresses.
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Converting Foreign Currency Transactions

Purpose: Concur can convert transactions made in foreign currencies to US dollars, increasing the
efficiency and accuracy of processing foreign travel expenses.

To Convert an Expense Incurred in Another Currency:
1. With the report open, click Add, and choose the expense type, then enter the appropriate
information in the required and optional fields (required fields are indicated with a red asterisk *).
2. Enter the City of Purchase
Enter the expense Amount
4. Choose the currency type from the drop-down menu, the Concur system calculates the amount in
US Dollars
a. Note: If the traveler incurs an expense in a currency different than that of the city/country
they're visiting (i.e., receipt is in US Dollars for an expense in Mexico), select US Dollars from
the dropdown menu.
5. Complete the remaining fields as appropriate. Then click Save.

w

Note: The currency will be updated on the expense page after you click Save.

Add Expense
O Alerts|T ReceiptlT Payment TypelT Expense Typelf Vendor Details [T Datel¥ Amount|T | Requested|T
O a {1 outof Pocket Airfare British Alrviays 01/28/2017 £200.00 $250.96
L= ) Holmdel, New Jersey . :
A ; N . VONAGE HOLDINGS CORP
O 'y 1 | FSU-TEST-CBCP Lodging e — 01/28/2017 $44.00 $44.00
$294.96 $294.96
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Exchange your Unused Tickets

Purpose: When booking travel through Concur, canceled nonrefundable tickets may be listed on your
profile and can be used as a credit towards future business airfare. This can only be done for tickets
booked through Concur and restrictions may apply.

Traditional Exchange
While navigating Concur Travel, you may be alerted to unused tickets associated with your profile:

ALERTS

Simply connect your Concur account to Triplt. EeUr=istan Not right now

) You have unused tickets

Clicking on the hyperlink will direct you to any unused tickets in the Concur Travel system. Users may also
navigate to their Concur profile and look under the Travel Preferences section. Users can review the
Carrier, Credit amount, and Expiration Date for specific information.

@ Triplt creates a schedule with all your travel details in one ilace. accessible on Android or iPhone

Unused Tickets

You have the following unused tickets in the reservation system

Carrier Ticket Number Credit Expiration Date Notes

ADELTA 006 7880000000 1,000.00 Etkt

When searching for available flights, if Flight Search Results meets the requirements for an unused ticket,
an option of “Unused tickets available” is indicated by an additional row under the airline carrier’s
column.

Hide matrix  Print / Email

A e
Al Delta Southwest
258 results
Nonstop 195.76
4 results = 4 results
1 stop 243.60 199.18
224 results 48 results 176 results
2 stops - 297.78
30 results 30 results
Unused tickets available :
1 tickets Tyt -
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The “Unused tickets available” area will also appear when looking at the details page of each fare
option as seen below:

Fare Details Free Checked Bags Refundable

Main Cabin (V)
Rules / Fare Details 0 No o $243 60

Unused tickets available@
figw more fares

Traditional carrier bookings do not need to specify that an unused ticket can be used on your new
reservation. As long as the selected fare meets the requirements of an unused ticket, the credit will be
applied by a Travel Management Company (TMC) agent once the transaction is complete and they receive

your reservation. The reservation is not complete until you receive confirmation that the flight is
booked.
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Non-Traditional Exchange (Southwest Airlines, et. al.)
Non-Traditional airline reservations (Southwest, et. al.) can vary depending on how the reservation is
cancelled:

e Scenario 1: If a reservation is cancelled in Concur or with a Travel Management Company (TMC)
agent the credit will automatically be added to the user’s profile

e Scenario 2: If cancelled directly with the airline (Southwest, et. al.) the credit will need to be added
to the user’s profile by using the “Add Ticket Credit” function under the ticket credits area before
it can be applied to a future reservation.

Southwest Ticket Credits

. ]
& (]

Remaning:$200.00 (*)
Valid Until: 08/31/2022

[*) This is an estimated amount.

Once a credit is available based on the above scenarios, when booking with the carrier you will need to
select the credit and apply it to the new booking on the Review and Reserve Flight page.

APPLY TICKET CREDIT
Y ouLaarTa oply yourpre
~ $200.00
=
Valid Unhil:08/31/2022

pusly canceled tickets (ticket credit) toward this Southwest Direct Connect booking. Select a maximum of two ticket credits.
N, Add Ticket Credit

* This is an estimated amount.

The credit must be selected as an option before booking in order to apply to the new reservation.
However, the reservation will not be fully processed until you have reached the final booking page. The
final booking page provides details on the Total Estimated Cost and can verify the applied credit and any
amount charged to any additional method of payment.

TOTAL ESTIMATED COST

Abr
Ticket Number: 53614794301 96: £550.24 [
Taxes and foes: $86.86 UST
Alr Total Price $253.10 USD
Car $113.93 USE
Total Estimated Cost $367.03 USD

Payment Details for:

Total Crede Apphed

Ticket Credit (5261429430195) - (O6ZEFX)  $384.00 USE

ASS | Coliect Amount To Be Uharped 10 Credtt Cams
VISA Last four digits: 3502 $253.10 USC

Your iinerary has been saved.

D T O T
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Your credit will be applied by a Travel Management Company (TMC) agent once you complete your
transaction and they receive your reservation. The reservation is not complete until you receive
confirmation that the flight is booked.
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Changing an Existing Reservation
Flights booked through Concur can be modified through Concur as long as the trip has not already
occurred or is currently happening.

Changes during active travel can be coordinated with Travel Management Company (TMC)s via their
normal business hours, or after hours emergency line. Please see Concur Travel page for information
on their available services and fees.

Concur Travel - https://controller.vpfa.fsu.edu/concur/travel

Once logged in to Concur, navigate to Travel and find your active reservations under My Trips or
Upcoming Trips, click on the trip name.

MY TRIPS (1) /

MAR Trip from Atlanta to Dallas

25-26

More 0

This will direct you to the travel details page, and you should notice a “Change” link in the upper right
hand corner for the flight portion of your travel.

Monday, March 25, 2019

€) Flicht  Atanta, GA (ATL) to Dallas, TX (OFW) s cancs s
Delta 835 =
Departure: 11:00 AM Confirmation: GKS.JOH Seat: 13D
atianta Hartsfisld-lactson b Aimart (ATL) Stakus: Confirmed Change gest
Terminek: S

Duratbien: 2 hours, 28 minules
Norston

Arrival: 12:26 PM
Dalaa/Fort Worth infl Airpart (DFW)
Termnal E

A popup for an option to “Change Flight” should appear. Ensure that you have selected the correct flight
and select all the flight segments that need to change by using the check box next to each segment.
Update the departure and arrival cities, dates, and times as necessary.

February 2025 Questions? Contact travel@fsu.edu Page | 120
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question
https://controller.vpfa.fsu.edu/concur/travel

CONTROLLER'S OFFICE

FINANCE & ADMINISTRATION

FSU

Concur User Guide

Change Flight

Make changes to the following flight segments:

| Atlanta Hartsfield-Jackson intl Arport (ATL) to DaBas/Fort Worth
Intl Airport (DFW)
From i
ATL - Atianta Hartsfield-Jackson Intl Alrport - A
To ;
DFW - DaBas/Fort Worth Intl Airport - Dallas, TX

dep B 11:00 am B

~

Depart
03252019

| Dallas/Fort Worth Intl Airport (DFW) to Atlanta Harts field-
Jackson Intl Airport (ATL)

|| Fiights w/ no double connections

Change Flight

Make changes 1o the following Might segments;

W] Atlanta Hartsfickd-Jackson intl Arport (ATL) to DallasTort Worth
Intl Arpart (DFW)
From
ATL - Atlanta Harts fieki-Jackson ntl Airport - A
To
UFVY - LIABASIFOFT WOMIN INT AXDOrT - Lalas, 1X

dAan !vl |1'ﬂﬁnm.B

~

LET-ET- AT

:3E

[¥] Dallaa/Fort Worth intl Arport (DFW) to Atianta Harta fieid-
T Jackaun il Al porl (ATLY
From

DFWW - Dalas/Tort Worth intl Airport - Dallas, TX
To

ATL _ Atisnts Hartefisld Iackenn it Airport - A

Depart

032R2019 dep vl 04:00 pm EI
=3 -

[#] Fights w/ no double connections.

Click Search to view options for the airline currently booked on. If no options are available, return to
search and try different criteria. Options for other airlines will not be returned as they are not
interchangeable between carriers. Select your new departure and returns (if applicable). When ready,
using Get Price will calculate the total price of the exchange based on any applicable fees and current

global rates.

Before proceeding forward with the next steps verify that the exchange details match specified
preferences. If you would like to continue with the ticket exchange, click “Purchase New Flights”.

Flight Information

Curranttgats:
Carrier
ADELTA

Thght Bamber Frm To  Depant
85

Arvive Class

AL OFW Mas 25 1 30 en Wi 29 122 g K

ADELTA "1 CFW ATL Marl G430 pm Mar 200701 pm X
Nemow Flghits:

Carner gt Bumoer frm 1o Depant Armve Clmy
ADELTA ™ £TL DFW Mar2f 0030 am Mar2E 1126 am K
ADELTA ™1 CFW ATL Mar2T (4300m Mar 27 0701 pom X
Fachange oatais

Ongiral Aifore JSD3ES €0

New Aidare USD454.60

Artars Diference USDES 00

Forleited Fare Amount: 000

Excharge Fes USD200.00

Total Cost cf Exchangy:  LISDZ8%.00

Exchange” o canca your chango.

The sew ar segmerk(s) have beea added to your itnerary. Piease chooze “Purchase New Mghts” 0 comgiete the exchange or “Cancel Might
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You must “Cancel Flight Exchange” if you do not want to proceed forward with the exchange.

You will then be redirected to the Travel Details page to review the new flights and itinerary for accuracy.
Once ready, click on Next to navigate to the Trip Confirmation page.

Travel Details

Impartant: If you are making a NEW resenvation of CHANGING an 2xisling one, be sure 1o complele your Dooking 2y following the

inetructions found at the botlom of the page.

WARNING! When cancelling a Southwest reservation, please consider the guidelines below:

You cannot cancel a Soulhwest flight 4 (1) the fight was booked by an agent, (2) you have already checked-in for the flight [attn. A-Lisl Members or
Eary Bird Check-in]. (3) if the first leg of the flight is se1 10 depan within 30 minutes or already departed. (4} f the trip is already in

progress. These resenations must be canceled directly with Southwest or by caling Vorld Travel Serce

Souttwest tickets not cancelled via Concur or a WTS agent wil

TRIF OVERVIEW

I want to... Trip Name: Trip from Atlanta to Dallas =04 Add to your Itinerary
Pl bnerary
ey Start Date: March 25 2019 @ Car

End Dato: March 27, 2019

Created: February 28, 2013, William Never (Modifred. Febmuary 26, E Parking
2019)

Description: (Mo Description Available) £ci)
Agency Record Locator: LRMCES

Ticket Number(s): 0067293098015
Passengers: William.) Never

Total Estimated Cost: 5368.60 USD (Deinis)

Complete any required fields and click on Finish to update booking with Travel Management Company

(TMQ).
Trip Confirmation
Press the “Finish” button to complete your booking and have it processed.
TNp rama.
Triz feemn Atbrda fo Dellas
Cescrptor.
Comments for the Travel Agen: (oplional)
Special Requests may mcur a higher semvice fao.
Send & copy of the con Brmation i
Send ry emal confrmaton s¢ @ HTUWL O Senten
NZLGE AFECUINE 10 NOtEE B
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Travel Management Company (TMC) will contact the traveler to resolve any issues prior to final
confirmation. The reservation is not complete until you receive confirmation that the flight is
booked.

Finished!

You have successfully booked your trip!

Trip Record Locator :

This trip complies with your travel policy.

Your itinerary has been saved. (US) World Travel Service will senvice your itinerary
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice

Exchange Restrictions

There are restrictions where an exchange in Concur may not be possible. These include the following:

Itineraries with multiple carriers

Any portion of the ticket has been used/changed/checked-in

Record has more than 4 segments

The cost of the exchange is higher than purchasing a new ticket

You are booked for travel on an instant purchase carrier (i.e. Allegiant, JetBlue, etc.)

Trip is for a foreign destination

Your trip is for multiple destinations

Your trip was not originally booked online via Concur Travel

The credit card address does not match the standards stated in the profile (billing address no
longer than 30 characters

The street address is entered on more than one line or special characters were used in address
The name on your frequent flyer account and the name listed in your Concur profile do not match
exactly

Contact a Travel Management Company (TMC) full-service agent for assistance with your exchange in any
of these situations.

Please refer to Concur Travel page for information on receiving assistance and any associated

fees.

Concur Travel - https://controller.vpfa.fsu.edu/concur/travel
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E-receipt Activation in Concur

Purpose: Many vendors provide electronic versions of traditional paper receipts. If E-Receipts are
activated in a user’s Concur profile, when electronic receipts are available, they will flow directly into the
user’s Available Receipts.

Note: This is highly encouraged by the university as it helps streamline the receipt process.

Enabling E-receipts allows the automatic collection of electronic receipts and folio data (e.g., lodging), or
"e-receipts", from participating suppliers.

1. Click on the Open Profile Icon

2. Then Profile Settings.

Travel Delegate

:,\’_: Act as Another User ~

@ Profile Settings e

{_'J Sign Out

3. Under Other Settings, click the link E-Receipt Activation
4. Review and accept the E-Receipt Activation and Use Agreement
5. You will receive a confirmation that E-Receipts has been activated

When booking travel (airfare, hotel, car rental) in Concur, vendors participating in E-Receipts
will &) display the following Icon
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Concur - Frequently Asked Questions
Q: What is the difference between a Travel Request and Expense Report?

A: Travel requests establish the intention and provide the necessary authorization to travel for university
business. Expense reports allow for the processing of expenses paid by the university along with
necessary reimbursements to the traveler for out-of-pocket expenses.

Q: Why do | need to complete a Travel Request?

A: If university travel is occurring a travel request is required to be completed and fully approved before
booking travel and incurring expenses. This is to ensure that:

1. Travel is authorized and estimated funding has been agreed upon before expenditure and trip
departure

2. University and state guidelines are being followed regarding travel locations, purpose, etc.

3. The university can fulfill duty of care and university employee reporting requirements

Q: Do | need a Travel Request to submit a Non-Travel Expense Report?

A: No, Non-Travel expense reports do not require a travel request to be associated with it.

Q: Do | need to book airfare through the Concur system or with the university Travel Management
Company (TMC)?

A: Yes, all airfare is required to be booked through Concur or over the phone with the university's Travel
Management Company (TMC).

Note: Additional Concur relevant frequently asked questions can be found here.
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Glossary
Term Description

Users granted the ability to approve on behalf of others
in Concur. Approval delegates should be set up by the
approver if that approver cannot approve in Concur
due to an extended absence, personal leave, etc.

Approved & in Authorized approvers from the Foundation Accounting
Accounting Review - team for FSU Foundation Funding (Fund 599). FSU
Foundation, Athletics Athletics has its own approvers that are part of the
Compliance NCAA Compliance team.

VIR NNLCIESEI A thorized approvers from the Travel Office. They
Manager - Central maintain oversight of all Education & General (E&G),
Auxiliary, and most Contracts & Grants (C&G) funding.
They do not review FSU Foundation Funds (Fund 599).

Audit rules typically fall into one of two categories:

o O(Alert) - These types of audit rules require
interaction from the user to address the behavior or
action that created the audit rule notification. These
will prevent a travel request or expense report from
being submitted and need to be cleared before
submitting.

e A(Information) - These audit rules typically serve as
a notice of potential conflicts or behaviors that may
require close examination by an approver or
auditor. These will not prevent a travel request or
expense report from being submitted.

Exception text is generated when an audit rule detects a
potential action or issue requiring further review or
action. Users should read the exception text carefully
and take the action recommended to address any items
requiring attention.

Corporate Rate Discounted rates are available exclusive to FSU
employees when booking in Concur or with our TMC.
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Project Approver

Default Approver-
Supervisor

Expense Report

Filter by In-Policy

Fly America Act

Government Rate
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Based on department, fund, and project/activity (if
applicable) used in the travel request or expense report
when submitted. Ensures funding/budget is available
and correct. Ensure fields, comments, and backup
documentation are correct, descriptive and follow
Florida statute, FSU travel policy, and grant
requirements.

Based on employee profile data in OMNI HR and their
primary active profile in Concur. The approver
acknowledges that a direct report will be (or was) out of
the office by checking the dates of travel on the travel
request and expense report. Each position can only
have one supervisor/report to one person.

Users must create expense reports to be reimbursed
for out-of-pocket expenses incurred during travel and
to settle travel card (T-Card) transactions. Concur
requires an approved Travel Request is linked before
most expense reports can be submitted.

When making travel arrangements in Concur some
search results can be filtered to only show results that
comply with FSU Travel policy.

The Fly America Act (49 U.S.C. 40118) requires that all
federally funded travel (OMNI funds 520 - 524) be on a
US flag carrier or US flag carrier service provided under
a code-share agreement, except under specific
situations. If your travel does not comply with the Fly
America Act, the government will not reimburse your
airline ticket.

Accommodations (Hotels) in Concur will occasionally
display a notice that the room is listed as a
“Government Rate.” These rates can be listed as federal
government or state government along with
requirements needed to confirm that rate on check-in.
Note: FSU employees only qualify for the State
Government rate if they present an FSU identification
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Compliance & Ethics
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card with "Faculty/Staff" on check-in. FSU employees do
not qualify for the Federal Government rate.

The lodge card/airfare card is only usable when booking
flights in Concur or with the university Travel
Management Company (TMC). This method of payment
allows users who do not have a travel card to cover the
expense of air travel without the need for an out-of-
pocket expense.

If faculty and staff will be leaving the United States at
any point during their trip, they must select the
“Foreign” option from the Trip Type drop-down menu of
their travel request. International travel requests will
then route within Concur to FSU’s Office of Compliance
and Ethics for preapproval as the request
administrator.

The status of a travel request or expense report varies
based on the current step of workflow. Some statuses
are shared between the two applications while others
are exclusive to either Request or Expense.

e Shared - Submitted & Pending Approval, Pending
Cost Object Approval

e Request - Pending Request Administrator, Approved

e Expense - Approved & in Accounting Review,
Approved and Pending Processor Manager,
Processing Payment/Sent for Payment

ltems marked with a red asterisk (*) in Concur are
required fields and must be completed before moving
to the next section. Failure to complete a required field,
performing an action that is irregular, or not allowed
will result in an audit Rule appearing on the header of a
travel request or expense report.

Users granted the ability to act on behalf of others in
Concur. They can prepare and submit most travel
requests for a traveler, make travel arrangements, and

Questions? Contact travel@fsu.edu
Return to Table of Contents

Page | 128


mailto:travel@fsu.edu?subject=Concur%20Question

FSM CONTROLLER'S OFFICE Concur User Guide

NNNNNNN & ADMINISTRATION

prepare expense reports. Travelers must submit their
own expense reports.

Travel Request Travel requests are required for all travel. Travel
requests must be completed before travel occurs and
they are intended to be estimates. The travel request
obtains Default Approver (Supervisor) authorization for
travel. Travel requests do not reimburse expenses but
are required to submit an expense report.

February 2025 Questions? Contact travel@fsu.edu Page | 129
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question

	Accessing Concur
	Required Fields & Audit Rules
	Updating Your Profile
	To Add or Remove a Delegate (Someone who may enter or approve travel on your behalf):

	Create a Travel Request
	Create a Travel Request
	Adding Expenses
	Recalling a Request

	Foreign Travel Requests
	Requesting a Cash Advance
	Reimbursing Guests in Concur
	Determining Travel Request Status
	Access the Travel Request


	Making a Travel Reservation
	Accessing the Travel Module
	Airfare
	Hotel
	Rental Car
	Completing the Travel Reservation


	Starting an Expense Report
	Start an Expense Report
	Fully Approved Travel Request
	Create a New Expense Report
	Non-Travel Expense Report

	Meal Allowances & Itineraries
	Import an Itinerary
	Create an Itinerary
	Managing Itineraries, Expenses & Adjustments

	Placing University Card Charges on an Expense Report
	Add Expense
	Available Expenses
	View Transactions
	Processing Expenses

	Lodging Expense Types
	Auto-Itemization

	Adding Out-of-Pocket  Expenses to an Expense Report
	Add Expense

	Processing Personal Expenses on a University Card
	Itemizing Personal Expenses on a University Card
	Processing a Personal Expense on a University Card
	Reimbursing the University for a Personal Travel Expense

	Adding Attendees to an Expense Report
	Add an Attendee

	Allocating Transactions
	Allocate an Expense

	Entering Personal Vehicle Mileage
	To Create a Personal Vehicle Mileage Expense Line:

	Documented Miles Expense Type
	Receipt Handling & Submission Methods
	Submission Methods
	Available Expenses
	Available Receipts
	E-Mail
	Mobile App

	Submit an Expense Report
	Printing Travel Requests and Expense Reports
	Travel Request
	Expense Report

	Reimbursing Guests in Concur
	Enter an Expense Report for a Guest Traveler
	Entering Travel Card Charges Made on Behalf of a Guest Traveler
	Obtaining Guest Signature/Review

	Correcting and Resubmitting an Expense Report
	To Identify and Correct a Report Requiring Resubmission:

	Determining Expense Report Status
	Access the Expense Report

	Reviewing Expense Report Totals

	Reviewing and Approving Requests & Expenses
	Accessing Approval Items
	Approve Submitted Requests or Reports
	Send a Submitted Request or Report Back to the User
	Adding an Additional Review Step
	Accessing Past Approvals

	Request /Expense Delegates
	To See Who You Are a Delegate For
	Remove Unneeded Travelers or Delegates in Concur

	Accessing Past Travel Requests & Expense Reports
	Manage Requests
	To Access the Report Library

	Concur Connected Applications
	Concur Mobile & Registration
	Booking Travel with Concur Mobile
	Rental Car
	Hotel
	Trains
	Airfare

	Mobile Upload Options
	Tripit Pro

	Converting Foreign Currency Transactions
	To Convert an Expense Incurred in Another Currency:

	Exchange your Unused Tickets
	Traditional Exchange
	Non-Traditional Exchange (Southwest Airlines, et. al.)
	Changing an Existing Reservation

	E-receipt Activation in Concur
	Concur - Frequently Asked Questions
	Glossary

