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Versionand Team Members

Version B.
Published 221/2020

We want to thank all the individuals that have contributed to the Concur project. This project is an
organization wide effort to move the Riverside Community CelBptrict to a modern papdess
system for travel reimbursementhis project also includes an integrated travel bmgicomponent,
Travel Store, that allows travelers diirectly purchase airline tickets, reserve hotels, and rental cars.

Beloware the individuals who havparticipatedto make this asucceshul project.

Norco College
Esmeralda Abejar
Misty Cheatham
Lenny Riley

Riverside City College
Jennifer Bielman
Natalie Halsell

Liz Tatum

Moreno Valley College
Laurie Crouse

MaryAnn Doherty
Susan Lauda

Sharlena Segura

Outside / Consultants

District Office
Majd Askar
Rene Balingit
Paula Barrera
William Chang
Melinda Chavez
Gabriela Estrada-Toro
Adrienne Fisher
John Geraghty
Melissa Griffith
Sandra Gutierrez
Philip Muljana
Aprilyn Tulod
Mireya Vargas

Gilda Izad-Panahi (Huron Consulting Group)
Erica Ashburn (CA Department of General Services) - State-wide Travel Program

Alissa Navarro (CA Department of General Services) - State-wide Travel Program
Kelly Bouchard (CA Department of General Services) - State-wide Travel Program

Travel Store (outside vendor)
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Introduction

Concur is a webased, integrated travel and expense management solution that centralizes
and consolidatethe travel request, booking, ouf-pocket expense reibursement, and cash
advance processing.

With faculty, staff, angtudents traveling for a wideange of academic and professional
development purposes, the Concur automated solution will help simplify and expedite the
travel process, provide cost savinggrease efficiency, reduce reimbursement times, and
eliminate pger. Concur was selected through a collaborative (District and College) proposal
process and approved by the RCCD Board of Trustees.

This manuaprovidesusers guidance for processing tedvequests, bookingravel,and
processingxpense reimbursemestin accordance with RCCD Board Policy 6900.

If you have any questions regarding tinavel and expense reimbursement process or general
Concur guestionglease contact your locatioGoncu administrator.

Location Contract Email Address Phone Numbers Backup
District Offices Medlina Chavez puchasingtravel@rccd.edu - (951) 222 - 8042
Melissa Griffith (951) 222 - 8645
April Tulod (951) 222 - 8776
Moreno Valley College Laurie Crouse Laurie.Crouse@mvc.edu (951) 571- 6342  Susan Lauda

Sharlena Segur

Norco College Esmeralda Abejar Esmeralda.Abejar@norcocollege.edu (951) 372 - 7075 Lenny Riley
Patty Sanchez
Riverside City College Liz Tatum Liz.Tatum@rcc.edu (951) 222 - 8012 Jennifer Bielmar

Natalie Halsell
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Accessing Concur

Employees can access Conauany timeli K N2 dz3 K { Kn§le Jgriod (B8 Poiitalé  {
find the single sigron portalopena web browser am go togo.rccd.edu If you findyour
credentials do not work in the single sign portal, please contact your local Concur
administrator.

Once there, ater the same username and password you use to login to your computer and/or
access your RCCD email:

Riverside Community College District

Secure Login

Username RC CD RIVERSIDE COMMUNITY
) COLLEGE DISTRICT
first.lasf@rcc.edu
MORENO VALLEY COLLEGE | NORCO COLLEGE | RIVERSIDE CITY COLLEGE

Password

Change Password Forgot Password?

J£AO01 2y GKS 6/ 2y OdNE | LILIY

|

Logged in as: Leonard.Riley@norcocollege.edu | Log_Out

Manage Your Account Settings

RIVERSIDE COMMUNITY
RCCI) | coviece vistricr Single Sign-On Portal

MORENO VALLEY COLLE! | NORCO COLLEGE | RIVERSIDE CITY COLLEGE

SAML 580 fassword based S50 Size: |Large | |iGhanagy
\\\“ \ & 25Live

h-\'-k 29Live 25Live PRO TEST 25Live TEST

25Live 25Live SERVER

Concur etfrieve etrieve ] Office 365 Office 365

SAP Concur
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Creatingyour travel profile

Login to the single sigon portal and launch Concur by clicking on the icon:

Concur

SAP Concur

In the upperright-handcorner, click onthé t NERAGS EF NNB g | Yy R Gfdoh O1 & LIN
IMPORTANT NOTE: You must complete the required fields of the Beddite you can book a trip.

Support Help ~

Profile ~ &

+ 00 00 00

New Authorization Available Open
Requests Expenses Reports

Sdpport Help ~

Profile - &

NATALIE MICHELE HALSELL

e Profile Settings | Sign Out
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This brings you to the Profile page. There several sections of the Profile page, and various
links to access them.

SAP Concur Requests Travel Expense App Center

Profile Personal Information Change Password System Settings Concur Mobile

Your Imformatiom‘/ Profile OptiOﬂS

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

Contact Information Personal Information «—

Email Addresses Your home address and emergency contact information.

Emergency Contact Company Information _
Credit Cards Your company name and business address or your remote

location address.
Beginwithhedt SNRA2Y Il f LYT2NXI GA2Yy {SOGA2YyE¢®

Your name should already appear in the fields. Please review this information carefully. Your
name must appear EXACTLY liosthows on your photo identification. This is how your name
will appear on your ticket. Anyr@rs may result in your being turned away by airport security

If you find there are any errors in this field, pleas#gomit aHuman Resourcesork order via
servicedesk.rccd.edio have the information corrected before booking any travel.

My Profile - Personal Information

Jump To: | Personal Information v

Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator. Change
Picture

Fields marked[Required] and [Required**] (validated and required) must be completed to save your profile.

& 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.

Title First Name Middle Name Nickname Last Name Suffix

v IATALIE CHELE HALSELL v

Company Inbrmation

The next section is your company information and st@lso already be prpopulated with
your Colleagueemployee IDhumberand the name of your manageirect supervisor.If you
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are a faculty member or athletics employee, this field does patiyato you. If you notice any
errors,pleasecontactyour locd Concur administratofor assistance

Company Information Go to top
Employee ID

Manager Org. Unit/Division Employee Position/Tifle

Raymond West ¥

The work address section automatically populates the company namResefside Community
College District. Y RS NJ & [ & &K BéledtiRaéntthedrop-down menu the street name

of the physical location of where you work. Enter the street address of your work location. If
you work at a satellite location, such as Rubidoux Annex, enter that street address.

Work Address Go to top

Company Name Assigned Location

~

Riverside Community Co | Magnolia Avenue (Riverside, CA) v I

Street

4800 Magnolia Avenue Address same as assigned location

4

City State/Province/Region
|Riverside Il CA - California I

Postal Code Country
| 92506 || United States of America v |

Save

You may notice there are & | @S ¢  dhdzboitanybBeach section. You may save each
section as you move along, however, you will not be able to create a travel request and begin
using the system until all required fields have been completed.

Next, you may choose t@nter your homeaddress however, this iiot a required field.

Home Address Go to top

Strest

el

City State/Province/Region

Postal Code Country

| || '
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Contact Information/Mobile Phone Registration

The next section contains two required fieldafork phoneandHome phone You can
substitute your mobile phone number for your home phobet pkease note a homphone
number is requiredAn additional option available for travelers is the choice to register your
mobile device with ConcuBy registering your cell phone number, this allows District Risk
Management to send you important safety acsirity informaton via text or voice message

GKSY @2dz NE GNI @St Ay3o ¢2 NBIAAGSNI @2dzNJ Y26

Contact Information Go to top

Work Phone[Required™] Work Extension Work Fax 2nd Work Phene/Remote Office

f I I |
Home Phone[Required™]

Pager Other Phone
Concur Mobile Devices

Register and manage your mobile devices here.

Da Add a new device »

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

/| K22aS I RSOAOS yIYS adzOK Fa a9, 2dzNJ yIF YSYQa
e e e B iPhone, Android, etc.), @enter your celphone number.
egister and manage your mobile devices here.
Read and click to agree to the risk messaging statement then

Deviee Name Ot A O |Depetding o your device type, you will receive a
'D . | message to download the Condor Mobile app on your cell
evice Type . R .

[ Unknown v phone. This is optional.

Mobile Phone Number

| United State v H ‘

Concur for Mobile
« Primary Mobile Phone

(]l agree to receive recurring risk, safety and

Download Concur Mobile on your mobile device
li

other business-related autodialed text by clicking on the
messages to this number from my Providing Con Sbile:
Entity of the Risk Messaging Service

D Available on the
>] App Store

= Message and data rates may apply

= Freguency of text messages varies

» Terms and Conditions and Processor Privaci
Statement

= Opt-out by replying STOP, or request more
information by replying HELP. Agreement to
receive an autodialed text is not a condition of
purchasing a good or service

= If you opt-out, you may continue to receive
emergency texts from your Providing Entity.

OK Cancel
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Email Verification

Nex, you will need to verify your email address. First, check to see thatrdspopulated
SYIAf FTRRNB&da Aa O2NNBOl®d® ¢KSysx Of A0l 2y GKS

Email Addresses Go to top

Please add at least one email address.

p How do | add an email address?

p Travel Arrangers / Delegates

» Why should | verify my_email address?

p How do | verify my email address?
© Add an email address

Email Address Verification Status Verify Contact? Actions

Email 1 natalie.halsell@rcc.edu Not Verified Verify Yes &

A verification codés sent to your email. Copy and paste the code into the verification field and
ch O1 da21¢d

Verification Email Sent

if An email has been sent to this email address. Copy the Verification Code

from the email and paste it into the "Enter Code" box below.

() Add an emall adaress

Email Address Verification Status Verify Contact? Actions
Email 1 natalie halsell@rec. edu @Checkemailforcode Resend | Cancel  Yes V4
\ Enter Code 0K
UTYLTEQSHFILSHG13TY|
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Email Verification Status . . .
You will receive this dialog box

.c_': Your email address has been verified. informing you the vefication
You may now send receipts to Concur by emailing receipts@concur.com
You may now send trips to Concur by emailing plans@concur.com proceSS has been successful.

Emergency Contact Information

Complete the Emergency Contact Information field. While this is not requiredpfibvenation
isused in he eventof an emergency ang highlyencouraged.

Emergency Contact Go to top

Name Relationship

Street
¥ Address same as employee
7

City State/Province/Region Postal Code

Country Phone Alternate Phone:

TravelPreferences

The travel preferences section allows you to enter yoensonaltravel preferencesEntries
made here are applied when utilizing the embedded travel store will filter searcheby your
desired amenities.

Begin by checkintipe boxes for your eligibldiscount traverates The government discount
rate refers to federal government rates. Unless you have a Federal ID, do not check this box.
Concur autmatically searches for s government rates.

Air Travel Preferences

Enter your seat, section, and meal preferences. FiekEt delivery method is already pre
filled and cannot be changed.o enter your preferred departure airport, type in a citynmaor
3-letter airport cock in the he box. The sysgm will look up airport matches for you to choose
from. There is also a field available for you to enter any medical restrictions you may have.
This information will be used to filter searches howevean be altered in the &vel request
segment if necessary.
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Travel Preferences Go to top

Eligible for the following discount travel rates/fare classes

AAAICAA || Government Military | SeniorfAARP

Air Travel Preferences @

Seat Seat Section  Special Meals Ticket Delivery
| Don't Care ¥ H Don't Care ¥ H Regular Meal v | E-ticket when v
Preferred Departure Airport @ Other Air Travel Preferences Medical Alerts

Hotel Preferences

Select your hotel preferences. If you would like to provide a special message to potential
vendors regarding specific needs, utilize the field provided.

Hotel Preferences

Message to Hotel Vendor €
Foam pillows | Rollaway bed | /Crib

Room Type  Smoking Preference

Don'tCare ¥ H DontCare ¥

| prefer hotel that has:
agym | apocl | arestaurant | room service | | Early Check-in

Accessibility Needs
(5 Wheelchair access |/ Blind accessible

Car Rental Prefences

Enter your car retal preferences and include any special messages to the vendor. Please note
that the State of California does not reimburse for navigation systems (GPS).

Car Rental Preferences

State of California does not reimburse for Navigational systems (GPS).

Car Type Smoking Preference  Car Transmission

‘AnyCarClass VHDon‘tCare " ‘Don'tCare V‘ In-car GPS system || Ski rack

Message to Car Rental Vendor §)
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Frequent Traveler Program Information

This section allows you to retain your frequent travelenégts for personal use. You can also
add any reward programs.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs @ Add a Program

Y

No programs defined

ToSYUGSNI AYF2NNIEGAZ2Y F2NI Fye FTNBIdzSSyid GNF @St SN
t N2INI YE Ay O fivettwd piograims & g tims. NdllozLihe dictions and

clio1s GSEFP 22dz KIF S Y2NB GGKIYy FAOS NBgSFNR& LINE AN
LINEPAINI YE fAYy] F3IAFLAY G2 FRR FRRAGA2YIf ydzYo SNE

Add Travel Programs

Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional characters. Do not include the
carrier code. If you enter a program incorrectly, you will get a profile error from the reservation system.
For example, if your card is printed "AA12345" or "John Doe/12345", your program number is "12345".

The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel). Then,
select the name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc.).

+i H l.={ Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor
1 L) Select a carrier v 2

+i H |.=‘ Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor
2 L Select a carrier v v

To create a travel network and allow Concur to shafermation with travel partners, such as
Triplt, read theterrda | YR O2y RAGA2y a LINRPOJARSR | GentbKS Ay
at any time.
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Congratulations! Now you can find X
everything in one place.

You can now receive your company’s negotiated rates, view your travel
plans anytime on any device, using Concur or Triplt, and your travel
receipts will be waiting for you in Concur. Be sure to check your inbox for
an email from us that will let you know the status of your travel network.

Unused Tickets

If you have pending Southwest ticket credits from before creating your Concurepadil can
SYGSNI 6KSY KSNBE 08 OtAOMYY® O0KB8SHI RRSUAQDFS
GAO1SG ONBRAGE G2 &l @gSo

Southwest Ticket Credits

@ Add Ticket Credit

Add Ticket Credit X

Southwest Record Locator: Valid Until:

Ticket Amount: Ticket Currency
\ | | us-Dollar(s) v |

Cancel Add Ticket Gredit

TSA Secure Flight Information

TSA requires entry of gender and date of biRKOTE: You will not be able to book your flight
until this information has been completed and saved/twr profile.You can also enter a
Redress Number or your TSA PreCheck Known Traveler Number if yaanba@ick on the
Quick Help icon for additional information about these options.
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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
WWW.TSA.GOV.

Gender [Required] Date of Birth (mm/ddiyyyy)[Required] DHS Redress No.@ TSA PFE\/ Known Traveler Number@)
Male (@) Female m“"a‘”. xxxxx

If you have a passport or visa, enter the information here.

International Travel: Passports and Visas Go fo top

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

Passports @ Add a Passport

| do not have a passport

International Visas @ AddaVisa

Credit Card Information
Do NOT enter personal credit card information.
Saving Profile Changes

hyOS @2dz2NJ SYGANB LINPFAES KIFra 06SSy O2YLX SGSRZ
occurs, a pop up message will inform you of argededcorrections. Correct the eors and

Oft AO1 dal @S¢ | digsavgdd mesbageQuBl appdarson thiNPpeErAighthand

portion of the screen.

Profile Saved

/ £ A0 1 Kabat thettdplofde fodlbar to return to the homepagt.you have questions
about completing the Concur Profilplease contact your local Concur administrator.

Request Settings

The next step is to verifyat your Galaxy Employee ID, Galaxy Vendor IDbaum
and default budget string are listed correctly. To do this, click omtheS lj dzSau
informations f Ay 1 2y (KS f SHA RORAI dzeW@|j A5 a@2 §z8Xia dW

8y
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‘ If you do not have a Galaxy Vendor ID, a default of
Request Settings & dpdddddé Fhisimband ybBal® holId
been issued a reimbursement for expenses through

Request Information Galaxy.If you do ot know your Galaxy Employee

Request Delegates and Vendor ID, please contact ydacal Concur
Request Preferences administratorfor assistance.
Request Approvers

Favorite Attendees

Expense Settings

The information, which appears here, shoutdtch the information you found
dzy RSNJ awS|j sza 0 { SGdAy Blaxg Employge I Sddagty | YR GOSN T e
+SYR2NJ L5 YR RSTFIldzt G o dzRASER y&E( MRyYRBNI Of A O1 2
GOELISyasS {SGiayTas o

Expense Information

Employee Group Reimbursement Currency Traveler Type No Direct Supervisor?

RCC Staff

Fund Job Title Galaxy Emp ID Galaxy Vendor ID

(11) 11 - UNRESTRICTED GENER/ Coord, Prof Devlpmt 231698 107268

School Resource Project Year Goal

(DDB) DDB - BUSINESS OPERATI( (1000) 1000 - GENERAL FUND 0 6729

Function

(0000) 0000 - CAMPUS ADMINISTF

Other Settings

Last, you will want tactivate EReceipts, whiclare complete electronic versions of the paper
folio receipts traditonally deliveredo travelers. Concur automatically captures this datal
makes it available to you when preparing your expense reimbursements.

To activate FReceipts, clickonthel S OSA LJG ! OGA G GA2Yy fAy]l dzy RSNJ
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I £t A01 2KSINSE &Gty O

E-Receipt AcNyation

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

Please note that this setting does not control all e-receipts. E-receipts delivered by a Concur App Center partner with
which you have connected your Concur account, and certain TripLink suppliers, are controlled through the App Center or
your My Travel Network settings. For more information, contact your company’s Concur account administrator.

¢KS F2ft26Ay3 RAFE23 02E Attt | LIISINE Of A0

statement.

E-Receipt Activation x

Concur can enable the automatic collection of the electronic receipts and folio data (“e-receipts”)
generated by your transactions with participating travel suppliers (“Participating Suppliers”).

Participating Suppliers in Concur Travel search results are designated with an “e-receipt enabled” (
label.

By clicking “I Agree” below to turn on the e-receipts functionality, you authorize Concur and its
corporate affiliates to receive, transfer and use e-receipts generated by your transactions with \|
Participating Suppliers in connection with Concur services, including air, rail, hotel, car rental, and
other ground transportation suppliers, and you authorize such Participating Suppliers and their
respective agents and affiliates to share such e-receipts with Concur. To retrieve e-receipts from
Participating Suppliers, Concur may need to share certain details about you and your travel plans «

= 3

You will receive the following pemp message once the acition is complete.

0 You have successfully enabled e-receipts with participating suppliers. You may disable this functionality at any time by accessing this
page from the Profile menu.
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Section Il:
Instructions for Traveles
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Creating a TravdRequest

There are two ways to begin a new Travel Requ&ltckon Requests then New
Requestat the top lefthand side of the screen:

SAP Concur Requests Travel Expense App Center

Manage Requests New Request Quick Search

OR

OntheHome I 3S>Y Of AO0]1 db bSgé¢ GKSY

Profile ~ &

New Authorization Available Open
Requests Expenses Reports

Start a Request
Start a Report
Enter New Reservation

side Community College District employee, you ] ro subscription. [EERINEE P Not right
Upload Receipts

A blank request will appear:

Request Ea3 3
s

tatus: Not Submitted

RequestTrip N;

RCCD Concur Manual Version 13 (released 221/2020) Page20of 74
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There are five compants/tabs to each travel request:

Request Header | Segments || Expenses | Approval Flow || Audit Trail

Request Headeg Provides basic trip information such as trip name, trip start/end date, budget
code, etc.

Segments; The segments tab should only be uskgou are planning to book all or some your
travel arrangemets through the Cal Travel Store.

Expenseg Use this section to note information regarding all anticipated trip expenses such as
registration, mals, mileage, hotel, pking, and other travel expenses as well as any travel

expenses booked outside of Comcu

Approval Flowg This is where you can see whom the request will route to for approvals and
where you will add any additional approvers needed.

Audit Trail¢ This is where you can view all transactions associated with your travel request.

Completig Request Header Information

When completing the Request Header sectifigids with aleft red border are required fields:

Request/Trip Name

Request/Trip Name; Enter the complete trip namé-here is dimit of 30 character that can be
entered into the Trip Name fieldlfyou needadditional space to spell out acronynpdease
enter theinformation in thedAdditionalL Y F 2 NIY' I G A 2 Y ébo@ NJ d/ 2YYSy (¢

How will you book your travelhere are three options for booking your travel:

1. Book Online: Concur Trawebelect thioption if you will be using the booking
feature within Concur to book any portion (airfare, hotel, car rentaltrain) of your
travel after the travel requessfully approved.

2. Book with Agent: Cal Travel Ageyelect this option if you will be caatting the
Cal Travel Store Agency for assistance in booking your travel. This option is
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recommended if your travel will includaultiple stops, group travepersonal travel,
or other complicated variations.

3. Book Outside of Concur & Cal Travel Stpselect this option if you will be making
all of your travel arrangementsutside ofthe Concur segment§.e. not using the
Cal Travel Stojdror example, you have alreagyrchased airfare, reserved hotel
and car rental, registered for conferenseparatdy. You will be able to addktails
about the expenses you hawugcurred or reservations you made in the Erpe
section tah

Request Trip Start/End Date Please indicate the days you will be traveling based on
conference agenda or flyer. These dateewdd include any additional travel days that may be
required. (Ex: If the conference is out of state and begins at 8:00 am on the 4th and ends at
7:00pm onthe 8th, your travel days might be the 3@dh, to include all days you will be
traveling).Only indude business trip start and end dates. If there are personal travel dates
associated with this trip, there will be another field to include this inforrmati

Request/Trip Purpose Select from the droglown menu the best description of the purpose
for yodzNJ (0 NRA LJD {2YS 2LWiA2ya AyOfdzRS da/ 2y FSNByOS
G/ KILISNRPYSEX 2NJ daaSSliAy3aso

Paid for by an outside agen@yYesor Nog{ St SOUG & all 6f #hé tragelekpensewill be
paid by an outside agendyS @3 & { (i I GoSicelorficonfrered ofgank&sy ou will skip
0KS a{ S3Y S ghiegthe codtlofahe traye® the expense tab only.

Out-of-state andbeyond 500 miles? SNJ ! RYAYA&AGNI GAGBS t 2t A08 conn
outside of the State of CaliforniANDbeyond 500 miles from primary work site, including-out
of-country travel, require that a travel request be completed and approved by an apptepria
FRYAYAAOUNI G2N) FYyR 6& GKS . 2FNR 2F ¢NMzAGSSa o6S
no as appreriate.

Destination CityState ¢ Enter the destination city of your tripAs you begin typing the city
name, the system will automatically display search results.

Destination Countryg This option automatically populasdased on destination city entete

Does this trip contain personal travel? there is a portion of youtrip that will be personal in
YyIGdz2NBE> aStSOG aeSaé¢ yR AYRAOFGS GKS RFEGSa
Gt SNE2Y | f 5 field S¥d adyFclarifyidy dd8S e a Ay GKS da! RRAGAZ2Y I
section provided.
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Budget Informationg Please select from the dregjown menu the correct components of the
budget string funding your traveNote: Be sure to use the budget string provided by the
area/department funding the request.

Fund School Resource Project Year
(11) 11- UNRESTRICTED GENERAL FL| V| | (DMF) DMF - DEAN OF INSTRUCTION | v | {(1000) 1000 - GENERAL FUND v| (0 v

Goal Function Group
6017 V| [(3000) 3000 - DEAN OF INSTRUCTION | v | RCC v

Cash Advance Enter theamountof the cash advancgou are requesting. Please provide a
description of the expenses covered by the advance in the comments section.

Cash Advance

Cash Advance Amount Cash Advance Comment
200.00 I | usD v Ground transportation and meals.

/| £t ASAVe w0 STF2NB O2yiAaildy3a G2 GKS ySEG G o

EstimatingExpenses Usintipe Cal Travel Store

If you selectedBook Online: Concur Tragel 2y (G KS NBIjdzSaid KSIFRSNE &2c
thetravelSELISy 4 S & (CRINRIZA K f far fepdribBséof the travel that will be

bookedwithin Concur. The tas secured through the travel storeeaoptimal rates made

available through a contract with the Department of General Services.

¢2 0S3AAYyI OfAO0] 2y GKS G¢NY@Sté¢ dlFood CKA& oA

SAP Concur Requests Travel Expense
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Estimating Air Travel Expenses

On the lef-hand side of the screen, you can begin your
search for airfares by completing the fields provided.
Your departure airport of choice will be automatically
populatedbased on your profile settingsut canalso

be manuallychanged

Complete thefieldsak  Of A O1 & a S| NOKé

The search results will display and can be modified to
narrow/change your results.
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