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Version and Team Members 

Version       1.3 
Published   2/21/2020 
 
 
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 College District to a modern paper-less 
system for travel reimbursement. This project also includes an integrated travel booking component, 
Travel Store, that allows travelers to directly purchase airline tickets, reserve hotels, and rental cars.    
 
Below are the individuals who have participated to make this a successful project.  
 

 
 
 
  

Norco College District Office
Esmeralda Abejar Majd Askar

Misty Cheatham Rene Balingit 

Lenny Riley Paula Barrera

William Chang

Riverside City College Melinda Chavez 

Jennifer Bielman Gabriela Estrada-Toro

Natalie Halsell Adrienne Fisher 

Liz Tatum John Geraghty

Melissa Griffith

Moreno Valley College Sandra Gutierrez 

Laurie Crouse Philip Muljana

MaryAnn Doherty Aprilyn Tulod

Susan Lauda Mireya Vargas

Sharlena Segura

Outside / Consultants
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 web-based, integrated travel and expense management solution that centralizes 

and consolidates the travel request, booking, out-of-pocket expense reimbursement, and cash 

advance processing. 

With faculty, staff, and students traveling for a wide-range of academic and professional 

development purposes, the Concur automated solution will help simplify and expedite the 

travel process, provide cost savings, increase efficiency, reduce reimbursement times, and 

eliminate paper. Concur was selected through a collaborative (District and College) proposal 

process and approved by the RCCD Board of Trustees.  

 

This manual provides users guidance for processing travel requests, booking travel, and 

processing expense reimbursements in accordance with RCCD Board Policy 6900. 

 

If you have any questions regarding the travel and expense reimbursement process or general 

Concur questions, please contact your location Concur 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 Segura

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 Bielman

Natalie Halsell
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Accessing Concur 

Employees can access Concur at any time ǘƘǊƻǳƎƘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ {ingle Sign-on (SSO) Portal.  To 

find the single sign-on portal open a web browser and go to go.rccd.edu.  If you find your 

credentials do not work in the single sign-on portal, please contact your local Concur 

administrator. 

Once there, enter the same username and password you use to login to your computer and/or 

access your RCCD email: 

 

 

/ƭƛŎƪ ƻƴ ǘƘŜ ά/ƻƴŎǳǊέ ŀǇǇΥ 

 

 

https://go.rccd.edu/
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Section I:   

Creating your Travel Profile 
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Creating your travel profile 

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

 

 

In the upper right-hand corner, click on the άtǊƻŦƛƭŜέ Řƻǿƴ ŀǊǊƻǿ ŀƴŘ ŎƭƛŎƪ άǇǊƻŦƛƭŜ ǎŜǘǘƛƴƎǎέΦ   
IMPORTANT NOTE: You must complete the required fields of the Profile before you can book a trip. 
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This brings you to the Profile page.  There are several sections of the Profile page, and various 

links to access them. 

 

 
 

Begin with the άtŜǊǎƻƴŀƭ LƴŦƻǊƳŀǘƛƻƴ {ŜŎǘƛƻƴέΦ 

 

Your name should already appear in the fields.  Please review this information carefully. Your 

name must appear EXACTLY how it shows on your photo identification.  This is how your name 

will appear on your ticket.  Any errors may result in your being turned away by airport security. 

If you find there are any errors in this field, please submit a Human Resources work order via 

servicedesk.rccd.edu to have the information corrected before booking any travel. 

 

 
 

Company Information 

 

The next section is your company information and should also already be pre-populated with 

your Colleague employee ID number and the name of your manager/direct supervisor.  If you 
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are a faculty member or athletics employee, this field does not apply to you.  If you notice any 

errors, please contact your local Concur administrator for assistance. 

 

 
The work address section automatically populates the company name of Riverside Community 

College District. ¦ƴŘŜǊ ά!ǎǎƛƎƴŜŘ [ƻŎŀǘƛƻƴέΣ select from the drop-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. 

 
You may notice there are άǎŀǾŜέ ōǳǘǘƻƴǎ ŀǘ the bottom of each 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 to enter your home address; however, this is not a required field. 
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Contact Information/Mobile Phone Registration 

 

The next section contains two required fields:  Work phone and Home phone.  You can 

substitute your mobile phone number for your home phone, but please note a home phone 

number is required. An additional option available for travelers is the choice to register your 

mobile device with Concur.  By registering your cell phone number, this allows District Risk 

Management to send you important safety or security information via text or voice message 

ǿƘŜƴ ȅƻǳ ŀǊŜ ǘǊŀǾŜƭƛƴƎΦ  ¢ƻ ǊŜƎƛǎǘŜǊ ȅƻǳǊ ƳƻōƛƭŜ ŘŜǾƛŎŜ ŎƭƛŎƪ ƻƴ ά!ŘŘ ŀ ƴŜǿ ŘŜǾƛŎŜέ   

 

 
 

/ƘƻƻǎŜ ŀ ŘŜǾƛŎŜ ƴŀƳŜ ǎǳŎƘ ŀǎ άϑ¸ƻǳǊ ƴŀƳŜϒΩǎ ŎŜƭƭ ǇƘƻƴŜέΦ  bŜȄǘΣ ŎƘƻƻǎŜ ȅƻǳǊ ŘŜǾƛŎŜ ǘȅǇŜ όƛΦŜΦ 

iPhone, Android, etc.), and enter your cell phone number. 

Read and click to agree to the risk messaging statement then 

ŎƭƛŎƪ άhƪέΦ Depending on your device type, you will receive a 

message to download the Concur for Mobile app on your cell 

phone.  This is optional.   
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Email Verification 

 

Next, you will need to verify your email address. First, check to see that the pre-populated 

ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ ŎƻǊǊŜŎǘΦ ¢ƘŜƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άǾŜǊƛŦȅέ ƭƛƴƪΦ 

 

 
 

A verification code is sent to your email. Copy and paste the code into the verification field and 

clƛŎƪ άƻƪέΦ 
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You will receive this dialog box 

informing you the verification 

process has been successful. 

 

 

 

 

Emergency Contact Information 

 

Complete the Emergency Contact Information field.  While this is not required, the information 

is used in the event of an emergency and is highly encouraged. 

 

 
 

Travel Preferences 

 

The travel preferences section allows you to enter your personal travel preferences. Entries 

made here are applied when utilizing the embedded travel store and will filter searches by your 

desired amenities.   

 

Begin by checking the boxes for your eligible discount travel rates.  The government discount 

rate refers to federal government rates. Unless you have a Federal ID, do not check this box.  

Concur automatically searches for state government rates. 

 

Air Travel Preferences 

 

Enter your seat, section, and meal preferences.  The E-ticket delivery method is already pre-

filled and cannot be changed.  To enter your preferred departure airport, type in a city name or 

3-letter airport code in the the box. The system 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 however it can be altered in the travel request 

segment if necessary. 
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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. 

 
 

Car Rental Preferences 

 

Enter your car rental preferences and include any special messages to the vendor. Please note 

that the State of California does not reimburse for navigation systems (GPS). 
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Frequent Traveler Program Information 

 

This section allows you to retain your frequent traveler benefits for personal use.  You can also 

add any reward programs.  

  
 

To ŜƴǘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ŀƴȅ ŦǊŜǉǳŜƴǘ ǘǊŀǾŜƭŜǊ ǇǊƻƎǊŀƳǎ ȅƻǳ Ƴŀȅ ƘŀǾŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ ŀ 

tǊƻƎǊŀƳέ ƭƛƴƪΦ  ¸ƻǳ Ƴŀȅ ŜƴǘŜǊ ǳǇ ǘƻ five travel programs at a time. Follow the directions and 

cliŎƪ άSŀǾŜέΦ  LŦ ȅƻǳ ƘŀǾŜ ƳƻǊŜ ǘƘŀƴ ŦƛǾŜ ǊŜǿŀǊŘǎ ǇǊƻƎǊŀƳ ƴǳƳōŜǊǎΣ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ ŀ 

ǇǊƻƎǊŀƳέ ƭƛƴƪ ŀƎŀƛƴ ǘƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ƴǳƳōŜǊǎΦ 

 

 
 

To create a travel network and allow Concur to share information with travel partners, such as 

Triplt, read the termǎ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎ ǇǊƻǾƛŘŜŘ ŀǘ ǘƘŜ ƭƛƴƪ ŀƴŘ ŎƭƛŎƪ άL !ƎǊŜŜέΦ  ¸ƻǳ Ŏŀƴ ǳƴ-enroll 

at any time. 
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Unused Tickets 

 

If you have pending Southwest ticket credits from before creating your Concur profile, you can 

ŜƴǘŜǊ ǘƘŜƳ ƘŜǊŜ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ŘŘ ǘƛŎƪŜǘ ŎǊŜŘƛǘέ ƭƛƴƪΦ 9ƴǘŜǊ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ά!ŘŘ 

ǘƛŎƪŜǘ ŎǊŜŘƛǘέ ǘƻ ǎŀǾŜΦ 

 
 

 
 

TSA Secure Flight Information 

 

TSA requires entry of gender and date of birth. NOTE:  You will not be able to book your flight 

until this information has been completed and saved to your profile. You can also enter a 

Redress Number or your TSA PreCheck Known Traveler Number if you have one. Click on the 

Quick Help icon for additional information about these options. 
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If you have a passport or visa, enter the information here. 

 

 
 

Credit Card Information 

 

Do NOT enter personal credit card information.   

 

Saving Profile Changes 

 

hƴŎŜ ȅƻǳǊ ŜƴǘƛǊŜ ǇǊƻŦƛƭŜ Ƙŀǎ ōŜŜƴ ŎƻƳǇƭŜǘŜŘΣ ŎƭƛŎƪ ŀƴȅ ƻŦ ǘƘŜ άǎŀǾŜέ ōǳǘǘƻƴǎ ǾƛǎƛōƭŜΦ  LŦ ŀƴ ŜǊǊƻǊ 

occurs, a pop up message will inform you of any needed corrections.  Correct the errors and 

ŎƭƛŎƪ άǎŀǾŜέ ŀƎŀƛƴΦ  hƴŎŜ ǘƘŜ ǇǊƻŦƛƭŜ is saved, a message will appear on the upper right hand 

portion of the screen.  

 

 
 

/ƭƛŎƪ ǘƘŜ ά¢ǊŀǾŜƭέ tab at the top of the toolbar to return to the homepage. If you have questions 

about completing the Concur Profile, please contact your local Concur administrator. 

Request Settings 

 

The next step is to verify that your Galaxy Employee ID, Galaxy Vendor ID number 
and default budget string are listed correctly.  To do this, click on the άwŜǉǳŜǎǘ 
informationέ ƭƛƴƪ ƻƴ ǘƘŜ ƭŜŦǘ ŎƻƭǳƳƴ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴ ǳƴŘŜǊ άwŜǉǳŜǎǘ {ŜǘǘƛƴƎǎέ: 
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If you do not have a Galaxy Vendor ID, a default of 
άффффффέ ǿƛƭƭ ŀǇǇŜŀǊΦ This means you have not 
been issued a reimbursement for expenses through 
Galaxy.  If you do not know your Galaxy Employee 
and Vendor ID, please contact your local Concur 
administrator for assistance. 

 

 

 

Expense Settings 

 

The information, which appears here, should match the information you found 
ǳƴŘŜǊ άwŜǉǳŜǎǘ {ŜǘǘƛƴƎǎέΦ ¢ƻ ǾƛŜǿ ŀƴŘ ǾŜǊƛŦȅ ȅƻǳǊ Dalaxy Employee ID, Galaxy 
±ŜƴŘƻǊ L5Σ ŀƴŘ ŘŜŦŀǳƭǘ ōǳŘƎŜǘ ǎǘǊƛƴƎΣ ŎƭƛŎƪ ƻƴ ά9ȄǇŜƴǎŜ LƴŦƻǊƳŀǘƛƻƴέ ǳƴŘŜǊ 
ά9ȄǇŜƴǎŜ {ŜǘǘƛƴƎǎέΦ 

 

Other Settings 

 

Last, you will want to activate E-Receipts, which are complete electronic versions of the paper 
folio receipts traditionally delivered to travelers. Concur automatically captures this data and 
makes it available to you when preparing your expense reimbursements.  

 

To activate E-Receipts, click on the E-wŜŎŜƛǇǘ !ŎǘƛǾŀǘƛƻƴ ƭƛƴƪ ǳƴŘŜǊ άhǘƘŜǊ {ŜǘǘƛƴƎǎέΦ 
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/ƭƛŎƪ ƻƴ ǘƘŜ άŎƭƛŎƪ ƘŜǊŜέ ƭƛƴƪ 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛŀƭƻƎ ōƻȄ ǿƛƭƭ ŀǇǇŜŀǊΣ ŎƭƛŎƪ ƻƴ άL !ƎǊŜŜέ ŀŦǘŜǊ ǊŜŀŘƛƴƎ ǘƘŜ 
statement. 

 

 

You will receive the following pop-up message once the activation is complete. 
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Section II: 

Instructions for Travelers
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Creating a Travel Request 

There are two ways to begin a new Travel Request.  Click on Requests > then New 
Request at the top left-hand side of the screen:  

 

 
 

OR 

 

On the Home tŀƎŜΣ ŎƭƛŎƪ άҌ bŜǿέ ǘƘŜƴ ǎŜƭŜŎǘ ά{ǘŀǊǘ ŀ wŜǉǳŜǎǘέΥ 

 

 
A blank request will appear: 
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There are five components/tabs to each travel request: 

 

 
 

Request Header ς Provides basic trip information such as trip name, trip start/end date, budget 

code, etc. 

 

Segments ς The segments tab should only be used if you are planning to book all or some your 

travel arrangements through the Cal Travel Store. 

 

Expenses ς Use this section to note information regarding all anticipated trip expenses such as 

registration, meals, mileage, hotel, parking, and other travel expenses as well as any travel 

expenses booked outside of Concur. 

 

Approval Flow ς 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 ς This is where you can view all transactions associated with your travel request.   

 

Completing Request Header Information 

 

When completing the Request Header section, fields with a left red border are required fields: 

 

 
Request/Trip Name ς Enter the complete trip name. There is a limit of 30 character that can be 

entered into the Trip Name field.  If you need additional space to spell out acronyms, please 

enter the information in the άAdditional LƴŦƻǊƳŀǘƛƻƴέ ƻǊ ά/ƻƳƳŜƴǘέ box. 

 

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

 

1. Book Online: Concur Travel - Select this option if you will be using the booking 

feature within Concur to book any portion (airfare, hotel, car rental, or train) of your 

travel after the travel request is fully approved. 

 

2. Book with Agent: Cal Travel Agent ς Select this option if you will be contacting the 

Cal Travel Store Agency for assistance in booking your travel.  This option is 
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recommended if your travel will include multiple stops, group travel, personal travel, 

or other complicated variations. 

 

3. Book Outside of Concur & Cal Travel Store ς select this option if you will be making 

all of your travel arrangements outside of the Concur segments (i.e. not using the 

Cal Travel Store) For example, you have already purchased airfare, reserved hotel 

and car rental, registered for conference separately.  You will be able to add details 

about the expenses you have incurred or reservations you made in the Expense 

section tab. 

 

Request Trip Start/End Date ς Please indicate the days you will be traveling based on 

conference agenda or flyer. These dates should 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 on the 8th, your travel days might be the 3rd-9th, to include all days you will be 

traveling). Only include business trip start and end dates. If there are personal travel dates 

associated with this trip, there will be another field to include this information. 

 

Request/Trip Purpose ς Select from the drop-down menu the best description of the purpose 

for yoǳǊ ǘǊƛǇΦ  {ƻƳŜ ƻǇǘƛƻƴǎ ƛƴŎƭǳŘŜ ά/ƻƴŦŜǊŜƴŎŜ !ǘǘŜƴŘŜŜέΣ ά/ƻƴŦŜǊŜƴŎŜ tǊŜǎŜƴǘŜǊέΣ 

ά/ƘŀǇŜǊƻƴŜέΣ ƻǊ άaŜŜǘƛƴƎέΦ 

 

Paid for by an outside agency? Yes or No. ς {ŜƭŜŎǘ ά¸Ŝǎέ ƻƴƭȅ ƛŦ all of the travel expenses will be 

paid by an outside agency όŜΦƎΦ {ǘŀǘŜ /ƘŀƴŎŜƭƭƻǊΩǎ office or conference organizers).  You will skip 

ǘƘŜ ά{ŜƎƳŜƴǘǎέ ǘŀō ŀƴŘ enter the cost of the travel in the expense tab only. 

 

Out-of-state and beyond 500 miles? tŜǊ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ tƻƭƛŎȅ сфллΣ άwŜǉǳŜǎǘǎ ŦƻǊ ǘǊŀǾŜƭ 

outside of the State of California, AND beyond 500 miles from primary work site, including out-

of-country travel, require that a travel request be completed and approved by an appropriate 

ŀŘƳƛƴƛǎǘǊŀǘƻǊ ŀƴŘ ōȅ ǘƘŜ .ƻŀǊŘ ƻŦ ¢ǊǳǎǘŜŜǎ ōŜŦƻǊŜ ǘƘŜ ǘǊŀǾŜƭ ŜǾŜƴǘ ǘŀƪŜǎ ǇƭŀŎŜΦέ  {ŜƭŜŎǘ ȅŜǎ ƻǊ 

no as appropriate. 

 

Destination City/State ς Enter the destination city of your trip.  As you begin typing the city 

name, the system will automatically display search results. 

 

Destination Country ς This option automatically populates based on destination city entered. 

 

Does this trip contain personal travel? If there is a portion of your trip that will be personal in 

ƴŀǘǳǊŜΣ ǎŜƭŜŎǘ άȅŜǎέ ŀƴŘ ƛƴŘƛŎŀǘŜ ǘƘŜ ŘŀǘŜǎ ǘƘŜ ǇŜǊǎƻƴŀƭ ǘǊŀǾŜƭ ǿƛƭƭ ǘŀƪŜ ǇƭŀŎŜ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ 

άtŜǊǎƻƴŀƭ 5ŀǘŜǎ ƻŦ ¢ǊŀǾŜƭέ field.  Add any clarifying comƳŜƴǘǎ ƛƴ ǘƘŜ ά!ŘŘƛǘƛƻƴŀƭ /ƻƳƳŜƴǘǎέ 

section provided. 
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Budget Information ς Please select from the drop-down menu the correct components of the 

budget string funding your travel.  Note: Be sure to use the budget string provided by the 

area/department funding the request. 

 

 
 

Cash Advance ς Enter the amount of the cash advance you are requesting.  Please provide a 

description of the expenses covered by the advance in the comments section. 

 

 
 

/ƭƛŎƪ άSaveέ ōŜŦƻǊŜ ŎƻƴǘƛƴǳƛƴƎ ǘƻ ǘƘŜ ƴŜȄǘ ǘŀō called. 

 

Estimating Expenses Using the Cal Travel Store 

If you selected άBook Online: Concur Travelέ ƻƴ ǘƘŜ ǊŜǉǳŜǎǘ ƘŜŀŘŜǊΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŜǎǘƛƳŀǘŜ 

the travel ŜȄǇŜƴǎŜǎ ǘƘǊƻǳƎƘ ǘƘŜ άCal ¢ǊŀǾŜƭ {ǘƻǊŜέ for the portions of the travel that will be 

booked within Concur. The rates secured through the travel store are optimal rates made 

available through a contract with the Department of General Services. 

¢ƻ ōŜƎƛƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά¢ǊŀǾŜƭέ ǘŀōΦ  ¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ǘǊŀǾŜƭ άǎǘƻǊŜέΦ   
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Estimating Air Travel Expenses 

On the left-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 

populated based on your profile settings but can also 

be manually changed.   

Complete the fields anŘ ŎƭƛŎƪ άǎŜŀǊŎƘέ 

 

The search results will display and can be modified to 

narrow/change your results. 

 

 


