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TRAVEL REQUESTS

1.HOW TO ACCESS CONCUR

= MyAppsPortal-SingleSign-On (SSO)Portal myapplications.microsoft.com ORgo.rccd.edu

m College/District Email Address =FirstName.LastName@norcocollege.edu OR
FirstName.Lastname@rccd.edu

m Passwordisthe sameasyour Network and Email (Offlce365) pa_ssword

Apps dashboard &= Add apps collection 5% Customize vie w
Apps
e % - g | b k
Mediasite Microso ft Photos OneDlrive OneMNote Outlook People Photoshelter Libris
! )
| > 1 3 P L
Planner Power Apps Power Automate Fo Bl PowerPoint Project RCCD Printing &
\ Graphics
’Z‘\) | | | ﬂ
RCCD Service Desk RCCD VDI SAP Concur Travel SharePoint Staff Notebook Stream Sway
d Expe


mailto:FirstName.LastName@norcocollege.edu
mailto:FirstName.Lastname@rccd.edu
https://myapplications.microsoft.com/
https://go.rccd.edu/

1.HOW TO ACCESS CONCUR CONT.

Cl AZUMANO TRAVEL - BUSINESS TRAVEL 877-454-8785

= RCCD | &iEssme™ o @ 2
(@ Home
Hello, Esmeralda
¥» Requests > August 17, 2026
rave

tth T L >

Create Request Plan a Trip Create Expense Report
E3 Expense > Start an approval request for travel ] Find and book flights, hotels, and Begin an expense report to track

or expenses. rides for your business trip business related expenses
£, Approvals >

*. a [ @ Company Notes

|'=ﬂ Reporting >

£% App Center Flight Search U CI AZUMANO

'“p, Administration > | Round-trip One-way Multi-city

*

Welcome to Concur, Managed by CI Azumano Travel

From

Terms of Use: Concur is for official business use only. B ing per. [t [ on this site is prohibited.

SMNA - John Wayne Airport
RCCD Travel Restriction Information

To* Effective immediately and through Summer 2021, Riverside Community College District is lifting COVID-19 pandemic
Enter 1 . restrictions on all travel within the State of California. The necessity of out-of-state travel will need to be evaluated
neerfocston and approved, on a case-by-case basis, by the traveler's respective College President, Vice Chancellor or Chancellor.
It is anticipated that ALL COVID-19 pand ic restricti for RCCD travel will be lifted effective Fall 2021, depending
Dates * on the status of the pandemic. Additional notification will be provided closer to the beginning of the Fall term.
08/17/2026 - 08/18/2026 B

Contact Information for Cl Azumano Travel:

To reach a travel counselor for questions or assistance regarding a reservation: (877) 454-8785

Cabin
Travel counselors are available 24/7/365

Economy ~ Concur Information and Guides:

Concur FAQs

E] Include Accommodation Concur User Guide
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2.UPDATING YOUR TRAVEL PROFILE

RCCD

Before you enter a travel request:

* Go to settings

* Enter Your Information- personal
and company information
[required]

* Enter travel preferences, and
frequent-traveler program
information.

&

N

4

mee
*an

a‘b

Home

Requests

Travel

Expense

Approvals

Reporting

App Center

Administration

RIVERSIDE COMMUNITY

COLLEGE DISTRICT

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
__E:redit Cards

(Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Program:

L/Req uest Settings

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees
Expense Credit Cards

Other Settings

Data Sharing Control
E-Receipt Activation
System Settings
Concur Connect
Change Password

Travel Vacation Reassignment

SAP Concur Mobile App

Reporting Settings
Reporting Budget

Matifiratinn Sattinae

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and business address or your remote location
address.

Credit Card Information
You can store your credit card information here so you don't have to
re-enter it each time you purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Expense Delegates
Delegates are employees who are allowed to perform work on behalf
of other employees.

Expense Preferences
Select the options that define when you receive email notifications.

Prompts are pages that appear when you select a certain action, such
as Submit or Print.

SAP Concur Mobile App

Set up access to Concur on your mebile device

System Settings
Which time zone are you in? Do you prefer to u!

a
Esmeralda Abejar
(-—\

clock? When does your workday start/end?

Contact Information

How can we contact you about your travel arran

E-Receipt Activation
Enable e-receipts to automatically receive electr
participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your ba

Request Preferences

Select the options that define when you receive
Prompts are pages that appear when you select
as Submit or Print.

Change Password
Change your password.

N geings/

@ Act as Another User v

& Travel Policy

[ Service Status (US2)

Qg Contact Support

ﬁ Legal Information 3

(@ About

(D sign Out




2. UPDATING YOUR TRAVEL PROFILE CONT.

e Verifyyour Personal
Information.

* Makecertainthat the first, middle, and last
names shown areidentical to thoseon the
photo IDthat you will be presenting atthe
airport.

e Is your driver’s license REAL ID compliant? A
new form of Identification will be required
for air travel within the U.S starting May 7,
2025. Click here for more information on
Real ID.

e Add contact information.

* Verify email address.

e Add Travel Preferences.

* Do not add credit card information.

My Profile - Personal Information
Jump To:  Personal Information v

To see the Notice on Collection for details on how the Statewide Travel Program collects, uses, and shares personal information you provide through this
form, please follow this link: https:/hwww.dgs.ca.gov/OFAMTravel

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

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

./ ’ .\.

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.

Title First Name Middle \ame[Requi red] Preferred Name Last Name Suffix

Enio Middle Name
Date of Birth (mmiddlyyyy)[Required]  Gender[Required]
o i Female F) v



https://www.dmv.ca.gov/portal/driver-licenses-identification-cards/real-id/

3.CREATING/SUBMITTING YOUR TRAVEL REQUEST (TR)
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Creating a TR Process

Create TR in Fill out Request Add Planned Attach Agenda
Concur Header Expenses

eEnsure that
you know the
account you
will charge the
travel to.

eAll employee’s
have a default
account.

eUpdate this
account to the
account given
to you for
travel.

eIndividually
add planned
expenses to
the TR.
eExamples:
registration,
meals, hotel,
mileage.

eAttach an
agenda using
the
attachments
button.

eEnsure that all
planned
expenses are
accounted for.

eApproval flow
is based on
the Request
Header.




3.CREATING/SUBMITTING TRAVEL REQUESTS

Guiding questions to help with estimates:

1. Funding:
a. Whois funding the TR?
b. Isthis afield trip or does itinclude student travel?
c. Isthis TR for out-of-state travel?
2. Registration, Hotel, & Meals:
a. How much is the conference registration?
b. Are mealsincluded in the conference registration cost? If not, make sure to include it.
c. How much is the hotel reservation?
3. Transportation:
a. Areyou flying or driving? (Please note: District will pay the lowest transportation cost).
b. What about rental car, or Uber/Lift services?
c. Will parking and/or toll roads cost be incurred?
4. Mileage:
a. Mileage reimbursement, please use built in mileage calculator.
i. Do notuse the BofA credit card for gas purchases
b. Gas purchases are allowed for field trips only when driving college vans or rentals. (Include gas cost in your estimated expenses)



TO CREATE A NEW TRAVEL REQUEST

From the Manage Request tab, click on Requests > Create New Request.

@ Home Home / Requests / Manage Requests

4 Rquess « Manage Requests

Manag gitgguesis
Requests View: Active Requests v Search: Enter request ID Q @ Create New Reque

Process Requests

‘ ArRA INIE CAL . ‘ bank M

3. CREATING/SUBMITTING TRAVEL REQUESTS




REQUEST HEADER

« |Ifthe entire conference name does not fitin the Request/Trip Name field, make sure to use the
Additional Information or Comment fields, to add the complete conference title.

« Business Trip Start date to End Date, Include all travel days not just the date of the conference.

 Fill out all required field.

Create New Request

Required field *

Request/Trip Name * How will you book your travel? * Business Trip Start Date *
~ MM/DDYYYY B
Business Trip End Date * Request/Trip Purpose * Paid for by an outside entity? *
MM/DDAYYY'Y B ~ ~
Departure City ™ Destination City * Out of State and beyond S00 miles? * @
John Wayne (Airport - SNA), Santa Ana, California e > o o

Destination Country

Traveler Type * Does this trip contain personal travel? * Personal Dates of Travel

Staff ~ > ~r

T L e o ¥ s Ta Y

3.CREATING/SUBMITTING TRAVEL REQUESTS




REQUEST HEADER

If you are using adifferent budget other than the default budget, please update itin the Request Header.
Please note: The expense will be encumbered in Galaxyin this GLaccount.

(11) 11 - UNRESTRICTED GEMERAL FUND w x (EDB) BUSINESS OPERATIONS - NORCO w -4 (1000) 1000 - GEMERAL FUND w x
Project Year * The request
0 X H
v assistant can be
used to generate
Goal * 2 Function * 3 R
(6729) BUSINESS OPERATIONS - NORCO ' X (0000) CAMPUS ADMINISTRATIVE SERVICES ~ X a travel eStI mate’

or it can be turned
Group off.

Comment 0/500

C/) ;o: Request Assistant is On 9

Select the services to estimate:*

(] 4~ Flight (] & carRental (] kO Hotel

3.CREATING/SUBMITTING TRAVEL REQUESTS




HOW WILL YOU BOOK YOUR TRAVEL?

01. Book Online —Concur Travel (Via Travel Store Cl Azumano Travel)
« Air Ticket

* Hotel Reservation
e Car Rental

02. Book with Agent —Cal Travel (Vla Travel Store)
Group Travel -Air tickets, Hotel Reservation and Car
Rental. (Student travel)
 Multiple Stops and other complicated variations
 Personal travel dates

03. Book Outside of Concur and Cal Travel All travel arrangements Outside of Concur:

(i.e. conferences where group rates have been previously
arranged)

« Airfare (Not Booked In Concur)
 Hotel (Not Booked in Concur)
« Car Rental (Not Booked in Concur)

3.CREATING/SUBMITTING TRAVEL REQUESTS




ADD EXPECTED EXPENSES AND/OR TRAVEL PLANS

Add expected expenses andl/or travel plans

When Adding expected Expenses, refer to the TR request
header, how will you book your travel field and match your
selection.

Search by expense type, category, description Q

# 01l. Travel Expenses

Air Ticket

For option 01. Book online —Concur travel and Airfare (Not Baaked In Concun

For option 02. Book with Agent —Cal Travel. Hotel (Not Booked in Concur)
Hotel Reservation
Choose the highlighted options: 7 0% Transportation

Car Rental

Car Rental (Mot Booked in Concur)

Car Rental Fuel

(Air Ticket, Hotel Reservation and Car Rental).

For Option 03 BOOk OutSide Of Concur and Cal Travel. Ground Transportation (Uber, Taxi, Bus)
Choose the options labeled (Not Booked in Concur). Parking

Train

03. Mileage

04. Meals

4 CREATING/SUBMITTING TRAVEL REQUESTS



TRAVEL TAB

& Home Travel Arranger View You can use the travel

Requests > -f a ey @ Upcoming Travelers m I'm Assistil .

——— ] — I AZUMANC | section to get |
o estimates that you will
— |\ Round-trip Cne-way Multi-city Welcome t« e n t e r O n yo u r re q u eSt ]

*

Flight Search

From
Terms of Use: Concur is for official b
Trip List SMNA - John Wayne Airport RC
Tool Effective immediately and through ( N OTE : D O N OT B O O K
ools To * restrictions on all travel within the S

approwved, on a case-by-case bas

£ Expense N Enter location It is anticipated that ALL COVID-19 f r O m t h e T ra Ve I

the status of the pandemic. As

* L[]
£, Approvals > Dates
- Contact Information for Cl Azumano’ S e C I O n °
08/17/2026 - 08/18/2026 B .
“© R rting N To reach a travel counselor for question
=% eportin,
Travel counselors are available 24/7/36
£% App Center Cabin
Concur Information and Guides:
Economy e

Concur FAQs

®n  Administration >
Concur User Guide

C] Include Accommodation If you are still having issues navigati

Search Flights Helpful Information for Travelers:

= To apply an unused ticket credit,
automaticallv applied behind the

3.CREATING/SUBMITTING TRAVEL REQUESTS




ATTACHMENTS AND BUDGET

Please attach the agenda and adjust allocated budget (if necessary) before submitting.

Manage Requests

Home / Requests / Manage Requests / Bronco Roundup

Alerts: 2
REQUEST

€ Error: Please contact PurchasingTravel@rced.edu and request Vendor ID Setup. View

A\ Waming: NOTICE: AFTER receiving your approved TR email notification; Email the Traveler's Name, Cell Phone Number, Approved TR#, and Worksite Location to PurchasingTravel@reced.edu View

Bronco Roundup

Not Submitted | Request ID: 4DFV

Request Details %  Print/Share v | Attachments v

EXPECTED EXPENSES | Attach Documents

No Expected Expenses

Add expected expenses and/or travel plans to this request to
submit for approval.

Submit Request Copy Request Edit Approval Flow  Delete Request

® Add

Be advised: the red exclamation sign lis
ahard stopand won’tlet yousubmit
the request until the issueis fixed.

Change budget string and
percentages using the Allocate
Blue Button for (Individual
Expense).

To update the budget for the
whole TR go to




Add Approver if not found:

« Note the drop-down menu on Request Details > Request Timeline,
allows to add approvers
 Click Request Timeline > Edit > +Add Step>type approver name> Save

CREATING/SUBMITTING
TRAVEL REQUESTS




REVIEW ALERTS

Once you’ve added all Expected Expenses, review your alerts and correct any
issues. You can expand the ribbon to read them all.

Home / Requests / Manage Requests / TESTING

Elerts: 2 A
REQUEST

ﬂ Please attach a flyer (conference schedule, agenda, registration tc...) before submitting. [ATTACH] View

A NOTICE: AFTER receiving your approved TR email notification; Email the Traveler's Name and Approved TR# to PurchasingTraveli@rocd.edu to have funds loaded onto your BofA Travel card. View

TESTING $150.00 &

Mot Submitted | Request ID: 3XFL

Red Exclamation ! Sign means hard stop. Concur will not let you submit request until all red exclamation signs are
corrected.

3.CREATING/SUBMITTING TRAVEL REQUESTS




PRINT SHARE REPORTS
Print Share > RCCD Request Printed Report with Flow/Trail

RCCD Request Printed Report with Flow sTrail . ReportS can be
printed, saved and
emailed.

DD IO 2 OETE 06, Other Trawel Expenses LS e

HEllocatons - OO % 0] ECB 6729 0

Printed on /01 /F02F B:03 M

Approwal Flosws

Action B prower
1 Drirect Supervisor Apprnowal Collens, Michasl T.
= Budget Approswal
thrs =tep mra)y e sfaoped
= Pending Booldang
thrz step mray e sfaopaed
Aupdit Trail
Crated Time Up-datecd By Actiom Descriptiom
O 2022 2:0=2 PhA Esn':z::alda Fiedd Edit The fi=eld "Rec=iptlmmagefSorail™ was changed from "N o "™
- Comfarmnation
Dor2022 2:02 P AbeE jar. » Agresmeant *RCCO-Usar Agreemeaent
smeraio= Soceotance
OO 2022 202 PM Apejar, SApproval Status Stabus ch.‘?nged from Mot Submitted to S ubrmitbed
Esmerald= Chang= Commimmeent:

FRIOTICE: Flease email Purchasingirav=hiEreod edu to request a news
EAMEX Go Card or i nequest funds added to your ARMESR Go Card.
Fleasse mclude Trawvel=r nams, Cell phome numiber, & approwed
travel reguest 1D =

Apejar,

OS'012022 3:02 PR Esmeralda Ezocegmtson

MOTICE: After booking is completed in Concur, please contdact the
Almejar, Esocaotion Hot=l and request a Credit Card SAuthorzation (S2C0A Fonmm Sandash;
E=smerald= F they regure omne. Complete their fornmm wsing your AmBEzx Go Tard —
nfnroaatnn s fomesnd dthe TS fioerrn hacke o fhe okl

O O12022 2002 PR
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Out of State Travel Procedure

Effective immediately, an additional step to the process has been added:
the College President must now obtain pre-approval from the Chancellor with justification for the travel cost before the
request can be placed on the Board agenda. This step requires additional lead time, so we are adjusting the internal

submission deadline accordingly.

To ensure sufficient time for review and approval, all out-of-state travel requests must be submitted at
least 5 business days prior to the Tuesday deadline for the upcoming Board meeting to allow time for review and

Chancellor's approval.

. Final
Request via Concur TR Area VP Board
S E3- E3 =B

3.CREATING/SUBMITTING TRAVEL REQUESTS




Out of State Travel: Process

Email Approval Process:

Request via email Area VP Review President Review Chancellor Approval

*Email Area VP and eReviews request eReviews request eChancellor reviews ePresident's Office *President
cc President's and forwards and submits it to and approves out- places item on approves Travel
Executive recommendation the Chancellor. of-state travel Board agenda and Request in Concur.
Assistant with to the President request. confirms
travel details and authorization.
justification.

Concur Travel Request Process:

Submit Out-of-State Concur Approval Flow
Request in Concur

*Submit the TR at the *The TR will be work its *President approves
same time the email is way though the Travel Request in
sentto area VP. approval flow in Concur.

Concur.




OUT OF STATE TRAVEL EMAIL TEMPLATE:

Important: Emails should include the following information, rationale, and a meeting agenda.

Mr./Ms. NAME, TITLE, DEPARTMENT.

To travel to CITY, STATE.

From MONTH, DAY, YEAR through MONTH, DAY, YEAR,

To attend the NAME OF EVENT.

Estimated cost: TOTAL AMOUNT SUBMITTED IN CONCUR.

Funding Source: GENERAL FUND/GRANT NAME.

Please direct questions to Denise Terrazas at Denise.Terrazas@norcocollege.edu)




STUDENT TRAVEL

* The process of creating a travel request that involves students and/or is funded
through Associated Students or Trust Account funds is similar to creating a
regular travel request.

* Field trips or excursions are trips conducted in connection with courses of
instruction or instructional-related social, educational, cultural, athletic, or
musical activities for students to and from places in California, or any other
state, the District of Columbia, or a foreign country.

e All travel should be processed through Concur



Creating a TR Process for Student Travel

Field Trip
Request Form

eFaculty must
completea
Field Trip
Request Form
at least six (6)
weeks prior to
the trip (unless
extenuating
circumstances
exist)

Create TR in
Concur

eEnsure that
you know the
account you
will charge the
travel to.

¢All expenses
for travel with
students
should be
coded to 09.
Non-Employee
(Student,
Guest)
Expenses

Fill out Request
Header

*All employee’s
have a default
account.

eUpdate this
account to the
account given
to you for
travel.

*IF using ASNC
funds please
make sure to
update the
header with
the correct
account.

Add Planned
Expenses

*Add planned
expenses to
the TR for all
attendees.

eExamples:
registration,
meals, hotel,
mileage.

Attach
Agenda/Flyer

eAttach an
agenda using
the
attachments
button.

eEnsure that all
planned
expenses are

accounted for.

eApproval flow
is based on the
Request
Header.



https://studentrcc.sharepoint.com/sites/MustangFormsProcedures/NC%20Forms%20and%20Procedures%20Document%20Library/Concur%20Travel/Field%20Trip%20Forms/Field%20Trip%20Request%20Form.pdf
https://studentrcc.sharepoint.com/sites/MustangFormsProcedures/NC%20Forms%20and%20Procedures%20Document%20Library/Concur%20Travel/Field%20Trip%20Forms/Field%20Trip%20Request%20Form.pdf

09. Non-Employee Expenses

WCOI‘ICUF Requests v

Add expected expenses and/or travel plans
Manage Requests

REQUEST Search by expense type, category, description Q Collapse All Sections

) Error: Please contact PurchasingTravel@rccd.edu and request Vendor ID Setup. Ground Transportation (Uber, Taxi, Bus) A
Parking

A\ Warning: NOTICE: AFTER receiving your approved TR email notification; Email th
Train
03. Mileage

Bronco Rou nd u p Submit Request Copy Request Edit Approval Flow Delete Request

04. Meals

Not Submitted | Request ID: 4DFV

05, Fees
Request Details %  Print/Share v  Attachments 0 v

Conference Registration Fees/Agenda

EXPECTED EXPENSES 06. Other Travel Expenses

A 09. Non-Employee (Student, Guest) Expenses

Mon-Employee Airfare
Mon-Employee Charter Bus
MNon-Employee Lodging
Non-Employee Meals

Mon-Employee Other Travel Expenses v

No Expected Expenses

Add expected expenses and/or travel plans to this request to
submit for approval.




Student Travel Note: Sign-in sheet is
required for student travel.

Please make sure that a sign-in sheet is created and filled out with the following
information:

1. Student name

2. Student ID number

3. Student signature
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4. BANK OF AMERICA CREDIT CARD ISSUANCE PROCESS

Note to first time travelers: Purchasing will not issue a credit card without a fully approved Travel Request.

1. Traveler will fill out Travel Credit Card acknowledgement form (If BofA credit card has not been previously issued).

2. Purchasing will order credit card when form is received. BofA card will arrive within 5-7 business days.
3. Purchasing will send credit card to Cashier's office for traveler to pick up. (Picture ID is required).

4. Traveler emails purchasingtravel@rccd.edu to request funds to be loaded to BofA card when Travel Request is fully
approved.

5. Proceed to book flight, hotel and pay conference registration when credit card is loaded with funds.

6. Traveler or delegate can book in Concur (No BofA Card needed)
If option 1. Book Online with Concur was selected.
You will need to provide you BofA card when checking in at the hotel.

7. Traveler or delegate can book hotel, car rental and pay conference registration (BofA credit card needed).
If option 3. Book outside of Concur was selected.


mailto:purchasingtravel@rccd.edu

ACKNOWLEDGEMENT FORM

Acknowledgement Form

As part of our web-based, integrated travel and expense management solution (Concur),
Riverside Community College District will be issuing yvou a Bank of America Visa credit card
specifically designated for travel-related expenses.

By signing this form, you understand and agree that:
1. Authorized Use:

o The traveler will be expected to use the Travel Credit Card in accordance with the Riverside 1 When emalllng the form to purChaSIngl
Community College District’s Board Policy and Administrative Procedures, including BP/AP 5900 please Send your Ce” phone number and the
’

« The Riverside Community College District Travel Credit Card is for approved travel expenses only.

Personal use of the card is strictly prohibited. Approved TR #

2. Expense Reporting:

« You are required to retain itemized receipts and supporting documentation for each transaction
made using the loaded card. These documents must be submitted promptly for expense o
reporting and reimbursement purposes. Failure to provide supporting documentation may
constitute an unallowed activity and require personal reimbursement.

You will then receive the following email.

3. Card Security:

=« You will be responsible for the safe keeping of the Travel Card issued to you and, if lost or stolen,
will report its loss/theft immediately to Purchasing Department at PurchasingTravel@rccd.edu

4. Card Termination:
« The travel credit card remains the property of Riverside Community College District and must be
returned upon termination of employment or upon request.

5. Unallowed transactions:
» The traveler will be personally liable for unallowed activity and will be required to reimburse
Riverside Community College District. Unauthorized transactions are non-travel purchases,
personal expenditures or unallowed items per Board policy.

Your personal credit will not be affected by any use of the Travel Card.

I hereby acknowledge that | have read, understood, and agreed to the terms and conditions
outlined in this acknowledgment agreement. | also confirm that | will comply with all
applicable policies and procedures related to the use of the travel card.

Print Cardholder/Employee Mame:

Cardholder/Employee Signature and Date:

RETURN COMPLETED FORM TO PurchasingTravel@rccd.edu

Version 09/14,/23




4. BANK OF AMERICA CREDIT CARD ISSUANCE PROCESS

Purchasing email

After the BofA credit card has been ordered, traveler will receive the following email form Purchasing Travel.
Your Bank of America Visa Travel Card has been ordered.

Your physical card will arrive at your work location in 5-7 business days.

Be prepared to show valid photo ID when signing for receipt of your card.

College Employees - After 7 Business Days, check with your campus Cashier’s Office.

District Office Employees — You will receive an email when your card is ready to be picked up at the District’s Lobby Reception desk.

Once you have your card in hand, follow the attached instructions and activate your account by visiting: www.bankofamerica.com/globalcardaccess

You will need to utilize your cell phone number as the one-time Verification ID.
For example: (951) 123-4567 would be entered in as 9511234567

The billing address, when requested by merchants, is listed below.

* Please Note: You may be asked for the billing zip code for some transactions.
3801 Market Street

Riverside, CA 92501

*The amount loaded on your card may include an additional amount to cover any transaction/processing fees or additional charges that may occur. Please check
card balance for availability of funds.

Please be sure to continue to email PurchasingTravel@rccd.edu once you have a TR that is fully approved in Concur to request the funds be loaded.
Thank you,

Purchasing Travel Team
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Book Travel - Thereisno time limit on booking once arequest hasbeen approved. However, it is
recommended that booking isdone immediately (since prices for flights, hotel reservations and
conference registrationtend to increase rapidly)

Click Book Travel and follow the travel store booking process

2024 Vineyard Symposium $2,050.00

Pending on-line Booking | Request ID: 3VJK

Note: This only applies if option 1. Book Online- Concur Travel was selected in your
travel request.

5.BOOKING TRAVEL
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4. Creating and Submitting Expense Report

Gather Required
Documentation

Create the Expense Verify Expenses Add Mileage (If Add Personal

Report Applicable)

\.

eUpload all
itemized
receipts (hotel,
airfare, meals,
parking,
transportation,
registration,
etc.).
eltemized
receipts are
required for all
card
transactions.
eNon-itemized
receipt = missing
receipt affidavit.

*Open the
approved Travel
Request and
select Create
Expense Report.

eLink all expenses
to the
appropriate
Travel Request.

eAttach agenda
or you will get
error.

¢Confirm actual
expenses do not
exceed the
approved Travel

o|f costs exceed
the approved
amount by more
than 10% or
$200, submit an
additional Travel
Request.

Request amount.

eUse the Mileage
Calculator.

oSelect Deduct
Commute when
travel begins
from home.
District
reimbursement
does not include
normal commute
mileage.

Expenses

*If expenses for
approved
expenses on
your TR were
made using your
personal credit
card, please add
them to the
expense report
to get
reimbursed.

eSubmit the
report within 30
days of travel
completion.



Download the SAP Concur App

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Request Settings

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and business address or your remote location address.

Credit Card Information
You can store your credit card information here so you don't have to re-enter it each
time you purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Expense Delegates
Delegates are employees who are allowed to perform work on behalf of other
employees.

Expense Preferences
Select the options that define when you receive email notifications. Prompts are pages
that appear when you select a certain action, such as Submit or Print.

SAP Concur Mobile App
Set up access to Concur on your mobile device

Settings / SAP Concur Maobile App

SAP Concur Mobile App

Mobile Sign-in Policies

o Your organization has set the following policies
= You may sign into the mobile app using SSO or your username and password
= You may set up biometrics on your mobile device to make signing into the mobile app easier

Sign in With QR Code

To automatically sign into the app, click the button below and use the camera on your mobile device to sign in to the Concur Mobile app.

Download the app

Use your mobile device to scan the QR code below for your mobile device type.

L Download on the GET IT OM
@ AppStore P> Google Play
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ADD EXPENSES

ST Concur  Expense v ® EA

Click on Add Expense, you will see three
Manage Expenses ~ Card Transactions ~ Process Reports o) pt | ons:

Home / Expense / Manage Expenses / ACBO 2024 Spring Conference

« Scan Receipt
0 Aets 1 ¥+ Manually Create Expense

Select from Available Expenses

ACBO 2024 Spring Conference $675.00

Not Submitted | Report Number: US8FIY

REQUEST

Approved
$2,242.67

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

Add Expense

(] AMerts{t Receiptf PaymentTypelf Expense Typelf Vendor Details|f Datel” Requested !
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Payment Type
s e

alerts 1T ReceiptlT Payment TypelT Expense TypelT

* Bank of America Travel Card- - ¥ i
becomes the defaU|t payment — = I:l Boff Trawvel Card Conference Regisration Fess/igenda
type when card is used.

IN ewwr Expense

 C(CalTravel Ghost Card. Selected e —————
when booking was done through 9B Auccars o

Expensas Tyme =

the travel store. Farking =

Tranmsaction Date = Report Trip Purpose =
O 2202 B3 Conference Attendes ~—
Addiricnal Information Emrter Wendor Mame
.
* Other Entity- Used when A/P
I W City of Furchase Eoere T Tyme ~ G
Sacrarmen to, Califormia > et Out of Pocket —

sends check payment. — S ——————

Other Entity

ot | Out of Pocken

* Qut of Pocket. A

E———— .-
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VY Concur  Expense v

e All receipts must be itemized.
Manage Expenses Card Transactions Process Reports
* Fill out Missing Receipt
REQUEST Declaration (If a receipt is lost).
Approved
$2,242.67 . . ..
* Missing Receipt Declaration is
submitted and signed only by
Report Details v  Print/Share v Manage Receipts v Traveler. Delegates don’t have
access to it.
Manage Attachments
Add Expense \
View Receipts in New Window
O Alerts]T  Receiptll P Missing Receipt Declaration xpense Type|T
() Q BofA Travel Card Conference Registration Fees/Agenda
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Adding Personal Car Mileage Expense

Personal car mileage is reimbursed for miles driven above and beyond your normal daily commute to your work location.

When adding mileage to the expense report, select “personal car mileage.”

1.Click on “add expense.”

2. Select the “Personal Car Mileage” expense type.

3. Add the transaction date and note the purpose of the trip.

4. Now STOP! Do not manually add the “From” and “To” locations. Instead, click on the Mileage Calculator link to open the dialogue box.

Mileage Calculator

5.Under “Waypoints,” your home address should already appear in the “A” field if you completed your travel profile.

If you do not see your home address populated, add it here. Please note: Point A should be the place where you started the trip.

6. Add the destination address and click “Calculate Route”.

Note: If you traveled round trip on this day, click “Make Round Trip”.

7. Click “Deduct Commute” to deduct your normal daily commute.

8. Click “Add Mileage to Expense.” The mileage reimbursement amount will automatically be calculated using the annual standard IRS mileage
reimbursement rate.

9. Click “Save” to complete the personal car mileage entry.
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Add slide from A-team presentation

Use Mileage calculator

Selecting a Route

o When using mileage calculator, it is appropriate to select the route that matches the
one the traveler actually took. Not necessary to select the shortest distance route

On Net Zero Mileage

o Even if a traveler does not expect to be reimbursed, they are advised to include the
entry on their expense reports. For liability purposes, need to document when an
employee uses their personal car for business.

NOTE: NOTE - if not deducting commute on a normal workday (M-F) then add a note to line to explain
why.

The IRS rule is that employees are reimbursed for expenses (i.e. mileage) in excess of normal
commute.
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The following are examples of common mileage scenarios you may encounter and how to
regort them best.
a

Scenario 1 - Traveler drives from home to the event and returns home the same day.
Recommendation: One entry, deduct round trip commute.

Scenario 2 - Traveler drives from home to the event and returns a different day.
Recommendation: One entry per day, deduct commute each day.

Scenario 3 - Traveler drives from campus/location to the event and returns to campus/location the same day.
Recommendation: One entry, do not deduct commute.

Scenario 4 - Traveler leaves from campus/location and returns the same day but drives home.
Recommendation: Two entries, do not deduct commute for the first leg, deduct commute for the second leg.

Scenario 5 - Traveler drives from home to the conference location on a regular working day but returns home on a non-working day.
Recommendation: Two entries, deduct commute for first day/leg, do not deduct commute for the second day/leg as this is a non-working day and traveler would not normally
have a commute.

Scenario 6 - Traveler is driven to and from the airport/conference location and dropped off.
Recommendation: Two entries for each leg, deduct commute for both entries. Traveler would have driven their vehicle to the work location and is therefore still eligible to
receive mileage reimbursement On Carpooling

Scenario 7 - Traveler’s meet at a location and carpool to the event.

Recommendations:

1. Each traveler submits mileage to and from meet location, deducting normal commute.

2. Individual driving to the final location receives reimbursement from home, to meet up location, and then final destination, deducting normal commute.




Before submitting expense report check ST Concur  Expense v Report Totals X

th ere pO rt tOta I S. Manage Expenses Card Transactions Prt
S Company Payments
soproved $0.00 $675.00
$2,242.67 Employee BofA Travel Card

RECQUE ST
el Report Details v Print/Share v Manage Re Employee Payments
£ FaAT ST $000

Company
Report Dretomils Erimt/Shore Add Expense Delete

Rt

. ml (]  Alerts|T Receipt|/T Payment Type
[ Repore Header ] Amount Total: Due Employee: Owed Company: T
Feport Torals beceiprdT 0 o BTN 575.00 $0.00 $0.00
Repores Tirmsilimne I:l Amount Due (BofA Travel
Sanddit Tirail Card):
$675.00
ANl St SLIrmerTaSrss
Lamkced Socldd-oms
P e i e e e Requested Amount: Total Paid By Company: Total Owed By Employee: .
= = $675.00 $675.00 50.00

=Y Concur
Travel Policy m
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7. MONTHLY MILEAGE REPORT
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Monthly Mileage Reports may be submitted for mileage reimbursement requests for local travel
(<50 miles one way) without a Travel Request every month.

Create Mileage Enter

Expense Report

e Create one expense
report for all mileage

incurred during the
month

S

Mileage

Expenses

e Enter a line for each
day for Mileage
(using the Mileage
Calculator)

e Enter parking or tolls

related to the trips

e Attach receipts for
parking and/or tolls

To create a monthly mileage report:

1. Click on the “Expense” tab on the ribbon at the
2. Click on “Create a new report”.

3. Complete all sections. For assistance in obtaining the appropriate budget

string to charge, please contact your department.
* Report/Trip Name - enter the month the report
e Start Date — select the first day of the month

e End Date — select the last day of the month

e Complete all fields

top of your screen.

is for.

Click “Create Report”

4. Select the “Monthly Mileage Report” expense type.

5. Follow the same steps as presented in the “Personal Car Mileage” slide.

6. Repeat these steps for each day you want to report mileage driven, then click
“Save and Add Another.”

7. Once you have finished adding all of the dates, select “Save Expense”

8. Once done preparing your report, click “Submit Report”

a).MONTHLY MILEAGE REPORT




/.NEED HELP WITH CONCUR?

Please email the Norco College Concur Team
ConcurQuestions@norcocollege.edu

You can also visit

www.norcocollege.edu/concurtraining

for training materials.
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