Linking Travel Request

These instructions will include how to link a Travel Request to a Travel Expense Report.

Click on any of the link below to skip ahead to that section.
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¢ If you need assistance with logging into Concur, please go to Logging into Concur.

Linking Online Travel Request with existing Expense Report

With these simple steps, you will be able to link your Travel Request with your existing

Expense report. Be sure to select the appropriate Travel Request when linking to your
Expense Report.

You may link more than one travel request to a corresponding expense report. For
example, when linking an amended request to your expense report, please make sure to
link both the original request and the amended request.

Step 1: Begin by clicking on Expense.

SAP Concur @ Requests Travel Expense App Center

d FULLERTON

Hello, CSUF 4

TRIP SEARCH ALERTS

Step 2: Click on the appropriate Expense Report. For example, we will select the Expense Report
“JUL 2018 Las Vegas, NV."
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Step 3: Your screen will refresh. Once you are on this page, head to Report Details.

After you click on Report Details, select Manage Requests.

Print/Share

Report

Report Header
Report Totals

Report Timeline
Audit Trail

Linked Add-ons

Manage Requests

Manage Travel Allowance

Step 4: After you have selected the Manage Requests, this pop-up will emerge.
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Mo Requast Added

Step 5: We will need to add a Travel Request that we had made previously, in order to create a link
with our Expense Report.

Begin by clicking Add.

Reguests x

\ No Request Added
Add a request bo link with this regort
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Step 6: From there, a pop-up will emerge and you will need to select the appropriate Travel
Request that you would want to link. For this example, we will be linking the Nov, 2019

Washington, DC Requests.

Once you have checked the box, click Add To Report on the lower right-hand corner.

Available Requests

Request Name

Request D a

Start Date

End Date

Cancelled

Request Total

Approved Rem:

Blanket Travel
FY 2019-2020

Oct 2019 Los
Angeles, CA

3GIM

3HKY

07/01/2019

10/01/2019

06/30/2020

10/01/2019

No

No

$200.00

$250.00

$200.00 $200

$250.00 $250

Mov 2019
Washington
D.C.

11/17/2019

11/20/2019

$1,444.60

$1,44460 $967

>

Add To Report

Step 7: Once you have clicked Add To Report, you will be directed back to this pop-up and will
notice that the Request that we had chosen had been added.

From here, all you need to do is click Close.
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Requests x

Step 8: After you have clicked Close, you are then free to add any expenses that you have.

Report Details - Print'Share w Manage Receipts v

Add Expense

back to top
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Linking Online Travel Request with a New Report

By following these simple steps, you will be able to create a new Expense Report and link
an existing Travel Request to that new report. By doing so, some of the information from
your trip will auto-populate, making it easier to submit your Expense Report.

Step 1: Begin by clicking on Expense.

SAP Concur @ Requests Travel Expense App Center

d FULLERTON

o, CSUF 4

L LW

TRIP SEARCH ALERTS

Step 2: Click on the appropriate Expense Report. For this example, we will be selecting Create
New Report.

SAP Concur Ei Roquests Trarvel Expensa App Center

Manage Expanses View' Transaciions
Manage Expenses
ACTIVE REPORTS
EEEEEEE— o suswreo ]
JUL 2018 Las Vegas, NV Blanket Travel AUG 2018
0202018 02014
4
Create New Report }.00 =0.00
A —
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Step 3: Your screen will refresh. Once you are on this page, you will notice that you are prompted
to fill out your Expense Report as you normally would.

Create New Repon

i-al=Seate Washingion, D.(

Mhadng Addiess Cument?

Step 8: Once you have confirmed that all the information was inputted correctly click on Create
Report.

¢  Refer to Linking Online Travel Request with existing Expense Report Instructions on how
to link a travel request to an expense report.
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Linking Paper Travel Request

If your Travel Request was done on paper and you are now processing the Travel Expense
through Concur, please follow the following steps.

¢  Keep your TR# at hand as you will need to provide it within your Expense Report.

Step 1: Start by clicking on Expense.

& concur Requests Expenze Administratien -

CALINORNLA STATY L"-_I:.Ill'\-ll'l + +
FULLERI DN Star a Start a
Laverde, Fauline E Request Report

COMPANY NOTES

Procurament Card Billing Cycle Dates
Thi Procuremant Card Billing Cycle Datas:

= Seplemiber 2017: B26/2017 - W252017
= Dctobar 2017: 9262017 - 10252017
= Nowember 2017; 10262017 - 11272017

Any questions about the blling crcle dates can be emalled to abusinessiziulleronadu.

Step 2: Next, select the report you need to link a Travel Request to.
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Manage Expenses

ACTIVE REPORTS

MOV 2017 San Diego

CA
] 122017
Create Mew $026.41

Report
/ D Exceptions

Step 3: From there, select Report Details and Report Header.

Report Details w | Print/Share

Report

Report Header

Report Totals

Report Timeline
Audit Trail
Linked Add-ons

Manage Requests

Manage Travel Allowance

Step 4: Once the Report Header has appeared, add the original TR# into the Comments field of
the report header.
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I Report Header

b 015 Washindon, DG 250,00
Foepord ey Appioval St
20810 US, Dallar Mot Subsmithed
A Mot Agproved irennd Apy i mo L 1
0.00 250.00 0.00
A ! ily Airoind Duie L 1 Do | ty Cawel
0.00 0.0 00
Dicos Ihim big P el * i w 7] r [1]
Mo (10238) VP Admiry & Financa
iepuait=er 1 (2] 1* @
¥ = | (10147} Adm & Finance IT T = | THEFD:CSU Oiparating Fund (THEFD)

Programs e Ragimad ID

Original TR# 123458

Step 5: After you add the TR#, press Save in the lower right-hand corner.

Step 6: Next, to attach the Travel Request, select Manage Receipts and Manage Attachments.

T ——
Report Details w  Print/Share w|  Manage Receipts »

Add Expense Manage Aﬂachments@

———————————

Step 7: Select Upload Report Level Attachment to attach the document from your computer.
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Attach to Report

Q

Upload Report Level Attachment

SMB limit per file

Mot seeing your attachment? Try again in a few minutes.

Step 8: A pop-up will show and you will need to locate the Travel Request documentation that you
saved on your computer.

Once you have found the Travel Request documentation, select it and select Open.
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Attach Receipt

Salact a raceipl mage of reuss ona fram this repen

& Open

T « Financial Services » Concur » Concur Support » Training » U0 In Person Training » Receipts

Ovganize » Mew folder

Gl Mame

# Quick access
I Deskiop

Date modified

o Aifare Receipt

= CarRental Receipt

& Dawnloads
7| Dacuments

= Dan Hotels Receipt
& Digital Marketing IT Receipt

I Pictures o Direct Marksting Receipt

GERN 359 & Directivell

| Helpful Reminde 2 Meal Receipt

.| Recripts

= Membership Justification Form

o Begistraton Flyer
= Registration Receipt
23 Drophox (CSU Ful = Staticnary Office Supplies Receipt
R 2017 CSSumvey R o | Mniversity 2018 Tech Conference Agenda

Transcripts

I8 2078 CSSunvey R

AR AFIT Survey Acti

4 ConcurLocate

S Concur Training

|48 Degartmental

"2 HRDI

% Projects

8 Training Laplep:
v

Fil= narme:

Step 9: Your screen will

back to top
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Need more help?

Contact Concur Support at concur@fullerton.edu or at 657-278-3600.
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