International Travel Expense Report (New
Process)

These instructions will cover how to create and submit International Travel Expense Reports.

Click on any of the links 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.

Accessing International Travel Expense Report

These instructions will include how to access your International Expense Report, create an
Itinerary and add expenses.

Step 1: When you are logged into Concur, click on Requests to see your travel requests.

CONCUR Requests Travel Expense App Center

CALIFORNIA STATE UNIVERSITY

FULLERTON
Hello, Tuffy

TRIP SEARCH ALERTS

Step 2: Once your page refreshes, go to View and click on All Requests.
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SAP Concur Requests Travel Expense App Center

Manage Requests New Request Quick Search

Active R

Unsubmitted Requests

@ Active Requests Begins With -
0 Pending Requests Request ID Status
[ Approved Requests ;r:ao ' 3EHU Submitted & Pending Approval - Rooney, Ed T.
Cancelled Requests
l Closed/Inactivated Requests )k 3EHA Mot Submitted

o
L o ' 3EHT Sent Back to User - Pelerson, Sloane
Blanket Travel for Fiscal Year

2018-2019 Comment: Add in per day meal expenses

] January 2019 NYC, New York 3EHW Not Submitied
Conference for support growth

Comment: test

Step 3: Click on the correct request.

For this example, we will be working with “Jan 2018 Belgium” Travel Request.

Aarmaos R S B
Wial Il VR LUICSTS  vies  ANRaquesis ~

raate New Haguest

Request Type T'j_ Request Mame T] Statws T Request Dales = Aeguesicd T]  Approved T‘L

T TT— o~
Trave ;'-'":E'.‘,- Belgiur Mot Submitied G202 12042021 S1,50000  $4,500.00

Mow 2021 Lars Wegas, NV

Trave I 3FKE

Mot Submitied 19152021 - 1112072021 £0.00 S0.00
MO 2021 Porlland, OR fipgr avedd A2 - 11202071 $151100 5151100
n M 12770 N
OOT 202, Mew Yark City, MY Approved

1028020 N £640.00
10: JPL 10720

SEF 2021 Albany, MY Submitted & Pending Approval
10 3RC0 04m7 01

00772021 - DR14:202 565025 535025

Mol Submitied OFI0S2021 - 0723202 51244200 51244200

Step 4: When the page refreshes, click on the Create Expense Report button.
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PManaga Haquasss

A Aaita 2

Jan 2018 Belgium $1,500.00 Morc Actians v | Create Expense Report
Approved | Reguest [D. 3PXW

Hagnsd Dalals w vk

RECPORTS: 1
smni

L

EXPECTED EXPEMSES

Alerts T, Expense type T

Deduils T

Bmount T) Reguestsd T,
" Air Tickot .Ili“;.w'll]!?le'n iLAx] - Brussels (BRU) - Round

A lkvdiann (L odong Brisses BELGILK
Intematonal Cealy Allwance (Meaals & o

. drusses, BELGILUM
Incsdantals)

THE202T

=000

Eatimated Total: $1,500.00

Step 5: Your page will refresh, and you will see that your expense report was created and you will
see an Alerts drop down.

SAP Concur Hegaests Traval Lapanse App Canter

Mansys Espensss Visw

@ Alers: 2

Jan 2018 Belgium $0.00 @
Mot Submitted

REQUEST
Appemesd

51,500,00

Mo Expenses

Add evpenses b this rapar be suberil for reimburseme:
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@© Confirm that auto-populated information is accurate and fill in additional information.

Step 6: Click on the Report Details dropdown and select Report Header.

SAP Concur E Requesis Traml Expense App Center

Manage Expenses Yiew Tranzacions
@ nlens: 2

Jan 2018 Belgium $0.00 @

Nol Subanitked

Rapoi Daleils s

Rapndt Tmalna

Audt Tral
Lindad Ackd-ors

Manzy: Hequesis

Mo Expenses

A mypmnues (o Fis repor fo suomil for reimbumement

Step 7: Update the required fields that have a red asterisk.
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Step 8: Once information is inputted, click on the Save button.

back to top

New Itinerary

The itinerary needs to include every leg of your trip during your travel dates. This can
include flight, train, car, etc. If you traveled to different cities and stayed overnight, you
will need to include this information.

Step 1: Click on Travel Allowance, and then select Manage Travel Allowance.
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Jan 2018 Belgium $0.00 @

Mot Submitted

Manage Travel Allowance

REQUEST

Approved

$1,500.00

Add Expense

Step 2: Your page will refresh, and you will be directed to the Travel Allowances For Report page.

You will be able to see if your itinerary exist or if you need to create a new itinerary.

Step 3: If you select Create New Itinerary, you will be prompted to fill out the required fields.
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Step 4: Input the following required information:

* Departure City
+ Date

+ Time

* Arrival City

+ Date

+ Time
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-
New Itinerary Stop

e —
Departure City

| Los Angeles, California

Date Time
I 01/01/2018 [ I 6:00 AM
Arrival City

l Brussels, BELGIUM

Date Time
l 01/01/2018 '_ | 4:.00 PM

—————

Step 5: Click the Save button when done.

ﬁm

Step 6: Once you click Save, your transportation information will be listed.
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Step 7: Next, repeat the steps for all legs of your trip.

New Itinerary Stop

Departure City
l Brussels, BELGIUM

Date Time
|omerzo1s =5 |a:co AM
Arrival City

| Los Angeles, California

Date Time
l 01/16/2018 [ l 4:00 pm
—

Step 8: Click the Save button when done.
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Step 9: You will see the stops you have entered.

Step 10: Click Next to continue.

Go to Single Day Itineraries Cancel

back to top

International Travel Expense Report (New Process) // Downloaded: 09-11-2023 // Disclaimer: This Page 12
document is only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



Travel Allowances

Once you have inputted the amount of legs on your trip, follow the following instructions to
complete your expense report.

Step 1: The page will refresh to the Travel Allowances For Report page.

Indicate the meals that were provided during your trip under the Breakfast, Lunch, and Dinner
tabs by selecting the appropriate check boxes.

Remove meals if you were not in the country during that time.

Step 2: If you are not claiming the Per Diem amount for meals and will be claiming actuals, you will
need to select all meals as being provided.
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Travel Allowancas For Report: Jan 2018 Balgium

Crexie New Hinerary Available Bneranes Expenses & Adjustments

Showr dates from E| b A ﬂ

Exeluce | &0 [ Date/Locatian « Breakfzsl Provided Lunch Provides] Dhrner Prowidesd]

M08 I .
Brussels EELOIUM 142,00 =i = ¥
= ¥
AH2018
Brossels, BELGEIUM | 1+

1A42018 :
Brassels, BELSIUM 1 i

01AS2018
Binassels. BELGIUM

AE2015
Bnsssels. BELGILM

az018
Brassels, EELQIL

© You cannot claim meals over the Per Diem Rate.

Step 3: Once you have notated all the meals and lodging, click on Create Expenses.

Create Expenses Cancel

Step 4: Upload a copy of the Foreign Per Diem Rates from U.S. Department of State to your
expense report, if only actuals were claimed.
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Foreign Per Diem Rates In U.S. Dollars
DSSR 925

Country: BELGIUM
Publication Date: 06,/01/2019

Previous Rates: |06/01/2019 |« Go

Country Season | Season Maximum Effective

‘ Name Post Name Begin End |Lodging Rate | IE Per Diem ‘Ionmnte Date
Rate Rate

|BELGIUM | Antwerp | oor | 1231 | 190 [ 105 | 205 | na | 12/01/2018

BELGIUM | Brussels 01/01 12/31

|BELGIUM |ICIE|ne Brogel | 01/01 [ 12/31 | 114 | 80 | 194 | N/A |12,n’01f2013
|BELGIUM | Liege | oyo1 | 1231 | 140 | 75 | 215 | nA [ 12/01/2018
|BELGIUM | Other | oyor | 1231 | e | 71 | 12 | na [12/01/2018
‘BELGIUM |sHaPE/Chievres | 01/01 | 12/31 | 110 | 80 | 190 | na [ 12/01/2018
|BELGIUM |Zaventem | o101 || 12/31 | 173 | 136 | 309 | N/A |11.rn1,f2015

€) See checklist for more information.

Step 5: Your page will refresh to show your expenses have been automatically created.
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Jan 2018 Belgium $3,163.00 f@

Nt Submitied
Repart Detals ~

REQUEST

51,500.00

Alerts T]  Receiptt]  Payment 1l Expense Type 1) Werdor Dietails 1] Duste Requested 7|

CashiPemonal Sredit Card Imzrnatianal Cally Alosance (feals £ incidentaks) Biusscts BELCAUM DinER01E H00
CashiPamanal Dradl Can Iribee niamanal [Tl Al an i}

CashiPerzonal Sredit Card Inizenatianal Caily Alowance [deals & Incidenlals) Enssels BELCIUM Dnane

ClachiHamcnal Cradk Card Intarnadanal Lially Aloeancs [Ladging) Erusmsln HELEUM

CoshiPerssnal Sredit Card Inteenasunal Caily Alowance esls & rcideniak) Enasels BELGILM IH4201E

CashiPercnal Credt Carg Imernamanal Caly Alowancs [Ladgingj Ensats HELLILM

Crshilarsoral Dol Card Ik nafusnnl Cai -1l Plunbs & Iraafsnlubs Crvessds OCLG0 D328

CachiPersenal Credit Cand Inizrnazanal Cally Alowance [Ledging) Erusatts BELCILM

CashiPamenal Deadi Card Iniarnatnnal Taily A Manks & lecidanialk) AL G 0MZ2ME

CazhiPersoral Sredit Card Imzenatianal Caily Allowance (Ledging) Enssch BELGILM ) il 1100

Step 6: If you are not claiming the Per Diem amount for lodging, please select the check boxes
listed next to the International Daily Allowance (Lodging) expenses.

W] Receipt Payment Type Expense Type & Vendor Details Date Requested

A Cash/Personal Credit Cand International Dady Allowancs (| odging) secdan, LIHITED KINGDR 22018 5265 00

= Cok/Porsonal Crad Infernational ey Allowancs (Lodging) Landon, UNITED KINGDOM 112872018 S28B.00

=] rsonal Credd Cand Infernafional ey Allowance (Lodging) Lamdan, LINITED KINGDOM 12T208 528800

= CashvParsonal Cradil Ceand Inlar nalional Dady Allowanoe (Lodging) London, UNITED KINGDOM 1112672018 5206.00

=] Cash/Parsonal Credil Cand Inernational Dady Allowance (Lodging) Lomdon, UNITED KINGDOM 1112572018 528800

] Cash'Personal Cridil Cand International Dady Allowancs (Lodgng) Lorrden, UNITED KINGDOM 12472019 F206.00

(=] Cash'Personal Credit Cand International Dady Allowance (| odging) secdan, LIHITED KINGDR 232018 5266 00
-
—

Step 7: Then click on the Delete button.
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s (Em) e

®  Recelpt  Payment Type ganEe Type = Vender Detalls Date Requested
H CashiPersonal Credit Card Daily Allowance (Lodging) Londor, UNITED KINGOM HIENHAE $288 00
= Cash/Personal Credit Card Intermational Daily nce (Lodging) Londor, UMTED: KINGIOM 111282018 F288.00
H CashiPersanal Creadit Carn Intemananal Daly Allowance (| Landee, LINITEL KINGEXM MFHNG 286 00
H CashiMersonal Credit Card Intermational Daily Allowancs (Lodging) Londzm, LIMITEC: KIHGD0R G208 28800
=] CashiFersonal Credt Card Intemahonal Daily Allcwance (Lodging) Lontoe, UNTED KINGIOM Rt ] 285 DO
H CashiPersanal Credit Card Intemiational Daily Allowance (Lodging) Lander, UNITEL KINGLOM 1245HAA 288 00
=A Cash'Personal Credif Card Internetional Daily Allowance (Lodging) Londzr, UMTED: KINGOOM TERANG 28800

Step 8: To go back and edit the International Daily Allowance for Meals & Incidentals, select Travel
Allowance, then go to Manage Travel Allowance.

Jan 2018 Belgium $3,163.00 @

Not Submitted
Report Details Print/Share ~ Manage Receipts lravel Allowance ~

REQUEST Manage Tr

Approved

$1,500.00

Add Expense

Alernts T, Receipt T, Payment Type T. Expense Type TL

& Cash/Personal Credit Card International Daily Allowance (Meals & Incidentals)

Cash/Personal Credit Card International Daily Allowance (Lodging)

&

& Cash/Personal Credit Card International Daily Allowance (Meals & Incidentals)

Cash/Personal Credit Card International Daily Allowance (Lodging)

Step 9: Click on the Expenses & Adjustments tab.
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Travel Allowances For Regort: Jan 2018 Belglum

Dapartune Ciry s Arrival City

@ linerary: Jan 2018
Lovs Angekes. Califomnia 01012015 0600 A4 Enszgala, BELGILM

Brugsals, BELGIUM MINER01E 060D AM Log Angeles, Calfomia

Step 10: The Travel Allowances for Report window will display and you can make appropriate
adjustments.

avel Allowances For Report Jan 2018 Belgium

Creahs e llinerary vailable llimsnanive Expons=s & Adfushmeants

Show dabes from =5 E

Excduda | & DatelLneation « Bleals Rete | Breakfaat Provided

010172018 .
Brussels EELEILIM $142.00
0201 E

Rrusants, BELCILINA

D128
Brussels, BELGILIM
o1saz018
Drussels. BELGILKA
Ds20E
Brusscls. BELCILIM

DB 2016
Brusaale BELGILIM

Dmr2o1a
Bruszels. BELILM

Step 11: Click Update Expenses when done.
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Update Expenses Cancel

Step 12: Continue to add in all other expenses.

Jan 2018 Belgium $3,163.00 &

Mot Submithed

Tanr Dalail w intShare w Warnags Racsipts w Traval Alnmanca w

ROQUCET

Approved

$1,500.00

e ui[l.'"l Paymsnt Typs T, Expienas Typs 1 Veandnr atais 1] Raunata T

CashiParnnal Cradk Cant Irzmatianal [aily Allancs (Maas & incidanas) Fiumaeks HELGIIN
CaahTaisonal Credic Cant sl Dty Alkreanis (Lodging) Trussels DCLGIUN
CashiPersonal mal Daily Allvwance (Meas & ) Bmissels BELOILKY
Cash/Personal Cr Intzrnational Caily Allwance (Lodging) Beusanta BELCIUN
CashiParsanal O Irtzmatianal ally Allwancs (Maas & incidanas Hiumaeks HELGIN
CashiTarsonal Credi ¢ sl Dty Alkeangs (Lodging) Trissels DCLGILN

CashiPesonal Credie Cad Imzrnptional Daily Allovance (Meais & ) Bassels BELOIUN

CashiPersonal Credk Card Intzrnational Caily Allwance (Lodging) Beusaita BELCIUM

CashiParsonal Intarnational ally Allwancs (Maas & acidantas)

CeshiParsonal Credi Cant sl Diaily Alkeaness (L odging) Truesels ELGIIN

¢  See Travel Expense Report for further instructions.

back to top
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International Travel Expense Report Checklist

¢ If you would like to use a checklist, click on International Travel Expense Report Checklist

Need more help?

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