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CREATE AND SUBMIT TRAVEL REQUEST THROUGH SAP CONCUR 

 

 

An approved Travel Request (Travel Authorization) is required for anyone traveling on university business 

prior to booking any travel reservations and completing an Expense Report (Travel Claim).  [This guide 

assumes that you have completely provided all the required information on your Profile.  If not, on the Concur 

Home page, click on Profile and then click on Personal Information. 

To access Concur:  Click Here 

 

 

 
1. From the home page, place 

your mouse pointer over and 
click [Start a Request] 

 

 
 

2. On the page, 

    + Create New Request 
complete the required fields 
(indicated with a red asterisk) 
and any optional fields as 
required by your campus’ 
division/department, and then  

      click Create. 

    
 

STEPS TO CREATE AND SUBMIT A TRAVEL REQUEST   

 

1. From the home page, place your 
mouse pointer over and click [Start 
a Request] 

 

 

  

  
  

  
  

 

TRAVEL REQUEST 
https://www.csum.edu/fiscal-services/concur.html  
Accounts Payable Office Adm Bldg, Rm 109 

Create 

https://ds.calstate.edu/?svc=concur&org=csum
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Field descriptions and 
information. 

 

 
 

 
3. On the page 

Expected Expenses ,  

click Add to enter your trip   

details and estimated 
amounts for each expense.  
The most common expense 
types are hotel, incidental, 
meal, registration fee and 
transportation.  
The air should only be 
booked when the request 
is approved.   
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4. Select Hotel 
Reservation 

 
5. On the New Expense, 

complete the required 
fields, and optional fields 
as required by your 
division/department, and 

then click Save 

 
[Amount box should 

include tax and other basic 
hotel room charges.]  
 

 

 
 

6. Expected Expenses 
Summary will appear after 

the Save. 
 

[Note: If you have a limited 

budget for travel please make 

sure your travel request 

reflects that situation.]   
 

7. Continue to add your 
expected expenses for the 
request, such as 
incidentals, meals, parking 
fees and toll.  For example, 
add the incidentals:   
 
The [Transaction Amount] 
box will auto-calculate 

when you click Save.  

 

 

  

  

Enter the nightly rate for the hotel. 

Provide a justification if hotel 

rate exceeds CSU ceiling. 

Enter the amount expected for 

entire business stay  including 

tax and other hotel fees. 

Number of business days 

(completing 24 hours) only.   
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Must Pay Attention to the                                               
  

 
There are two types of alerts: 

 
On this particular case,  ACTION 

REQUIRED shows  because of the 
current travel restrictions.  You 
must enter an explanation to the 
Comments to/From 
Aprovers/Processors’ box.          
 

     [Click on View] – provides 

user  more information and takes 
you to the page to correct and 
satisfy required action. 
         

     Click Save. 
 
 
 

 

 
 

 

 
 

You’ll notice that the Alerts has 
only a Warning message.  The 
Action Required alert no longer 
appears. 

 
 

 

 
 

8. After entering your expected 
expenses,  
       click Attachments  
to attach the appropriate 
documents for your 
approver’s review – (campus 
specific requirement) 
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Click Attach Documents, and 
then in the Document 
Upload Attach window, click 
Upload and Attach. 

 
 
 
 
 

 
Select the file you want to 

upload and then click Open.  
 

 

 

 
 
 

 
 

 
9. After you complete your 

expected expenses,  

click Submit Request.   

 
You will be prompted to 

review CSU Request 
Agreement and to click 

Accept & Continue. 
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10.  The authorization request is 
submitted and pending 

approval.  
 
[Status of a request is 

shown on the Home page.] 
 

 

 

 

 

   

Recall Feature – enables a 

traveler to make changes to 
your existing travel request 
such as adding additional 
expenses.  Just keep in mind 
that once you recall a travel 
request, it will be routed again 
to all the approvers.   

 
 
Click Recall  
 
 
Select Yes to proceed 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
 

Recall Feature    

 

2. From the home page, place your 
mouse pointer over and click [Start 
a Request] 
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See Steps 7 – 9 to add 
expected expenses for 
Meals 
 
 
 
 
 

 
 
The [Amount] box will auto-

calculate when you click Save 
or click Allocate.  
 
 

 
 

 
 
[The allocate feature can also be 
used to “split’ funding of the travel 
transaction.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the applicable chartfield 
box and select a value from the 
dropdown list. After selection is 
completed, click Add to List. 

 
 
 
 
 
 

 

 
 

 
 

Enter number of business days.  

Actual expenses will be 

accounted for, up to CSU ceiling 

rate, in the expense report.   

Can select either method – 

percentage or amount 

Click Add and select new chartfield 

value/s to split funding. 
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The $600 hotel fee is now allocated 
and broken down under two CF 
strings, i.e. 
Fund / Dept 48485  41500 and 
Fund / Dept 48485  42500 

 

 
 

  

 
 
 
 

After you complete adding 
expected expenses,  

click Submit Request.   

(cr:  Step 9) 

 
 
 
 
 
 
 
 
 
 
 

 

 

  
 
 

 

 
To Sign Out, 
   Click Profile  
   
   From the dropdown box, click 

Sign Out 
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