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How to Submit a Travel
Request and Expense Report
in Concur

Welcome to our comprehensive guide on using Concur for all your travel
and expense management needs. This presentation will walk you through
the complete process of submitting travel requests and expense reports

AP Concur platform.
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@ Profile Settings
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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
hawve to re-enter it each time you purchase an item or service.

E-Receipt Activation

Enable e-receipts to automatically receive electronic receipts
from participating wvendaors.

Travel Vacation Reassignment

Going to be out of the office? Configure your backup tranel
Manager

Request Preferences

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

Personal Car

Personal Car

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-
howr clock? When does your workday startiend?

Contact information

How can we contact you about your travel arrangements?

Setup Travel Assistants

You can allow other people within your companles to book
trips and enter expenses for you

Travel Profile Options

Camrier, Hotel, Rental Car and other travel-related preferences.

Expense Delegates

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

Expense Preferences

Selact 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

Change Password

Change your password.

~ Go to Profile — Click your name > Profile Settings

Build Profile - Add personal info, travel
preferences, and rewards programs

Expense Delegates — Assign or manage delegate
for expense reporting

Activate E-Receipts — Enable automatic receipt
capture

Verify Email - Under Email Addresses, click Veri
and confirm via email link

Save Changes —» Ensures smooth booking
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Creating a New Travel Request

Start a Request
Start a Report
Cash Advance

Enter Reservation (B | Book for a guest
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Create New Request

50 HBCU CONFERENCE  Sebookedn Cocu el XV
Request/Trip Start Date * RequestTrip End Date *

0618205 6 oS i)
RequestTrip Purpose * Travelerip Type *

‘CnnlerenceAtlendee X v‘ ‘Employee Out-of-State Travel X \f‘
Ave you traveling with students? * Destination City *

» o ~«

Destination County
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Transportation Expenses Accommodation Expenses Daily Expenses

Airfare or train tickets  Hotel room charges » Meals and per diem
Local transportation * Resort or facility fees * Internet access
Rental car fees e Taxes and surcharges e Business entertainment

Mileage reimbursement
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Booking Travel with an Approved Request

. Receive Approval 2. Book Transportation

@ Select flights or other transportation

EDD options
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Introductions o

Angela Cain Michelle Arriola

Vice President, Operation Manager Account Executive

Kevin Lee Luke Beachley
Business Development Manager Customer Success Manager



Highereducationtravel service configuration @

Higher educationadvisor team Athleticand group VIP services
7AM.-7P.M.,Central Time specialists available

Online Tool support team Integrated AccountTea
after-hours service



We Value People. We Create Value.
Big agency ability. Small firm personality.

« University Experience - Christophersonhas 30+ years of
experience navigating the needs of traveling for higher education.

e Solution - A best-in-class travel management company
cord indeliveringinnovative, local services
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Christopherson Services are primarily geared towards customization and integration of your organizations
unique travel policies. We assure compliance with your State, University or corporate regulations. This
allows you to benefit from partner relationships and issue resolutions. Basically, termed Managed Travel.

Nhen your traveler s book through Christopherson Business Travel, the traveler contributes in maintaining
ith your preferred vendors as well as leveraging your organizations discount with
nare.

N

nership with a chosen Duty of



Consumer traveler websites utilize distressed inventory and is not meant to be alow fare search. When
ing outside the travel management company the traveleris left to manage their ownbookings.

BT, they cannot be tracked by your Duty of Care company
any market share with air, cars, or

)



Importantcontacts

Contact Type
Individual Advisor Bookings

24/7 assistance available viaphone
Emails are monitored M-F 7AM-7PM CT

Concur Travel Reservation Support

Business hours: M-F9 AM-6 PM CT

Group Travel for 10+ Travelers
Business hours: M-F 7/AM-7PM CT

Types of Services

Complexinternational
bookings

Emergency afterhours
assistance

Multi-city reservations
Trips that combine personal
& business

Navigational support for
ConcurTravel
Questionson errors/issues
with ConcurTravel

Simple international
reservations

Group airreservations
Hotelroom blocks

Budget quotesforgroup travel

Chartertransportation

Contact Information

* university.travel@cbtravel.com
+ 855-223-4134TollFree
+ 801-214-8918 Local

* onlinesupport@cbtravel.com
+ 888-535-0179

* universitygroups@cbtravel.com
+ 866-371-3580




Any traveler who does not have a travel profile is
defined as a guest

For security purposes, request fornon-JSU
employees with a full-service advisor would need to
be requested by a JSU profiled traveler

In order to book with a full-service advisor arrangers
will be asked to verify 2 of the following items:

phone number
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View Trips

rip Search Alerts

Rule Class © Tripit creates a schedule with all your travel details in one place, accessible on Android or iPhone.
AUT Class Sabre Simply connect your Concur account to Tripit. (I ReRIla) ot re row

XA m My Trips (0)

Your Custom Trip You currently have no upcoming trips.

Flight Search
Round-trip | One-way Multi-city

From

ATL - Hartsfield-Jackson Atlanta Inter...

To

CDG - Paris-Charles De Gaulle Airport

Dates

07/26 - 07/27 8 ‘
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Advisors canbe called, emailed, or via JSU smart
sheet

@cbtravel.com

>
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Group Bookings

CHRISTOPHERSON Use this form to request travel for 9+ travelers OR athletic teams of 6+ travelers.

BUSINESS TRAVEL Please email your completed form to un btravel.com.

PRIMARY CONTACT INFORMATION
GROUP NAME*

ENTER GROUP NAME

CONTACT NAME* PHONE* EMAIL*

ENTER FIRST & LAST NAME ENTER PHONE ENTER EMAIL ADDRESS

UNIVERSITY/CAMPUS NAME*

ENTER UNIVERSITY/CAMPUS NAME

DEPARTMENT*
IF ATHLETICS, PLEASE SELECT FROM BELOW
1 MENS 1 WOMENS L1 COED

[ SPORT:ENTER SPORT NAME
[1 CLUB/REC: ENTER CLUB/REC SPORT NAME
SERVICES REQUESTED~

O AR O HOTEL ] CAR RENTAL O CHARTER BUS
AIR

DEPARTURE

TRAVELING WITH SPECIAL BAGGAGE SUCH AS SPORTS, MEDICAL, OR AV EQUIPMENT
[1NO [CIYES, PLEASE EXPLAIN: ENTER SPECIAL BAGGAGE NEEDS

RETURN

DESTINATION: ENTER CITY, STATE OR PREFERRED RADIUS OF A PARTICULAR VENUE
CHECK-IN DATE: SELECT DATE CHECK-OUT DATE: SELECT DATE BUDGET PER NIGHT: ENTER BUDGET

A\ N



Event Travel

Christopherson

BUSINESS TRAVEL

Thank you for considering Christopherson Business Travel to secure the travel arrangements for
your attendees.

Many universities book annual events for a group of people not traveling together but traveling to a
common destination to attend a meeting or conference. Before you send the invitations, we will
need to collect some information from you that will guide us in securing their travel arrangements.
Please fill out the details of this form and forward it to university.travel@cbtravel.com.

Today's Date: Click or tap to enter a date.

Name of University:
Department within the University:

Name of the Event:

Primary Contact
Name:
Email:

Phone:

Secondary Contact
Name:
Email:

Phone:

A\ N



Sampleitinerary

Queretaro, Mexico To Toronto, Canada LOZ0GO
WED 28 MAY 2025 - FRI 06 JUN 2025 Agency Locator

Booked by Sally Jensen

A Know before you go: Get resources and info for your upcoming trip here.

Passenger Online Support: (888) 535-0179
C h l'iS Offe rzen Online Email: onlinesupport@cbtravel.com

Phone:
After Hours:

QRO tc DFW Departing: Wed May 23, 2025 at 5:55 AM

Queretaro, Mexico to Dallas, Texas American Airlines Flight 1432
Status: CONFIRMED Duration: 2 hours and 35 minutes
Confirmation: PTQS

Departure: Arrival: Aircraft: Airbus A319

Queretaro Airport Dallas Fort Worth
Wed May 28, 2025 at 5:55 AM Wed May 28, 2025 at9:30 AM

Seat Information

Passenger Name Class Frequent Flyer #
Economy (G) 4R022P6

DFW o YYZ Departing: Wed May 28, 2025 at12:20 PM

Dallas, Texas to Toronto, Canada American Airlines Flight 1111
Status: CONFIRMED Duration: 3 hours and 5 minutes
- Confirmation: N6VR
Departure: Arrival:

Aircraft: Boeing 737-800
Dallas Fort Worth Lester B Pearson Intl
Wed May 28, 2025 at 12:20 PM Wed May 28, 2025 at 4:25 PM

Seat Information

Passenaer Name Class Frequent Flyer #
Economy (G) 4R022P6

Ticketing Information

Invoice 288667247

Passenger Vendor Type Payment Issue Date Base Tax Total
American  Air VIXXKXXKKKKKKKKO2 05/21/2025  $381.00 USD $66.37  $473.67 USD
Airlines
Total Tax: $66.37
Total Air Fare: 3473.67
Sub Total: $473.67

Total Charged: $473.67




JSU fills out the form dependingon
group orevent travel request

Submit viaemail address listed onthe form

Advisors will coordinate onthe
reservations with main contact
SU listed on form within 24 hours of
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THANK YOUFORYOURPARTNERSHIPL
JACKSON STATE, THEE WE LOVE
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ew Expense

Details hermzatgns

1.Log in — Concur Solutions

(@ Allocate
2.Go to “Start a Report” — Select your open expense report or ¢ Required el

create a new one o
Olfice EquipmentMardware w

Trantacor Cate * Butivess Pupaose *

1.Add Expense - Click + New Expense g

Enter Wi ndar Name Ciy o Puchase

2.Select Type — Choose Out-of-Pocket (e.g., meals, mileage,

Supp“es) Paymnen Type * Eﬂttmuplaadutdmuﬂ?mﬂnmuptdﬂnﬂﬁh

cript
Cash f Qut of Pocket Vislid fle types for upload ave pog, jpg. jpeg. pol, .t or

3.Enter Details — Date, vendor, payment type = Cash/Personal ore® p—— 0 e
Card US, Dollar

] Persanal Expense (da nat

4.Attach Receipts — Upload or email verified receipts ~ reimburs)

T

5.Save & Submit — Review report before final submission




COMPLETE YOUR EXPENSE
REPORT LIVE

——




Summary and Tips for Successful
Processing

24-48 10 100%

Processing Hours Days to Submit Receipt Compliance

Average approval time for Recommended maximum Target for attaching all

most organizations. time after travel to file required documentation

exXpenses
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Book Your
Appointment

(601)979-0869

fravel@jsums.edu

One-on-one sessions
are available upon
request.

STANDARD for the


mailto:Travel@jsums.edu
mailto:Travel@jsums.edu

DEPARTMENT


mailto:travel@jsums.edu
mailto:vernea.w.weathers@jsums.edu
mailto:kimberly.r.harris@jsums.edu

Questions and

Answers Session
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