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Create a travel request

Option 1: Start your request from the Concur home page

From the home page,
click Start a Request
at the top of the page.

-+

Start a

Fequest

8 You are currently logged into a test instance of SAP Concur

SAP Concur Requests =

SAP Concur

Company MNotes

Mal Create New Request

Request Policy "

*UT Mot Integrated with Travel

You'll see a window
labeled Create New
Request.

Option 2: Start your request from the Manage Requests screen

@ ADMINISTRATION
F APPLICATIONS

provals

SAP Concur -

SAP Concur

Company Notes

My Tasks

Required Approvals

Matthew J, | Trawel 1130231010
$218.25 — Travel
Matthew J. | Training 1130231008

£136.50 — Experse

In the upper left, click
Home.

Click Requests.




Click Create New Requests in the upper right. [@CreatENew Renuest]

Manage Requests

Request Library
I_-f‘lﬂli.ng“ln! 1 2390 Raa '. uns Teating & Pl 11115 m‘mwoudo & ﬂn Flr.o.u l\v.-_nint L] I.'!IT""‘_;.’“I_“M“’
$191.50 $597.50 $497.50 $1,202.58 $5,592.00 $613.50
Irtm'lnmi?ml.lyerubw OIu\nI Sl.r.rv.v.mhllun Ib.m'ulcn h:-l 1000 A Ib.m.ulcal h:\.l A Awm.mlﬁ!m'ininl'nl '.{.ﬂ b‘ln.ﬁ(.a»drAYﬂl
$603.50 $192.50 $191.50 $222.50 $782.50 b $2,844.50
Workfom Check 200% Ruke Uoed & | oemocashadvnce Testing TA Eror sandboctestapprover 4 | Sandbon Test A
$51.75 $553.50 $571.50 $103.50 $327.50 $243.50
e Ll [ Ry i kv R e
$0.00 $563.50 $613.50 $281.50 $586.00

8 You are currently logged into a test instance of SAP Concur

SAP Concur Requests =

You'll see a window
labeled Create New
Request.

*UT Mot Integrated with Travel w

M . Create New Request

You'll see a window labeled Create New Request. This is the request
header. Fill in the fields. Check out the next page if you're not sure how
to fill in everything correctly.

8 You are currently logged into a test instance of SAP Concur

SAP Concur [€]  Requests - @ Kc

* Required field
Request Folicy * Request Name * Purpose *

*UT Not Integrated with Travel ~

Trip Type * 9 Start Date * o End Date * e
None Selected v MM/DD/YYYY B MM/DD/YYYY =]
v ] y Cou v None Selected v
150 FHCAA X v
0431 X v FIPSTAUDIT X v

comn u:@

1 \
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1. In the Request Name field, name the request. Follow your agency’s guidance
on how to name requests. We recommend including the traveler's name,
destination, and date. For example: Jane Doe - Denver - 11/08/2023.

2. In the Purpose field, write your business purpose. For example, “I'm attending
PCl compliance training to better understand my job.” Follow your agency’s
guidance for entering the business purpose.

3. From the Trip type drop-down menu, select your type of travel; choose In
State, International includes Alaska, Hawaii, and US Territories, or Out of State.

4. In the Start Date field, enter the first day of the trip, including personal days if
applicable.

5. In the End Date field, enter the last day of the trip, including personal days if
applicable.

6. From the Main Destination City drop-down menu, select the final destination
of your trip.

7. From the drop-down menu Will this trip include personal days? select Yes or
No.

8. In the Personal Travel Dates field, enter the dates of your personal travel
days if your trip includes personal travel days. Leave this box blank if you won't
have personal travel days.

9. From the Appropriation Unit drop-down menu, select the correct coding. Only change
this if the default coding is not covering the expected expenses. Ask your supervisor if
you're not sure.

10. From the Unit drop-down menu, select the correct code. Only change this if the
default coding is not covering the expected expenses. Ask your supervisor if you're not
sure.

11. From the Accounting Template drop-down menu, select the correct template.
Only change this if the default coding is not covering the expected expenses. Ask your
supervisor if you're not sure.

12. In the Comment field, write any comments you'd like your approver to
see. This is field is optional. For example, you could write, “I'm requesting a
rental car because the conference has an offsite activity that | need to attend.”
Follow your agency's guidance for how to fill in the Comment field.

\ When you've filled in all the fields, click the
blue button Create Request in the bottom-
cancel (CETIE | right corner.
Last signed in; 11/08/2023 01:04 pm
2023 - SAP Concur - All Rights Reserved




You've arrived at How to Guide

the Expected
Expenses screen! e

Now it's time to
add your expected e
expenses.

o

Add the travel allowance

When you add the travel allowance, you'll provide your start location,
destination, travel dates and times. Concur uses this information to
determine GSA rates. GSA rates are reimbursement rates set by the

General Services Administration that determine how much you should

be reimbursed each day for lodging and also for meals and incidental
expenses.

If the city you're traveling to doesn’'t come up automatically, try adding
other nearby cities. When other cities do come up, choose the one
that is closest to your destination to make sure the correct GSA rate is
loaded.

From the Expected Expenses screen, click the swv  Manage Travel Allowance v

blue text Manage Travel Allowance and then

. [ Add Travel Al "
click the button Add Travel Allowance. |-.L ravel Alowance

How to Guide

Not Submitted | Request ID: 33HL

Request Details v+ Print/iShare v Attachments v Manage Travel Allowance v

EXPECTED EXPENSES

No Expected Expenses
Add expected expenses andlor travel plans to this request to
submit for approval.




You'll see a window labeled Travel Allowance. Fill in the fields.

SAP Concur Requests v ® kC
Travel Allowance X
Ma
veme o 9
How to Guids ([ etaited i Q () without ovemight @
e Start Date o
O  Entercity v 03/04/2024 =] 12:00 AM [c]
+ Ad
® Enter City v
+ Ad G
\ S
@®  Entercity v 03/06/2024 =] 12:00 AM ®
g e - |
Service Status (US2) Last signed i :04pm
Cookie Preferences © Copyright 2023 - SAP Concur - All Rights Reserved

1. If you have multiple overnight stays at different locations, check the box
Detailed Itinerary.

2. If you're not staying overnight at your destination, check the box
Without overnight.

3. In the Start Location field, enter the city you're leaving from.
4. In the Start Time field, enter the time you'll leave to begin your trip.
5.In the Arrival Location field, enter the city you're traveling to.

6. In the End Time field, enter the time your trip ends.

the blue button Next in the bottom-right

Baresd m corner.

A
bpyright 2023 - SAP Concur - All Rights Reserved

\ When you've filled in all the fields, click
Next: Adjust your tra ance I




Now you'll see the adjustments screen.

SAP Concur [ Requests ~

On the right side you'll see 2 columns:
Allowance Limit and Reimbursement Amount.

N

Allowance Limit shows the GSA rates, or per
diem, for lodging. GSA rates are based off of
the destination city.

Reimbursement Amount shows the GSA
rates for meals and incidental expenses. For
meals and incidental expenses, you'll get
reimbursed 75% of GSA rates on the first and
last day of your trip.

TTTTTT

Wed, 03106/2024

Aligwance

for example if you are on personal leave

@ ke
a Travel Allowance =
izar
Exclude Day Birwaktast Lunch Dinner Ledging s 300 Pureart Ruls Allowarcs Limit @  Reimbursement Ameunt @
Mon, 031042024 £107.00 £44.25
St Gaorge, UNITED STATES
Tue, 03/05/2024 5107.00 559.00
St George, UNITED STATES : )
Wed, 03106/2024 $107.00 £59.00
St Gaorge, UNITED STATES = ' ’
Thu, 030712024 5107.00 544.25
St Gaorge, UNITED STATES . ’
Total: $428.00 Total: $206.50
Ly e -
Straice Status (US2) Lant signed ic LUOR202E 0L o
2003 - SAP Coneur -
® KC
S

Always refer to your com-

[ Lodging Rate | l Daily Meal Rate I

Allewance Limit @

5107.00

$107.00

$107.00

$107.00

Total: $428.00

Reimbursement Amount @

544.25

$59.00

$59.00

$44.25

Total: $206.50

| Checking the boxes allows

you to exclude meals or
lodging from your travel

request.

o



Exclude any days or meals from your request by checking the boxes.

TAP Concur [] _ Requests ~

Travel Allowance

Here clar reduce your daily allowance. You can also claim additional allbwances, for

pany dlaing:

Views Adjustments w  Show Filters 9 6
Datellecation 0 Exclude Day Breakfast Lunch Dinner I 9 Lodging Use 300 Percent Rule

All Days
Diates: 4

Mon, 0310412024

5t George, UNITED STATES

Tue, 03/05/2024

St Gecrge, UNITED STATES

Wed, 03/06/2024
5t George, UNITED STATES [

Thu, 0310712024

St George. UNITED STATES

1. Select boxes under Exclude Day if you shouldn't be reimbursed for lodging or
meals for a specific day. Select the top check box to exclude all the days, or
select the daily boxes to exclude specific days from the calculation of the
reimbursement amount.

2. Select boxes under Breakfast, Lunch, or Dinner if you shouldn't be
reimbursed for a given meal. Select the top box of a meal type to exclude that
meal for all days or select the daily meal box to exclude by meal and day from
the calculation of the reimbursement amount.

3. Select boxes under Lodging if you shouldn’'t be reimbursed for lodging on a
given day. Select the top box to exclude lodging for all days, or select the daily
boxes to exclude lodging for certain days from the calculation of the
reimbursement amount.

4. If you plan to book a hotel that's more than GSA rates, select boxes under
Use 300 Percent Rule. Select the top box if the hotel rates are more than GSA
rates every day, or select the daily boxes if the hotel rates are more than GSA
rates only on certain days during your stay.

@& If you select any boxes under Use 300 Percent Rule, the total is automatically
calculated and shows 300% of the GSA rate in the Allowance Limit column even
though your hotel may not be that expensive.

When you're done excluding days, click \
the blue button Finish in the bottom- B
right corner. Cancel




You're back at the Expected Expenses screen and your travel allowance
has been added.

How to Guide $206.50 &
et Py CEREED

Request Detsls v PrinbShure w  Mflachmests v Marage Travel Allowance w

EXPECTED EXPENSES

Experiia typelT Details }T

Date ¥ Amourall  Reguestedll
ﬂ Travel Alowances 5t George, Utan OOL0M - OBOTNM S50 w
220650

messsTrun L0 SAP Concur

Serviee Stabus (US2)

Lot signed inc ALDARO2T GL1L om
Lookie Preferences

Copyright 2023 - SAP Concus - All Rights Reserved

@& The following pages show you how to add other expected
expenses. Let's start by adding a hotel reservation. If you don't

need help with expenses, skip to pages 27-28 to submit your
travel request.

Add a hotel reservation

From the Expected Expenses screen, click the blue button Add.

How to Guide $206.50 @

Mot Submitted | Request ID: 33HL

Request Details »»  Print'Share v Attachments s Manage Travel Allovwance s

EXPECTED EXPENSES
# m

Expense typell Details [T

Tranel Allowances St Gegrge, Lnah
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Select Hotel Reservation from the drop-down menu.

Requests ~ Add expected expenses andlor travel plans x

How to Guide $206.50

Mot Submitted | Request ID: 33HL

Request Details ~  Print/Share »  Attachmants,

EXPECTED EXPENSES
[ Expense typell Amountlt  RequestediT
[0 Travel Allowanees 03/07/2024 $206.50 $206.50 v
5206.50

You'll see a screen that says New Expense: Hotel Reservation. Fill in the fields.

New Expense: Hotel Reservation - - |

Chaek.dn

1. In the Detail field, write which hotel you're expecting to stay at, specify if it's a
conference hotel or not.

2. In the Comment field, write in any extra information your approver should
know. For example, if you can't stay at a conference hotel, you would use the
comment box to explain why. This field is optional.

3. In the Amount field, write an educated, estimated amount including taxes
and fees for the entire hotel stay. You could use the lodging allowance total
from the travel allowance section as a basis for the amount.



\ When you've filled in the

m o fields, click the blue button
Save.

How to Guide $606.50 @

Mot Submitted | Request ID: 33HL

Request Detalls »  FrintShare»  Attachments »  Manage Travel Allowance w

You're back at the EXPECTED EXPENSES
Expected Expenses =B
screen and your hotel ——

reservation has been —
added.

= Hotel Resenation St George. Utah

Add air or train travel

On the Expected Expenses screen, click the blue
button Add. Then select Air Ticket or Railway | _ ESCTED B
Ticket from the drop-down menu.

Requests ~

Add expected expenses andlor travel plans

| |Search for an expense fype

How to Guide $206.50 | [~ ot et expenses

Not Submitted | Request 1D: 33HL

Request Details ~»  Print/Share v+ Attachmants,

EXPECTED EXPENSES o
- Je T Lo
Fuel Reimburseme!

) Expensetypelt

Amcuntlf  Requested|T

[0 Travel Allowances 0340712024 5206.50 $206.50 w

5206.50
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The fields are the same for an air ticket or railway ticket. For this
example, we'll use an air ticket.

You'll see a screen that says New Expense: Air Ticket. Fill in the fields.

- . -9 0O

2

o nesere T SAP Concur

1. Click Round Trip, One Way, or Multi City to select the type of trip.
2. In the From field, enter the airport you'll leave from.

3. In the To field, enter the airport you'll arrive in.
4. In the Depart at field, enter the time your flight leaves.

5. In the Comment field, write in any extra information your approver
should know. For example, you could explain, “My flight leaves 2 days
before my conference because I've added personal days to my trip.”
This field is optional.

When you've filled in the fields, \
click the blue button Save. ) -
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You're back at the Expected Expenses screen and your air ticket has

been added.

How to Guide $756.50 @

Mot Submitted | Regquest 1D: 33HL
Request Detalls v Print/Share v  Attachments w

EXPECTED EXPENSES

(]  mlertslt Expense typelt
O Traved Allowances
Hotel Reservation

Adr Tecket

Manage Travel Allowance w

Details T

St George, Utah

St George, Utah

Salt Lake City (SLC) - Denver (DEM) : Reund Trip

Add a rental car

On the Expected Expenses screen, click the blue
button Add. Then select Car Rental from the

drop-down menu.

- O

EXPECTED EXPENSES

pests -

How to Guide $206.50

Not Submitted | Request ID; 33HL

Request Details »»  Print/Share~  Attachments|

EXPECTED EXPENSES

[0 Expense typell

[ Travel Allowances

Add expected expenses andior travel plans

| |Search for an expense hype

~w OL Trawvel Expenses
Friends & Family Allewance
Hatel Resorvation

~ 02 Transporation Expenses

Personal Car Mileage

Public Transpart
Raitway Ticket
TaxiRideshane

v 03 Meals

Amountlt  Requested]]

030772024 5206.50 $206.5

52065
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You'll see a screen that says New Expense: Car Rental. Fill in the fields.

Under the heading Pick-up:

1. In the City field, enter where you'll pick up the car.

2. In the Detail field, explain why you need a rental car. For example, “I
need a rental car to attend an offsite event held by the conference.”

Under the heading Drop-off:

3. In the City field, enter where you'll return the car.
4. In the Detail field, enter the time your flight leaves.

5. In the Comment field, write in any extra information your approver
should know. For example, you could explain, “I need a 12 passenger
van because I'm transporting 6 people, luggage, and equipment for a
presentation at a conference.” This field is optional.

6. From the drop-down menu Car Rental Class, select the size of car
you need to conduct state business.

7. In the Amount field, enter an educated, estimated amount including
taxes and fees for the car rental.
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N

Save.

When you've filled in the
fields, click the blue button

How to Guide $831.50 &
[ mimed | Reguest 10 K3HL

ot Seberimed | Aoy 33

You're back at the S
Expected Expenses e
screen and your car
rental has been .
added.

Add parking reimbursement or other

expenses

Use the same steps to add a fuel reimbursement, public
transport, taxi/rideshare, airline fees, and friends & family
allowance. For this example, we'll add a parking reimbursement.

On the Expected Expenses screen, click the blue
button Add. Then select Parking Reimbursement
from the drop-down menu.

EXPECTED EXPENSES

- B

quests - Add expected expenses andlor travel plans

| |Searct for an expense fype

How to Guide $206.50

Not Submitted | Request ID: 33HL

Request Datails ~  Print/Share »»  Attachmants

EXPECTED EXPENSES

(e Jiowcs) i |
[0 Expense typelf

[0 Travel Allowances

~ 0L Travel Expenses
Friends & Family Allowance
Hotal Resorvation

w02 Transpartation Expences

Ameuntll  Requested|T

03:07/2024 5206.50 $206.50 v

$206.50
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You'll see a screen that says New Expense: Parking Reimbursement.

Fill in the fields.

Manage Requests

New Expense: Parking Reimbursement
03/04/2024

03104/2024

US, Dollar

1. In the Description field, enter the reason you need to pay for parking.
For example, “I need reimbursement because I'm driving myself to the
airport and parking my car there.”

2. In the Transaction Amount field, enter an educated, estimated
amount including taxes and fees for parking.

3. In the Comment field, write in any extra information your approver
should know. This field is optional.

US, Dg

m Cancel

You're back at the
Expected Expenses
screen and your
parking
reimbursement has
been added.

When you've filled in the fields,
click the blue button Save.

How to Guide $931.50 & m=

eguen D v P s Amachmentu e Mnagn Sl Alovan:

EXPECTED EXPENSES

Burtall  Expunse type
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Add personal car mileage

On the Expected Expenses screen, click the T ETIaE
blue button Add. Then select Personal Car ..
Mileage from the drop-down menu.

iests - Add expected expenses andlor travel plans x®

| |Search for an expense hvpe
How to Guide $206.50 | [~ or el expenses

Mot Submitted | Request ID: 33HL Friends & Family Allowance
Haotel Reservation
Request Datails SZA 02 Transportation Expensos
EXPECTED EXPENSES o
e ——— Fust Relmbursemant FeeralTy B
O Travel Allowances 030TZ024 520650 520650 v
5206.50

w03 Meaks

You'll see a screen that says New Expense: Personal Car Mileage.
Fill in the fields.

New Expense: Personal Car Mileage cnce ()
03/04/2024

2 Mileage Calculator

Transaction Date * Description

03/04/2024 [S]

From Location @ Q

0 US, Dollar

P ——

USD 0.4 per i

a CCCCC

1. In the Description field, enter the reason you need a mileage
reimbursement. For example, “I need reimbursement for mileage because I'm
driving myself to the airport.”

2. In the Comment field, write in any extra information your approver should
know. This field is optional.

3. In the Distance field, enter an educated, estimated distance in miles. You can
enter the miles manually or use the mileage calculator.

If you enter your mileage manually, you don't need to fill in the From Location
field or the To Location field. The transaction amount will populate based on the
miles you entered in the Distance field.
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To use the mileage calculator:

New Expense: Personal Car Mileage

03/04/2024

Click the blue text
Mileage Calculator

£ Mileage Calculator

Transaction Date

03104/2024

You'll see a window labeled Mileage Calculator.

SAP Concur |G Requests - o i
M3l | wileage Calculator - X
Avoid Tolls [ Avoid Highways. [~
- Ma o) »
Waypoints u ) o
Bear
LLLLL W
i Brdger ')
Nourtan
a e
© eam
", w aspen -l
%
T emiy ol Al el oo o
RRRRR %
i Kings F'ka
PLRl- oo @ A e s <t
e 2 L UntaWesard
Lokesido @ - o~ it e YR 4 L. Bt
o SaltLake City 0.3 mi = N )] Witiis) Kemasi 7 A s +
PR 5 183mi v = 5| sonty e P Wi Beaks O D, _
o TOTAL PERSONAL | TOTAL BUSINESS "~ Toosle. Drope
Deduer Coma 0.0 Ml 402MI Google © Meber iy Nepboardhoricat Map it 82073 Googe Tem of Use et a map e
e

L) swoid Tolls [ Avoid Highways

Under Waypoints, enter the address

you're leaving from in box A and enter the L

address you're going to in box B. If you'll
also drive back to the address in box A,
click the blue text Make Round Trip. ed

@& ogden, U, UsA }

.‘ Salt Lake City International Airport (£

‘M Make Round Trig

For example, if you're going to the airport, enter your home address in
box A, then enter the Salt Lake City Airport in box B. Click the blue text
Make Round Trip to calculate the drive home after your trip.

leh:Cache
FEorest Ashley,
National Forest

Keyboard shomeuts  Map dans 82023 Google  Terms of Use  Repom & map emror

Add Mileage o Expense Cancel

\

In the bottom right, click the blue
- button Add Mileage to Expense.

40.2 Ml

L/ Personal
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You're back on the screen New Expense: Personal Car Mileage, and
you'll see that the boxes are populated with what you entered on the
mileage calculator screen. Click the blue button Save.

New Expense: Personal Car Mileage $36.08 o - |

031042024

& Mileage Calculatar

OB2024 =]
S— 1 Licwtion i
Ogsen, UT, USA Sa Lake City Intermational Aiport (SLC) W Terminal Dy, Salt Lake City, UT 82127, USA
a2 e US, Dullar
Berrguriemeny Raes
USD 0,44 per il

—

You're back at the Expected Expenses screen and your personal car
mileage has been added.

How to Guide $1,167.58 @ = w
Kot Submsitted | Reguen [D: 33HL

Foequeni Deiads e Prinifihare »  Afiachments v banage Travel Alowance v
EXPECTED EXPENSES
=
Alerts]T  Expense typell Dtails [T Datel® Ameut]]  Requested T
Trarewl Alloearces S Ceporge. Luah OADAMNDE - ORI p et 320050 -
(4] Hotel Resaration S George. Ltah OO0 00 00 80 00
= Al Tkt Sir Lads City (SLC) - Davwd (DEN) - R Trig i $150.00 $150.00
B Carfed Dernver, Colorads - Denver, Colorads QIS 500 7500
= Fud Firribrsment v 83 rtuen e pereal cae ful OO M0 H0.00
m Parking Reimbasement Wihares t cirve mysat fo e sirport and pary for parking OI0AP02E 3000 $:000
= T’_::’ Fess Wiredito atterd thes condenemc b et uncnsand ey job. oVDAEgE fa0000 $200.60
ﬁ = Prezonal Car hilsage e, LT, LFS.A - Siad Lakon Ciry international Airpon (S0C), W Terminad Dr, Skt Lake City. UT 84022, USA OO L3608 308
$116758




Add registration fees or a business meal

The steps are the same for adding registration fees or a business
meal. For this example we'll add registration fees.

On the Expected Expenses screen, click the blue

button Add. Then from the drop-down menu SRS

: . - 0
select Registration Fees.
Requests ~ Add expected expenses andlor travel plans b4
| |Search for an expense type
Home | Requests | Manage Requesss | How to Guide . P
v 03 Meals
| & Alerts: 1 Breakfast
. B 55 Meals (Am
How to Guide $1,202.5¢
Sent Back to Employee | Request IDx 33HL |
RoquestDatalls v PrinShare v Atachmants| ¥ D Group sictivities
Growg vithes - Cllenits
EXPECTED EXPENSES Group Acthvities - Staff
Passports/Visa Fees
[ Alerts!t Expensetypelf 1 AmountlT  Request
o Travel Allowances | G307r2024 $206.50 52
O B2 Hatel Reservation 1 Registration Fess - £400.00 22
O B2 Air Ticket Salt Lake City (SLC) - Denver [DEN]) : Round Trip 031042024 $150.00 51

You'll see a screen that says New Expense: Registration Fees. Fill in the fields.

New Expense: Registration Fees LY . |

03/04/2024

© 8 Attendees (0)
Transaction Date * Description

03/04/2024 =]

1. In the Description field, enter the reason you're attending a conference. For
example, “I'm attending a conference on PCl compliance so | can better
understand my job.”

2. In the Transaction Amount field, enter the estimated cost of the conference
fees.

3. In the Comment field, write in any extra information your approver should
know. This field is optional.

4. Click the blue text Attendees. @ £ Attendees (0)
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A new window labeled Attendees will appear where you'll add attendees.

Click the blue

button Add.

SAP Concur

| Attendees

\'.‘.te’-:aes o

| Registration Fees

Regquests ~

§200.00

You'll see a new window labeled Add Attendees.

Add Attendees.

m i

From here, the steps depend on what you select from the drop-

down menu labeled Attendee Type. Select Employee if you or
another state employee are the attendee. If the attendee isn't a
state employee, select Business Guest. First, let's go over the steps

for selecting Employee as the attendee type.

Steps for selecting Employee as the Attendee Type

Select Employee from the Attendee Type drop-down menu.

Aty
Reg

Altey

Add

Attendees

a

Attendees

Business G ast

D

Recent Attendees

8

Antendes Groups

Business Guest

Employes

Spouse/Partner
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* Reguired field

Company

e New Attendee

Can't find an attendee? Creats
9 e [ -

1. In the Last Name field, enter the last name of the person attending the
conference.

2. In the First Name field, enter the first name of the person attending the
conference.

3. Click the blue button Search.

A new screen will appear with a list of people.

Emall Addrenall CountryReginlt Asendee Titled? companylt Atsendse Typel?

Emplayee

Ocm-

R — [

4, Check the box next to the correct person’s name.

5. Click the blue button Add to List.

You'll see a green check mark at the top of the form that says Attendee
added. In the bottom right, click the blue button Close.

[
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In the Attendees window, you'll see the name of the person you added.
Click Add if you need to add another attendee, or click the blue button
Save in the lower right if you've added all attendees.

Attendes Namarh Atsendee Trielt Companylt Attendes Typet Amount {1

Steps for selecting Business Guest as the Attendee Type

SAFP Concur Requests =

If you need to add an attendee who isn't a
state employee, click Add from the -
Attendees window.

\'.‘.te*-:aei 0

Attendees

Select Business Guest from the Attendee Type drop-down menu.

Add Attendees

a D !
Attendees Recent joas

Aftendee Groups

m i :Z
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Click the blue text in the bottom right Create New Attendee. create New Attendee

Add Attendees X
7] 8|
it

equired field

H Business Guest ” Company v
loyee

‘SpouselPartner Gan't find an attendee? Create New Attendee

B e | coe

You'll see a new window labeled Create New Attendee. Fill in the fields.

' Create New Attendee '

& Go back

* Required field

Attendee Type * Last Name * 0

Business Guest hd

First Name * 9 Attendee Title ® 9

Company *9 e

Cancel Create Attendee

1. In the Last Name field, enter the last name of the person attending the
conference.

2. In the First Name field, enter the first name of the person attending the
conference.

3. In the Attendee Title field, enter the person’s job title, for example project
manager.

4. In the Company field, enter the company the guest works for, for example CGI.

When you've filled everything in, click
the blue button Create Attendee in the SN Create Atiendee
bottom right.
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You'll see a green check mark at the top of the form that says Attendee
added. Click the blue text Go back to return to the Add Attendees
window.

Create New Attendee b4

€ Go back ffm—

@ Attendee added: John Doe

* Required field

Attendee Type * Last Name *
Business Guest ~ 1
First Mame * Attendee Title *

Company *

You're back at the Add Attendees window. When you're all done adding
attendees, click the blue text Close.

b4
- [

AAAAAAAAAAA . s
\

eeeeeeeeeeeeeeeeeeeeeeeeee

CountryRegion
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In the Attendees window, you'll see a list of the added attendees, click

the blue button Save in the bottom right.

SAr voncur [v]  Kequests

g :“d; - Cancel a wx‘u
ine 9
3 Registration Fees $200.00 @& NOW you’re back at
i B the Registration Fees
- screen. Click the

blue button Save.

You're back at the
Expected Expenses
screen and your
registration fee has
been added.

How to Guide $1,131.50

Nt Subasirted | Reguest 1D: 33HL
Requeit Detals Print/Share AL

EXPECTED EXPENSES

AlertslT  Expense trpelf

lachments v Manige Tawved Alowance v

Dtaits |

Dute ]

1o

5 SAC) < Durvie (DEM) | R 04

[ B4
a2
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Warning and error messages

Some expenses may have audit rules tied to them, which trigger
6{2& alerts to show at the top of the Expected Expenses screen. There
are two types of alerts: warnings A\ and errors @

Warning messages, with the orange triangle symbol, are informational
and stay as an alert even if you followed the rule.

Alerts: 1

EXPENSE Friends & Family Allowance  03/04/2024  $25.00

A This will be reported to payroll as taxable income. View

HAw ta Caiida €1 102 EQ

Error messages, with a red circle, mean there is an error with your
request that must be fixed before you can submit it. Once you fix the
problem, the error message will disappear.

SAP Concur Requests ~

Travel Allowance
Mai

Itinerary

€3 The dates entered overlap with another itinerary's date. You must change the dates of this or the other.

= F.
Itinerary Mame

How to Guide E] Detailed Itinerary g

oy
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Submit the travel request

From the Expected Expenses screen, click the blue

button Submit Request in the upper right.

How to Guide $1,131.50 @

Not Submitted | Request ID: 33HL
Request Details~  Print/share v Attachments v Manage Travel Allowance v

EXPECTED EXPENSES

e

[0 Alerts|f Expense typelT Details [T Datel? Amount|T Requested|f
D Travel Allowances St George, Utah 03/04/2024 - 03/07/2024 $206.50 $206.50 v
Q 5] Hotel Reservation St George, Utah 03/04/2024 $400.00 $400.00
O B AirTicket Salt Lake Gity (SLC) - Denver (DEN) : Round Trip 03/04/2024 $150.00 $150.00
D @ Car Rental Denver, Colorado - Denver, Colorado 03/04/2024 $75.00 $75.00
D 5] Fuel Reimbursement I need to return the rental car full 03/04/2024 $70.00 $70.00
O [E)  Parking Reimbursement 1 have to drive myself to the airport and pay for parking 03/04/2024 $30.00 330.00
0 g RegstatonFes 1 need to attend this conference to better understand my job. 0310412024 $200.00 $200.00
Attendees (1)
$1,131.50
Manage Reques‘s
Request Library
How to Guide -
0042024 | 3L
You're taken to the $1,167.58 $5.902 00 $0 00
Submitied -
and it shows your request EEN B O
is submitted and pending ~—
.
cost object approval. $192 %0 00 $222 %0
-




