
Concur
Training
Conquer Concur with Confidence!



Introductions
Julie Dunson-CNSI MSO
Melecia Valdez & Laura Reynolds-CNSI Analyst/Concur Approver
Kelsey Moore-Quantum Foundry & Eddleman Account Delegate
Jewels Bolden-CNSI Account Delegate
Debbie Kleinpeter-BioPacific MIP Account Delegate



What We Will 
Talk About

Introduction to Concur Reports

Delegates & Prior to Travel Items

Booking Through Concur

Processing Domestic Travel

Foreign Travel Request & Report

1.

2.

3.

4.

5.



You will add a delegate by selecting your profile and click settings

Click the expense delegate selection under expense settings

Click add and type in the email for a new delegate, select all boxes and 
click save

Adding a Concur Delegate



Prior to Travel

● CNSI requires prior travel approval (Concur Travel Request) for foreign travel only. 

● Travelers should also receive confirmation from PI (faculty) that funding is available prior to 

all travel.

● The TRAVELER is responsible for entering all the expenses and adding in details. CNSI will 

review the report via a delegate prior to submission. 

● It is the travelers responsibility to reach out to the delegate for review - it is not automated.

 



Creating a Travel 
Expense Report



Booking Through Concur
 Booking Travel Through Concur: Flights, Hotel, Car Rental

● If you book your flight through Concur, it can be charged to a campus linked 

card, reducing your out of pocket expense. 

● Hotel and Car Rental will require a personal card.

● Economy flight and Standard Car Rental only

 



 Concur Report Header

ABC Conference 

Full description sentence of the purpose. 
EXAMPLE: Attended and Presented X at X conference. Cannot just put “conference”. 



 Concur Report Header

● Legacy project code needs to be noted in 

the header comment section at the bottom.

● Purpose is listed for CNSI as 44.

 

Project string is 4005002 & GL string is 4005001

Funding source is filled out if it is a Project string only

Fund is filled out if it is a GL string only

If it is a project string you would put 
the Project number instead of the 
FRU

Activity is listed here if it is a GL string



Concur Report Timeline

● Add your Faculty/PI as a “User Added Approver”

● Department Approver 

○ (Julie Dunson for CNSI)

○ Home department will auto populate

○ If you have split funding, be sure to 

add the account approver for that 

funding source.

Do not submit the report before you have 

contacted your delegate.

 

Faculty/PI

Department Approver



● Lodging 
Itemized Receipt
$333 Max Daily

● Transportation 
○ Air
○ Ground 

■ Personal Car
■ Car Rental
■ taxi, bus, train

● Meals & Incidentals
○ Maximum per day $92 
○ Use Daily Meal Log

● Itemized receipts for all expenses over $75

 

What should be in an Expense Report

https://drive.google.com/file/d/1kxQ1uXD_3xQ8JZFJpIAc26xmnNx9IcIF/view


● Lodging 
○ Itemized Receipt 

● AirBnB: Even if multiple travelers are staying in 
the same unit, you cannot combine you “daily 
max”of $333. If you do choose to share with 
another traveler, only one person can submit for 
reimbursement. 

● Was your lodging included? Did you stay with a 
friend? If it was $0, it still needs to be added to the 
report.

 

Lodging

Select employee out of pocket



■ Calculate your Personal Car Mileage 
with the Mileage Calculator in Concur. 

 

Transportation - Personal Car



■ Meals & Incidentals
● Maximum per day $79 
● Use Daily Meal Rate Log
● No per diem for Domestic Travel

 

Meal Log



■ Once you complete the report click print 
share and click the email option

 

Print Share for your Delegate



Creating a Foreign 
Travel Request



● You will need to confirm with a prior approval request that foreign travel is 
allowed on the funding you have selected.

● You must include your advisor and the approver for the account funds in the 
timeline.

● Add estimated expenses (lodging and flight).
 

Foreign Travel Request
If you plan travel out of the US you will need to submit a prior approval 

request before you travel.



■ It is located on the header page of a new report
● The header
● Select “Yes, I require a travel allowance” at the 

bottom of the header page
● Add departure as one stop and return as the second

 

Foreign Travel and Per Diem for Foreign Travel

Create the report from the original request. When making the report you must select 
the foreign per diem addition to your report



■ All rates are located on the USDS web page. 
■ You will need to attach a print out pdf of the rate for 

your location of travel
■ https://aoprals.state.gov/web920/per_diem.asp

 

Per Diem for Foreign Travel

Add this print out to your 
report in the manage 
receipts/manage 
attachments section



●  Concur Mobile App (SAP)

● CNSI Reimbursement Web Page
○  See Related Links box

BioPACIFIC MIP Delegate: Debbie Kleinpeter, 
debbie.kleinpeter@ucsb.edu

Quantum Foundry Delegate: Kelsey Leonard Moore, 
kelsey_moore@ucsb.edu

General CNSI (including Heeger Travel Awards): 
Jewels Bolden, jewels@ucsb.edu
 

TIPS

https://www.cnsi.ucsb.edu/resources/administrative/reimbursements
mailto:debbie.kleinpeter@ucsb.edu
mailto:kelsey_moore@ucsb.edu


FEEDBACK


