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How many types of  
Concur Expense
Reports are there?

Types of Concur Expense Reports1. Types of Concur Expense Reports

How many types of Concur Expense Reports are there?



Types of Concur Expense Reports 
How many types are there?

3 Types of Travel
Expense Reports

1 P-card Expense
Report

Travel Report

P-Card Travel for Others

Blanket Travel 

P-Card Expense Report

How many types are there?

3 Types of Travel Expense Reports

1 P-card Expense Report 



Types of Concur Expense Reports
How many types are there?

Travel Report 

When do I use this? 

A. To Reconcile your Travel Expense or someone else’s as a delegate

B. If you are a Traveler with a  P-Card-use your P-Card to procure (Hotel, Taxis,
Airfare, etc.) for yourself.  These charges will be reconciled on your own Travel
Expense report. 

Types of Concur Expense
How many types are there?

Travel Report 

To Reconcile your Travel Expense or someone else�s as a delegate
If you are a Traveler with a P-Card-use your P-Card to procure (Hotel, Taxis, Airfare, etc.) for yourself. 
These charges will be reconciled on your own Travel Expense report.



Types of Concur Expense Reports
How many types are there?

Travel Report 
Naming Convention

How do I use this? 

Example for Domestic Travel: Sep 2025 San Diego, CA
Month Year Destination (City, State)

Example for International Travel: Sep 2025 France
Month Year Destination (Country)

Types of Concur Expense Reports
How many types are there?



P-Card Travel for Others

Types of Concur Expense Reports 
How many types are there?

When do I use this? 

As a P-Card Holder -if you use your P-Card to procure (Hotel, Taxis, Airfare, etc.)
for others, you will reconcile the expenses into this Travel Category. 

Types of Concur Expense Reports
How many types are there?



P-Card Travel for Others
Naming Conventions

Types of Concur Expense Reports 
How many types are there?

How do I use this? 

Use P-Card Billing Cycle Dates

Naming Convention for Pcard Travel Expense Report:
Pcard Travel Month Year
Example: Pcard Travel Sep 2023

Types of Concur Expense
How many types are there?

Pcard Travel Month Year
Example: Pcard Travel Sep 2023



Blanket Travel

Types of Concur Expense Reports 
How many types are there?

When do I use this? 

Used for Parking and Mileage in CA only
Requested for the Fiscal Year (July 1-June 30)

*If there is a registration fee for a conference, use the Travel Expense Claim

*Must have defensive driver’s training on file. 
*STD 261, Should be completed annually and on file with the employee’s department
*INF 254, Driving Record with the Police Department

Tvpes of Concur Expense Reports
How many types are there?



Blanket Travel
Naming Conventions

Types of Concur Expense Reports
How many types are there?

How do I use this? 

Travel Request (Blanket Travel)
Example: Blanket Travel FY 2024-2025
Blanket Travel FY Year-Year (Current Fiscal Year is 2024-2025)

Expense Report (Blanket Travel)
Example: Blanket Travel Sep 2025

Blanket Travel Month Year (submitted monthly for travel dates in that month)

Report start and end dates must match the travel month

Select Blanket Travel (Mileage and Parking) for "Report/Trip Purpose" on the Concur Expense Report (blanket
travel)

Tvpes of Concur Expense Reports
How many types are there?



P-Card 

Types of Concur Expense Reports 
How many types are there?

How do I use this? 

If you are a P-Card Holder, and use your P-card to purchase goods and
services.

Types of Concur Expense Reports
How many types are?



P-Card 
Naming Conventions

Types of Concur Expense Reports 
How many types are there?

How do I use this? 

Naming Convention for Pcard Expense Report:

Month Year Pcard
Example: Sep 2023 Pcard

Types of Concur Expense Reports
How many types are there? 



Types of 
Concur 
Expense
Reports 

One Page
 Guide

Concur Reconciliation March 3, 2025

Blank Objectives When to Use Type of Expenses Tips

� Reconcile Your Travel Request Reconciling your Travel Request (TR):  Link all amended 
request number's (4 digit, combo of letters 
and number's) to the travel expense claim Reconciling 
your own Travel Expenses to your own 
P-card:  Add in all transactions incurred for your 
own travel paid by your own P-card into your travel 
claim. Naming Conventions; and Year for the 
travel date trip Destination (City, State)  DOMESTIC 
EX.: SEP 2023 Pomona, CA  INTERNATIONAL 
EX.: SEP 2023 ITALY

Types of Expenses (P-card OK): Workshops/Registration 
Fees Airfare  Lodging  Ground 
Transportation: Taxi/Uber/Lyft, etc.  Per 
Diem (Personal Cash or Card): Not an allowable 
charge on P-card. Incidentals:  Will populate 
at the daily rate if on Travel  Business Meals, 
Hosted Meals (D-11's Required) Will be required 
if taking guests out for a business meal, 
purchasing gifts and promotions.

Link from the travel request: Create a New Expense Claim 
Report, make sure all amended requests are linked 
by going to REPORT DETAILS-> LINKED ADD-ONs--> 
Manage Requests Make sure Item types 
are all fixed before allocating budgets:  If you allocate 
the budget before setting item types, it will not 
save. Itemizations Must equal 0: Lodging  Clear all 
Red Flags:  These are required fields.  Check Allocations: 
 Report Headers --> Allocation Summary

� Reconcile Your Travel Request Paid by P-Card

X P-Card Expense Paid for/or by Others

P-Card Travel 
for 
Others

� Reconcile Travel Paid for Others via P-card (Reconcile as State Travel) Reconciling Travel Expenses paid for Others via P-card: 
Add in all transactions incurred for other travelers 
 + Reconcile as a State Travel When creating 
an expense report , select State Travel and 
use the billing cycle period as the begin and end 
date of trip.  + Naming Conventions: Month and 
Year for the P-Card billing cycle dates + Example: 
P-Card Travel Sep 2021

Types of Expenses: Non-Employee Travel  Airfare 
 Lodging  Ground Transportation: Taxi/Uber/Lyft, 
etc.  Business Meals, Hosted Meals 
(D-11's Required) Will be required if taking 
guests out for a business meal, purchasing 
gifts & promotions. *NOTE: Pre-paid 
Travel Expenses need to be reconciled 
to a Travel  Expense Request,

Traveler's TR # Code in Traveler's Request Number wherever 
Possible in Request 1D Make sure Item types 
are all fixed before allocating budgets:  If you allocate 
the budget before setting item types, it will not 
save. Itemizations Must equal 0: Lodging  Clear all 
Red Flags:  These are required fields.  Check Allocations: 
Report Headers --> Allocation Summary

X All OTHER Expenses should be Reconciled via P-card

P-card � Reconcile all other Expenses (Reconcile as P-Card) + Reconcile all P-Card Transactions: Add in all transactions 
incurred for the billing c:ycle  + Q and 
ITR Numbers, D-11"s:  Qs needed for one-time 
service  exceptions.  ITR#'s needed for some 
technology  purchases.  D-11's Needed for Hospitality 
 + Naming Conventions: Month and Year 
for the P-Card billing cycle dates  + Example: 
P-Card Sep 2021

Types of Expenses: Workshops/Registration Fees 
(VIRTUAL no travel) that need to be coded 
as 660801-Memberships (Prof  Org) Supplies 
and Goods  Services (Q#'s Needed)  Hospitality 
(D-11's Needed)  IT Hardware/Software 
(ITR's Needed) Faculty Recruitment 
Codes: 660840-Faculty Recruitment 
(In/Out)-Except Meals  660842 -Faculty 
Recruitment Meals

Q#'s, ITR #'s, and D-11's:  NOTE: all Q's #'s, ITR #'s, and 
attach signed and completed D-11's as necessary 
 Make sure Item types are all fixed before allocating 
budgets:  If you allocate the budget before setting 
item types, it will not save. Clear all Red Flags: 
 These are required fields.  Check Allocations:  
Report Headers --> Allocation Summary

� *Q #'s needed for Services *ITR #'s for some technology purchases D-11's 
Needed for Hospitality

X No Travel Expenses (See Above)

Blanket Mileage� Annual Estimated Travel Expense for Mileage + Parking Blanket Travel:  Requested at the beginning of the 
Fiscal Year (July 1-June 30)  Used for Parking 
and Mileage Only: Can only clam Parking and 
Mileage up to the est. approved amount for the 
FY  Naming Conventions:  Eiscal Year for Blanket 
Travel Example: Blanket Travel 2023-2024

Types of Expenses: Parking Mileage *NOTE: Defensive 
Driver's Training needs o be completed. 
 STD 261 should be completed and on 
file with the employee's home department.

+ Traveler's TR # Code in Traveler's Request Number 
wherever Possible in Request ID  + Reconciliation: 
 * Monthly Travel Claims should be submitted 
monthly as mileage and parking is incurred.

X Not used as a blanket for other travel needing additional expenses



How to Allocate
Different Funds 
to a transaction

Allocating Different Funds 

How to Allocate Different Funds to a transaction



How to Allocate
Different Funds

Click “The transaction
in which you need to
change the allocation
for”

In this case “Select 
Registration Fees and 
Workshops”

How to Allocate Different Funds?



How to Allocate
Different Funds

Select “Itemizations”

Select “Allocate”

How to Allocate Different Funds



How to Allocate
Different Funds

The Default will be
Percentage

Select “Amount”

How to Allocate Different Funds



How to Allocate
Different Funds

Default allocations
are automatically
mapped to your
home dept.

Select “Add”



How to Allocate
Different Funds

Select “Allocate”

Add “New Chartfields”
for allocation

How to Allocate Different Funds



How to Allocate
Different Funds

Select “Division”

Select “Department ID”

Select “Fund”, “Class”,
and “Program”, if
necessary

How to Allocate Different Funds



How to Allocate
Different Funds

New Chartfield is
added

How to Different Allocate Different Funds



How to Allocate
Different Funds

Add in the amount 
for the different fund
allocation

Automatically total
the remaining
balance to the
default

How to Allocate Different Funds

Add in the amount for the different 
fund allocation 

Automatically total the remaining 
balance to the 
default 



How to Allocate
Different Funds

Blue “Allocated”
means that the funds
are allocated

Double-Clicking the
Blue “Allocated” will
open up the different
funded allocations

How to Allocate Different Funds



Why Close Out Open

Travel Requests?

Closing Out Travel Requests



Closing Out
Travel Requests

It is best business
practice to close out
TR if there is a
remaining balance

Double-Clicking the
Blue “Report” will
open up the TR



Closing Out
Travel Requests

Check to make sure
that all expenses
have been paid out in
OBIEE

Double-Clicking
“Close Request”

*”Closed Requests”
can always be
recovered

Closing Out Travel Requests



Closing Out
Travel Requests

Do Not “Cancel” a
Request

A Cancelled Request
no longer exists in the 
Concur System



Closing Out
Travel Requests

A Pop-Up Window will
ask you if you’s like to
permanently close
out a TR

Double-Clicking “OK”
will permanently
close the TR and
close out any
remaining balances

Closing Out Travel Requests



Closing Out
Travel Requests

Remaining Balances 

Remaining Balances 
are removed.

*This is best business
practice to close out 
paid TRs.

Closing Out Travel Requests

Remaining Balances

Remaining Balances are removed

*This is best business practice 
to close out paid 
TRs.



Common Pitfalls 

How to avoid them

Common Pitfalls



Common Pitfalls
How to avoid them

Agendas

Meals and Incidentals

Receipts

Personal Days 
(Do Not Match Itinerary)

Not Linking Travel
Requests to the Travel

Expense Report



Common Pitfalls
How to avoid them



Common Pitfalls
How to avoid them



Common Pitfalls
How to avoid them



Common Pitfalls
How to avoid them



Checklists 

are Useful

Essential Checklists



Essential 
Checklists

Travel ChecklistTravel ChecklistEssential Checklists

Cal State Fullerton
Travel Operations
Division of Administration and Finance
email contact: 
travel@fullerton.edu | website: https://adminfin.fullerton.edu/travel/

Travel Checklist - EmployeesPre-Approval to Travel (start at least 4-6 weeks prior for domestic and 6-8 weeks for international)

Travel must be authorized prior to booking and travel utilizing Concur Travel Request *Once travel Request 
is approve, traveler may begin booking travel expenses when booking travel (i.e. airfare, registration, 
hotel, car rental), p-card is the preferred method of payment.

Registration purchase should be made with a P-card when possible
Meals- Must use location based per diem, P-card does not allow for purchase of meals
Domestic Air Travel- should be booked with P-card when possible

International Travel: Published Federal Government Per Diem 
for specific location. No receipts required.

Flight comparisons are required for personal travel days and upgrades.

Most economic fare should be selected
Refundable airline tickets are not permitted.
Airline upgrades (including southwest early bird check in) are prohibited and non-reimbursable.
Seat upgrades are not reimbursable,



Essential 
Checklists

Travel Checklist

”Itemized Receipts” 
*Policies may vary
within each College/
Department/Division

Contact Travel department for company code and PIN

An itemized receipt: demonstrated the cost, shows what was purchases, and (usually) 
provides proof of payment (shows it was paid).

Travelers should rent economy or intermediate class cars unless these sizes are not adequate to
meet 
the business purpose of the trip.

CSU is contracted with Enterprise Rental Car

Itemizes receipts for all expenses in excess of $75 must be submitted 
with travel expense report (meal per diems do not require receipt 
unless funding source is a grant requiring receipts)

Travelers may secure lodging when traveling on business 
more than 25 miles (one way) from their normal 
work location or home whichever is closer.

When renting a vehicle, travelers are expected to utilize rental agencies with which 
the State of California or University have negotiated contracts which include 
insurance coverage.

The nightly lodging rate for domestic travel may not exceed $333 per night, not including taxes 
and other related charges.
If lodging over $333, exception needs to be requested from Vice President of your division
The nightly lodging rate for international travel is based on the published Federal Government Per Diem for specific 
location.

Hotels

Car Rental

Receipt Requirements



Essential 
Checklists

Blanket Travel Checklist
Travel Operations 
Division of  Administration and Finance
email contact: travel@fullerton.edu | website: 
https:/adminfin.fullerton.edu/travel/ | Resources; Travel Resources

Blanket Travel Checklist - Employees

Blanket Travel General Information

Create Blanket Travel Request at beginning of the Fiscal Year for travel between July 1-June 30
A new blanket travel request must be submitted and approved prior to any blanket travel occurs in the new fiscal 
year

Request Policy should be "State Blanket Travel"
naming convention should be same for every employee: "Blanket Travel FY 2024-2025"
Fiscal Year Start/End Dates are 07/01/20XX - 06/30/20XX

Only one Blanket Travel Request is submitted each travel for within California

Only expected expenses should be Mileage, Parking and Tolls (excluding 
FastTrack, Express Lanes, or equivalent)
All expenses incurred beginning July 1, 20XX must be linked to the approved FY 24/25 request

Any trip with expenses beyond mileage or parking (such as Registration) should be on a separate, 
regular Travel Request.



Essential 
Checklists

Blanket Travel Checklist

Expense Report

MileageRegularly Scheduled Work Day, mileage is calculated 
as follows:

Departing from Work Location: Mileage may be claimed from work location to destination

Regularly Scheduled Work Day, mileage is calculated 
as follows:

Returning to Work Location: Mileage may be claimed from destination work location

Departing from Residence: Mileage may be claimed from the lesser of the two locations (work
location to 
destination or traveler's residence to destination)

Returning to Residence: Mileage may be claimed from the lesser of the two locations
(destination 
to work location or from destination to traveler's residence)

Should be submitted within 15 days of the close of the month
Only one expense report is submitted each month
Travel dates for different months must be listed on separate Expense Reports and not combined on one 
report to avoid duplicate payments.
Naming convention should be the same for every employee and include "Blanket Travel" Month Year

Report Start/End Dates are the first and last day of the month
For Report Trip/Purpose select "Blanket Travel (Mileage and Parking) from the drop-down menu

Ex: "Blanket Travel JUL 2024"

Ex:07/01/2024 �07/31/2024



Essential 
Checklists Commonly Missed Items

Travel Request for Academic AffairsTravel Request for Academic Affairs
Travel Request Types for Academic Affairs
Header: Title of the request Naming Conventions.  DOMESTIC EX.: SEP 2023 Pomona, CA INTERNATIONAL EX.: SEP 2023 
ITALY

Personal Dates of Travel: The header Section must include dates and locations. Traveler cannot claim expenses for these  dates.

International Travel: Requires travel insurance to be submitted prior to submitting a Travel Request

International Travel:Travel Insurance MUST Match Travel Dates

Agenda/Statement of Purpose/Invite from Conference Organizers must be included. The date(s) of the conference are clearly 
listed, location, cost of registration, and organization are listed. If not available or if completing fieldwork, a Statement 
of Purpose (SOP) needs to be filled out and included.

Travel Request Types for Academic Affairs
Expenses: Registration should match what is on the agenda. If the conference has no cost, the traveler should enter $0 as 
a conference fee or note in the comments box that registration is no cost.

Traveling to Multiple Locations: Make sure that meals and lodging are entered for each location/destination.

Split Funding: If using multiple funding sources use the AUX ORG 660899 expense type

Faculty Travel: When faculty travel a Class Coverage Form must be completed and attached throughout the calendar year, 
or include a note in the Header Section indicating classes will be missed.

Amended Travel Request: This should be linked to the extension of the previous requests. The original request should be attached 
via PDF or screen capture to the amended request for ease of comparison and is required for items going to the President�s 
Office. Also note the changes in the Header Section.



Essential 
Checklists Commonly Missed Items

Travel Request for Academic Affairs
Travel Request Types for Academic Affairs
Travel Requests: Must be linked to the Travel Expense Report, and all Amended Travel Requests need to be attached.

Meals and Incidentals: Use the Travel Allowance tab after Jan. 1, 2024. If travel occurred before Jan. 1,  2024, you will need to use 
the meals and incidentals expense type before Jan. 1, 2024. (Please see Chancellor Office Travel Policy on Per Diem).

Lodging Itemizations: Must match receipt or folio.

Receipts over $75: Must be itemized

Advance Deposit Fee For Lodging: If paying with a P-Card, you must use the Advance  Deposit Fee expense type. *Depends on 
Hotel Policy.

Travel Expense Reports: Travel Expense Reports should be submitted within 30 days after the  return of travel. Travel Reports submitted 
after 90-days of travel may have taxable consequences.



Tips and Tricks

 to save time

Tips and Tricks



Tips and Tricks
to Save Time

“Read More” on the home screen
give you a wealth of information
in one place

Tips and Tricks to Save Time



Tips and Tricks
to Save Time Amending a Travel Request

Once Travel has Commenced, you will need amended travel request. 

A TRAVELER CAN NOW "RECALL" AND AMEND 
A TRAVEL REQUEST PRIOR TO THE TRAVEL 
DATE.

Once Travel has Commenced, you will need amended travel request.



Tips and Tricks
to Save Time Amending a Travel Request

Amending a Request after Travel has Occurred.
Go to “Extension of” and search the Request to Link to.

*TIP: IF YOU HAVE AN AMENDED REQUEST, IT’'S IDEAL TO ATTACH THE
PREVIOUS REQUEST TO THE ATTACHMENTS, THIS HELPS THE USER

IDENTIFY THE CHANGES AND PREFERRED BY THE PRESIDENT’S OFFICE

Tips and Tricks to Save Time

Amending a Request after Travel has Occurred. Go 
to �Extension of� and search the Request to Link 
to. 



Tips and Tricks
to Save Time Available Expenses

TIP: Start Early! 
By adding available expenses to Travel Reports
or Travel P-Card Reports you avoid the billing

cycle notices on being delinquent.

Tips and Tricks to Save Time



Tips and Tricks
to Save Time

Where’s my Report?
Real-Time Tracking

Check comments and
actions taken

Tips and Tricks to Save Time



Tips and Tricks
to Save Time

Report Timeline 
Who Approved?



Tips and Tricks
to Save Time

Concur Mobile AppTips and Tricks to Save Time Concur Mobile App 



Tips and Tricks
to Save Time

Connect Uber and LyftTips and Tricks to Save Time



Tips and Tricks
to Save Time

Connect TripIT Pro

My Itinerary on TripIt
Pro

Free with Concur
Mobile App ($49
Annual Value)

Tips and Tricks to Save Time

My Itinerary on Triplt  Pro

Free with Concur
Mobile 
App ($49
Annual 
Value)



Tips and Tricks
to Save Time

Alert Signs-Are a way of letting
you know to double-check on an
entry (This will not prevent you
from submitting)

Exceptions must be resolved
before submission. (All
Exceptions must be cleared
before submitting)

SAP Concur User Interface Icons

Tips and Tricks to Save Time
Icon Name Description

Check sign icon. Success Indicates that all required approvals have been processed.

Plus sign icon. Add Indicates that the user can add a new item.

Trash can icon Delete Indicates the ability to delete an object.

Exclamation icon. Exception Indicates an exception must be resolved before submission.

Question mark icon.Question Indicates a question that does not precent submission.

"I" icon. Information Indicates an exception that does not prevent submission.

Hazard sign. Alert Indicates an exception that does not prevent submission.

Calendar icon Calendar Indicates that the user can click the icon to access the calendar popup.

Pinned note icon. View Image Indicates that the suer can click the icon to view an image.



Tips and Tricks
to Save Time

Alert Signs-Are a way of letting
you know to double-check on an
entry (This will not prevent you
from submitting)

Tips and Tricks to Save Time



Tips and Tricks
to Save Time

Adding Comments help the
approvers understand the
warnings. (This will not prevent
you from submitting, but helps
speed up the process)

Tips and Tricks to Save Time



Sign Up for Direct 
Deposit

How to 

Can go through the
Concur Portal under
Read More and scroll
down to TRAVEL
REIMBURSEMENT...Click
Direct Deposit

Can go through Concur Portal under 
Read More and scroll down to 
TRAVEL REIMBURSEMENT...Click 
Direct Deposit



Sign Up for Direct 
Deposit

How to 

Fill out the FormFill out the Form



Sign Up for Direct 
Deposit

How to 

Fill out the Form and
attach a Bank Memo
or a VOIDED check to
travel@fullerton.edu

Fill out the Form and
attach a Bank Memo
or a VOIDED check to
travel@fullerton.edu



Sign Up for Direct 
Deposit

How to 

When you are set-up
and your
reimbursements
come in, you will
receive an email
from:
ap@fullerton.edu



Sign Up for Direct 
Deposit

How to 

This is the attached 
Direct Deposit Advice
in the E-mail



If you are signed up for Direct Deposit of
your Paycheck, it DOES NOT mean that
your reimbursement/s for out-of-pocket
expenses will come through a Direct
Deposit

Important

Payroll (Human Resources) and 
Reimbursements (Accounts Payable) 

run on two different systems



If your address changes and/or your bank
account changes

Important

Change your address and/or
bank routing numbers with HR

Change your address and/or update your bank
routing numbers with Accounts Payable:
ap@fullerton.edu

The two systems DO NOT Talk



Tips and Tricks
to Save Time

Concur no longer requires you to know
the Expense Type to get the correct

Itemization for Account Codes

Concur no longer required you to know 
the Expense Type to get the correct 
itemization for Account Codes.



Tips and Tricks
to Save Time

Administrative Systems  (AFIT)
P-Card Expense Type Definitions



Use Learning as a
Goal to Save time

Use the SAP Concur Mobile App

Create your Expense report early and add in
available expenses

Close out Open Travel Request

Use ExpenseIt AI 



Enjoy
Your Trip

Select “Master  Concur
Travel Reconciliation: 

Expert Tips, Common Pitfalls,
and Essential Checklists” 

Click here for the Link



Upcoming Training
Continue the Learning 
 Journey (In-Person)

https://financialservices.fullerton.edu/training/

Mastering Concur P-Card
Reconciliation: 
Thursday, April 24
10-11:30 am (Time may
Change)

Mastering Concur and P-
Card Reconciliation: 
Thursday, May 8
10-11:30 am

Upcoming Training



Staying Connected
and Thank You

Academic Financial Services

AFS@Fullerton.edu

Accounts Payable and Travel

Travel@fullerton.edu

Concur@fullerton.edu



Additional Resources
Closing out a Travel Request

Different Fund Allocations and Adding
Approvers

Accounts Payable and Travel Checklist

Academic Affairs Common Mistakes List

Closing out a Travel Request 

Different Fund Allocations and Adding 
Approvers 
Accounts Payable and Travel Checklist 

Academic Affairs Common Mistakes List 


	
	Essential Tips & Tricksto Optimize Concur
	Concur Travel Reconciliations
	Agenda



