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Types of Concur Expense Reports

How many types of
Concur Expense
Reports are there?



Types of Concur Expense Reports ¥
How many lvpes are there?

3 Types of Travel
Expense Reports

Travel Report

P-Card Travel for Others

Blanket Travel

P-Card Expense Report

OJOIOIO

| P-card Expense

Report



Types of Concur Expense Reports ¥
How many tvpes are there¢

L Loncur Expense v

M
Create New Report
Travel Report
Create From an Approved Request

Policy *

When do | use this? State Travel

Report/Trip Name * 9 Report Date

03/05/2025

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 Reports ¥
How many tvpes are there?

oncur Expense Vv

| Create New Report
Travel Report
NO mlﬂg COﬂveﬂtlon Create From an Approved Request

Policy *

State Travel

How do | use this?

Report/Trip Name * 6 Report Date

03/05/2025

Example for Domestic Travel: Sep 2025 San Diego, CA
Month Year Destination (Clty, Sta e)

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



Types of Concur Expense Reports
How many lvpes are thereé

E: Y Concur Expense v

M/
Create New Report
@ P-Card Travel for Others _ -
Create From an Approved Request

Policy *

State Travel

When do | use this?

Report/Trip Name * e Report Date

03/05/2025

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.
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How many lvpes are thereé

E: Y Concur Expense v

| Create New Report
P-Card Travel for Others
N(]mlng COnVent|OnS Create From an Approved Request

Policy *

State Travel

How do | use this?
Report/Trip Name * e Report Date

03/05/2025

Use P-Card Billing Cycle Dates

Naming Convention for Pcard Travel Expense Report.
e Pcard Travel Month Year
e Fxample:. Pcard Travel Sep 2023
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Ho&) many types are theres

Concur  Expense v

"4
Create New Report
@ Blanket Travel
Create From an Approved Request

Policy *
State Blanket Travel

Blanket Travel Month/Year * ig) Report Date

When do | use this?

03/05/2025

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
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How many lvpes are there?

J7 Concur  Expense v

M Create New Report
Blanket Travel
NQ mlng COnventlonS Create From an Approved Request
Policy *
. State Blanket Travel
How do | use this?
Blanket Travel Month/Year * ig) Report Date
Travel Request (Blanket Travel) 03/05/2095

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)BIcmket Travel (Mileage and Parking) for "Report/Trip Purpose” on the Concur Expense Report (blanket
travel
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How many lvpes are there?

— ¥ Concur  Expense v

M
Create New Report
P-Card
Create From an Approved Request

F:- q _.:I - | : .::'_I *

State P-Card

How do | use this?

Report Date

03/05/2025

If you are a P-Card Holder, and use your P-card to purchase goods and
services.
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—_— E: 7 Concur Expense v

P_CO rd o Create New Report
NG mlng Conventlons Create From an Approved Request

Policy *

State P-Card

How do | use this?

Report Date

03/05/2025

Naming Convention for Pcard Expense Report:

e Month Year Pcard
e Example: Sep 2023 Pcard
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Reconcile Travel All OTHER
Paid for Others Expenses
via P-card —— » shouldbe --——ro:
(Reconcile as Reconciled
State Travel) via P-card

J

*Q #'s needed
for Services

Hemn::ileo NGO O

| oth *ITR #'s for
all other SOMme
Expenses technology E};g::z:as |
(Reconcile purchases
as D-11' (See
P-Card) Needed for Above)
Hospitality

@ O

Annual Estimated
Travel Expense for
Mileage + Parking

Mot used as a
blanket for other
travel needing
additional
EXDENSES

— -

+ Reconciling your Travel Reguest
(TR):

Link all amended request number's (4
digit, combo of leiters 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 ravel paid by your own
P-card into your travel claim.

+ Maming Conventions:, and
Year for the travel date a he trip
Destination (City, State)

DOMESTIC EX.: SEP 2023 Pomona,
CA

INTERNATIONAL EX.: SEP 2023
ITALY

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 expensa report
select State Travel and use the billing
cycle period as the begin and end
date of tnp.

Maming Conventions:

Ionth and_Year for the FeGard billing

cycle dates

+ Example: P-Card Travel Sep 2021

Reconcile all P-Card Transactions:
Add in all transactions incurred far the
billing c:yele

Q and ITR Numbers, D-11"s:

s needed for one-lime senvice
exceptions.

ITR#'s needed for some lechnology
purchases.

D-11's Meeded for Hospitalty

+ Maming Conventions:

Tdonth and_ Year for the P-Card billing

cycle dates
Example: P-Card Sep 2021

Blanket Travel:

Reguestad al the haginning 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 far
the FY

Maming Conventions:

Eizcal Year for Blanket Trawvel
Example: Blanket Travel 2023-2024

*

+ Types of Expenses (P-card OK):
Workshops/Reqistration Fees
Airfare

Locging

Ground Transportation:
Taxi/Uber/Lyft, etc.

Per Diem {Personal Cash or Card):

Mot an allowable charge on P-card.
Incidentals:

Will populate at the daily rate if on
lravel

Business Meals, Hosted Meals
(D-11's Required) Will be required if
laking guests out for a business
meal, purchasing gifts and
promotions.

« Types of Expenses:
« Mon-Employee Travel

Ajrfare

« Lodging

Ground Transportation:
TaxiUber/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,

+ Types of Expenses:

Workshops/Registration Fees
(VIRTUAL no ravel) that need to be
coded as 660801-Memberships [Prof
Org)

| EBxpplies and Goods

« Senvices (Q#'s Needed)

« Hospitality (0-11's Meeded)

« 1T Hardware!/Softewars (ITR's Neaded)

Faculty Recruitment Codes:
GE0B40-Facully Recruitment
(InfOut)-Except Meals

660842 -Facully Recruitment Meals

« Types of Expenses:

Farking

« Mileage

*MOTE: Defensive Driver's Training
needs o be completed

« STD 261 should be completed and

on file with the employee's home
department.

*

Link from the travel request:
Create a New Expense Claim
Report,make sure all admended
rerguests are linked by going 1o
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:
Lacging
Clear all Red Flags:
These are required fields
Check Allocations:
Report Headers --= Allocation
Summary
Traveler's TR #
Code in Traveler's Reguest Number
wherever Possible in Reguest 1D
Make sure ltem types are all fixed
before allocating budgets:
It you allocate the budget before
setting iten types, it will not save.
ltemizations Must equal 0
Lodging
Clear all Red Flags:
These are required helds
Check Allocations: Report Headers
= Allocation Summary

Qi's, ITR #'s, and D-11's:

NOTE: all @'s #'s, ITR #'s, and attach
signed and completed D-11's as
NECessary

Make sure Iltem 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
SUMITIEry

Traveler's TR &

Code in Travelers Reguesl Number
wherever Possible in Request ID
Reconciliation:

« Monthly Travel Claims should be

submitted monthly as mileage ani
parking is incurred
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How to Allocate
Different Funds

Lo a transaction



How to Allocate ¥

Different Funds

ur Expense v

nses Card Transactions

g 2024 Santa Barbara, CA $2,975.61 Copy Rep

Click “The transaction ent Confirmed | Report Number: YZX35P
in which you need to g

change the allocation W

forll F80.84 $0.00

Details v  Print/Share»  Manage Receipts v  Travel Allowance v

In this case “Select
Registration Fees and

erts|T CommentlT Receiptll Payment Typell Expense Typell Vendor Details T Datel® Approved [T w

T | | USBank Visa Taxi/Shuttle ey - - 08/05/2024 s > v
WorkShOpS ¥/ 4 | | Goleta, California ltemized
F= L 14.99
| USBank Visa Taxi/Shuttle yit 08/05/2024 5 > b4
R Santa Barbara, California ltemized
L 20.55
USBank Visa Taxi/Shuttle yit e 08/05/2024 3 E > b4
Santa Barbara, California ltemized
7 L 71.96
USBank Visa Taxi/Shuttle yit o 08/05/2024 $ I > w
Fullerton, California Itemized
United Airli 0.00
USBank Visa Airline Fees (Baggage; Wifi; etc) L 08/04/2024 yot. > v
- Los Angeles, California Itemized
WESTERN ASSOCIATION OF CO Lz
USBank Visa Registration Fees/\WWorkshops . 05/15/2024 Allocated > W
Santa Barbara, California
Itemized
United Airli 338.96
USBank Visa Airfare PHETL SIS 05/15/2024 4 > v
Santa Barbara, California Itemized

$2,975.61
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Different Funds

=7 Concur  Expense v

Manage Expenses Card Transactions 1 . SE'ECt |temlzatlﬂﬂ5

Select “ltemizations Details ltemizations /

ees/Workshops $1,225.00
(5 Allocate Al 2. Select Allocate

Select “Allocate”

Expense Type * ﬂ

Registration Fees/Workshops

Transaction Date * Report/Trip Purpose *

05/15/2024 Conference

Business Purpose Enter Vendor Name *

WACUBO Business Management Institute-Bonnie WESTERN ASSOCIATION QF CO
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Different Funds

7 Concur Expense v

atocate 1. Defaulted to Percentage 2. Select Amount

Th e Defa UIt Will be ltemizations: 1 $1,225.00 View Allocation Group
Percentage

Amount Allocated §1,225.00 @ Remaining $0.00

$1,225.00 100% 0%

Default Allocation

Code Percent %6

In-State-10237-10316-THEFD 59.18367347

Select //A moun t” Trip Typell Division|T Department ID.LT Gen Fund T Class|T Programs /T Codel= Percent %

In-State Vice President of HR Diversity and Equity SWOO01:RMP SWAT In-State-10131-10089-5W001
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Different Funds

Allocate

ltemizations: 1 $1,034.01

Default allocations
are automatically e

mapped to your $1.034.01

home dept.

Default Allocation

Code

Out-of-State-10237-10316-THEFD

Allocations (0)

Select “Add”

Armount

Allocated 100%

$1,034.01

Default Allocation
(Your Home Dept.)

No Allocations
sfault allocation

nart or all of t

I @ Re maining 0%

$0.00

Add another chartfield




How to Allocate
Different Funds

P Concur  Expense v

Edit Allocation >
- Allocate

* Required field
7 ” ltemizations: 1 £1,034.01 View Allocation Group Trip Type *
Select “Allocate

Amount

Amount Allocated

@ Remaining O
$1,034.01 . $0.00

Default Allocation

f (10033) AVP of Financial Services
o Add “New Chartfields” Code
. for allocation Out-of-State-10237-10316-THEFD

(THEFD) THEFD:CSU Operating Fund
Allocations (1)

Trip Typell Division]T Department IDJT

Codel=

In-State VP Administration & Finance AVP of Financial Services In-State-10238-1(




How to Allocate ¥
Different Funds

" Concur  Expense v

| Add Allocation
—— Allocate W Favorite Aliocations
ltemizations: 1 $1.034.01

* Required field

Add New Chartfield

Percent Amount

[ o o Y/4 - x
Z/’| Select “Division i —

$1,034.01

Default Allocation

Code ERRAINeT. 2 Amount USD
Out-of-State-10237-10316-THEFD 51,034.01

Allocations (0)
(THEFDY THEFD:CSU Operating Fund *

2’| Select “Department ID” conce (D

No Allocations

Select “Fund”, “Class”,
7’| and “Program?”, if
necessary

Cancel
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Different Funds

—— EXPE[‘ISE‘ ~

Allocate

% New Chartfield is temizstions: 1 $L03401  View Allocation Group
added — f

Amount Allocated 100% & Remaining 0%

$1,034.01 | $1,034.01 $0.00

Default Allocation

New Chartfield

Code Amount USD

Out-of-State-10237-10316-THEFD 50.00

Allocations {1} | (¥ Add | Save as Favorite

] Trip TypelT DivisionlT Department IDJT Gen FundlT Class|T Programs T ! E Amount USD

Qut-of-State VP Administration & Finance AVP of Financial Services THEFD:CSU Operating Fund Out-of-State-10238-10033-THEFD 1,034.01
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Different Funds

P Concur  Expense v

Allocate

Add in the amount
for the different fund
allocation

Itemizations: 1 $1,034.01 View Allocation Group

Armount Allocated 10056 ® rema ir'uir':g 0%

$1,034.01 $1,034.01 $0.00

Default Allocation 2. Creates the split amount, remaining

. balance to the default chartfield Amount USD
A Utomatl.ca.lly to tal Qut-of-State-10237-10316-THEED #’ $534.01
the remaining

balance to the Allocations (1) 1. Entering the $500 allocation

| () Add | Save as Favorite

de fGUIt (] Trip Typell Division]T Department IDJT Gen Fund [T Class [T Programs [T Codel= \ Amount USD

Out-of-State WP Administration & Finance AVP of Financial Services THEFD:C5U Operating Fund Out-of-5tate-10238-10033-THEFD 500.00
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Different Funds

Blue “Allocated” -
Ll CopyReport | Delete Report
means that the funds T Jpy eper s

are allocated

View Available Receipts [
Double-Clicking the

Blue “Allocated” will S A Feeres |
open up the different | © Add Expense |
funded allocations

Vendor Details]T Requested]T

$1,034.01
03/19/2024 Allocated

ltemized

Palazzo

Las Vegas, Nevada

$1,034.01




Closing Out Travel Requests

Why Close Out Open

Travel Requests?



Closing Out 3
Travel Requests

bme | Requests / Manage Requests
It is best business

el e T 1anage Requests

TR if there is a

rema I ni n g ba I ance Req uests view: Approved wv ‘ (*) Create New Request
Request NamelT StatuslT Request Datesl® RequestedlT Approvedl? Remaining amountlT
g I(le“e’bl ’Ilgégcljl l(’:tlf' i CV % Ith e I“'L:‘ ”ir:ﬁ'z” ARSI ipfi‘:j 06/10/2024 $586.44 $586.44 $586.44
open up the TR March 2024 San Jose, CA Approved ooy R

ID: 4JM4 02/23/2024

Jan 2023 Denver, CO Approved

11/08/2023

01/20/2024




Closing Out
Travel Requests

Home / Requests [ Manage Requests / June 2024 Anaheim, CA

Elbaal v rale S June 2024 Anaheim, CA $586.44 Copy Request | Cancel Request

that a” eXpenseS Approved | Request ID: 4LNM
have been paid Out in Request Details v  Print/Share v Attachments@v

OBIEE Y —

REPORTS: 1

Remaining ChUOSe CIOSE a req UESt

$586.44

Double-Clicking EXPECTED EXPENSES
“Close Request”

Expense typell Details 1T Datel? AmountlT RequestedlT

Registration FeesWoaorkshops Anaheim, California, UNITED STATES : Liaison Conference attendance 06/10/2024 $495.00 $495.00

Parking Parking at the Disneyland Hotel 06/10/2024 570.00 $70.00
Y/ /4
Closed Requests = . : ; _ » _— :
I b Mileage Anaheim, California, UMITED STATES : From Cal State Fullerton to Disneyland Hotel {x2 days) 06/10/2024 $11.39 $11.39
can aiways oe
recovered Vileage Anaheim, California, UNITED STATES : From Disneyland to Home (after work hours) (x2 days) 06/10/2024 $10.05 $10.05

$586.44




Closing Out
Travel Requests

anage Requests [ June 2024 Anaheim, CA

v DO NOt ”CGHCG/” a 24 Anaheim, CA $536.44 Copy Request Canc%&que&t Close Request

RequeSt est ID: 4LNM

Print/Share w Attachments @ v

A Cancelled Request Do Not Cancel a Request

2 no longer exists in the
Concur System

Details |T Datel® Amountll Requested|l

s/Workshops Anaheim, California, UNITED STATES : Liaison Conference attendance 06/10/2024 $495.00 $495.00

Parking at the Disneyland Hotel 06/10/2024 $70.00 $70.00

Anaheim, California, UNITED STATES : From Cal 5tate Fullerton to Disneyland Hotel (x2 days) 06/10/2024 $11.39

Anaheim, California, UNITED STATES : From Disneyland to Home (after work hours) (x2 days) 06/10/2024 $10.05 $10.05

$586.44




Closing Out
Travel Requests

Confirm
You are about to permanently « this request. This will
A P Op_ U p Wi n d ow Wi I I Home / Requests [ Manage Requests [ June 2024 Anaheim, CA ' ] o It'; a.r:;}qlr:;e quLli:rlr::'i;frT:I
v ask you if you's like to _  available requests to assign to an expense
permanen tly Close June 2024 AnahE|m’ CA $58 Copy Request | Cancel Request Close Request
ou t a TR Approved | Request |D: 4LNM s
Request Details v  Print/Share v  Attachments @ W
REPORTS: 1 - :
Double-Clicki OK Remaining Click "OK" to confirm and close
A ouble-Clicking “OK” $586.44
will permanently |
close the TR and EXPECTED EXPENSES
close out any
remaining balances Expense typelT Details [T Datel= AmountlT RequestedlT

Eegistration Fees/Workshops Anaheim, California, UNITED STATES : Liaison Conference attendance 06/10/2024 $495.00 $495.00

Parking Parking at the Disneyland Hotel 06/10/2024 $70.00 $70.00

Mileage Anaheim, California, UMITED STATES : From Cal State Fullerton to Disneyland Hotel (x2 days) 06/10/2024 $11.39 $11.39

Mileage Anaheim, California, UMITED STATES : From Disneyland to Home (after work hours) (x2 days) 06/10/2024 $10.05 $10.05

$586.44




Closing Out ¥
Travel Requests

['.lu‘.| .|I'__"l'- LPILIRSIS

REQUEST LIBRARY

Hequesi Hame 7,
Remaining Balances ST

Remaining Balances |[FNFISErausraymaes
are removed. -

REQUEST LIBRARY

A iR

*This is best business - o 021182023 $1,150.00  $1,150.0¢
practice to close out — Approved o
aid TRs. | 126202 S o '
P Remaining Balance is removed -~
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How to avoid them
Aqendas @ Personal Days
@ J (Do Not Match Itinerary)

@ Meals and Incidentals @ Not Linking Travel

Requests to the Travel
Expense Report
@ Receipts



Common Pitfalls
How to avoid them

Congratulations! Your registration is complete!

Attendees
Greetings:
Thank you for registering for the NOHS24 National Conference!

I look forward to having the opportunity to meet you in person at our annual event this vear. [ hope you will find the event a
valuable and fun expenience. The National Orgamization for Human Services is working to create a professionally worthwiule
and personally fulfilling conference. See you in November

Cancellation Policy: Cancellations received on or before September 30th will receive a foll refund minus a $20 administrative
processing fee. Cancellations received after October 1 or no-shows will not receive a refund and there is no credit refund given
for partial attendance. All cancellation requests must be received in writing to our offices by October 1, 2023. Please note this i a
FIRM policy

There are no refunds for the Ambassador Program

Thank vou for registering
Respectfully,

National Organizafion for Human Services

info@nationalhumanservices org (mailto:info@nationalhumanservices.org)

Attendee Name Registration Type Status Total

Total: $275.00

One-Day (In-Person) NOHS Professional Registered $275.00

Flight Receipt for Los Angeles,

PASSENGER INFORMATION

FLIGHT INFORMATION

Date and Flight
LAX>MSY
Wed 06Nov2024 DL 2154

MSY=LAX
Sun 1ONov2024 DL 1112

DETAILED CHARGES

Air Transportation Charges
Base Fare:

Taxes, Fees & Charges:

United States - September 11th Security Fee(Pas

Civil Aviation Security Service Fee) (AY)
United States - Transportation Tax (US)
United States - Passenger Facility Charge (XF)
United States - Flight Segment Tax (ZP)

Total Price:

paid with Visa *+sesesess

CA to New Orleans, LA

Confirmation Number: GP7ZF

Status
OPEN

OPEN

$699.30

senger

$11.20
$52.45

$£9.00
$10.00

$781.95




Common Pitfalls

. January 16 3598
HO&) tO aUOZd them Thanksforriding-

W hopa you anjoyad your
ride this aftermoon.

Thank you for paying your 2024 PAMLA conference fee, and for joining us for the conference. Here is proof
of your payment of $220 for the conference fee.

All my best,

Dr. Craig Svonkin
PAMLA Executive Director

Total $73.93

Trip fare $63.93

Order #7177

Subtotsl $43.03
Booking Fee $4.54
WA Drrver Resource Center Fund Fee $0.15
Seattle Transportation Network Company Tax  $0.42
WA Drrver Benefils Fee $0.61
City of Sestte Regulatory Fes $0.18
SEA Airport Surcharge $4.00
City of Seatte Accessibdnty Fee $0.10

Item Quantity Price

2024 Conferance Registration 1 $220.00

Liowniocad Fur
Subtotal $220.00 This is not a payment recedpt. It is a trip summary to
acknowledge the compietion of the mip. You will
recelve a lrp receipl when the payment s processed

Total $220.00 with payment informaton

Payment Information
Tou roda wilh Jenwd
Card Type: Visa

Card Numiber XXK)-
Expiration Date. 000X
lotal Amount: USD 220.00

489 Raung Has passed g mult-step salsty

BCreen
Hats or tip
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How to avoid them

Subtolnal

Mg Fae

Payments
Payments
z -
V1724 it

iﬂ_mﬂm for more information ""'Eh.ldll'lﬂ rvoices (where available)

Visit the trip page for more mformation, including imvosces (where available)

Y o rocke: wath Howard

You rode with Javier
Ubar X, 34 miles | 15

Comior

8:16 AM | 3400 Biscayne Bivd s .
I T i & . T 45‘bp'ﬂ 2400 Biscayn

514 PM | 437 Wast
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How to avoid them

- NOVEMBER 10, 2024 AT 6:14 PM

Thanks for riding with

Jesper!
100% of tips go to drivers.

U httpy//bitly/2PT4lg

WYL fare (20.44mi, 22m 36s) $47 .54
Service Fee, includes a $0.35 1y
Y California Driver Benefits $3.45 S
Fee
Priority Pickup Upgrade $2.05
Tip $13.26

Visa $66.30

Payments
The fare above includes any other Fees and e -
11/6/24 11:31 AM

Other Charaes. as applicable.
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Checklists

XK

Travel Checklist

Cal State Fullerton

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

Travel Checklist- Employees

L] L]

ENmimln

[ ]

Pre-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 approved, 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
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.
Flicht comparisons are reqauired for personal travel davs and unerades.



Essential ¥ Travel Checklist
Checklists

¢ Travelers may secure lodging when traveling on business more than 25 miles (one way) from their
normal work location or home whichever is closer.
L] The nightly lodging rate for domestic travel may not exceed 5333 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.

Car Rental

L] Travelers should rent economy or intermediate class cars unless these sizes are not adequate to
meet the business purpose of the trip.
L] When renting a vehicle, travelers are expected to utilize rental agencies with which the State of
California or the University have negotiated contracts which include insurance coverage.
o Contact Travel department for company code and PIN
o C5Uis contracted with Enterprise Rental Car

“Itemized Receipts”

*Policies may vary Receipt Requirements

within each CQII?QQ/ L] itemized receipts for all expenses in excess of 575 dollars must be submitted with the travel

Department/Division expense report (meal per diems do not require receipt unless funding source is a grant reguiring
receipts)

o Anitemized receipt: demonstrates the cost, shows what was purchased, and (usually) provides
proof of payment (shows it was paid).



Fssential % Blankel Travel Checklist
Checklists e

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

Blanket Travel Checklist- Employees

J_II

1=l 1fntTarfriacion

Only one Blanket Travel Request is submitted each Fiscal Year for travel within California
Only expected expenses should be Mileage, Parking and Tolls (excluding FastTrack, Express Lanes,

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

All expenses incurred beginning July 1, 20XX must be linked to the approved FY 24/25 request

L] []]ges

&

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”

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

HEEEN



Essential 9|é w
Ch 6 C/{ lZ.S tS - r. hmttted within 15 days of the close of the month

Only one expense report is submitted each month

L] ] L__I

Travel dates for different months must be listed on separate Expense Reports and not combined
on one report to avoid duplicate payments
Maming convention should be same for every employee and include “Blanket Travel” Month Year
o Ex: "Blanket Travel JUL 2024"
Report Start/End Dates are the first and last day of the month
o Ex:07/01/2024 -07/31/2024
L] For Report Trip/Purpose select "Blanket Travel (Mileage and Parking) from the drop-down menu

L

L

H Regularly Scheduled Work Day, mileage is calculated as follows:

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

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

Regularly Scheduled Work Day, mileage is calculated as follows:

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

o 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)

L



Essential ¥
Checklists

Commonly Missed Items
Travel Request 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

)

Expenses: Registration should match what is
on the agenda. If the conference has no cost,
the traveler should enter SO 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

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.

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 eoriginal 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 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 1o use the meals and incidentals
expense type before Jan. 1, 2024. (Please see
Chancellor Office Travel Policy on Per Diem).

Lodging Itemizations: Must match reciept 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
@0-days of travel may have taxable consequences.




Tips and Tricks

Tips and Tricks

Lo save Lime



Tips and Tricks ¥

o Save Time

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

Authorization Requests 2 Available Expenses 2 s Expense Reports 2
Click "Read More" for information on Naming
Conventions, P-Card Reconciliation Dates, Links
RE INFORMATION ON UNIVERSITY TRAVEL UPDATES W0 e sl S echlngs. HATIRG VKIEas C1.
READ MORE

S
5 - Mileage Reimbursement Rates Effective January 1, 2025

4 - General Services Administration (G5A) Meals and Incidentals Per Diem Rate Increase Effective October 1, 2024

Read More



Tips and Tricks ¥

. Amending a Travel Request
o Save Time J -

February 2025 Pcard $4,428.22
Mot Paid | Report Number: HZNLAD /

Report Details v Print/Share » Manage Receipts v A TRAVELER CAN NOW "RECALL" AND AMEND
A TRAVEL REQUEST PRIOR TO THE TRAVEL DATE.

b

Alerts|T CommentlT ReceiptllT Payment Typell Expense Typell Vendor Details]T Datel? Approved [T W
s $49.27

USBank Visa D11 Without Services READYREFRESHWATERSERV 02/14/2025 Bllocated ) b d
Itemized
$541.97

A = i USBank Visa Goods Delta Air Lines 02/11/2025 Allocated > v
Itemized
P $541.97

F1y = | USBank Visa Goods Delta Air Lines 0211172025 Allocated ) w
Itemized
S $541.97

1Y = ‘ I USBank Visa Goods Delta Air Lines 02/11/2025 Allocated > v
' ltemized
PR $541.97

A = | | USBank Visa Goods Delta Air Lines 02/11/2025 Allocated > v

ltemized

Once Travel has Commenced, you will need amended travel request. $4,428.22



Tips and Tricks ¥
Lo save Lime

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 PRESIDENTS OFFICE




Tips and Tricks ¥
to Save Time Available Expenses

Available Expenses

TIP: Start Early!
By adding available expenses to Travel Reports
or Travel P-Card Reports vou avoid the billing
cycle notices on being delinquent.



Tips and Tricks % Where’s my Report?

o Save Time

Monthly Expense Report .. s

Summary Details Receipts » Print / Emailw

Claim
EIF% Claim Header Vieww
| Dateds Totals Reviewed Amount Approved
15/ Audit Trail N | £20.00 £20.00
L& & pproval Flow i
v l_E‘mEﬁla'rm Payments M £30.00 £30.00
Ej? 7] Comments
Allocations
Allocations

Real-Time Tracking

Sudit Tranl

Claim Level

DateMimel

23002024 11°12

LIQL2024 1109

Entry Level
DatefTimelT

Updated By Action Description
Felly, Smh Approval Status Status changed from Mot Submitted =
Changs 1o Submitted
ComeETiend
JSET, ADPIOVEr Approval Status status changed from Submittéd &
Change Pending Approval 10 Sent Back 10

Employes
Commeni: This Expense Report
being sent back to the Employee
Decauss..

Updated By Action Description

5

Check comments and

actions taken

Llose

Processors can view the Audit Trail to view all the details within the Expense Report.




Tips and Tricks

o Save Time

Aug 2024 Santa Barbara, CA $2,975.61

Payment Confirmed | Report Number: YZX35P

REQUEST

Approved
$£3,289.84

Remaining
£0.00

Report Details » P

Report

r
EEPOH Feader _J

Feport Tolals

Report Timeline
Audit Trail
Allocation Summary

Report Payments

Linked Add-ons

Manage Requests

rint/Share v  Manage Receipts v  Travel Allowance v

rentlT Receiptl]

Payment Typell

Cash/Personal Credit Card

USEBank Visa

LUSBank Visa

Cash/Personal Credit Card

Expense Typell

Meals and Incidentals

Taxi/Shuttle

Taxi/Shuttle

Meals and Incidentals

Report Timeline
Who Approved?

Report Timeline

Aug 2024 Santa Barbara, CA| $2,975.61

Approval Flow

(Ej Default Approver

Sharon Ting
August 20, 2024

(:*-"') Adhoc Manager Approval

Cecilia Chik
August 21, 2024

Pl
f{:) Approval for Processing

Mancy Lopez
September 6, 2024

Report Summary

Friday, September 6, 2024

Status: Approved

Status Updated: Mancy Lopez
Sep 6, 2024 4:06 PM

Wednesday, August 21, 2024

Status: Approved
Status Updated: Cecilia Chik
Aug 21, 2024 4:52 PM

Tuesday, August 20, 2024

Status: Auto Approved
Status Updated: Concur System
Aug 20, 2024 11:08 AM

Status: Auto Approved

Status Updated: Concur System
Aug 20, 2024 11:08 AM

Status: Approved

Status Updated: Sharon Ting
Aug 20, 2024 11:08 AM




Tips and Tricks ¥
o Save Time

Manage spending on-
the-go with the SAP
Concur mobile app

Create and submit expense reports, manage travel, and
approve invoices anywhere, anytime.

# Download on the GETIT ON
| ¢ App Store < Google Play

Concur Mobile App

SAP Concur

a—




Connect Uber and Lyft

Tips and Tricks ¥
to Save Time o lyh R $77.99

Lyh Visa - _
Los Angeles CA LS

TOta | $49 '92 https: e Iy it comy 08/08/2024 12:08 PM

e e e —— e

| InLos Angeles, on average, roughly 45% of the customer price went towards
covering government-mandated commercial insurance for rideshare in July 2024,
one of the highest rates in the country.

Plck-up 12:15 PR Drop-off

9851 S Sepulveda Blvd _

Los Angeles, CA US 90045 Fullerton, CA US 92832

Trip fare Driver number
S68909592503887490

Duration Distance
00:45:31 34.24 mi

Subtotal
Booking Fee @

CA Driver Benefits @ o e
Description Amount

Access for All Fee @
Fare 244 71
Service fee 5
Sales Tax
Sales Tax
Tip §7.00
priceAdjustment $-0.12
Payments priceadjusiment g4 38
[Z] Work Stateside PCard (D piscoAdpstment $13.67
S Total: $77.99




Tips and Tricks
o Save Time

My Itinerary on Triplt
Pro

Free with Concur
Mobile App ($49
Annual Value)

Connect TripIT Pro

(REr- ol = S
$ h ©
WACUBO Leadership —
Institute 3:'% -
Mon, Aug 5-Thu, Aug 8, 2024 .i'”f_‘!;.;é
ol -
% MONDAY, AUGUST 5, 2024
|
pLE :20 LAX - SBA
T AM UA 4726 (United Airlines)
Hilton Garden Inn Santa
Barbara/Goleta
Check in: 3:00PM PDT
G878 Hollister Ave, Goleta, CA 93117, USA
4:00 BMI Reqgistration-Corwin lobby
“ PDOT PM
¥
{4 5:30 First time Attendee Orientation
POT PM Cowin BOaRNg
6:30 conversations, connections, Chow

LICSE Lagoon

TUESDAY, AUGUST 6, 2024

8:00

JE AR

B:45
POT AM

10:00

Al

10:15

.
T AN

EMI

Welcome BMI
Lotte Lehmann Concert Hall

Break
Track 3- Strategic planning A h
Loma Pelona Center 1100 "'s&a:"-fu_?‘i'

——

10:12 all = 8

[External] Triplt Pro alert: Departure
change for UA 4796 (LAX to SBA) on
8/5/2024

L

Trip’

Triplt Pro alert: Departure change for
UA 4796 (LAX to SBA) on 8/5/2024

The scheduled departure time for UA 4796 (LAX
to SBA) departing 8/5/2024 has been changed
to 10:35pm PDT (from original 10:35am PDT).
This flight is now scheduled to arrive at 11:31pm
PDT. Your itinerary has been updated to reflect

this change.

For help or changes, contact United Airlines:
1-800-864-8331

View your trip to access the latest flight status

information.




Tips and Tricks ¥
o 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 lcons

Ilcon

o

@ © @

Name

Success

Add

Delete

Exception

Question

Information

Alert

Calendar

View Image

Description

Indicates that all required approvals
have been processed.

Indicates that the user can add a new
item.

Indicates the ability to delete an object.

Indicates an exception must be
resolved before submission.

Indicates a question that does not
prevent submission.

Indicates an exception that does not
prevent submission,

Indicates an exception that does not
prevent submission.

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

Indicates that the user can click the icon
to view an image.



Tips and Tricks
o Save Time

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

eport Details v  Print/Share v  Manage Receipts v

AlertslT Commentll Receiptll Payment Typell Expense Typell Vendor Details [T Datel®

UBER *TRIP
‘ USBank Visa Taxi/Shuttle 10/12/2024

Pomona, California

A 5 -

Alerts X
UBER *TRIP
Taxi/Shuttle 10/11/2024
Pomona, California
A\ Warning: This report contains expense(s) outside of the

trip dates, please review for accuracy. UBER *TRIP

i Taxi/Shuttle 10/11/2024
View AR Pomona, California

' EB *ACE WOMENS NETWORK
‘ L ‘ USBank Visa Registration Fees/Workshops ¥y 09/11/2024

= | Pomona, California




Tips and Tricks ¥
o Save Time

COMMENT ©

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

Sent for Payment | Report Number: OYX9UX

REQUEST
Approved Remaining
$309.00 %0.00

Report Details v  Print/Share v  Manage Receipts v

Alerts)T CommentllT Receiptll Payment Typell Expense Typell Vendor Details [T Datel® Approved /T W'
UBER *TRIP 5.92
O = | | USBank Visa Taxi/Shuttle - 10/12/2024 o i > v
= !__ _! Pomona, California Itemized
Comments: 1 X
UBER *TRIP 37.94
TaxifShuttle 55" s 10/11/2024 3 _ ) b
Pomona, California ltemized
| E Return Trip was completed on 10/11/24, however, this _
posting date is on 10/12/24. UBER *TRIP &5 00
: _ P, Taxi/Shuttle A 10/11/2024 ) > v
""" Pomona, California Itemized

EB *ACE WOMENS NETWOERK
LISBank Vica Radictration FeasWaorkshops ! 09/11/20724 L1549 00 .



How to

Sign Up for Direct
Deposii —

—  Can go through the
Concur Portal under
& Read More and scroll
down to TRAVEL
REIMBURSEMENT...Click Sompamy e
Direct Deposit FOR MORE INFORMATION ON UNIVERSITY TRAVEL UPDATES

CLI i READ MORE

UPDATES
0110772025 - Mileage Reimbursement Rates Effective January 1, 2025

Buthomization Reguests B Bvadlable Expens Expenss Reports

=

10/0LI2024 - General Services Administration (G5A) Meals and Incidentals Par Diem Rate Increass Efeclive October 1, 2024

08i15/2023 - Repeal of Traval Ban

CONCUR FISCAL YEAR END BLANKET TRAVEL REMINDERS

Here are some reminders regarding blank el requests in Concur:

prior to any blanket travel taking place in the naw fiscal vaar

gt in Comcur |

PROCUREMENT CARD BILLING CYCLE DATES

The Procurement Card Billing Cycle Dates:




How to

Sign Up for Direct
Deposii

Fill out the Form

Powered by

Adobe
Acrobat Sign

Please sign: StaffAndFacultyReimbursementDirectDepositAuth

CALIFORNIA STATE UNIVERSITY, FULLERTON
ACCOUNTS PAYABLE/TRAVEL
Gornnlaberi Bz Ei 05 STAFF AND FACULTY REIMBURSEMENT

* %* *
m Check One: O New Setup O Change OCanceI[ation

TYPE OF ACCOUNT @ Checking

DIRECT DEPOSIT AUTHORIZATION

*

Bank Name

Bank Address
* *
City Zip Code

i

Bank Routing No. Account No.

| hereby authorize in accordance with the rules and regulations of the National Automated Clearinghouse Association ("NACHA")
California State University, Fullerton to credit any reimbursements due to me via automated clearinghouse electronic fund transfer
("ACH") to the bank and bank account owned by me referenced above. Further, | hereby authorize CSU Fullerton to withdraw funds
from the above referenced bank account owned by me via ACH debit. Such debits are authorized only to perform legitimate and
appropriate financial transactions between me and CSU Fullerton including, but not limited to, retrieval of reimbursement
overpayments. This authorization will remain in effect until cancelled in writing. A new authorization must be completed if | change
my bank account, close my bank account, or change financial institutions.



How to

Sign Up for Direct
Deposii

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

Please sign: StaffAndFacultyReimbursementDirectDepositAuth

signature: Click here to sign

*

- * U % T = e | = s e
EITIP'D"FEE Brint Name Emplu'-,ree Signature Email: Enter your email address

x®
CWID
x

work Phope .~~~ HomePhaone

.ﬁ.
Home Address

*
E-mail E-mail
Employee's fullerton.edu address One ad ditional fullerton.edu address may be added

Privacy Notification
The State of Caiforria Information Practices Act of 1977 [effective July 1, 19738) raguires the Unbersty to provide the folloving infarmation to individuale who are asked to sup ply infor ma tion

about themselves. The prindpal purpose for requesting information on this form & to acquire authori zation for reambursement distribution to a finandal institution of the individual's
choosing. Furnishing all information on thiz form is mandatory. Fallure to provide such information will delay or may even prevent comple tion of the action for which the form is being
subimit ted.

Attachments

A voided check or letter from your bank showing name and address of account holder, bank account number and routing number
must be attached.

*
Click to Attach Document

AP USE ONLY:

Vendor No. Entered By Approved

Questions? traveli fuller tonedu | Rev. Date 08,2021



How to

Sign Up for Direct
Deposii

<

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

(5 Reply [E2Reply All £} Forward GiSiIM

To

5:13 PM
A ap@fullerton.edu

Payment Advice Notification

@ Li Victorino, Bonnie:

'E Payment Advice htm
15 KE

CSUF external service. Use caution and confirm sender.
Dear California State University Payee,

Please see the attached payment advice (*.htm) that provides the details of invoice(s) and payment(s) processed on your behalf. The payment date reflects the date at which the
payment was processed and may differ from the date posted by our bank. Prior to utilizing the funds, please check with your bank and ensure that the funds have been depositad.

Questions about this payment? Please reply to this email or contact the California State University entity responsible for this transaction and provide the information below to assist with

locating your payment and providing further information:

Here is the reference information:
Pay Cycle: FLACH
Pay Cycle Sequence Number: 1690

This email is intended only for the individual or entity to whom it is addressed and may be a confidential communication privileged by law. Any unauthorized use, dissemination,
distribution, disclosure, or copying is strictly prohibited. If you have received this communication in error, please notify us immediately and kindly delete this message from your system.
Thank you in advance for your cooperation.




How to

Sign Up for Direct
Deposit Payment Advice e

To:

This is the attached 2""":?”::3‘&: | BONNIE LI VICTORINO
Direct Deposit Advice Ll

In the E-mail FULLERTON CA, 9283

USA

Payment Information

Payment Reference: 020772

Payment Date: 09/09/2024
Payment Method: Electronic Funds Transfer

Bank ID Bank Name Branch 1D Branch Name
Bank To Information: WELLS FARGO BANK WELLS FARGO

Bank To Account: DOXXXENANXXY:

Please email ap@fullerton.edu, if you have any questions
Invoice Number  Invoice Date  Voucher ID Gross Amount Discount Taken Late Charge Paid Amt

62593 08/08/2024 00276528 87.00 0.00 s a7 00
Total: 87.00 0.00 0.00 87.00




Important X

If vou are signed up for Direct Deposit of
vour Pavcheck, it DOES NOT mean that
vour reimbursement/s for oul-of-pockel
expenses will come through a Direcl
Deposit

Payroll (Human Resources) and
Reimbursements (Accounts Payable)
run on two different systems



Important X

If vour address changes and/or vour bank
account changes

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 NEW FEATURES

Lodging $1,034.01

(5 Allocate

* Required field

Expense Type ™

|Search for an expense type 1 Q

Recently Used

T

Lodging

Taxi/Shuttle Concur no longer reguires you to know
Registration Fees/Workshops the Expense Type to get the correct
Airline Fees (Baggage; Wifi; etc) ltemization for Account Codes

Airfare

01. Travel Expenses

||'|J-|-|-\.|—\.| Ina—il-la-\.nl-qlr -Fﬁr l|-|--|.|.||a-|| J-I-\.I-"l'l-\.ld'll'l'l-‘ L'l.F\.;I'l.I'J-\. 5 | "‘.l.-‘

By 90 rm 3w m



. . Administrative Systems (AFIT)
Tlp N and TrleS P-Card Expense Type Definitions

to Save Time

> Concur (General) 7 P-Card Expense Types Definition

Concur Profile Set-up 5

Travel Request 10 The list below provides a summary of the different expense types that belong to the P-Card Goods and

Services Expense Report and when they are used.
Travel Expense Report 11

Blanket Travel Request 2 y Services

Goods
D11 with Services

Blanket Travel Expense Report 3

P-Card Expense Report 5 D11 without Services

IT Software and Services

Approving in Concur 5 _
IT Goods

International Travel 2 Membership

Accounts Payable

e

Concur Mobile Apps
PPs < Fraud

Concur Reporting 3 Disallowed

» Uncleared Collection and Liability

Checklists 16 _
back to top

Last Updated Need more help?

Author: Administrative Sysicgas

Contact Concur Support at concur@fullerton.edu.

B Generate Articie PDF To Print or get PDF of

Generate Manual FOF <= the Definitions

- R Click Here Prev: Defining P-card Expenses Mext: Submitting P-Card Expense Report




X K

Use Learning as a
Goal to Save time

Create your Expense report early and add in
available expenses

Close out Open Travel Request

Use the SAP Concur Mobile App

Use Expenselt Al



Financial Services Se[ect “Master Concur

SprlngZOZSTralmngSurvey . 1
El n - El Travgl Reconc:l:at:op:
iy Expert Tips, Common Pitfalls,
|__ e ..g and Essential Checklists”
) S
EL h Click here for the Link

Select the tra attended and complete survey questio
Thank you from Financial Services!




Upcoming Training >

Contlinue the Learning
fourney

-

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

e - R

Mastering Concur and P-

Card Reconciliation;

QO Thursday, May 8
10-1:30 am

Academic
Financial Services

ADMINISTRATION AND FINANCE




Stayving 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
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