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First, navigate to 

our Per Diem 

webpage to 

utilize the GSA 

Per Diem 

website link. This 

link will allow you 

explore the Per 

Diem rate for 

your travel 

destination, 

including 75% for 

your first and last 

day of travel. 

 

 

Log into 

Concur 

(access 

through 

Faculty/ 

Staff 

Resources 

drop 

down) 

and 

Create 

New 

Request. 
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Fill out your 

necessary 

Request 

Header 

information 

and select 

“Create 

Request”. 

Add your 

Expected 

Expenses to 

the Request, 

by clicking 

“Add”. 

Select 

“Meals & 

Incidentals 

Per Diem” if 

your travel 

takes place 

after 1/1/24. 
 

 

 
 

 

 

 
If you are taking 

any Personal 

Days, use the 

Reduction 

Amount to 

reduce the 

amount of your 

Per Diem. If there 

will be no 

Personal Days, 

leave this 

amount as 0. 

Click “Save” and 

Concur will 

calculate your 

total Per Diem 

based on your 

destination 

location. 
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Add the rest of 

your expected 

expenses and 

submit your 

Request. 
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Creating An Expense Report 

 
 
 

 

 

 

 

 

After your travel, 

you must create 

your Expense 

Report. Go to 

your originally 

approved 

Request and 

select “Create 

Expense Report”. 

 

Now, you must 

create a Travel 

Allowance 

Itinerary that will 

automatically 

calculate your 

per diem rate. 

Select the 

“Travel 

Allowance” drop 

down, then 

“Manage Travel 

Allowance”. 

 

 

 

 

Now select “1 

Create New 

Itinerary” in the 

upper left. 
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Add your itinerary 

information by 

entering your 

departure and 

arrival 

information, then 

click “Save”. 

 

 

 
Next, enter your 

return itinerary 

information or 

the next stop 

along your 

journey if 

applicable, then 

click “Save”. 

 

 

 
 

Once your 

departing and 

returning travel 

information has 

been added, 

select “Next”. 

 

 



6  

 

On the following 

page, click 

“Next” again. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If any of your 

meals were 

provided for you 

(complimentary 

breakfasts, 

conference 

meals, etc) select 

those by 

checking the 

applicable box 

on the 

appropriate 

date, then click 

“Create 

Expense”. 

 

 

 

 

Concur will 

route you 

back to your 

expense 

report. Concur 

will have 

created out of 

pocket Per 

Diem 

payments to 

you for meals 

every day, less 

the amount 

for any meals 

marked as 

being 

provided. 
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For any meals 

paid for using 

the state side 

travel card, 

select the 

Expense Type 

“Meals Charged 

on Campus 

Issued Card”. 

Concur will 

calculate the 

difference 

between meals 

on the travel 

card, and the 

out of pocket 

per diem and 

issue you a 

payment for the 

difference owed 

to you. 

 

 

 

 
Continue to 

enter all of your 

relevant 

expenses and 

supporting 

documentation. 

Once this is 

complete, you 

may “Submit 

Report”. 

 

  

 

 


