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Please email
travel@humboldt.edu

with the student’s
name, email address
and Cal Poly
Humboldt ID Number
to alert the Travel
Office so the student
will be added into
Concur. Please have
them confirm that
their address in the
Cal Poly Humboldt
system is updated
and correct. If it is
not, they can contact
HR to change it.

Draft saved -2 X
travel (travel@humboldt.edu)

Concur Student Reimbursement - "Student Name"

Hello,

| am requesting that "Student Name™ be added to Concur for a reimbursement. Their email
address is "Email Address” and their student ID number is "ID Number”. | have confirmed that

their address in the Cal Poly Humboldt system is correct.

Thank you,

Zod

Once you receive an
email confirming the

EX7 Concur | Home v |

- + +
student was added, - Company Adrmin - S "
3] APPLICATIONS Starta, Stata . Aualable .
log into SAP Concur = e :
Requests
and click on the Alerts
Req uests ta b Expense © As an employee of CSU Office of the Chancellor, you are eligible for a free Triplt Pro subscription
oL Not right now
- © You haven't signed up to receive e-receipts.@ Sign up here
App Center
Create N ew Req Uest Manage Requests Process Requests
4ome / Requests / Manage Request:
Manage Requests
View: Active Requests v ‘ (© Create New Request
Click the dropdown Greate New Request
for Request Policy " Reaured fets
Request Policy * Non-Employee Name * Request/Trip Name * @
and Select CSU'NOn' *CSU-Non-Employee Request Policy v v
E m p | Oyee Req uest ” *CSU-Non-Employee Request Policy Travel Start Date * Travel End Date *
Pol |cy ‘ «CSU-Request Palicy MM/IDDIYYYY 5] MM/DD/YYYY 5]
Traveler Type * Trip Purpose * Personal Dates of Travel-If none enter NA * @
None Selected v None Selected v
Destination City/State * Final Destination Country * Are they traveling to a banned state? *
v Search by Country/Region v None Selected v
Enter an asterisk and
the student’s name Create New Request
into the “Non-
Employee Name”
section and select *CSU-Non-Employee Request Policy v Text v | *murilio la

from the dropdown.

(HMCMP-0000029872) (HM) MUNOZ-MURILLO,NICHOLE M NICHOLE NURILLO@GOV.CA GOV

None Selected
(HMCMP-0000032344) (HM) MURILLO,STEPHANIE SM890@HUMBOLDT.EDU
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Choose “Student” as
the Traveler Type from
the drop down
selection. Continue to
fill out request
information as you
would for a standard
request. After the
request is submitted,
approved, and the
fravel has occurred,
create an expense
report from the
request and process
as normal.

Have the guest
traveler fill out a 204
Payee Data Record
Form located on the
Accounts Payable
Forms page, then
email
travel@humboldt.edu

to request the
traveler be added to
Concur once you
receive confirmation
the 204 was
submitted.

Create New Request

* Required field

Request Policy * Non-Employee Name * Request/Trip Name * @
*CSU-Non-Employee Request Policy w NA X v
Trip Type * Travel Start Date * Travel End Date *
None Selected v MM/DD/YYYY 8 MM/DD/YYYY 8
Traveler Type * Trip Purpose * Personal Dates of Travel-If none enter NA * @
Student v None Selected v

None Selected Final Destination Country * Ave they traveling to a banned state? *

Non-Employee Search by Country/Region v None Selected v

Student

Student Club (Chico SC Funds Only)

U DI1U 2C C o c
g @ a0 avel G

The CSU has a new policy on freedom of expression. Learn more.

HOME / FINANCIAL SERVICES |/ FORMS

Forms

Lost Receipt Memo

Use this form when you do not have the original invoice or itemized receipt.

Payee Data Record Form Std. 204
For more information, please see Vendors/Suppliers

For instructions on how to complete the form as a Student: INSTRUCTIONS FOR STUDENTS - Completing 204 Form.

Payment Request Form

To pay employee/student reimbursements or direct pay that cannot be paid using a ProCard.

Once you receive
confirmation the
guest has been added
as a supplier, log into
SAP Concur to begin
an Expense Report.
NO REQUEST IS
NEEDED FOR GUEST
TRAVELERS.

EI7Concur | Home v

© AoMMISTRATION

£ APPLICATIONS

XA a8 - !

#*Don't book travel unti your request Is
coved™

Mixed Flight/Train Search

frme

R Required Approveis 0

Company Notes

B Avetubie penses

PER DIEM RATES:

Welcome to Concur Travel, the corporate online travel tool for California State University.

ut profile and ensure that your information is complete.

**DON'T BOOK TRAVEL UNTIL YOUR REQUEST IS APPROVED. If you're booking in Concur, use Trip

Search or the Travel tab.»*

Read More

0 opearepors
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Create New Report T Concur  Expense v ® a
From the Policy drop | wwseseeses  process repors
down, select “CSU- P
Non-Employee Manage Expenses
Expense Policy.”
Report Library ver Active Reports v @ Create Now Report
Create New Report
8 8
Select the business
unitas HMCMP, then |
you can seIect the v | (HMCMP) HMCMP - Cal Poly Humboldt x ~ e ~ [Soorch by 7ot Q
guest from the Non-
Employee Name drop :
down. ® ®
Trip Type will always
be ”1_' n'State.” Report/Trip Name * Trip Type * Traveler Type * Trip Purpose *
Traveler Type iS ”Non- Example Trip 1-In-State v Non-Employee v Employee Recruitment/Interview
” . Travel Start Date * Travel End Date * Desti City/State 8/500 Personal Da Travel-If no
Employee.” Trip 10/07/2024 8 10/11/2024 £y sanjose na
Purpose is “Employee
Did they travel to bai d state

Recruitment/ o
Interview.”
Continue to fill out all
perti ne nt i nformatio n Travel Start Date * Travel End Date * Destm::!:cw City/State 8/500 Personal Dates of Travel-If none enter NA *
. th h d 10/07/2024 (] 10/11/2024 (5] san jose na
in the header as you
normally would for No v
Trip Name, I Stucden, i hey
Destination, Travel i e
Dates, etc. Click
“ ” [ % J:! 2 " 3 4 Program 2

Create Report. . .
When the Expense B sioec .
Report is created, you | €D

cangoinand
add/itemize expenses
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by selecting “Add
Expense”.

When the Expense
Report is created, you
cangoinand
add/itemize expenses
by selecting “Add
Expense”.

Example Trip $0.00

Not Submitted | Report Number: X7D2SL

Report Details v Print/Share v Manage Receipts v

Expenses view: Standard v

(® Add Expense

When defining credit
card transaction
expenses or entering
out of pocket
expenses use Section
11. Employee
Recruitment/
Interview.

Add Expense to Report

Available Expenses (0

A 11 Employee Recruitment/interview

m

[+
0
1
v
m
'I
m

After all expenses are
added, you may
“Submit Report” in
the upper right hand
corner.

Example Trip $0.00

mitted | Report Number: X7D2SL

tails v Print/Share v Manage Receipts v

Expenses View: Standard v

We cannot book
accommodation on
behalf of guests
coming to our
university. Per our
CSU Policy we pay in
arrears which is after
the fact. After the
travel the guest can
be reimbursed for
their travel

Remember

If the guest traveler is also receiving another form of payment for their services, then that person
will go through P2P not Concur. Please work with our P2P team to get them added as a supplier.

Their website can be found here:

https://www.humboldt.edu/strategic-business-services/procure-to-pay/csubuy-p2p




