f& TRAVEL-STATE How to Create and Submit a Blanket Request

Michigan State University employees can submit Blanket Travel Requests in MSU’s Concur system with requested trip
expenses. Blanket Requests can be used for users who travel in state and/or locally on a regular basis for the same

business purpose or when several related local trips are to be made by the same person during a one-year period.

1. Start at the Concur Homepage,
hover over the “Quick Start” button
New+ and select Start a
Request.
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Exhibit 1
Create New Request

2. Enter the necessary * Roqurade
information and required a0
fields indicated with a Profd Travcer Polcy v
(*). Prepare the Request
USing the perIOd In WhICh Request/Trip Name * @ ReguesiTrip Start Date Request/Trip End Date *
the trips will take place. Create Blanket Reques! 09262022 =l [ E
Thls ShOUId be no Ion er Request/Trip Purpose * Secondary Trip Purpose Tlip)as—:rip'im'g
than one !ear- Use the Recruitment v None Selected v Recruitment
traveler’s main place of
business as the Destination City * Destinztion Country * Does this trip include persanal travel? *
destination Clty US + | Grand Rapids, Michigan UNITED STATES (US) v No v

Exhibit 2

Create New Request pe
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https://us2.concursolutions.com/home.asp

f& TRAVEL-STATE How to Create and Submit a Blanket Request

SAP Concur Requests ~ Travel Expense  Approvals  Reporting~ App Center

4. In the Expected
Expenses section, select
Add and enter estimated
amounts for each of your

trip expenses. Select the ~ Create Request

expense types that apply. ot submitted | Request ID: AJVF
Some common expenses

are Personal Car Mileage,
Hotel Reservation, and

Manage Requests

Request Details v Print/Share v Attachments v

Daily Meal Per Diem EXPECTED EXPENSES
Allowance.
I No Expected Expenses
Add expected expenses to this request to submit for approval.
Exhibit 4
New Expense: 03. Personal Car Mileage ot (D
5. Within the New Expense for s
Personal Car Mileage, enter an @ Alocate
. . . Date * Distance *
estimate of the distance you will be S —
traveling during this Blanket Request
. . Mucaga Rate Amount will calculate after you hit save. CUUCI’\E‘Y
timeframe. The amount will - T
automatically calculate once you oo
Select Save_ Car mileage 9/26/2022-12/26/2022
Exhibit 5

SAP Concur [¢] Requests Travel Expense Approvals Reporting ~ App Center

Manage Requests

Create Blanket Request $625.00

Not Submitted | Request ID: AKKE

Request Delalls v Print'Share v Aftachments v

EXPECTED EXPENSES

) AlensT| ExpensetypeT| Detalls T), Date = Amount T|,  Requested |
= 03. Personal Car Mileage 09/26/2022 $625.00 $625.00
$625.00
Exhibit 6

SAP Concur Requests Travel Expense Approvals Reporting = App Center

6. To add documents for an

approvers review, select the Manage Requests
Attachments dropdown menu
>Attach Documents Create Blanket Request $625.00 i

Not Submitted | Request ID: AKKE

>Upload and Attach
>double click the file you want — rewesiosas v prinisnae +

to upload EXPECTED EXPENSES Il -

Exhibit 7
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f& TRAVEL=STATE How to Create and Submit a Blanket Request

Document Upload and Attach X

NOTE: Preferred attachment formats are JPEG or PDF.

-

Upload and Attach

BMB limit per ﬂ\e{hv
J

Exhibit 8

7. The blue folder icon will indicate the file is uploaded

for your approvers review. Create Blanket Request $625.00

Not Submitted | Request ID: AKKE

Request Details v Print/Share v Aﬁachmentsﬁ v

EXPECTED EXPENSES

Exhibit 9
Help~
SAP Concur Requests Travel Expense Approvals Reporting ~ App Center Profile ~ .
-
8. When you have
Manage Requests
completed all your Expected
Expenses and your request Create Blanket Request $6,481.00 fi ==
IS ready, select Submit Not Submitted | Request ID: AKKE e
Request
>Accept and continue tO Request Details v Print/Share v Anachments@ v
send the request to the EXPECTED EXPENSES
appropriate approver. =N
) AlertsT| Expensetype T| Details T, Date = AmountT|  Requested T),
=] = 03. Personal Car Mileage 09/26/2022 $625.00 $625.00
(m] Daily Meal Per Diem Allowance Grand Rapids, Michigan 09/26/2022 $5,856.00 $5,856.00
$6,481.00
Exhibit 10
Request-User Electronic Agreement @

By clicking on the "Accept & Submit” button, | certify that:

This is an accurate estimation of the expenses that will be incurred to accomplish official business for Michigan State
University and this request is in compliance with Michigan State University’s Travel and Expense policy.
(http://ctir.msu.edu/combp/mbp70EBS.aspx)

Cancel Accept & Continue

Exhibit 11
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f& TRAVEL-STATE How to Create and Submit a Blanket Request

Manage Requests
NOTE: New features in the submitted Request tile display the Request ID and

the name of the individual that is pending to grant approval. REQUEST LIBRARY

Create Blanket Request
05/17/2023 JTNV

$6,481.00

Submitted

Pending Department Approval -
Lee, Lynn

Exhibit 12

You will be able to process Multiple Expense Reports related to this Blanket Request. Please refer to the Travel @ State
site under Education to use resources related to Expense Reports.
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http://ctlr.msu.edu/COTravelNew/Guides.aspx
http://ctlr.msu.edu/COTravelNew/Guides.aspx

