f& TRAVEL<STATE How to Create and Submit a Guest Travel Request

Michigan State University employees can submit a travel authorization request in MSU’s Concur system with requested
trip expenses on behalf of a Guest.

Help+
SAP Concur Requests Travel Expense Approvals Reporting App Center .
1. Start at the ] -
Concur Homepage,
e MICHIGAN STATE
hover over the fR IR + 00 05 00 Ly 00
QUICk Start” button New Required Authorization Available Open Cash
Approvals Requests Expenses Reports Advances
New+ and select o : b °
Start a Request. 4 T -
TRIP SEARCH COMPANYNO. " [
Enter New Reservation
X a = = & Institutional Data Polig 1)plnad Receipts
Users should not entel +—id that is not designed for that piece of information. Please do net store social security
Effective immediztely, MSU-sponsored domestc trave information anywhere in this system, or have full credit card information shown in any receipts. Information about confidential data at
authorization follows pré—pan(lemic processes. Employees Michigan State is provided in the MSU Institutional Data Policy

students, and approved guests seeking to engage in MSU-
spensored infernational travel must submit a waiver request
at least 3 weeks prior to departure. For addifional “
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+ DOMESTIC TRAVEL AUTHORIZATIONS: MSU's spensored domestic travel authorization process has returned to the
process used pre-pandemic
+ INTERNATIONAL TRAVEL AUTHORIZATIONS: Emplovee. student. and anoroved auest international travel must be

2. On the Create New Request screen, in the Request Policy field,
select Non-Profiled Traveler Policy. Create New Request

[ Request Policy * @ ]

Non Profiled Traveler Policy v |

Non Profiled Traveler Policy - bJ

Profiled Traveler Policy
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3. In the Traveler Type field, select Guest. This must be selected so
the Guest is reimbursed when the Expense Report is created, rather than
the person that created the Request.

Create New Request

Destination City *

©~

ITrave\er Type * I

| Guest

Al

| None Selected

] |
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https://us2.concursolutions.com/home.asp

f& TRAVEL<STATE How to Create and Submit a Guest Travel Request

4. Fill in the
necessary
information and
required fields
indicated with a
(*). Enter any
additional
information you
would like to
share with the
Approver in the
Comments
field. Select
Create
Request once
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illing in the -C
required =
information. Exhibit 4

NOTE: Information entered in the Request/Trip Name field, and the name of the person preparing the Guest Request will
show in the General Ledger Encumbrance.

SAP Concur Requests Travel |STEHE
5. In the Expected Expenses section, select Add and enter estimated Manage Requests
amounts for each of your Guest's expenses. Select the expense types
that apply. Some common expenses are Air Ticket, Car Rental, Hote/ Guest Trip @

Reservation, and Daily Meal Per Diem Allowance. Not Submitted | Reguest ID: AJUW

Request Details v Print/Share Attachments

|ExPECTED EXPENSES |
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Add Expected Expense x

Search for an expense type

~ 01. Travel Expenses

Daily Meal Per Diem Allowance

Expense Reduction

Hotel Reservation
Per Diem Reduction

~ 02. Transportation

Air Ticket
Airline Fees
Baggage Fee

Car Rental

Car Rental Fuel

Car Service/Limousine
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6. To add documents for an approvers review, select the Attachments

dropdown menu

>Attach Documents

>Upload and Attach

>double click the file you want to upload.

How to Create and Submit a Guest Travel Request

SAP Concur Requests Travel Expense

Manage Requests

Guest Trip $1,355.50 @

Not Submitted | Request ID: AJUW

Attachments Y
Attach Documents

Request Details v Print/Share v

EXPECTED EXPENSES
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Document Upload and Attach X

NOTE: Preferred attachment formats are JPEG or PDF.

+

Upload and Attach
5MB limit per file {

y]
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7. The blue folder icon will indicate the file is uploaded for your

approvers review.

8. When you have completed all your
Guest’s Expected Expenses and your
request is ready, select Submit
Request.
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SAP Concur Requests Travel Expense

Manage Requests

Guest Trip $1,355.50 @

SAP Concur Requests Travel Expense

Manage Requests

Guest Trip $1,355.50 @

Not Submitted | Request ID: AJUW

Request Details v Print/Share v Attachmen @ v

EXPECTED EXPENSES

Help~

Reporting~ App Center .
Profile ~
-

Copy Request Submit Request

Not Submitted | Request ID: AJUW I.'u
Request Detalls v Print/Share v A:lachr“en's@ v I
EXPECTED EXPENSES
——

[ ExpensetypeT] Date = Amount T|,  Requested T|,

O  Air Ticket Detroit (DTW) - Nashville (BNA) : Round Trip 09/19/2022  $400.00 $400.00

( Hotel Reservation Nashville, Tennessee 09/19/2022  $600.00 $600.00

O  Daily Meal Per Diem Allowance Nashville, Tennessee 09/19/2022  $355.50 $355.50

$1,355.50
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- R t-U Electronic A t x
9. Select Accept and Continue to send the cauesTser Flectonic figreemen

request to your approver. By alicking 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 I
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NOTE: New features in the submitted Request tile display the Request ID M an age Req uests
and the name of the individual that is pending to grant approval.

REQUEST LIBRARY

Guest Tri

05/18/2023 -
$1,355.50

Submitted

Pending Department Approval _
Lee, Lynn
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