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STEP ACTIVITY 

Have the 

guest 

traveler fill 

out a 204 

Payee Data 

Record 

Form, then 

email 

travel@hum

boldt.edu to 

request the 

traveler be 

added to 

Concur 

once you 

receive 

confirmatio

n the 204 

was 

submitted. 

 

Once you 

receive 

confirmatio

n the guest 

has been 

added as a 

supplier, log 

into SAP 

Concur to 

begin an 

Expense 

Report. NO 

REQUEST IS 

NEEDED FOR 

GUEST 

TRAVELERS. 

 

Create New 

Report 

 

https://link.humboldt.edu/ZGn
https://link.humboldt.edu/ZGn
https://link.humboldt.edu/ZGn
mailto:travel@humboldt.edu
mailto:travel@humboldt.edu
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From the 

Policy drop 

down, 

select “CSU-

Non-

Employee 

Expense 

Policy”. 

 
Select the 

business unit 

as HMCMP, 

then you 

can select 

the guest 

from the 

Non-

Employee 

Name drop 

down. 
 

Trip Type will 

always be 

“1-In-State”. 

Traveler 

Type is 

“Non-

Employee”. 

Trip Purpose 

is 

“Employee 

Recruitment

/ 

Interview”. 

 

 
 

  
 

Continue to fill 

out all 

pertinent 

information in 

the header as 

you normally 

would for Trip 

Name, 

Destination, 

Travel Dates, 

etc. Click 

“Create 

Report”.    
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When the 

Expense Report 

is created, you 

can go in and 

add/itemize 

expenses by 

selecting “Add 

Expense”.  

 

When defining 

credit card 

transaction 

expenses or 

entering out of 

pocket 

expenses use 

Section 11. 

Employee 

Recruitment/ 

Interview. 

 

 

 

After all 

expenses are 

added, you 

may “Submit 

Report” in the 

upper right 

hand corner.  

 

 
 

  

 


