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STEP ACTIVITY

Have the
guest
traveler fill
out a 204
Payee Data
Record
Form, then
email
fravel@hum
boldt.edu to
request the
fraveler be
added to
Concur
once you
receive
confirmatio
n the 204
wdas
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

Contracts Procurement & Accounts Payable

Welcome Accounts Payable + Contracts & Procurement + Campus Events ~

Forms

Payment Request Form
For more information. please see Payment Methods

Payee Data Record Form Std. 204

For more information, please see Vendors/Suppliers

SAP Concur Requests Travel Expense Approvals

The California
State University

Hello, Bethany

Travel ~

Reporting ¥ App Center

Manage Expenses Process Reports

Manage Expenses

REPORT LIBRARY View: Active Reports ~ Q

+
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

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”.

Create New Report
Create From an Approved Request

Policy *
*CSU-Non-Employee Expense Policy -
*GSU-Non-Employoe Expense Policy

| *CSU-Expense Policy

Travel End Date *

Business Unit for Suppher ™ L2}
Y ~ | Search by Text
Trip Type *
Nore Selscted v
Trip Purpose *
Nore Selected v

Destination City/Stals.

* Required field
NonEmployee Name * 2]
Traveler Type *
None Selected v
Travel Start Date *
MMDDIYYYY

Personal Dates of Travel-If none enter NA *

MM/DDIYYYY
Policy * Business Unit for Supplier * (2] Non-Employee Name *
*CSU-Non-Employee Expense Policy v Y v  (HMCMP)HMCMP - Humboldt State University Y v | Search by Text
(HMCMP-0000029377) APARICIO, JOSAFATH N
JNA3B@HUMBOLDT EOU
Report/Trip Name Trip Type Traveler T (HMCMP-0000025526) ARNOLD CAMERON
None Selected v None § CKAIZ3@HUMBOLDT EDU
(HMCMP-D000029420) BARRY.JACOB M
Trip Purpase * Travel Stal JMB347@HUMBOLDT EDU
| (HMCMP-0000025956) BELL.BENTON T
None Selected M MMIDE g g1s2@HumMBOLOT EDU
Travel End Date * Destination City/State Personal [ Eil,MC',"FLBNE(EBGQZ]PE.' .'EE!?.USEEEFMN‘E
MM/DDYYYY
Report/T * Trip Type * T Type *
eport/Trp Name np Type raveler Type
TEST. Employee Recruitment 1-In-State v Non-Employee

| TEST: Emelovee Re:ruilmenl]
Trip Purpose *

Employee Recruitment/Interview v

Destination City/State

Arcata

Department *

Project

NA

‘ Y v ‘ Search by Text

Report Total

Comments To/From Approvers/Processors

Travel Start Date *

1111072022

Personal Dates of Travelf none enter NA ™

Program

=

Travel End Date *

11/18/2022

Did they travel to a banned state? *

No

Class

‘ Y v ‘ Search by Text

| ‘ Y v ‘ Search by Text

Travel for TT faculty Candidate |

Create Report




When the TEST: Employee Recruitment $0.00 @

Expense Report

is created, you Not Submitted
can go in and
add/itemize Report Details Print/Share » Manage Receipts ~ Travel Allowance v

expenses by

selecting "Add
Expense”.

Add Expense x

When defining 0  + |
Cl'ed”' CGrd Available Expenses | Create New Expense
fransaction
eXpehses or | Search for an expense fype
entering out of Pre Season
pockef Team/Group Meals
expenses use A 1. Employee Recruitment/Interview
Secﬁon 1 1 . Airfars Employee Recruitmant
Employee Airline Fees Employee Recruitment
Recru“‘meni‘/ Car Rental Employee Recruitment
|nferview Car Rental Fuel Employee Recruitment .
After all
expenses are TEST: Employee Recruitment $0.00 i
Odde“d' yOU. Not Submitted
may “Submit

" Report Details v Print/Share v Manage Receipts v Travel Allowance W
Report” in the

Upper I’Ighf View:  Standard w

hand corner.



