Personal Car Mileage, Local and
Callback Mileage in Concur

DATE OF LAST UPDATE LAST UPDATED BY
August 24, 2022 Bethany
Rapp

STEP ACTIVITY

Part 1- Adding your Personal Car into Concur (before creating a request)

Part 2- Creating a Request for Local and Callback Mileage (before tfraveling)

Part 3- Creating an Expense Report for Local and Callback Mileage (after traveling)

Part 1 Adding your Personal Car into Concur
(before creating a request)

Administration ~ | Help ~
To use Personal Car Profile - &
Mileage in Concur, you

must first add your car

o your profile. 00 01 00 00

Choose “Profile” in the Required Authorization Available Open

upper right hand
corner. Approvals Fequests Expenses Feports

0[ Stephen Joseph Bagley

Requ Profile Settings Sign Out
Apprg

y’ 3
The select “Profile & Acting as other user @

Settings.”

Act on behalf of another user
#®) Act as user in assigned group (Proxy)

o Book travel for any user (Self-assign)
igible for a frg

Search by name or ID |

Cancel I




This will open the "Profile

Options” screen.

Select "“Personal
information.”

On the left side of the
screen there is a list of
different items in blue.

Scroll down until you
see the header that
reads “"Expense
Settings.”

Under the Expense
Settings header select
“Personal Car.”

Click “"New."”

Under Vehicle ID, type
in your license plate
number.

Under Mileage Rate
Type select “Personal
Car.”

Profile Options

Select one of the following to customize your user profile.

IPersonaI Information I System .
our home address and emergency contact information. Which tim

i clock? Wi
Company Information

Your company name and business address or your remote Contact
location address. How can 1
Credit Card Information Setup Tr

Expense Settings
Expense Information
Expense Delegates

Expense Preferences
Expense Approvers

Personal Car

Favaorite Attendees

Personal Car Registration

This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Method: Personal Car - Variable Rates

[] vehicle ID ‘ Mileage Rate Type

No cars found for this configuration

Personal Car Registration

This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Method: Personal Car - Variable Rates

Wehicle ID Mileage Rate Type
I 1565311 1 Personal Car w
D Preferred Car 1 Personal Car

m ca " Ce'



You will now see your
car appear under
“Vehicle ID.” “Personal
Car” will appear listed
under “Mileage rate
Type."”

Part 2

Now that you've
successfully added your
car, select “Requests” in
the upper black
toolbar.

Choose “Create New
Request.”

Personal Car Registration

This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Method: Personal Car - Variable Rates

Mileage Rate Type Active
1 Personal Car es
1 Personal Car Yes

SAP Concur

Manage Requests

Creating a Request for Local and Callback Mileage

(before traveling)

SAP Concur Requests

Travel Expense Approvals Repq

Profile Personal Information

Your Information

Personal Information
Company Information

System Settings Concur Mobile Registration

Personal Car Registration

This page displays all the personal cars that have been registered. C

Contact Information Reimbursement Method: Personal Car - Variable Rates
Email Addresses m
Emergency Contact

Credit Cards

Travel Settings C

Travel Preferences

[T] venhicle ID

Steve's Old Car

Manage Requests
REQUEST LIBRARY

Reqguests

Wiew

Approval

Process Reguests

Active Reguests
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Create New Request

NOT SUBMITTED

Class Coverage Tes
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This will open the
“Request Header”
screen.

A. Underrequest/irip
name, create a title
that refers to local
mileage.

B. If you will be
frequently traveling for
HSU business, it's
suggested that your
travel start date and
end date encompass
the entire semester or
year. You'll only have to
get request approval
once. You can create
multiple expense reports
off this single request.

C. Under trip purpose
choose “Mileage/
Parking Only.”

D. Under the comments
section provide a brief
description about the
purpose of your local
fravel.

When the fields have
been completed, click
save in the upper right.

Create New Request ®
* Required field

Request Policy * Request/Trip Name * @ Trip Type *

*CSU-Request Policy v Local Mileage Fall 22 1-In-State v
Travel Start Date * Travel End Date *

08/08/2022 1231/2022
Traveler Type * Trip Purpose * If Faculty, is class covered?

Staff ~ Mileage/ Parking Only v Y ~ | Search by Text
Personal Dates of Travel-f none enter NA * @) Destination City/State * @) Final Destination Country *

NA US v | Arcata, California UNITED STATES (US) v
Are you traveling to a banned state? * Are you traveling with students? * Business Unit * [:]

{No ~

None Selected

v

Y ~ | (HMCMP) HMCMP

- Humboldt State Univ .




Inside of your Request, )
click the blue “Add” to & |

Manage Requests Process Requests
add your expected N !
mileage expenses. © Aers 1 .

Local Mileage Fall 22 $0.00 &

Not Submitted | Request ID: 6L4F

Request Details ~ Print/Share ~ Attachments v

EXPECTED EXPENSES

No Expected Expenses

Add axnactad axnensas to this ramiast ta submit for anoroval

Add Expected Expense

Search for an expense type

~ 0. Travel Expenses
Hotel Reservation
Incidentals
02. Personal Car Mileage

~ 03. Transportation

Select “02. Personal pir Ticket

Car Mileage” from Car Rental

the list of expected Graund Transportation
expenses. Parking/Talls

Railway Ticket
04a. Meals & Incidentals - International, Alaska & Hawaii
04b. Meals - Domestic
~ 05. Hospitality
Hospitality

~ 09. Other b




Add in the distance you
expect to fravel
throughout the range of
yore travel start and
end date.

Use the comment
section to add details
about the purpose of
your travel.

Click “Save"” when
done.

You will see the Personal
Car Mileage expense
show up on the left side
of the screen, along
with the dollar amount
you can expect to
receive.

The dollar amount is
automatically
calculated by
multiplying expected
travel distance by the
mileage reimbursement
rate of 0.625.

Click “Submit Request”
in the upper right hand
corner.

Your request will be
reviewed by the Cost
Object Approverin your
area and your
Supervisor.

Once it's approved,
you can begin creating
Expense Reports for
reimbursements.

New Expense: 02. Personal Car Mileage

08/08/2022

@ Allocate
Travel Start Date

08/08/2022

Distance *

Travel End Date

1213112022

Mileage Rate *

100

] | 0625

Amount - Will automatically calculate when Currency
you hit save

) US, Dollar

EREE

Local Mileage Fall 22 $62.50 &

Not Submitted | Request ID: 6LAF

Request Details v Print/Share v Attachments w

EXPECTED EXPENSES

Add

[ ExpensetypeT)

Comments To/From Approvers/Processors

Details T,

Copy Request Submit Request

Date = AmountT  RequestedT],

[0 02 Personal Car Mileage

08/08/2022 $62.50 $62.50

$62.50

Local Mileage Fall 22 $62.50 @

Not Submitted | Request ID: 6L4F

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

Copy Request Submit Request



Creating an Expense Report for Local and Callback Mileage

Part 3

(after traveling)

Creating and Submitting an expense report for local mileage allows you to receive a
reimbursement for out of pocket costs associated with using your personal car.

SAP Concur

Requests

Travel Expense Approvals Reporting ~ App Center

The California

State University
To create an expense

report, begin by
selecting “Requests’” in

the upper black TRIP SEARCH
toolbar.
:. Booking for myself | Book for a guest
Find your approved trip
Request Manage Requests  Process Requests

Manage Requests
Click into your approved

Request, then click
“Create Expense Report”
in the upper right hand
corner.

REQUEST LIBRARY View Active Requests v

APPROVED 08/08,

Local Mileage Fall 22
+

Create New Request

$62.50

+ 00
New Required
Approvals

ALERTS

@ ~s a CSU Office of the Chancellor employee, you are eligible for a free Triplt F

/2022 NOT SUBMITTED

06/13/2022

Class Coverage Test

$765.00

‘ Approved

Each month, return to
this section to create a
new expense report

based off your original

request.

Manage Requests Process Requests

Local Mileage Fall 22 $62.50

Approved | Request ID: 6L4F

Request Details v Print/Share ~  Attachments ~

EXPECTED EXPENSES
Expense type T], Details T, Date = AmountT],  Requested T|,
02 Personal Car Mileage 08/08/2022 $62.50 $62.50

$62.50




Select the blue "Add
Expense” and then
select “Personal Car
Mileage” from the list of
expenses.

This will open the Mileage
Calculator for you.

Enter your Waypoints to
the map. Indicate the
location you fraveled
to for a single trip.

Then select the blue
“Calculate Route" link.

Local Mileage Fall 22 $0.00 @

Not Submitted

Report Details Print/Share v Manage Receipts v Travel Allowance v
REQUEST

Approved

$62.50

Add Expense
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0 +
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Please be sure to
select the blue “Make
Round Trip” link under
the Waypoints if you
do need to be
reimbursed for a round
trip.

After you have made
this a round frip if
appropriate, select the
blue “"Add Mileage to
Expense” in the lower
right hand corner.

You will be brought to the
New Expense Details
page. Enter the date your
mileage occurred. Your
distance will be imported
from the mileage
calculator and
automatically multiplied
by the current
reimbursement rate.
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Enter a comment about
where you fraveled to.

Select “Save Expense”
in the lower left or
upper right hand
corner.

You will be brought
back into your expense
report. You will need to
enter a new Personal
Car Mileage expense
line for every trip you
are claiming in that
expense report. After
you have added all
the trips for the fime
period you are
claiming you submit
your expense report..

New Expense
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