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Add Travel Allowances When Creating a New Expense Report 

• On the My Concur in the Expense Report or Active Work section click on 
New Expense Report 

• Complete the required Report Header information 

• If required, link any Travel Requests to the Expense Report 

o Click Add under Travel Request and select the appropriate Travel 
Request(s) to link to the Expense Report 

• Click Save and the Travel Allowances dialogue box will appear. 

• Click Yes 

 

 Note: Travel Allowance Expenses = Meals Per Diem 
 

• The Travel Allowances dialogue box opens. If the Entry box is not in 
Standard Itinerary mode, click on the Go To Standard Itineraries button 
at the bottom right of the window. 

o In Selection choose option 1, 3 or 4  

■ 1. Multiple Day Per Diem  for trips with Overnight Stay for 
dates 7/1/13 or AFTER 

■ 2. Single Day Per Diem   

■ 3. Regular In State-Prior to 7/1/13  for dates PRIOR to 7/1/13 

■ 4. GSA Out of State Prior 7/1/13 for Out Of State Dates 
PRIOR to 7/1/13 

o Note: Option 1 is used for In State, Out of State or International dates 
7/1/13 or later. Option 3 is used for In State travel with overnight stays 
with dates in the fiscal year ended 6/30/13 and Option 4 is used to 
enter Out of State or International travel with overnight stays with 
dates in the previous fiscal year ending 6/30/13 

The accounting codes used are determined by the Trip Type when the 
expense report is created and not the Meal Type in the Selection field. 

The Selection field determines which rates will be used to reimburse you for 
eligible meals. 

For our example we are using 1 Multiple Day Per Diem 

Note: You CANNOT combine Option 1, 2, 3 and 4 above on the same 
expense report even if the Trip Type is the same. 
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The change to accommodate the new Statewide Travel Policy regarding 
Meals with no Overnight Duration became effective 7/1/13 with the new 
Statewide Travel Policy. 

 

 

 

• Enter the FIRST leg of your multiple day trip 

o Enter the location  you left from in the Depart from field 

o Enter the data you left in the Date field 

 Enter mm/dd/yyyy or click on the Calendar icon to select a 
date 

o Enter the time you departed in the Time field 

 You must enter AM or PM 

o Enter your arrival location in the Arrive in field 

o The second Date field will default to the date entered above 

o Enter the time of your arrival in the second Time field 

 You must enter AM or PM 

o Click on Save to save the information for the 1st leg of your trip 
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• The first leg of the trip will appear on the left side. 

 

 

• Now enter the LAST leg of your trip 
o The location you are leaving defaults in Depart from field 

 You may correct if necessary 

o Enter the data you left in the Date field 

 Enter mm/dd/yyyy or click on the Calendar icon to select a 
date 

o Enter the time you departed in the Time field 
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 You must enter AM or PM 

o Enter your arrival location in the Arrive in field 

o The second Date field will default to the date entered above 

o Enter the time of your arrival in the second Time field 

 You must enter AM or PM 

o Click on Save to save the information for the last leg of your trip 

 

 

• The last leg of the trip will appear on the left side. 
 

 

• Click Next.  
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• The Itineraries you just assigned will appear 

• Click Next again. 
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• Click on any Breakfast, Lunch or Dinner that was provided to you on this trip. 
The system will adjust your reimbursement amount for that meal period.  

• Click on Create Expenses 

 

 

• An Expense Entry called Fixed Meals will be created in your expense report 
for each eligible Meal. 
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Add Travel Allowances (Meals Per Diem) to an EXISTING Expense Report 

• On the My Concur page in the Expense Report or Active Work section click 
on an existing Expense Report to open it. 

• Click on the Details tab. 

• Select New Itinerary under the Travel Allowances section 

 

 

• Verify that the Selection box matches the Travel Allowance Meals you are 
requesting (Regular In State or GSA Out of State) 

 Note: Remember you cannot mix expenses for In State, Out of State and 
International Travel on the same Expense Report. If they do not match, you need to 
create an Out of State or International Expense Report. 
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• Enter the FIRST leg of your multiple day trip 

o Enter the location  you left from in the Depart from field 

o Enter the data you left in the Date field 

 Enter mm/dd/yyyy or click on the Calendar icon to select a 
date 

o Enter the time you departed in the Time field 

 You must enter AM or PM 

o Enter your arrival location in the Arrive in field 

o The second Date field will default to the date entered above 

o Enter the time of your arrival in the second Time field 

 You must enter AM or PM 

o Click on Save to save the information for the 1st leg of your trip 
 

 

• The first leg of the trip will appear on the left side. 
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• Now enter the LAST leg of your trip 
o The location you are leaving defaults in Depart from field 

 You may correct if necessary 

o Enter the data you left in the Date field 

 Enter mm/dd/yyyy or click on the Calendar icon to select a 
date 

o Enter the time you departed in the Time field 

 You must enter AM or PM 

o Enter your arrival location in the Arrive in field 

o The second Date field will default to the date entered above 

o Enter the time of your arrival in the second Time field 

 You must enter AM or PM 

o Click on Save to save the information for the last leg of your trip 
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• The last leg of the trip will appear on the left side. 

 

• Click Next.  
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• The Expenses and Adjustments window opens. It displays meals already 
applied as well as the new meals 

• Click on any Breakfast, Lunch or Dinner that was provided to you on this trip. 
The system will adjust your reimbursement amount for that meal period.  

• Click on Update Expenses 
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• New Fixed Meals will be added to your expense report for each additional 
day you claimed. 
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Fix an Incorrect Travel Allowance Entry 

• On the My Concur page in the Expense Report or Active Work section click 
on the existing Expense Report with the incorrect Travel  Allowance 

• Click on the Details tab 

 

 

• Select Available Itineraries from Travel Allowances section 
 

 

 

• Locate the “offending” Travel Allowance Entry in the Assigned Itineraries 
section 
 Usually this is an Itinerary entry with only 1 line 
 If entered properly each Itinerary has 2 lines  
 You may receive an error message asking telling you that the 2nd line 

is missing. 
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 The system allows one request for Travel Allowances per day across 
all expense reports. To correct a problem entry you must remove it. 

 

• Click on the name of the problem entry to highlight it 
 

 

• Click on Unassign 
 

 

• The entry is  moved from Assigned Itineraries to Available Itineraries 
 

 In order to correct the entry, you must now delete it in order to re-enter it 
correctly. 
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• Locate the same offending entry in the Available Itineraries section 
• Click on it to highlight it 

 Remember it most likely has only one line instead of two! 
• Click Delete 

 

 

• Click Yes on the dialogue box that appears 
 

 

• Click on Expenses & Adjustments 
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• Click on Update Expenses 
 

 

• The Travel Allowance is now deleted from the system and the Expense 
Report is updated if necessary. You may re-enter the correct information if 
necessary. 

o If you deleted an item and it did not have an error, then it will be 
removed from Expenses. 
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