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BEFORE WE GET STARTED

• Effective January 2nd, 2025 all state-funded international travel should be 
submitted through Concur.

• Submitting an international travel request functions similarly to a 
domestic travel request submitted in Concur. To get the most out of this 
training, you should already be familiar with Concur functionality.

• Need a refresher on how to use Concur? Visit One-Stop’s Concur Travel 
resource page to:

• Access comprehensive training materials, including video walkthroughs & PDF guides.

• Sign up for Concur Office Hours hosted every other Friday.

• Have additional questions? Contact One-Stop Travel Services at: (323) 343-5430, 
travel@calstatela.edu

What to Expect in Today’s Training
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https://www.calstatela.edu/finance-onestop/concur-travel
https://www.calstatela.edu/finance-onestop/concur-travel
https://www.calstatela.edu/finance-onestop/travel
mailto:travel@calstatela.edu


AGENDA

1. Concur International Travel 
Workflow

2. Pro Tips for Group & International 
Travel

3. Submitting a Concur 
International Travel Request

4. Meals & Incidentals Per Diem
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INTERNATIONAL TRAVEL 
WORKFLOW
For Concur & Related Business Processes
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CONCUR INTERNATIONAL WORKFLOW

Department 
Coordinator 

prepares Concur 
Travel Request

Traveler 
prepares & 

submits travel 
request

Fiscal 
Officer/Resource 

Manager approves & 
manually adds 
Division VP to 

workflow

Budget Approver

Appropriate 
Administrator 

approves

“Reports to” 
Approver

Division VP  
approves*

Additional Approver

Provost 
approves*

Default Concur 
International Approver 

(cannot be changed)

Is country 
high risk?

Chancellor’s 
Office 

approves

Final review & 
processing by 

One-Stop Travel 
Services

Travel request is fully 
approved & traveler 

is automatically 
notified via email

Risk Management 
emails Traveler the 

Travel Memo & 
insurance card 

outside of Concur

One-Stop Travel 
Services attaches 
Travel Memo & 

insurance card to 
approved travel 

request

Campus 
President 
approves

Yes, if High Hazard

Yes, if War Risk

No

*All Concur international travel automatically routes 
to the Provost. For other Divisions, the Provost will 

only “approve” to move the workflow along.

Fiscal 
Analyst 

previews

Division VP 
delegate 
previews

Legend:
         Gold Outside of Concur
Dark Grey Required Concur Step
Light Grey Optional Concur Step
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CONCUR INTERNATIONAL WORKFLOW

Dept. Chair 
approves 

faculty’s travel 
outside of 

Concur

Department 
Coordinator 

prepares Concur 
Travel Request

Requirement per 
Academic Affairs

Traveler 
prepares & 

submits 
travel 

request

Resource Manager 
approves & manually 

adds Director of 
Academic Resources 

to workflow

Budget Approver

Dean 
approves

“Reports to” 
Approver

Director of 
Academic 
Resources 
approves

Additional Approver

Provost 
approves

Default Concur 
International Approver 

(cannot be changed)

Is country 
high risk?

Chancellor’s 
Office 

approves

Final review & 
processing by 

One-Stop Travel 
Services

Travel request is fully 
approved & traveler 

is automatically 
notified via email

Risk Management 
emails Traveler the 

Travel Memo & 
insurance card 

outside of Concur

One-Stop Travel 
Services attaches 
Travel Memo & 

insurance card to 
approved travel 

request

Campus 
President 
approves

Yes, if High Hazard

Yes, if War Risk

No

Fiscal 
Analyst 

previews

Senior Fiscal 
Analyst 

previews

Legend:
         Gold Outside of Concur
Dark Grey Required Concur Step
Light Grey Optional Concur Step

ACADEMIC AFFAIRS



WHAT IS RISK’S ROLE?
Risk Management and Environmental Health & Safety (RMEHS)
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1. RMEHS concurrently receives a weekly report with pending 
and approved international travel requests.

2. RMEHS gathers information from Concur needed for insurance 
purposes.

3. RMEHS emails the traveler the Travel Memo and insurance 
card, which One-Stop Travel Services will also attach to the 
approved Concur travel request.



HOW TO MANUALLY ADD AN APPROVER

• Budget approvers and their 
delegate “previewers” can add 
additional approvers anywhere in 
the approval workflow.

• Before clicking Approve, select 
More Actions > Edit Approval Flow.

• To add an additional approver, 
click on + Add Step where you 
want to insert an additional 
approver into the workflow.

• Click Save, then Approve to send 
the travel request to the next 
approver.

As a Budget Approver
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PRO TIPS FOR GROUP & 
INTERNATIONAL TRAVEL
Travel Planning Checklist



Travel Planning 
Checklist

Download the Travel Planning Checklist.

Updated sections include:

• Submission Timelines
• Group Travel Tips
• International Travel Tips

Let’s get started!

https://www.calstatela.edu/sites/default/files/Travel%20Planning%20Checklist%20-%20Domestic%20%28RFT%29%20Rev%201-2-2024.pdf


SUBMISSION TIMELINES

• Approved international travel requests should reach One-Stop 
Travel Services at least 60 calendar days before the trip start date.

• Submit all expense claims as soon as possible, no later than 60 
calendar days after the trip end date. 
• Reimbursement will be issued to the traveler 10 days after approved claim is 

received by Travel Services.

Travel Planning Checklist
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BEST PRACTICE

When traveling to multiple locations on business:

• In the Concur request header, input the destination where the traveler will be 
staying the longest for business.

• Include a list of the other locations in the request header Comments field.

• Attach an itinerary as a supporting document for audit purposes.

Travel Planning Checklist
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GROUP TRAVEL TIPS

• Relevant General Release Form packet is required (found on RMEHS 
website).

• Concur’s Trip Search feature can only be used for individual/group 
leader travel. To book airfare for group travel, contact Christopherson 
Travel Agency. 
• Note that there is a fee when contacting Christopherson for inquiries/booking 

arrangements. See Christopherson Service Fees CSU Pricing Agreement.

• If the trip is using auxiliary funds and therefore not being processed 
through Concur, contact travel@calstatela.edu for booking instructions.

Travel Planning Checklist
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https://www.calstatela.edu/ehs/risk-management-forms
https://www.calstatela.edu/ehs/risk-management-forms
https://www.calstatela.edu/sites/default/files/Christopherson%20Service%20Fees%20CSU%20Pricing%20Agreement.xlsx
mailto:travel@calstatela.edu


WHO IS A GROUP LEADER?

• A group leader is an employee who will be accompanying 
students on a trip.

• The group leader will submit only one Concur travel request on 
behalf of the students and themselves.

• If additional employees are also going on the trip, then they will 
each need to submit an individual Concur travel request.

Group Travel
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Cash Advance 
Setup Form

If you are a group leader traveling with 
students and are seeking a cash 
advance, complete the Cash Advance 
Setup Form prior to submitting a travel 
request in Concur.

Once processed, your Concur settings will 
be updated to allow you to request a 
cash advance.

https://www.calstatela.edu/sites/default/files/Cash%20Advance%20Request%20Form%20for%20Group%20Travel.docx
https://www.calstatela.edu/sites/default/files/Cash%20Advance%20Request%20Form%20for%20Group%20Travel.docx


REQUESTING A 
CASH ADVANCE
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1. On the Expected Expenses screen of 
a Travel Request, navigate to the 
Request Details dropdown menu.

• Select “Add Cash Advance” under 
Linked Add-ons.

2. Enter the “Cash Advance 
Amount” and reason for 
advance. This will add the 
cash amount to the request.

Note that cash distributed to 
students by the group leader 
must be acknowledged in 
writing at the time of receipt. 
The Advance Signature 
Sheet for Student Group 
Travel can be used to obtain 
signatures.

https://www.calstatela.edu/sites/default/files/Cash%20Advance%20Signature%20Sheet%20for%20Student%20Group%20Travel.docx
https://www.calstatela.edu/sites/default/files/Cash%20Advance%20Signature%20Sheet%20for%20Student%20Group%20Travel.docx
https://www.calstatela.edu/sites/default/files/Cash%20Advance%20Signature%20Sheet%20for%20Student%20Group%20Travel.docx


Supplemental 
Information Form

The International Travel Supplemental 
Information Form must be attached to 
every international Concur travel request 
for insurance purposes.

https://www.calstatela.edu/sites/default/files/International%20Travel%20Supplemental%20Information%20%E2%80%93%20Concur%20Travel%20Request.pdf
https://www.calstatela.edu/sites/default/files/International%20Travel%20Supplemental%20Information%20%E2%80%93%20Concur%20Travel%20Request.pdf


INTERNATIONAL TRAVEL TIPS

• A Travel Cost Comparison Form is required if taking any personal days 
within the business travel dates (or whenever deviating from standard 
route of travel).
• The Cost Comparison Form can be found on One-Stop’s travel website under 

Forms.

• As a reminder, depending on how many personal days are taken, a 
portion of the international flight cost may be taxable to the traveler.
• To learn more, refer to CSU Travel and Business Expense Payments policy (U.f.) 

Taxability of International Travel With Personal Use.

Travel Planning Checklist
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https://www.calstatela.edu/sites/default/files/Cost-Comparison-Form.pdf
https://calstate.policystat.com/policy/15645082/latest/#autoid-pp8rw
https://calstate.policystat.com/policy/15645082/latest/#autoid-pp8rw


INTERNATIONAL TRAVEL OVER 30 DAYS
International Travel
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If the length of an international trip is more than 30 days…

• The traveler’s department must decide the travel allowance amount 

for meals & incidentals, which can only be equal to or less than the 

location-based per diem rate.



SETTING UP A TRAVEL ARRANGER
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• A traveler can authorize an existing delegate to book travel on their behalf by adding 
the delegate as a Travel Arranger.

• Go to Profile > Profile Settings > Personal Information > scroll down to Assistant and 
Travel Arrangers > Add an Assistant.

PRO TIP



SUBMITTING A CONCUR 
TRAVEL REQUEST
For International Travel



TRAVEL REQUEST STEPS
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Log into 
Concur

Create a 
new travel 

request

Fill out 
request 
header 
details

Add 
expected 

expenses & 
attachments

Review & 
resolve 
alerts

Submit 
request



LOGGING IN TO CONCUR

• The link to Concur is available to all 
faculty and staff on the MyCalStateLA 
quicklaunch portal.

• www.calstatela.edu > MyCalStateLA > 
Admin & Finance > Concur Travel

Concur International Travel Request
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REQUEST HEADER
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Note minor differences for international vs domestic travel request



EXPECTED EXPENSES
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1
2

3

4

5

To add the estimated cost of 
multiple hotel rooms, select Other 
Accommodation expense type.

To add the total estimated 
cost of group meals, select 
Team/Group Meals.



1. LODGING
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• Double-check your check-in/check-out dates 
and update as needed.

• All international lodging expenses will include an 
alert to remind the traveler to refer to the max 
reimbursement amount by destination with a link 
to the U.S. Dept of State.

EXPECTED EXPENSES

https://aoprals.state.gov/web920/per_diem.asp


2. CURRENCY CONVERSION
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• Concur automatically 
has currency conversion 
incorporated.

EXPECTED EXPENSES



3. MEAL & INCIDENTALS PER DIEM 
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Concur automatically calculates your total expected expenses for M&IE based on 
location and dates of travel.

Note that if the length of 
the international trip is more 
than 30 days, the traveler’s 
dept must decide the travel 
allowance amount, which 
can only be equal to or less 
than the location-based per 
diem rate.

EXPECTED EXPENSES



4. REVIEW AUDIT RULES
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• All international travel requests will include the following alerts:
• Attach the International Travel Supplemental Information form.

• Attach a justification for the travel, including your role and why it is mission critical. Include 
an itinerary with details of trip destination(s). Information is shared with Risk Management to 
secure foreign travel insurance.

• Concur recognizes high hazard or war risk countries 
and will alert the traveler (and approvers).

EXPECTED EXPENSES



5. PRINT/SHARE FEATURE
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• You can use the Print/Share 
feature to Print, Save as PDF, or 
Email your Travel Request Header 
and Expected Expenses.

• You can also download your 
supporting documents from 
Attachments.

EXPECTED EXPENSES



MEALS & INCIDENTALS 
PER DIEM
Concur Expense Report: Step-by-Step Guide



MEAL & INCIDENTALS PER DIEM 
EXPENSE REPORT
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1. Click Travel Allowance > 
Manage Travel Allowance.

2. Click Create New Itinerary 
(or Import Itinerary if booked 
travel in Concur).



MEAL & INCIDENTALS PER DIEM (CONT.) 
EXPENSE REPORT
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3. Enter your travel 
stop details.



MEAL & INCIDENTALS PER DIEM (CONT.)
EXPENSE REPORT
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4. Click on the Assigned Itinerary to highlight it 
then click “Next” at the bottom of the page.



MEAL & INCIDENTALS PER DIEM (CONT.)
EXPENSE REPORT
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5. Mark any specific meals that were 
provided on your trip which will 
automatically be deducted.

• Make sure to exclude any Personal 
Days taken.
• Check “Exclude All” if travel is more 

than 30 days and the budgeted travel 
allowance is less than the per diem.



MEAL & INCIDENTALS PER DIEM (CONT.)
EXPENSE REPORT
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• Meal Expenses will then automatically be 
added to the expense report



QUESTIONS?

37


	CONCUR TRAINING:�INTERNATIONAL & GROUP TRAVEL
	BEFORE WE GET STARTED
	AGENDA
	INTERNATIONAL TRAVEL WORKFLOW
	CONCUR INTERNATIONAL WORKFLOW�
	CONCUR INTERNATIONAL WORKFLOW�
	What is risk’s role?
	HOW TO MANUALLY ADD AN APPROVER
	PRO TIPS FOR GROUP & INTERNATIONAL TRAVEL
	Travel Planning Checklist
	SUBMISSION TIMELINES
	BEST PRACTICE
	GROUP TRAVEL TIPS
	WHO IS A GROUP LEADER?
	Cash Advance 
Setup Form
	REQUESTING A CASH ADVANCE
	Supplemental Information Form
	INTERNATIONAL TRAVEL TIPS
	International travel over 30 days
	SETTING UP A TRAVEL ARRANGER
	SUBMITTING A Concur �travel request
	TRAVEL REQUEST STEPS
	LOGGING IN TO CONCUR
	REQUEST HEADER
	EXPECTED EXPENSES
	1. LODGING
	2. CURRENCY CONVERSION
	3. Meal & INCIDENTALS PER DIEM 
	4. REVIEW AUDIT RULES
	5. PRINT/SHARE FEATURE
	MEALS & INCIDENTALS �PER DIEM
	Meal & INCIDENTALS PER DIEM �Expense report
	Meal & INCIDENTALS PER DIEM (cont.) �Expense reporT
	Meal & INCIDENTALS PER DIEM (cont.)�Expense reporT
	Meal & INCIDENTALS PER DIEM (cont.)�Expense reporT
	Meal & INCIDENTALS PER DIEM (cont.)�Expense reporT
	QUESTIONS?

