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STEP DETAIL 

1 

Sign in to Concur 
- Navigate to travel.tcnj.edu 
- Click Concur from the menu 
- Click Concur Login 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter your TCNJ login information 
 

Process Name: Travel Allowance 

 

https://travel.tcnj.edu/
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2 

Adding Travel Allowance 
This allows for Hotel expenses & Daily Per Diem to be entered in the Expense Report. 
 
While in the Expense Report, click Travel Allowance & choose Manage Travel Allowance. 
 
 
 
 
 
 
 
 
 
 
Click Create New Itinerary 
Enter the 1st leg of your trip. 
Date & Time that you left your home.  Date & Time you arrived at your final destination. 
Click Save.   

https://travel.tcnj.edu/
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Enter the 2nd leg of your trip & click Save. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Verify your itinerary & click Next 
 
 
 
 
 
 
 
 
 
 
 
 
Verify your itinerary a 2nd time & click Next. 

https://travel.tcnj.edu/
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Check the boxes for meals that were provided by the hotel or event. 
Check the Leftmost box for personal days.  All unchecked boxes are meals paid for out of pocket. 
Click Create Expenses.   

https://travel.tcnj.edu/

