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Process Name: Travel Allowance

STEP

DETAIL

Sign in to Concur

- Navigate to travel.tcnj.edu

- Click Concur from the menu | €
- Click Concur Login

Enter your TCNJ login information

BTN

TCNJ Apps

THE COLLEGE OF
NEW JERSEY

Account Manager

Keep your personal information

n Out and close your web
r when you are finished using
TCN) Apps.

Get sign in support: IT Help Desk

C 1 @ travel.tcnj.edu/concur/

Upcoming Training Events for Concur Travel System will be posted soon
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Concur Travel & Expense System

\TCNJ CONCUR

Concur Login »

Concur is the world's leading provider of integrated travel and expense management
services and solutions. With Concur the College has the ability to manage the
request and approval process, book actual travel arrangements and submit expense
reports for reimbursement all in one place. The system provides an easy to use
experience which will guide employees to make in policy travel decisions, gain
transparency into travel spending and support travelers during their trips
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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.
New Ul - Overnight(domestic) $500.00

Not Submitted

Report Details w PrintiShare w Manage Receipts Travel Allowance w

REQUEST

Approved

$2,500.00

Add Expense

Click Create New Itinerary

Enter the 1% leg of your trip.

Date & Time that you left your home. Date & Time you arrived at your final destination.
Click Save.
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Enter the 2" leg of your trip & click Save.
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Verify your itinerary & click Next
Itinerary Info
New Itinerary Stop.
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Verify your itinerary a 2" time & click Next.
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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.
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San Francises, Calfernia

New Ul - Overnight(domestic) $1,380.50 fi
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ReportDetals v PriniShare v Hanage Reclpts v Travel Alowance
ReQUEST
Roproves
$2,500.00
[ AertsT Receipt™l PaymentType Tl Expense Type Tl Vendor Details L Date = Requested Tl
o A B! outorpocket firtare United Aines o002 550000
o outofpocket Daily Heal e Diem R — 03302022 55025
o Out of Pocket Daily Meal Per Diem San Francisco, Califormis 03127/12022 $79.00
o outofpocket Daily Heal e Diem R — 032612022 s500
o Out of Pocket Daily Meal Per Diem San Francisco, Califormis 03125/2022 $61.00
o outofpocket Daily Heal e Diem R — 03242022 s79.00
o outofpocket Daily Heal e Diem R — 03232022 559,00
o Out of Pocket Daily Meal Per Diem San Francisco, Califormis 0312212022 $79.00
[m} Out of Pocket Daily Meal Per Diem ‘San Francisco, Califomis 0372112022 $43.00
] Out of Pocket Daily Meal Per Diem San Francisco, Califoris 03120/2022 $79.00
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