
Concur Travel Request and Expense Report – Job Aid for Participants/Fellows

Important Tip: Prior to creating and submitting your Concur Travel Request, please 
complete the following tasks:

Be mindful of your travel allowance balance. You can check your balance by 
navigating from the Concur Home page to Budget Dashboards.
Review the Travel Policies on the ORAU Participant Site

o ORAU Travel Center - For ORAU Research Participants
NPP Fellows: Contact NPPTravel@orau.org with any questions.
ARL RAP Participants: Contact ARLFellowship@orau.org with any questions. 

NOTE:

A red asterisk * indicates a required field.
Grey question marks “?” are Tool Tips to assist you. To see the Tool Tips, 
hoveryour cursor over the “?”.

To complete a travel request, log into Zintellect - Climb Higher , select View Travel on your 
participant dashboard, then select Go to Concur. 
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Effective Date:  March 17th, 2025

Purpose:  to provide instructions for the new process of adding a travel allowance itinerary for meal and incidental per 
diems beginning with a travel request copying to an expense report. 

New travel requests and expense reports created on or after March 17th – begin on page 1.
Creating itineraries for approved travel requests without an expense report – skip to page 12.

Create New Travel Request
o From the Concur home screen navigate to Create > Start a Request

o Complete the travel request header and select Create Request.
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Add Travel Allowance Itinerary
o To add per diem meals and incidentals, create a travel allowance itinerary before adding your expected expenses by 

navigating to Manage Travel Allowance > Add Travel Allowance.
o If you do not need meal and incidental per diems and/or lodging you do not need to create a travel allowance itinerary. 

o Enter travel allowance itinerary information:
Start Location | Start Time: enter the location and time travel begins.
Arrival Location:  enter the city of lodging.

o NOTE: enter the city you are staying in overnight, not the airport city.
o If you are not staying overnight, select the “Without overnight” checkbox.

End Location | End Time:  enter the location and time travel ends.
NOTE: Single day travel allowance itinerary functionality is not yet available in the new travel allowance.  See section 
named Single Day Travel Allowance Itinerary on page 11 for more information.
NOTE: for multiple overnight stays at different locations, select “Add Destination” in blue.  For international travel or 
overnight flights, select “Detailed Itinerary”.

o Select Next
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o After selecting Next, the Travel Allowance Adjustment screen displays.  The allowance limits for nightly lodging and 
meal and incidental per diem amounts display.

o The amount displayed in the Allowance Limit is 200% of the GSA hotel per diem rate for the arrival location. The 
Reimbursement Amount is the reimbursement rate for meals and incidentals for the location.
Note:  Meal and incidental per diems are reduced to 75% of the reimbursement rate on first and last days of travel.

o Exclude any known provided meals or personal days from this screen
o Exclude Day:  if the entire day is a personal travel day, select the check box in this column next to the personal 

travel day.  This will zero out the amounts in the Allowance Limit and Reimbursement Amount columns.
o Breakfast, Lunch or Dinner Provided:  check the box for the dates for known provided meals.  

Note: meals provided can be adjusted when the expense report is created.
o Percent Rule: this box should always be checked to automatically calculate the lodging allowable limit. Do not 

remove the checkboxes.
o Select Finish.

o After selecting Finish, Travel Allowances for meals and incidentals will populate in your travel request as one line.  
[this is a change from the existing process of adding an expected expense for meals per diem]

o Select the down arrow to the right-hand side to open lines for meals and incidentals.

o
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o
this is a change in process from the previous travel allowance where meals and incidentals were combined 

together as meals – per diem]
o This job aid includes examples for Air Ticket and Hotel Reservation.  Your 

expected expenses may vary.

o Add air ticket
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o Add Hotel Reservation

o Continue adding all needed expected expenses for your travel request.  When you are finished Submit Request.

o The ORAU Request Traveler Agreement will pop up.  Select Accept and Continue.
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Create Expense Report from the Approved Request
o Navigate to Requests > Manage Requests and find your approved travel request after your trip has ended.
o Open the travel request and select Create Expense Report.

o Notice Meals and Incidentals are carried over from your travel request and pre-populated in your expense report.
o View and modify the travel allowance itinerary created in the travel request, if needed, by navigating to Travel 

Allowance > Edit Travel Allowance
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o Make any needed modifications and select Next

o From the Travel Allowances Adjustments screen, adjust for any meals provided or exclude personal days.
o NOTE:  remember to never remove the checkboxes in the Percent Rule column.
o Once any needed adjustments are completed, select Finish.  This will update the expense report with any changes to 

the meals and incidentals calculations.
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o This job 
aid includes examples for Hotel Reservation only.  Your expenses may vary.

o Under New Expense select the expense type.  If you have Available Expenses, such as airfare charged on the 
company ghost card, select Available Expenses to add to your expense report.  

o For this example we will select Hotel under New Expense.



Concur Travel Allowance (Per Diem) Upgrade
Creating a Travel Request and Expense Report with Travel Allowance

Job Aid_New TA
Version Date: 03/07/2025
Page 9 of 17

o Complete the Details section of the Hotel form and select Save Expense.

o You will receive an alert to itemize your nightly hotel room rates.  Select Yes.

o Select Recurrence from the drop down.  If there are different room rates for different nights, be sure to select 
“Different Daily Amount” and enter the individual nightly rates in the Room Rate column.  Select Save Itemization.
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o Select Save Expense in the upper right-hand corner. (not shown in example)

o Continuing adding all your expenses.  Select Submit Report when you are done.

o The report totals will pop up. Select Submit Report.

o You will receive confirmation your report was submitted. Select Close. You are now done!
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Single Day Travel Allowance Itinerary: 
Single day travel allowance itineraries are used most often when traveling locally for conferences or meetings without 
an overnight stay. Travel < 12 hours is not eligible for per diem meals. Travel > 12 hours qualifies for 75% of the USGSA 
per diem rate. 
 
The single day travel allowance itinerary used in Concur previously, is not available with the new travel allowance, but 
Concur plans to add it soon. In the meantime, follow the steps below. 
 
Note: If unsure if travel time will exceed 12 hours, you may add per diem meals to the travel request and adjust the travel allowance itinerary in 
the expense report if needed.  
 
One- or two-day travel without overnight: 
o Travel Request:  create a travel allowance itinerary for your travel dates (see page 2).   

o One-day travel: start and end date are the same date.  If travel time is ≤ 12 hours, per diem meals and 
incidentals will not calculate. 

o Two-day travel: start and end dates are one day apart.  Meals and incidentals will be 75% of the GSA 
rate for the location for each day.   

o Expense Report: 
o One-day travel: if travel time is > 12 hours and there is no entry in the expense report for meals and 

incidentals, add a travel allowance itinerary for the day. (Travel Allowance > Add Travel Allowance). 
o Two-day travel:  if travel time for both days is > 12 hours, no action is needed. 

 If travel time for both days is < 12 hours, delete the travel allowance itinerary. (Travel Allowance 
> Delete Travel Allowance). 

 If only one day is > 12 hours, update the travel allowance itinerary start and end date (Travel 
Allowance > Edit Travel Allowance). 

 
Extended Day Trips - More than two days without overnight: 
o Travel Request: create a travel allowance itinerary for your travel dates (see page 2).  Use the date range of your 

single travel days.   
o Expense Report: adjust the carried-over travel allowance itinerary. 

o For travel days ≤ 12 hours, delete the travel allowance itinerary (Travel Allowance > Delete Travel 
Allowance) to remove per diem items. 

o For travel days > 12 hours, edit the travel allowance itinerary (Travel Allowance > Edit Travel Allowance) 
to calculate per diem meals.  

 Save the itinerary to update per diems for days > 12 hours. 
 Add additional travel allowance itineraries for any days > 12 hours travel time. (Travel Allowance 

> Add Travel Allowance). 
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Travel Requests without expense report fully approved prior to 3/17:

Create Expense Report from an Approved Request

o From the Concur home screen, select Authorization Requests.

o Find your approved travel request after your trip has ended.
o Click on the tile to open the travel request and select Create Expense Report.
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Add Travel Allowance Itinerary

o To add per diem meals and incidentals, create a travel allowance itinerary before adding your expenses by 
navigating to Manage Travel Allowance > Add Travel Allowance.

o If you do not need meal and incidental per diems and/or lodging you do not need to create a travel allowance itinerary. 

o Enter travel allowance itinerary information:
Start Location | Start Time: enter the location and time travel begins. 
Arrival Location:  enter the city of lodging.

o NOTE: enter the city you are staying in overnight, not the airport city.
o If you are not staying overnight, select the “Without overnight” checkbox.

End Location | End Time:  enter the location and time travel ends.
NOTE: Single day travel allowance itinerary functionality is not yet available in the new travel allowance.  See section 
named Single Day Travel Allowance Itinerary on page 11 for more information.
NOTE: for multiple overnight stays at different locations, select “Add Destination” in blue.  For international travel or 
overnight flights, select “Detailed Itinerary”.

Select Next
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o After selecting Next, the Travel Allowance Adjustment screen displays.  The allowance limits for nightly lodging and 
meal and incidental per diem amounts display.

o The amount displayed in the Allowance Limit is 200% of the GSA hotel per diem rate for the arrival location. The 
Reimbursement Amount is the reimbursement rate for meals and incidentals for the location.
Note:  Meal and incidental per diems are reduced to 75% of the reimbursement rate on first and last days of travel.

o Exclude any known provided meals or personal days from this screen
o Exclude Day:  if the entire day is a personal travel day, select the check box in this column next to the personal 

travel day.  This will zero out the amounts in the Allowance Limit and Reimbursement Amount columns.
o Breakfast, Lunch or Dinner Provided:  check the box for the dates for known provided meals.  

Note: meals provided can be adjusted when the expense report is created.
o Percent Rule: this box should always be checked to automatically calculate the lodging allowable limit. Do not 

remove the checkboxes. 
o Select Finish.

o After selecting Finish, allowable meals and incidental per diems for each day will populate in your expense report.  
NOTE: meals and incidentals now show on separate lines vs. combined into one meals–per diem line with the old travel 
allowance.

o This job 
aid includes examples for Hotel Reservation only.  Your expenses may vary.



Concur Travel Allowance (Per Diem) Upgrade
Creating a Travel Request and Expense Report with Travel Allowance

Job Aid_New TA
Version Date: 03/07/2025
Page 15 of 17

o Under New Expense select the expense type.  If you have Available Expenses, such as airfare charged on the 
company ghost card, select Available Expenses to add to your expense report.  

o For this example we will select Hotel under New Expense.

o Complete the Details section of the Hotel form and select Save Expense.

o You will receive an alert to itemize your nightly hotel room rates.  Select Yes.
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o Select Recurrence from the drop down.  If there are different room rates for different nights, be sure to select 
“Different Daily Amount” and enter the individual nightly rates in the Room Rate column.  Select Save Itemization.

o Attach receipt and select Save Expense in the upper right-hand corner.
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o Continuing adding all your expenses.  Select Submit Report when you are done.

o A User Electronic Agreement will pop-up.  Select Accept and Continue.

o The report totals will pop up. Select Submit Report.

o You will receive confirmation your report was submitted. Select Close. You are now done!


