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STEP ACTIVIT
Y

SAP Concur Requests Travel Expense Reporting ~ App Center

First, log into SAP
Concur and click
on “Requests” in
the upper left
corner.

Next, click on
“Create New
Request.”
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Fill out all fields
with a red
asterisk.

Create New Request
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Cancel Create Request




Below your trip
information, the
Fund will auto-
populate with
HM500. Please
highlight and
delete this, type
in HM592 and
then click on
HM592 from the
dropdown to use
ADV funds for
this trip.

Type in and
select your
Department from
the drop down
menu.

Type in and
select the
correct
Foundation
(HMADV) fund
source for this trip
in the “Class”
box.

Once this page is
filed out and the
correct
fund/class
information has
been added,
click “Create
Request” in the
lower right
corner.

Confinue to add
your expected
expenses and
submit your
request.

Are you traveling to a banned state? *

Avre you traveling with students? *

Business Unit *

| None Selected v | | None Selected AR ‘ (H1
Fund * e Department * o Program
Y v ‘ HM592| ] 'Y v | (D30003) D30003 - ACCOUNTS PAYABLE | | Y v ‘Sea
Class Most Recently Used Project [ 2]
| Y | (HM-HMCWMP-HME00-D30003) D30003 - ACCOUNTS | L Y ‘ Search by Text |
PAYABLE
(HM592) HM592 - ADV TRAVEL PASS THROUGH
Comments To/From Approvers/Frocessors W@
Fund * ©  Department* (4] Program
| Y ~ | 92) HM592 - ADV TRAVEL PASS THROUGH | ‘ Y ~ | (D20017) D20017 - ADMISSIONS ] ‘ Y v | S
Class (2] Project Most Recently Used
| Y v | Search by Text | | Y « | (HM-HMCMP-HMS500-D30003) D30003 - ACCOUNTS
PAYABLE
(D20017) D20017 - ADMISSIOMNS
Comments To/From Approvers/Processors € \
Fund * e Department * o Program ‘
Y - ‘92) HM592 - ADV TRAVEL PASS THROUGH \ \ Y ~  (D20017) D20017 - ADMISSIONS | | Y v ‘ Search by Text
Class e Project

e
Y -~ |(A6815)A68157ADM\SSIONS FUND| } Y~ ‘ Search by Text |

Comments To/Fram Aporovers/Processors @

Create New Request d
PETSONEr DaTes 07 TTaveTT ToTe enEr A g U CIyrSEE @ Fnaro oty

‘ | ‘ @ v | ‘ ‘ Search by Country/Region | v ‘
Are you traveling to a banned state? * Are you traveling with students? * Business Unit * o

| None Selected v || None Selected viT ‘ (HMCMP) HMCMP - Humboldt State Univ |
Fund * ©  Depatment* O Pogam 2]
Y ‘ 92) HM592 - ADV TRAVEL PASS THROUGH | Y v | (D20017) D20017 - ADMISSIONS A ‘ Search by Text |
Class o Praject

‘ Y v ‘ (A6815) A6815 - ADMISSIONS FUND ] ‘ Y v | Search by Text

Comments To/From Approvers/Processors €

Cancel Create Request

Please use the full Request Guide for more information regarding adding expected

expenses. It and other guides can be found on the HS

U Concur Website.



https://procurement.humboldt.edu/sites/default/files/request_guide_v1.pdf
https://procurement.humboldt.edu/concur

