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STEP ACTIVITY 

 
 
 

If you are planning and 

paying for travel for a 

student or any non 

employee, you can now do 

that through Concur! First, 

email travel@humboldt.edu 

to request access to that 

capability in Concur.  

 

 

 
 

 
Once we email you back 

confirming access, log into 

SAP Concur through your 

myHumboldt portal. On the 

Trip Search feature, you 

should now have a “Book 

for a guest” link. 
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Click on the tab of 

travel type you would 

like to book and enter 

in the trip information 

and then click 

“Search”. 

 

 

Select “View” to see room, 

airfare, or car rental rates, 

depending on what you 

are booking.  
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Click on the price next to 

the travel you are wanting 

to book.  

 

 

  
It will bring up your 

reservation details, and this is 

the point you will enter the 

guest traveler information for 

the hotel, car rental, or flights 

being purchased.  

 

Once you fill out traveler 

information, make sure to 

follow directions on each 

page to confirm your 

purchases.  
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After items are purchased, 

please make sure to add the 

expenses to the appropriate 

expense report. If we will be 

reimbursing the non 

employee for other travel 

expenses, these state travel 

card transactions can be 

added to that same expense 

report. If we are only paying 

for their expenses, please 

make sure to create a 

request and expense report. 

Please visit our Concur 

webpage if you have any 

questions! 

 

  

https://procurement.humboldt.edu/concur
https://procurement.humboldt.edu/concur



