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SUBMIT TRAVEL AFTER APPROVED SUBMIT TRAVEL REIMBURSEMENT CLOSE TRAVEL

REQUEST FOR Q EXPENSE REPORT REQUEST ON
APPROVAL FOR CLAIMS et CONCUR

NOTES

Only close travel requests where you have completed approved travel, submitted
an expense report, and have already been reimbursed. An amount will be listed
under the “Remaining Amount” column for any funds you did not use for the
travel.

Close travel request(s) if you can no longer travel and will cancel your trip(s).

Travel Coordinator of the College
through email at
coetravel @fullerton.edu or drop in

during travel office hours
%e COE Travel Website)

Blanket Travel Requests must also be closed at the end of each fiscal year (June 30™).
= A new blanket travel request is submitted for each fiscal year, so only close the
requests that have passed.
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https://ed.fullerton.edu/about-the-college/travel.php

Closing Travel
Request ‘

Closing Travel Requests on Concur

STEP 1

‘P/\Click “Home”

.Y Concur Home v \

Home

] APPLICATIONS

Requests

STEP 2

Expense

Select

“ Req uestsn App Center

g Authorization Requests

Alerts

Cal State Fullerton

@ vYou are eligible for a free subscri

@ You haven't signed up to receive

£ Booking for myself | Book for a guest

* 8 ;o @ Company Notes
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Closing Travel
Request

STEP 3

Click on “Active
Requests”

N ¢

Req uests View: Active Requests v Search:  Enter request ID Q&) Create New Request

Blanket Travel FY 2025-2026 ;) Blanket Travel FY 2025-2026 ) Mar 2025 Huntington Beach... J, Nov 2024 Anaheim, CA Test CPED 2024 Blanket Travel FY 2024-2025 ),
07012025 | 4XEW 07012025 | 4XDV 030872025 | 4RRK 1171402024 | 4PVT 1132024 | AMKQ 07/01/2024 | 4AMXD

$105.00 $105.00 $1,177.81 $163.45 $1,353.50 $100.50
m m Not Submitted Mot Submitted @

Sent Back to User Sent Back to User Sent Back to Usar

Manage Requests

Req uests View: Active Requests v
[ “ [«
Blanket Travel FY 20 1ot submitted lank
07/01/2025 | 4X6W froL

$105.00 Pending Approval ;1c
Approved oturm|

Cancelled

et B '
| STEP 4

ket Tra All Requests « .
- e ,{EED! Select “All Requests
07101/2024 | ANAF 1726/

Closed

to see list view of all
requests
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Closing Travel
Request

lsARd
e Concur  Requests v

Manage Requests

REII‘.II.IES‘I‘S Search:  Enter request ID Q (®) Croate Now Request

Requast Hame T Status [T Request Dates)”  Requested[T Approved]f Remaining amount]T

Approved
08052025

0700025 £105.00 £105.00 F105.00

Sent Back to User
o1 1202%

OT0LH025 5105.00 $105.00

Sent Back to User

DROATEE

Q302025 51,177.81 51,177.81 5117781

Mot Submitied 111472024 516345 2163.45 £163.45

Mot Submitted 113a0ad 51.353.50 1,353.5 $1,353.50

Approved

STEP 5 sz
\\__ Click into a travel request

T —— you have complleted travel —

for. It may still have a
i remaining amount listed. Do NOT Cancel
Request. It will be

completely deleted
A Alerts: 1 from Concur

-
Blanket Travel FY 2024-2025 $100.50 Craste Expense Report [ :;;g\

Approved | Request ID: 4MRW
STEP 6

Requests | Manage Requests / Blanket Travel FY 2024-2025

Reqguest Details Print'Share Attachments v

Click Close

— Request

EXPECTED EXPENSES

Expense typelT Detaits [T Date]¥ Amount|T  Requested T
Fullerton, California, UNITED STATES 0700172024 $100.50 $100.50

5100.50
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CSUF | Education
Closing Travel
Request

Home | Requests | Manage Requests | Blanke? Travel FY 2024-2025

A Mers: 1

Blanket Travel FY 2024-2025 $100.50 Copy Request | Cancel Request  Close Request

Approved | Request ID: AMRW

Request Details ~ Print/Share Attachments

REPORTS: 2
Aot Bemaing

$72.36 $100.50

@ Confirm

EXPECTED EXPENSES

Expenss typal T Dotails J ki Datel™  Amount|] Requested)f

Mileage Fullerton, Californis, UNITED STATES 0F0LZ024 5100.50 $100.50

$100.50

STEP 7

Click OK

lcand
ar Concur  Requests v

Manage Requests
Manage Requests
Requests View: All Requests v Search:  Enfer request i O ¥} Croate New Request

Request Hame}T Status T Request Dates]¥ PR dJt ining amount}T

OT0LR0Z5 510500 105,00

0T0LZ0ES 3 $105.00 $105.00

Sent Back to User

QRIS

Q082025 $1,177.81 $1.177.81
1 Submitted 111472024 $163.4% $163.48

% Submitted 1v13/2024 $1,352.50 $1.353.50 §1,353.50

i OT0LE024 $100.50 $100.50

STEP 8

Check that the remaining
amount column is now
empty for the travel request
you just closed
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End of the
Closing Travel
Requests Guide

If you have any questions, please email
coetravel@fullerton.edu or attend open office hours
listed on the COE Travel website



https://ed.fullerton.edu/about-the-college/travel.php

