
Admitted Student Travel Reimbursement Instruction Summary

-Important Note: Rather than reinventing the wheel I reference MSU prepared Concur Guides. The 

purpose of this document is to put a summary of the steps to take from beginning to end in one 

location for paying Admitted Student travel reimbursements in Concur.  

-Get incoming student name and mailing address and send to Accounting to setup SP vendor. 

-While waiting for the SP vendor setup the department will want to setup a template travel request to 

use while submitting the reimbursement request.  This will include segments for airfare, car rental, 

hotel, and mileage submitted for a minimal amount (the later expense report will include the actual 

amounts, this is only for the travel approval).  From the Concur Request User Guide: 

http://ctlr.msu.edu/download/travel/Request%20User%20Guide.pdf , “Create New Request” excerpt to 

create a new request for approval:

These must be subitted as: non-
profiled traveler and guest:
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Note from Sharon:  Example travel request template: I have added airfare, hotel, car rental, and 

mileage. These are all things that may be included in the $500 reimbursement you offer. Dollar amount 

will be included when you do the expense report.   
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-Leave the template there without submitting 

-Once you receive notification that the SP vendor is setup, copy the template travel request and add 

the admitted student information and submit the request.  This will go to the department head and the 

fiscal manager for approvals.  From the Concur Request User Guide: 

http://ctlr.msu.edu/download/travel/Request%20User%20Guide.pdf , “Copy a Travel Request” excerpt 

to create a copy of the original request:   

  

-You will update the copied travel request with the admitted student information and submit it for 

approval by pressing the green “Submit Request” in the upper right corner.  This could take a couple of 

days to get the approval. 

-Once you receive notification that the travel request has been approved and you have received the paid 

receipts, then you will go in and submit the “Travel Expense Report”.  THIS IS ASSUMING THAT THE 

DEPARTMENT WILL NOT BE MAKING TRAVEL ARRANGEMENTS FOR THE ADMITTED STUDENT.  From 

the Concur Request User Guide: http://ctlr.msu.edu/download/travel/Request%20User%20Guide.pdf , 

“View Requests” excerpt below to find your original request:      

 

-Once you find your approved request you will add your expense report.  From the Concur Expense User 

Guide:  https://ctlr.msu.edu/download/travel/Concur_ExpenseUserGuide.pdf, “Create a New Expense 

Report” excerpt to create a new expense report: 
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Important Note from Sharon:  For admitted student travel, all expenses are out-of-pocket, so I did not 

include instructions for other expenses. 
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