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How to Claim Per Diem in Concur
This Quick Reference Guide demonstrates how to claim Per Diem in Concur.
There are two ways to claim Per Diem in Concur: the first is by creating an itinerary, which will allow you
to create a Travel Allowance; the second is by manually entering the Per Diem amount using the

Miscellaneous Travel expense type. All guest accounts will need to use the Miscellaneous Travel
method. For this method, please skip to Page 5.

Creating a Daily Allowance

» A Travel Allowance in Concur is the Meals and Incidentals Per Diem rate set by the U.S.
Government for the region visited.

Home f Expense / Manage Expenses ¢ How to Claim Per Diem in Concur

How to Claim Per Diem in Concur $0.00

Mot Submitted | Report Number: SYAM23

Report Details v Print/Share ¥  Manage Receipts % [ Travel Allowance

Manage Travel Allowance

1 Click Travel Allowance drop down within expense report

2 Select Manage Travel Allowance
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Travel Allowances For Report: How to Claim Per Diem in Concur :3 b4

Create New Itinerary 2 ) Awailable ltineraries 3 ) Expenses & Adjustments
Itinerary Info
linerary Name
I Howi to Claim Per Diem in Concur °
e = New Itinerary Stop
O | Departure CityT= | Arrival City Arrival Rate Location | IDT:E::-E r:-':'. -~
oston, Massachuse
Mo Itinerary Rows Found Date Tme
| 111502024 8 |sooam
Arrival Ciry
I San Diego, California
Date Time
| orasiz024 8 |00
D
3 | Fill out first Itinerary Stop on landing page (this will include Departure and Arrival cities and

times).Note: DO NOT click Next after filling out the above

4 | Click Save

Select the blue Add Stop button to add an additional Itinerary Stop.

If the trip involves travel to only one destination, this will be the Return Trip
6 | Click Save

Travel Allowances For Report: How te Claim Per Diem in Concur

Edit Itinerary 2 | Awailable hineraries 3 ) Expenses & Adjustments

Itinerary Info

|€.m Per Diem in Concur

Add Stop T | _ || New Itinerary Stop
»

Departure CityT= | Arrival City | Arrival Rate Location | Departure Ciy
I San Diego, California

Boston, Massachusetts San Diego, California SAN DIEGO COUMTY, US-CA, US

017152024 06:00 AM 01/15/2024 11-00 AM Date Time
| 212024 I FT
Arrival Ciy

I Boston, Massachusetts

Date me
| ovzzrzazs 8 |soomm

0=

Ga to Single Day Hinerarias m Cancel
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Travel Allowances For Report: How to Claim Per Diem in Concur

Edit linerary (2 ) Available ltineraries (3 ) Expenses & Adjustments
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Itinerary Info

linerary Name

| How o ciaim Per Diem in Concur

rasson

New Itinerary Stop

Departure City

] | Departure Cityt® | Arrival City Arrival Rate Location |
| Boston, Massachusens
o Boston, Massachusetts San Diego, California SAN DIEGO COUNTY, US-CA, US
D1/15/2024 06:00 AM DL/15/2024 11:00 AM Date Time
San Diego, Califarnia Boston, Massachusetts SUFFOLK COUNTY, US-Ma, US | = |
01/21/2024 10:00 PM 0L/22/3024 05:00 AM P—
Date Time

D=

Go to Single Day ltineraries Cancel

7 Click Next

You are now viewing the Assigned ltinerary: If your Itinerary looks correct, hit Next (clicking
Previous will allow you to go back and edit your work).

Travel Allowances For Report: How to Claim Per Diem in Concur el x
Create New itinarar, Luzilable finersries (3 ) Expenses & Adjustments
Assigned Itineraries
| Departure City Date and Timet® Arrival City Date and Time Asrival Rate Location
@ Itinerary: How to Claim Per Diem in Concur
Baoston, Massachusetts O115/2024 06:00 AM San Diego, California 01152024 11:00 AM SAN DIEGO COUNTY, US-CA, US
San Diego, California 012142024 10:00 PM Baston, Massachusetts O1/22/2024 065:00 AM SUFFOLK COUNTY, US-M&, US
Available Itineraries
Current Itineraries ~
| Departure City Date and Timef® Arrival City Date and Time Arrival Rate Location
Mo Availabie ltineraries Found
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9 Indicate any included meals during travel dates by selecting appropriate check boxes. Concur
will adjust your Allowance accordingly.
10 | Click Create Expenses.
1 | Create New Itinerary 2 | Awailable tineraries Expenzes & Adjustments
s — —

Exclude | All [] | |pateiLocationt= | Breakfast Provided Lunch Provided Dinner Provided Allowance
g.if%?g?-:alifarr'a $55.50
g‘;‘:sejgi:_‘-galifarr'a $74.00

: : B . sorn
.:E];;I:gizi-.i-Califarr'a $74.00
i Dragn, Catfornia ® I ; 45700
S Diege, Catfarsa @ :z I $39.00
S Dreg, Catforsa $74.00

: B c o —

R -

You have successfully claimed Per Diem in Concur:

Home ! Expense / Manage Expenses / How to Claim Per Diem in Concur

How to Claim Per Diem in Concur $469.00

Not Submitted | Report Number: 5YAM23

Report Details v Print/Share v Manage Receipis v Travel Allowance v View Available Receipts
Add Expense
O ReceiptlT  Payment Typell Expense Typell Vendor Details 1T Datel™ RequestedlT
C] Out of Pocket Daily Allowance (513500, 513700) San Diego, Califomia 01/22/2024 $55.50
O Qut of Pocket Daily Allowance (513500, 513700) 5an Diego, Califomia 0L21/2024 374.00
O Qut of Pocket Daily Allowance (513500, 513700) San Diego, Califomia 012072024 $39.00
C] Out of Pocket Daily Allowance (513500, 513700) San Diego, Califomia 01/19/2024 $57.00
(]} Qut of Pocket Daily Allowance (513500, 513700) San Diego, Califomia 01/16/2024 57400
O Qut of Pocket Daily Allowance (513500, 513700) San Diego, Califomia 0L/17/2024 240,00
O Qut of Pocket Daily Allowance (513500, 513700) 5an Diego. Califomia 0L/16/2024 374.00
(]} Qut of Pocket Daily Allowance (513500, 513700) San Diego, Califomia 01/15/2024 $55.50
5469.00 ~
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Miscellaneous Travel

» The Miscellaneous Travel expense type can be used as an alternative to creating a daily
allowance. All Per Diem expense in Guest Accounts must be reimbursed utilizing this method.

Add Expense x

0 +

Available Expenses | Create New Expense

Search for an expense type

~ 1. Travel Expenses
Accommodations (513500, 513700)
Hotel Internet Fees (513500, 513700)
Hotel Phone/Fax (513500, 513700)
Incidentals (513500, 513700)
Laundry (513500, 513700)

I Miscellaneous Travel (513500, 513700) I ’

# 02, Transportation

1 Select the Miscellaneous Travel expense type from the list of available expenses.

2 Enter the Business Purpose as “Per Diem.”

Details Itemizations Bz

Receipt
@ Allocate

* Required field
%

Expense Type

Miscellaneous Travel (513500, 513700) X v

Transaction Date * Business Purpose *

01/22/2024 ] Per Diem
Enter Vendor Name * City of Purchase *
John Smith New York, New York X v

Payment Type *

T
Out of Pocket ~

Click to uplead or drag and drop files to upload & new receipt.
Valid file types for upload are .png, .jpE, .jpeg, .pdf, .tif or .Gff.
148.00 US. Dollar (USD) X v SME limit per file.

Amount * urrency *

D Personal Expense (do not reimburse)

Comment * 24/500

Two Days at $74 per day.
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Enter the Traveler's name under Vendor

Enter the Amount as the total amount being claimed

In the comments box, indicate the number of days and dollar amount per day being claimed

o O M|l W

Click Save

primary bosnation 1,21 | county (3,4 s =
e [ = e = = = = =]
Standard Rate Applies for all locations without $89 9§89 889 B89 B89 HB9 689 BB 589 HB9  5B9 589 551
specified rates
Albany Albany 115 $115 $115 115 $115 $115 $115 115 §115 $115 §115 $115  §59
Binghamton / Owego Broome / Tioga $99 9§99 599 9§99 599 $99 599 $99 599 599 599 599 $59
Buffalo Erie 3112 $12 §112 $M2 §112 $M2 $12 112 $112 112 §1M2 §12 564
Floral Park / Garden City / Massau 5150 $150 $150 $150 $150 $150 $150 $150 $150 $180 150 5150 569
Great Neck
Glens Falls Warren 393 3§99 9§99 P99 99 $99  $I9  BI9  H99 H160 $160 $99 564
aterloo / Romulus Tompkins / Seneca 5121 3121 3121 3121 3121 $121 $121 $121 $121 5121 5121 5124 $59
ingston Ulster $115 $115 $115 $115 $115 $115 $115 $115 §115 $115 §$115 $115  §$69
L m L R Lk 2440 2140 o440 240 40 40 o400 o477 o477 A4 L]
I New York City Bronx / Kings / Mew York / Queens 5306 $306 $306 $181 $181 $270 $270 $270 $270 5242 5242 5306 [ I
/ Richmond
Miagara Falls Miagara 589 $89 89 §@9 §B9 H8Y 589 HBY 58O S114  §114 589 $59
Nyack / Palisades Rockland M2 112 $12 $112 §12 $12 12§12 §112 $12 §112 $12  §64

[ P DR Punbnnn TANA  TANA  ©ANA  TANA  TANA  CANA  CANA CAN4 AN CANA  CANA CANA TeA

7 The receipt should be an attached screenshot of the State Department or GSA set rate
for the region being visited during the month of travel.

Note: Travel Days are reimbursable for only 75% of the daily meals and incidentals rate.
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