CONCUR QUICK REFERENCE GUIDE

HOW TO ADD FIXED MEALS EXPENSES

YOU MUST HAVE AN OVERNIGHT STAY TO BE REIMBURSED FOR MEALS
The fixed meals expenses are linked to the itinerary. To add the Fixed Meals expenses, you will need to create an itinerary.

Go into Concur and click on your expense report to open the report. Click on the “Details” drop down menu, then click on “New
itinerary”. Complete the itinerary with your departure/arrival information to your destination and “Save”.
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Complete the itinerary with your departure/arrival return from destination and “Save”. The departure city should automatically
calculate on the return.

You can also add in multiple dates and destinations by saving each time you enter a leg of the journey. When all legs of your journey

are entered, click “Next” to go to the summary of your itineraries. The itinerary you just completed will be in the Assigned
Itineraries box. Previous Itineraries will be in the available box.

Click “Next” to go to the Expenses and Adjustments screen.
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All meals for your dates of travel by day will appear. The per diem rate for these meals is based on the date of travel and
destination. According to YSU guidelines per diem reimbursements are allowed at 75% first and last day, 100% any days in between.

Click in the “Exclude” box (left-hand side) to turn any days off or “All” at the top to turn off all day’s meals. Click on any of the

individual boxes for Breakfast, Lunch, Dinner to turn off any individual meals that you will not be reimbursed for or that were
included as part of a conference.

Click “Create Expenses”. This will add the expense — Fixed Meals to your Expense Report. You will not be on the Expense Report
screen.



CONCUR QUICK REFERENCE GUIDE

ITINERARY ERROR MESSAGE AND CORRECTION

Approval Flow for Report: SICB 2018 .

This report could not be submitted. This report contains at least one itinerary with a single
ttinerary row. An itinerary is not valid until it has at least two rows. Please add another row to
complete the itinerary.

Go to the “Details” drop down menu and select “Available Itineraries” under Travel Allowances.

The itinerary screen appears, click on the itinerary so that it is highlighted and choose the “Edit” button above the
itinerary.

Complete the itinerary with 2 lines—(1) trip out to destination and (2) return trip from destination and click Save.
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Click Next. This will show your complete itinerary.

Click Done to go back to your Expense screen

Youngstown State University does not discriminate on the basis of race, color, national origin, sex, sexual orientation, gender identity and/or expression, disability, age, religion
or veteran/military status in its programs or activities. Please visit the EIT Home Page for contact information for persons designated to handle questions about this policy.
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