Columbia University Finance Training

Training Guide: Using Per Diems on a Travel Expense Report in Concur

This job aid demonstrates how to set up a Travel Expense Report in Concur with an itinerary to receive meal per
diems, which automatically specifies meal allowances for each day of your trip based on the Federal Government’s
published per diem rates (GSA) for each trip location. In the case where a different per diem rate is appropriate, you
can use the Per Diem (Manual Calculation) expense type to calculate and explain your meal reimbursement.

Adding a Travel Allowance Itinerary to a Travel Expense Report

After initially creating your Travel Expense Report, you will be on the Manage Expenses screen of your Report.
1. Click Travel Allowance and select Manage Travel Allowance.
Conference $0.00 @

Not Submitted

Report Details w  Print/Share w  Manage Recsipts w | Travel Allowance v

Add Expense ‘ Manage Travel Allowance | e TITEY SHEVELEY

The Travel Allowances screen appears. If you previously created Itineraries, they would be listed in the Available
Itineraries section, which you can reuse and assign to this report, if needed.

lowsnces For Repart Conferes

Date and Time

=c

2. Click Create New ltinerary + ©reaie Newllinerarn: v create a new itinerary for this Report. The screen to enter a
New Itinerary Stop appears.

Depare Coy

sl City

Note: If you used Concur Travel to book your itinerary, you can click Import Itinerary and edit departure times for
each stop.
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Columbia University Finance Training

Training Guide: Using Per Diems on a Travel Expense Report in Concur

Completing the First Itinerary Stop (leg) of Your Trip

New Itinerary Stop

Departure Cify
I Mew York, New York |

Date Time
|u?f13rznzu |] |9:00 AM |

Arnival City
I Zan Francisco. California |

Date Time
|u?.f13r2020 |] |1:00 P |
1. Enter the Departure City. You can type and select a matching city or select from previously entered cities.
2. Enter the departure Date and Time. This should be when you leave your home or office.
3. Enter the Arrival City.
4. The arrival Date defaults to the same day. You can change it, if necessary.
5. Enter the Time of arrival to the destination city. This should be the time you arrived at your hotel.
6. Click Save.

Completing the Second Itinerary Stop (leg) of Your Trip

In this example, the Second Itinerary Stop is the return home. The Departure City defaults to the arrival city of the
previous stop and Arrival City defaults to the original departure city. It is possible to edit and then enter additional legs
for multiple trip locations.

New Itinerary Stop

Departure City

San Francisco, California ‘

Date Time
I 07HM7i2020 |l I 9:00 AM |
Arrival City

I Mew York, New Yaork ‘

Date Time
I 07HM7i2020 |l I 5:00 PM |

Enter the departure Date and the departure Time.
Enter the Date and Time when you arrived at your home or office.
Click Save

> w e

Click Next after completing all the legs of your trip. The Itinerary is assigned to your Report.

Travel Allowances For Report: Conference O %

1) Create New Hinerary o Available lineraries 3 ) Expenses & Adjustmenis

Assigned [tineraries

| Departure City Date and Time » Arrival City Date and Time Arrival Rate Location

@ ltinerary: Conference
MNew York, Mew York 07/13/2020 09:00 AM San Francisco, California 0713/2020 01:00 PM SAN FRANCISCO COUNTY, US-CA, US
San Francisco, California 07/17/2020 09:00 AM Mew York, New York 07/17/2020 06:00 PM NEW YORK COUNTY, US-NY, US
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Columbia University Finance Training

Training Guide: Using Per Diems on a Travel Expense Report in Concur

Viewing and Adjusting Daily Allowances
1. Select your Itinerary and click Expenses & Adjustments.

Travel Allowances For Report: Conference = x
i) Creale New Htinerary o Available Iineraries (@) Expenses & Adjustments
Assigned ltineraries
o
| Departure city Date and Time + Arrival City Date and Time Arrival Rate Location
@ ltinerary: Conference
New: York, Hew York 071132020 09:00 AM San Francisco, California 07/13/2020 01:00 PM SAN FRANCISGO COUNTY, US-CA, US
San Francisco. Califomia 0711772020 09:00 AM New Vork, New York 07/17/2020 06:00 PM NEW YORK COUNTY, US-NY, US
Travel Allowances For Report: Conference O x
1) Create Mew ltinerary (2 Available Iineraries o Expenses & Adjustments
Show dates from | ‘] to ‘l ﬂ
Exclude | All [ | | paterLocation » Breakfast Provided Lunch Provided Dinner Provided Allowance
] 0711312020
San Francisco, California 0 B 0 857.00
] 0711412020
San Francisco, California 0 B 0 576.00
] 0711512020
San Francisco, Galfornia ] B ] $76.00
] 0711612020
San Francisco, Galfornia ] B ] $76.00
] 0711712020
San Francisce, Galfornia ] B ] $57.00

Notice that the Allowance for the first and last days of travel are 75% of the full daily Allowance, which is aligned
with General Services Administration (GSA) rate calculation guidance.

2. In this example, some meals were provided by the conference. Select the check boxes to exclude those meals in
order to adjust the allowance.

Travel Allowances For Report: Conference = x

A Create New linerary (@) Available Htineraries () Expenses & Adjustments

Show dates from ‘] o ‘] m

Exclude | Al [] | | paterLocation « Breakfast Provided Lunch Provided Dinner Provided Allowance

- e ot s = B

H S Franeisco, Calforna [} =] 558.00

= S Fraraisco, Catforna [&] §39.00

o S Franeso caifornia ] [} =] 576.00

- S Frariisco, Catforna &} 0 [&] $57.00

. Creale Expen: . . .
3. Click Create Expenses . Each travel day’s allowance is now an expense item to be reimbursed.

Conference $287.00 @

Not Submitted

Report Details w  PrintShare w  Manage Receipls w  Travel Allowance v

Add Expense

Combine Expenses

(0 Receipt PaymentType Expense Type Vendor Details Date v Requested
(] Cash/Personal Credit Card Daily Meal Per Diem San Francisco, California 07/17/2020 $57.00
O Cash/Personal Credit Card Daily Meal Per Diem San Francisco, California 07/16/2020 $76.00
O Cash/Personal Credit Card Daily Meal Per Diem San Francisco, California 07/15/2020 $39.00
O Cash/Personal Credit Card Daily Meal Per Diem San Francisco, California 0771472020 $58.00
O Cash/Personal Credit Card Daily Meal Per Diem San Francisco, California 07/13/2020 $57.00

$287.00

Continue to Add Expenses to the Report, such as Airfare, Hotel/Lodging or Ground Transportation. After adding all
your Expenses to the Report, click Submit Report.
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Training Guide: Using Per Diems on a Travel Expense Report in Concur

Reducing the Per Diem Amount

There are two circumstances when you would need to reduce your per diem: 1) if your Department requires a lower per
diem rate than the General Services Administration (GSA) rates used by Concur, or 2) if you had to use the Travel and
Expense Corporate Card to pay for a meal.

Using Per Diem Reduction to Decrease the Per Diem Rate

Your Department may require a lower per diem rate than indicated by the Concur GSA allowance. If so, you can use the
Per Diem Reduction expense type, either one per day of your trip or once to reduce the total Per Diem reimbursement.

In the example below, Concur indicates the per diem rates for your three-day San Francisco business trip.

] 2
Conference $190.00 @ CopyReport | Submit Report
Not Submitted
Report Details v Print/Share v Manage Receipts v Travel Aliowance v
Add Expense

Receipt Payment Type

Cash/Personal Credit Card

Cash/Personal Credit Card

Cash/Personal Credit Card

Expense Type

Daily Meal Per Diem

Daily Meal Per Diem

Daily Meal Per Diem

Vendor Details

San Francisco, California

San Francisco, California

San Francisco, California

Date =

06/03/2021

06/02/2021

06/01/2021

Requested

$57.00

$76.00

$57.00

$190.00

However, your Department only allows a maximum of $50 per day. You can enter three Per Diem Reduction expense
items of -$7, -26, and -7 or a single Per Diem Reduction for -$40. The steps below detail a single Per Diem Reduction.

1. Click the Add Expense button. The Add Expense window appears.

Add Expense

1 +

Available Expenses | Craate New Expense

x

‘ per diam|

Pe
~ 11, Athietics
Afhvelics - Par Diem

2. From the Create New Expense tab, select Per Diem Red

New Expense Qe
Details Itemizations Hide Receipt [F]
@ Aliccate
* Required feld
Expense Type *
Per Diem Reduction v
Transacte on Date Trip Type *
06/03/2021 = Domestic / Non-Travel ~
Pupose* City of Purchase *
Conlerence v @ v | San Francisco, California
Payment Type * o
Cash/Personal Credit Card v
Attach Receipt Image
Amount * Gumency *
-40.00 US, Dollar ~
Comment Justircation

uction. The Expense page appears.

3. Enter a Transaction Date. Because we are entering a single reduction amount, select the last day of the trip. If you
are entering a reduction for each day of the trip, select the date for the reduction.
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Columbia University Finance Training

Training Guide: Using Per Diems on a Travel Expense Report in Concur

4. Select the City of Purchase. Because we are entering a single reduction amount, enter the destination city of the
trip. If you are entering a reduction for each day of the trip, indicate the city for that day.
5. Enter the Amount of the reduction as a negative number.

6. Click the Save Expense button. The Expense Report is ready to add additional expenses or to Submit into approval
workflow.

Conference $150.00 @

Not Submitted

Report Details »  PrinUShare ~  Manage Receipts ~  Travel Allowance

[ Receipt Payment Type Expense Type Vendor Details Date ¥ Requested
Cash/Persanal Credit Card Daily Meal Per Diem San Francisco, Casfomia 0B/0372021 557.00

(w) (Cash/Personal Credit Card Per Diem Reduction ‘San Francisco, Casornia 08/032021 $-40.00
Cash/Personal Credst Card Daily Meal Per Diem ‘San Francisco, Cafornia 08/022021 $76.00

[w Cash/Personal Credit Card Daily Meal Per Diem 8an Francisco, Calfornia 06/012021 85700

$150.00

Using Deduct from Per Diem for a Corporate Card Purchase

If you are using per diem for travel reimbursement, you should use a personal credit card or cash, not the Travel and
Expense Corporate Card, to pay for your meals when traveling. This is because when using the Corporate Card, you do
not incur an out of pocket expense and you should not be reimbursed for the meal.

However, if there is a circumstance when the Corporate Card is the only available option for you to pay for a meal, you
can use the Deduct from Per Diem expense type in your Expense Report. When using a Corporate Card to pay for
a Per Diem meal, you must reimburse the University the Deduct from Per Diem amount.

In the example below, Concur indicates the per diem rates for your three-day San Francisco business trip.

Conference $190.00 @

Not Submitted

Report Details v  PrintShare v Manage Receipts v Travel Allowance v

Receipt Payment Type Expense Type Vendor Details Date= Requested
Cash/Personal Credit Card Daily Meal Per Diem San Francisco, Califoria 06/03/2021 $57.00
Cash/Personal Credit Card Daily Meal Per Diem San Francisco, California 06/02/2021 $76.00
Cash/Personal Credit Card Daily Meal Per Diem San Francisco, California 06/01/2021 $57.00
$190.00

However, you used your Corporate Card to purchase dinner on the third day of your trip. You must reconcile this
purchase to deduct from the per diem.

1. Click the Add Expense button. The Add Expense window appears.

Add Expense x

99- +

Available Expenses Create New Expense

morts R TILDEN TENT-A-CAR
: San Francisco, Caltomia

060572021  §128084

R HOLIDAY RENT-A
e Car Rental WRECK 061032021  $1,00124

CUCoporse
i

Iy
J

indidual Meal - Dinner . 06032021 $5845
e

Displayed expenses: 100, Total 308
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Training Guide: Using Per Diems on a Travel Expense Report in Concur

2. From the Available Expenses tab, select the checkbox for the Corporate Card purchase you are deducting from

per diem and click Add to Report. The Expense Item appears on your Report.

Conference $248.45 i

Not Submitted

Add Expense

O Alerts Receipt Payment Type

(Cash/Personal Credit Card
(Cash/Personal Credit Card

Cash/Personal Credit Card

O @ i+ cucopoaecas

Report Details ~  Prnt/Share »  Manage Receipls ~  Travel Allowt

ance

Expense Type

Daily Meal Per Diem

Daily Meal Per Diem

Daily Meal Per Diem

Individual Meal - Dinner

‘Copy Report Submit Report

Vendor Details Date = Requested
San Francisco, California 080372021 $57.00
San Francisco, California 08/02/2021 $76.00
San Francisco, Califormia 06101/2021 $57.00

Fast Food Restaurants

103 56,45
Sastle, Washington 0610372021 55845

$248.45

3. Select the row of the Expense Item to edit it. The Expense Item appears.

Deails emizations ]

@ Adocate
+ Rsquired skl

Expenza Type *

Individual Meal - Dinner e
Transaction Dats * Trip Type *

061032019 [=:] Domestic
uuuuuuu . @ Was skohal purchassd? *

Conference - None Selecled

Payment Type

©

Attach Receipt Image

CU Corporate Card

Amour Cumrsncy

56.45 us, Dollar

Commentuusticaton

Save Fxponse [N

4. Change the Expense Type to Deduct from Per Diem.
De—!dunr fr[)J,',',Pprp,i,l_”ri,%&z'l% [ conct ([

l06/02/2013 Corporate Card

Details lfemizations Hide Recelpt [F]

@ Allocate
* Roquired fld
Expunss Typa *

Deduct from Per Diem v

Transaction Date * Payment Type

CU Corporate Card
Amount Curency
5845 US, Dollar

[+

Attach Receipt Image

5. Click Save Expense. The Expense Report is ready to add additional expenses or to Submit into approval workflow.
Conference $190.00 i@

Not Submitted

ReportDetalls v PrintShare v Manage Receipls v Travel Allowance ~

Add Expense

Rocaipt  Payment Type Expans Typo Vandor Details Date Amount  Requsted
GashiParsons Cradt Card Dy e Par Diarn FRE T — 05032021 100 ss700

o CasnPersonal Cradt Cara Daly Maal Par Diem S Fancian, Casoaia 05022021 o0 s7600
Cosh/Personal Credit Card Daily Meal Per Diem S0 oo, Collome 08012021 100 se700
CU Corparate Card Dasuct from Per Dism 1 F““Di'é“’“:"" 06032018 ss8a5 000

$24845  $190.00
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Columbia University Finance Training

Training Guide: Using Per Diems on a Travel Expense Report in Concur

Report Totals E]
Company Pays Employee Pays
$131.55 $58.45 $0.00
Employee Card (CU Corporate Company
Card)
Amount Total: Due Employee: Owed Company:
5248 45 $131.55 $0.00
Less Personal Amount Amount Due (CU Corporate
$58.45 Card)
$58.45
Requested Amount: Total Paid By Company: Total Owed By Employee:
$190.00 $190.00 $0.00

Cancel Submit Report

Important Note: The Report Totals screen will not show the amount you must reimburse the University for the Deduct
from Per Diem expense type. You must reimburse the University for the amount of the Deduct from Per Diem expense
with a check made payable to The Trustees of Columbia University within 20 days from the trip end date or 20 days
from the transaction date for business expenses. Please click here for more information on how to return funds to the
University.

Manually Calculating Per Diem

If a different per diem rate other than the Federal Government’s published per diem rate is required for your travel

locations, you can select the Per Diem (Manual Calculation) expense type on your Travel Expense or Non-Profiled

Payee Expense Report for each trip location. If you are manually calculating the per diem for a trip location, do not add

a Travel Allowance Itinerary to the Expense Report. You must attach documentation to the Expense Item to justify the

per diem rate

1. After creating your Travel or Non-Profiled Payee Expense Report, click the Add Expense button. The Add
Expense window appears.

Add Expense

0 +

Available Expenses Create New Expense

[ Pei|

“ Recently Used

Per Diem (Manual Calculation)
 02. Transportation

Personal Car Mileage
“ 03. Meals & Entertainment

Per Diem (Manual Calculation)

Per Diem Reduction

“ 08. Supplies

Subscriptions (Newspapers, Magazines / Books, Online)
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Training Guide: Using Per Diems on a Travel Expense Report in Concur

2. Search and select Per Diem (Manual Calculation). The Expense Item screen appears.

2 . -
Per Diem (Manual Calculation) $315.00 @ Cancel
09/10/2021
Details ltemizations Hide Receipt [
@ Allocate
* Required figld
Expense Type *
| Per Diem (Manual Calculation) ‘ v ‘
Transaction Date * Trip Type *
[ 0011012021 | | | Domestic / Non-Travel |
Purpose * Per Diem Location *
| Meetings/Events ~ ‘ | @ v | San Francisco, California ‘
Per Diem Rate * Number of Traveling Days (75%) * 0
[761.00 } | 2 ‘ Attach Receipt Image
Number of Full Days (100%) Total Amount of Provided Meals / Reduction
Amount
E |
[0.00 |
Payment Type *
| Cash/Personal Credit Card v ‘
Amount Currency
315.00 US, Dollar
Comment/Justification
gz

3. Enter the Per Diem Rate.

4. Enter the Number of Traveling Days. A travel day is defined as a day when you are traveling between locations,
usually the first and last day of a trip.

5. Enter the Number of Full Days. A full day is defined as a day when you are at your trip location for the full day
(not traveling between locations).

6. If meals were provided for you at meetings or a conference, enter the value in Total Amount of Provided
Meals/Reduction Amount, which is deducted from the total per diem reimbursement. You can determine the value
of a provided meal by looking up the GSA’s Meals & Incidentals (M&IE) Breakdown for your trip location.

7. Click Attach Receipt Image to provide supporting documentation to justify the per diem rate.
8. Click Save Expense.

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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