f® TRAVEL=STATE Manage Student Requests

Michigan State University employees can submit a travel Request in Concur with requested trip expenses on behalf of a
Student. When creating a Travel Request or Expense Report in MSU’s Concur system, Michigan State University student
employees can edit their Approvers in the Approval Flow.
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Student Employee Request

Michigan State University employees can submit a travel Request in Concur with requested trip expenses on behalf of a
Student Employee.

If you are a Student Employee creating a Request for yourself, please skip to Step 3 on how to create a Request.

=

1. Start at the Concur Homepage, select Profile
>Act as Another User

>A Delegate for another user who has granted you this |28 Act as Another User A
permission

>Enter the individual’s name or NetID in Search by Name or ActAs ©

ID field. ) myselt

‘ w’\./\w A Delegate for another user who has granted
you this permission

ile apg
NOTE: You will only be able to locate those individuals who have |eitin
identified you as a Delegate. If the user you are attempting to
Delegate for is not a listed option, please see the Manage | Q | nevel | v l
Delegates and Travel Arrangers guide. -

StudentTest Never

Student Test

support@concursolutions.com (Email)
L 212-555-1212

(I J
Exhibit 1
@
2. Select the Student Employee’s name from pull-down list
>select Switch.
Ad 3:; Act as Another User ~
ActAs @

) Myself
{Q A Delegate for another user who has granted

you this permission

ile apg

e itin

‘ Q | studentTest Never | v } m

@ Profile Settings
(D signou

Exhibit 2

NOTE: User Bar should display Student Employee’s Name. 8 Acting as Never, StudentTest

Exhibit 3

UL REV 4: 2/25 2


https://us2.concursolutions.com/
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3. Click Create
>Start a Request.

4. On the Create New Request screen, in the

Traveler Type field, select Student.

5. In the Request Header, Select "No” if
the Students Approver is in the same
Department funding the travel.

NOTE: If selecting "NO", user must use
Edit Approval Flow when creating a
Request to add the appropriate
Approver. If the student works with
multiple MSU departments, contact
your supervisor to determine the
appropriate approver of the department

Manage Student Requests

() Create w

Start a Request -

GAN STATE
l Start a Report JERSITY
Exhibit 4
Traveler Type *

Student v

MNone Selected
Faculty
Profiled Guest

Staff

I Student _ l

Exhibit 5

Students: Is the Approver from the same department? @

No v

Mone Selected

Mo

Yes

Total Annroved Amount ©

funding the travel. Exhibit 6
Students: Is the Approver from the same department? ﬂ
No ick H X
Please see Step 7on how to Edit Approval Flow Quick Help . i
SO your appropriate Approver receives your SubObject

Request.
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If selecting “No”, Student Employees
(000) INTERMAL TRANSE must use Edit Approval Flow when cre-
ating a Request to add the appropriate [
Approver. If you work for multiple de-
partments within MSU, contact your su-
Total Approved Amount * pervisor for the appropriate approver.

o oo

Exhibit 7
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6. Enter the
necessary
information and
required fields
indicated with a
(*) for the travel
Request. Enter
any additional
information you
would like to
share with the
Approver in the
Comments field.
Select Create
Request once
you are done
filling in the
required
information.

Manage Student Requests

I
Create New Request

' @
Profiled Traveler Policy v
)
=] Y 8
@ 5
ne Sel ~ ~
~ ~ Nor -
F ‘e
Student ~  MNoneSel ~  None Selected ~
‘@ = (] €3]
~ v
1o @
s

Exhibit 8

NOTE: Entries in the Request/Trip Name field, populate the Accounting String in KFS.

7. If you need to
edit your Request
Approver, select
Edit Approval
Flow.

Request $1,355.50
’
Not Submitted | Request ID: JK9Y

Request Details v PrintiShare v  Attachments v

Submit Request Copy Request Edit Approval Flow Delete Request

1

Approval Flow where you would like to add an Approver.

EXPECTED EXPENSES (@ada |
O Alert]T Expense typelT Details [T Datel® Amount|T Requested |
=] Hotel Reservation Nashville, Tennessee 07/24/2025  $600.00 $600.00
0 Daily Meal Per Diem Allowance Nashville, Tennessee, UNITED STATES 07/24/2025  $355.50 $355.50
Exhibit 9
B
Edit Approval Flow
. . + Add Step
8. On the Edit Approval Flow screen, select +Add Step in the
Office for Global Health, Safety, and Security Approve
s seep |
Department Approve
+ Add Step
Student Employee/Profiled Guest Approver
W
+ Add Step
Fiscal Officer Approver
+ Add Step
Exhibit 10
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9. In the User-Added Approver field, enter the
name of the Approver you want to be added into

the Approval Flow

>Select the Approvers Name from the dropdown

menu
>Save.

7. The added Approver is now visible in the

Approval Flow.

6. In the Expected
Expenses section,
select Add and enter
estimated amounts
for each of the
Student Employee
expenses. Select the
expense types that

apply.

UL REV 4: 2/25
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Edit Approval Flow

+ Add Step

User-Added Approver *

Last Name w

Q Delete

@msu.edu)

UserID: Logon ID:

@msu.edu
@msu.edu

+ Add Step

Departme:

Lee, Lynn

nt Approver

+ Add Step

Student Employee/Profiled Guest Approver

+ Add Step

Fiscal Officer Approver

Exhibit 11

Office for Global Health, Safety, and Security Approver

) [Llser-Added prrnver]

Department Approver

Student EmployeelProfiled Guest Approver
Fiscal Officer Approver

Cash Advance Admin Review

Exhibit 12

Student Employee Request

Not Submitted | Request ID: PT7Q

Request Details v  Print/Share v  Attachments v

EXPECTED EXPENSES

Submit Request Copy Request Edit Approval Flow  Delete Request

(o) |

Exhibit 13
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Some common expenses are Air Ticket, Car

Rental, Hotel Reservation, and Daily Meal Per Diem

Allowance.

7. To add documents for your approvers
review, select the Attachments dropdown
menu

>Attach Documents

>Upload and Attach

>double click the file you want to upload.

Manage Student Requests

Add expected expenses andlor travel plans x
E |Search for an expense type i
— w 0L, Travel Expenses a &

l Daily Meal Per Diem Allowance l

Expense Reduction

Hotel Cleaning Charge

Hotel Reservation

Meal Per Diem Multiple Destinations (Request)
Per Diem Reduction
~ 2. Transportation
Airline Fees
Baggage Fee

Car Rental Fuel

EXpPECIEd exXpenses andlor plans fo this request to

Exhibit 14

Student Employee Request

Not Submitted | Request ID: PT7Q

Request Details w  Print/Share v | Attachmenis v

-

EXPECTED EXPENSES‘ Attach Documents

b,

Exhibit 15
Document Upload and Attach X
NOTE: Preferred attachment formats are JPEG
or PDF.
T
| Upload and Attach - ]
Valid file types for uplead are .png, .Jpg. .jpeg. .pdf, Aif or .tff. SMB limit per file.

Exhibit 16

8. The red folder icon will indicate the file is uploaded for the approvers review. Attachments m e
Exhibit 17
UI REV 4: 2/25 6
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9. When you have
Completed your student Employee Request Copy Request | Edit Approval Flow  Delete Request
Student Employee
Expected Expenses Not Submitted | Request ID: PT7Q
and your requeSt is . Request Details v Print/Share v Attachments v I
ready, select Submit —
Request. Exhibit 18
Request-User Electronic Agreement

10. Select Accept and Continue to
Send the request to the approver. By clicking on the "Accept & Submit” butten, | certify that:

This is an accurate estimaticn of the expenses that will be incurred to accomplish official business for Michigan
| State University and this request is in compliance with Michigan State University's Travel and Expense policy. —
{hitp://ctlr.msu.edufcombp/mbp70EBS. aspx)

.

Cancel Accept & Continue

- r

Exhibit 19

ee Request

NOTE: New features in the submitted Request tile display the Request Student Emplo
ID and the name of the individual that is pending to grant approval. 102912024 [PT70

$200.00
 Submittec

Pending External Validation

Exhibit 20
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Student Non-Employee Request

Michigan State University employees will submit a travel Request in Concur with requested trip expenses on behalf of a
non-employee student, including Undergraduate and Graduate Students.

1. Start at the Concur Homepage, select Start
a Request. (® Create w

l Start 2 Request -
Start a Report GAN STATE

JERSTTY

Exhibit 21

Reguest Policy * lﬂ

Non Profiled Traveler Policy

2. On the Create New
Request screen, in the _ _

Request Policy field, Mon Profiled Traveler Policy -
select Non-Profiled
Traveler Policy. Profiled Traveler Policy

Exhibit 22

Traveler Type *
3. In the Traveler
Type field, select Guest v
Guest. This must be
selected so the ' '
Student is reimbursed None Selected |

when the Expense
Report is created, | Guest - '
rather than the —eeeee

person that created
the Request. Exhibit 23

NOTE: Student will need to be set up as a vendor in KFS to be reimbursed for any travel expenses in the Expense Report.

UL REV 4: 2/25 8
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5. Enter the
necessary
information and
required fields
indicated with a
(*). Enter any
additional
information you
would like to
share with the
Approver in the
Comments field.
Select Create
Request once
you are done
filling in the
required
information.

NOTE: Entries in the Request/Trip Name field, populate the Accounting String in KFS.

6. If you need to
edit your Request
Approver, select
Edit Approval
Flow.
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|
Create New Request

" @

Profiled Traveler Policy

- @

B 8
) I

Selects e ~
z 5 e 7

: T 2]

Student v ne Selecte 4 None Selected v

@ 3 (7] €3

(]
( -
Exhibit 24

Request $1,355.50
y
Not Submitted | Request ID: JKIY

Request Details v  Print/Share v Attachments v

Submit Request

1

Copy Request Edit Approval Flow [Delete Request

EXPECTED EXPENSES | @add |
O AlertlT Expense typell Details|T Datel® AmountlT Requested|l
C] Hotel Reservation Nashville, Tennessee 07/24/2025 $600.00 $600.00
] Daily Meal Per Diem Allowance Nashville, Tennessee, UNITED STATES 07/24/2025 $355.50 $355.50
Exhibit 25
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Edit Approval Flow

7. On the Edit Approval Flow screen, select +Add Step in the
Approval Flow where you would like to add an Approver.

Office for Global Health, Safety, and Security Approver

+ Add Step -

Department Approver

+ Add Step

Student Employee/Profiled Guest Approver

b
+ Add Step
Fiscal Officer Apprower
+ Add Step
Exhibit 26
8. In the User-Added Approver field, enter the Edit Approval Flow X
name of the Approver you want to be added into . -
+
the Approval Flow ’
>Select the Approvers Name from the dropdown fser Added Approver
menu [Last Name w | Q| |f==
>Save. { @mzu.edu) -
User ID: Logon ID:
@msu.edu
@msu.edu
+ Add Step

Department Approver

+ Add Step

Student Employes/Profiled Guest Approver

+ Add Step

Fiscal Officer Approver
____________________________________________________________________ l -
A
Cancel

Exhibit 27
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9. The added Approver is now visible in the
Approval Flow.

Manage Student Requests

(") Office for Global Health, Safety, and Security Approver

() | User-Added Approver

() Department Approver

() Student EmployeelProfiled Guest Approver

() Fiscal Officer Approver

() Cash Advance Admin Review

Exhibit 28

10. In the Expected
Expenses section,
select Add and enter
estimated amounts
for each of your
Guest’s expenses.
Select the expense

types that apply.

EXPECTED EXPENSES

Student Employee Request

Not Submitted | Request ID: PT7Q

Request Details v Print/Share v Attachments v

o)

EOLL LR Copy Request | EditApproval Flow  Delete Request

Exhibit 29

Some common expenses are Air Ticket, Car Rental, Hotel

Reservation, and Daily Meal Per
Diem Allowance.

UL REV 4: 2/25

Add expected expenses andlor travel plans

E |Search for an expense type

— v 01. Travel Expenses

l Daily Meal Per Diem .;'\llc'.';al*cel

Expense Reduction
Huotel Cleaning Charge
Lodging Paid for Others
Meal Per Diem Multiple Destinations (Request)
Per Diem Reduction
~ 02. Transportation

Airline Fees

Baggage Fee

Car Rental Fuel

»

Add and/or fravel plans to this request o

Exhibit 30

11
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11. To add documents for an
approvers review, select the

Attachments dropdown menu StUdent No n-Em Ployee Rqu.IESt
>Attach Documents
>Upload and Attach Pending Department Approval | Request ID: PT7V
>double click the file you want

to upload. Request Details v  Print/Share v l Attachments VI

EXPECTED EXPENSES |[ Attach Dc:u:ument5] _

Exhibit 31

! Document Upload and Attach b4 |
NOTE: Preferred attachment formats are JPEG or ) §
PDF.

o 2 L

I Upload and Attach I

Walid file types for upload are png, .jpg. Jjpeg. -pdf, .tif or _tiff. SMB limit per file.

Exhibit 32

12. The red folder icon will indicate the file is uploaded for your approvers review. .-!'.ttachments.@v
Exhibit 33
13. When you
have completed :
the Guest’s stUdent Em ployee Req uest L TGN Copy Request | Edit Approval Flow  Delete Request
Expected
Expenses and Not Submitted | Request ID: PT7Q
your request is
ready select Request Details v Print/Share v Attachments v
I

Submit Request. cxhiit 34
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14. Select Accept and Continue to send the [ Request.User Electronic Agreement x|
request to your approver.

By clicking on the "Accept & Submit” button, | certify that:

This is an accurate estimatien of the expenses that will be incurred to accomplish official business for Michigan
State University and this request is in compliance with Michigan State University's Travel and Expense policy.

!

Cancel Accept & Continue

{http:ifctlr.msu.edu/combp/mbp70EBS. aspx)

Exhibit 35

NOTE: New features in the submitted Request tile display the Student Non-Employee Request
Request ID and the name of the individual that is pending to grant 10/28/2024 | PTTV

approval. $280.00
 Submitted

Pending Fiscal Officer Approval -

Exhibit 36
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