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Michigan State University employees and student drivers must complete a Request in Concur to use a Motor Pool vehicle.  
Please be aware that after creating the Motor Pool Request you still must Reserve your Motor Pool Vehicle, either by 

telephone 517-353-5280 or by submitting a Service Request. Motor Pool will bill your department through KFS to 
reconcile once your trip has been completed. 

 

If you are a Student or Graduate Student please see Page 5 for additional information related to the Motor Vehicle Record 

(MVR) Review Request and Driver Safety Course (Undergraduate Requirement Only).  
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https://secportal.ebsp.msu.edu/sap/bc/ui2/flp?appState=lean#TravelandExpense-launch
https://ipf.msu.edu/service-billing/service-catalog/transportation
https://rmi.msu.edu/forms/index.html#Vehicle
https://rmi.msu.edu/forms/index.html#Vehicle
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Create a Motor Pool Request 
 

 

1. Start at the Concur Homepage, select Create 

Request. 

 

 

 

 

 

 

 

 

2. 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 

To/From 

Approvers/Processors 

field. Select Create 

Request once you 

are done filling in the 

required information. 

NOTE: Entries in the 

Request/Trip 
Name field, populate 

the KFS  Accounting 

String.  
 

 

 

 

 

 

 

3. In the Expected 

Expenses section, 

select Add.  

 

 

 

 

 

 

 

 

 

 

Exhibit 1 

Exhibit 2 

Exhibit 3 

https://us2.concursolutions.com/home.asp
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5. Select expense type Motor Pool that 

is found under 02. Transportation.  

 

 

 

 

 

 

NOTE: Car Rental Fuel expense type and 

Car Rental segment do not apply to 

Motor Pool. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. In the 
Expense 

Type Motor 
Pool, make 

sure the 
information 

is correct and 

click Save.  

 

 

 

 

 

 

 

 

 

NOTE: Motor Pool defaults to zero dollars and cannot be edited. Motor Pool will bill your department through KFS. 
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Exhibit 5 
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7. The Motor 

Pool expense 
was created, 

and your 4-

digit Request 
ID was 

assigned. 

 

 

 

 

 

 

 

 

 

If you chose MSU Funding Source in the Request Header, it can’t be submitted if Motor Pool is the only expense. An 
expense type with an amount of at least .01 needs to be added as an additional expense. A suggestion is to add an 

expense type such as “Parking” or “Tolls”. You may mark the Funding Source as Non-MSU Funds if you do not need the 

Request to route to a Fiscal Officer and will not need to encumber funds.  

 

 

You still must reserve your Motor Pool vehicle. University employees and students may reserve a vehicle either by 

telephone 517-353-5280 or by submitting a Service Request. Vehicles may not be picked up if a reservation has not 
been made directly through Motor Pool. When reserving the vehicle, you will need to provide the 4-digit ID assigned to 

your Request in Concur.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exhibit 6 

https://ipf.msu.edu/service-billing/service-catalog/transportation
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Student & Graduate Student Driving Record Check 
 

Student Motor Vehicle Record (MVR) Review 
Approval Required. Select from the pulldown 

menu in Exhibit 7. MSU Students are required to 
have their driving reviewed and approved by the 

Office of Risk Management and Insurance (RMI) 
prior to driving the MSU vehicle. This is required on 

an annual basis. For insurance purposes, student 

drivers will need a printed copy of the MVR Review 
approval email sent by RMI, which can be obtained 

from the department person who was indicated on 
the MVR Review Request Form to be notified of the 

results. Please visit the RMI website for more 

information on the MVR request/approval process. 

 

 

 

 

 

Undergraduate Driver Safety Course 
Completion Required.  Select from the pulldown 

menu in Exhibit 8. If the driver is an 
undergraduate student, they are also required to 

complete the Driving Safety for University Vehicle 
Use course in the Ability LMS (one-time 
requirement). For additional information on this 

training requirement, and tracking progress and 
completion in Ability, please click here.  
 

 

 

NOTE: A “No” answer prohibits the Student/Graduate Student from driving, and you will receive errors until the courses 

are completed.   

 

 

 

 

 

 

 

 

 

 

 

   

Exhibit 8 

Exhibit 7 

https://forms.office.com/pages/responsepage.aspx?id=MHEXIi9k2UGSEXQjetVofXoDsuzDZX9KuifpmbWuaGVUMFE0RFlMNEpJSThWN1lQN0lJSldSRExNMiQlQCN0PWcu&route=shorturl
https://rmi.msu.edu/forms/index.html#Vehicle
https://bit.ly/MSU-0100-WBT
https://bit.ly/MSU-0100-WBT
https://rmi.msu.edu/resources/driver-safety-training.html

