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STEP ACTIVITY 

 

 

 

 
 

First, navigate to 

our International  

Travel webpage, 

to follow the 

appropriate 

steps listed, and 

submit the 

International  

Travel Form at 

least 40 days 

prior to travel. 

 

 

Log into 

Concur 

(access 

through 

Faculty/ 

Staff 

Resources 

drop 

down) 

and 

Create 

New 

Request. 
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https://procurement.humboldt.edu/international-travel
https://procurement.humboldt.edu/international-travel
https://forms.humboldt.edu/international-travel-form
https://forms.humboldt.edu/international-travel-form
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Fill out your 

Request 

information as 

you normally 

would, make 

sure to choose 

“3-International” 

as the travel 

type. Once your 

Request info is 

filled out, click 

“Create 

Request”. 

 
 

 

 

 
After you have 

filled out the 

International  

Travel Form, and 

received the 

approved/signed 

copy, attach it to 

your Request 

under the 

“Attachments” 

drop down. 

 

 
 

 

 

 
 

Add your 

Expected 

Expenses to 

the Request, 

by clicking 

“Add”. Make 

sure to select 

“04a. Meal & 

Incidental- 

International, 

Al, HI, U.S. 

Possessions” if 

your travel 

funding will 

cover meals. 

International 

Meal per 

diems are 

determined by 

location at this 

site. 

 

 

 
 

https://forms.humboldt.edu/international-travel-form
https://forms.humboldt.edu/international-travel-form
https://aoprals.state.gov/Web920/location.asp?menu_id=95
https://aoprals.state.gov/Web920/location.asp?menu_id=95
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Once you have 

added all 

Expected 

Expenses, and 

attached your 

International  

Travel form, you 

may “Submit 

Request”. 

 

 

 

 

 
Creating An Expense Report 

 
 
 

After your travel, 

you must create 

your Expense 

Report. Go to 

your originally 

approved 

Request and 

select “Create 

Expense Report”. 

 

Now, you must 

create a Travel 

Itinerary for your 

International 

Travel that will 

automatically 

calculate your 

per diem rate. 

Select the 

“Travel 

Allowance” drop 

down, then 

“Manage Travel 

Allowance”. 

Now select “1 

Create New 

Itinerary” in the 

upper left. 

https://forms.humboldt.edu/international-travel-form
https://forms.humboldt.edu/international-travel-form
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Add your itinerary 

information by 

entering your 

departure and 

arrival 

information, then 

click “Save”. 

 

 

 
Next, enter your 

return itinerary 

information or 

the next stop 

along your 

journey if 

applicable, then 

click “Save”. 

 

 

 

 
Once your 

departing and 

returning travel 

information has 

been added, 

select “Next”. 
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On the following 

page, click 

“Next” again. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If any of your 

meals were 

provided for you 

(complimentary 

breakfasts, 

conference 

meals, etc) select 

those by 

checking the 

applicable box 

on the 

appropriate 

date, then click 

“Create 

Expense”. 

 

 

 

 

Concur will 

route you 

back to your 

expense 

report. Add 

credit card, or 

out of pocket, 

transactions 

from your 

travel by 

selecting “Add 

Expense”. 
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All meals that 

happened out of 

the 48 

Contiguous 

United States 

must be marked 

as “Meals & 

Incidentals – Intl, 

AL, HI & U.S. 

Possessions”. 

 

 

 
Continue to 

enter all of your 

relevant 

expenses and 

supporting 

documentation. 

Once this is 

complete, you 

may “Submit 

Report”. 

 

  

 

 


