Concur Travel & Expense – Q&A
Getting Started in Concur
Q: Who starts the travel request in Concur — the traveler or a delegate?
A: The delegate can start the request, but a traveler will need to submit.
Q: Can a traveler have more than one delegate?
A: Yes, travelers can assign multiple delegates in Concur.
Q: Will students have access to Concur?
A: No. Students traveling will need to be treated as guests in Concur. 

Transition Timeline & Existing Travel
Q: If I already completed a TARF for future travel (April, July, etc.), do I need to redo it in Concur?
A: No. Utilize Concur for the Expense Claim and attach the already approved TARF. 
Q: Travel between March 9 and April 1 — which process do we use?
A: Concur, if possible, but you can still use paper claims if you need to. Paper claims will not be accepted for travel occurring after April 1st. 
Q: Do we still complete TARFs once Concur is live?
A: Concur replaces the traditional TARF process moving forward.
Q: Will Hospitality continue under the existing process?
A: Yes, until Hospitality is fully built into Concur, the current process continues.

SPA / Grants Questions
Q: Will SPA be included in the Concur approval workflow?
A: Yes, SPA-related travel will follow the configured approval workflow within Concur. The planned workflow is the following: 
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Q: For SPA grants, does the Director still need to sign off (even under $3K)?
A: Yes. Approval routing follows the established workflow in Concur, including required grant-level approvals regardless of amount thresholds.

ProCard & Travel Card
Q: Does charging across business units apply to ProCards?
A: Yes, a chartfield can be selected for each transaction.
Q: Can registration fees still go on a ProCard?
A. Travel-related expenses should be moved to the Concur Travel Card. Do not use your Concur Travel Card for anyone other than yourself unless you are the department assistant and purchasing registration only on behalf of your staff/faculty/students. This is not recommended because the purchase will need to be reconciled in Concur. It is preferred that the traveler pay for their own expenditures. 
Q: Will ProCard limits stay the same?
A: Credit limits can be set for both ProCard and Concur Travel Cards upon requesting a card but can always be changed via a Card Services Request in Concur. 
Q: When will ProCard move into Concur?
A: Broader ProCard integration will occur in Fall 2026.

Concur Travel Card
Q: How do we request a Concur Travel Card?
A: Requests are submitted through the Concur as a Card Service Request.
Q: What is the timeline to receive a Concur card?
A: 7-10 business days. We will require you to attend training before being issued your card. 
Q: Can we match the same credit limit as our current ProCard?
A: Credit limits can be set for both ProCard and Concur Travel Cards upon requesting a card but can always be changed via a Card Services Request in Concur.
Q: Is international travel automatically enabled on the Concur card?
A: Yes
Q: Can faculty opt out of getting a Concur card and pay out of pocket?
A: Yes, but they must submit their expense reports in Concur for reimbursement.
Q: Is reconciliation done in Concur or another system?
A: Travel card reconciliation is completed directly in Concur.
Q: Do users need to upload every receipt for Concur travel card transactions?
A: Per CSU Policy, purchases under $75 do not require a receipt but there may be other departmental guidelines you should follow. Best practice it to save all receipts. 
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