(& TRAVELESTATE

About Us

TRAVEL@STATE PROVIDES FACULTY, STAFF,
STUDENTS, AND GUESTS WITH RESOURCES
AND INFORMATION RELATED TO TRAVELING
ON BEHALF OF THE UNIVERSITY.

Whatis Concur?

Concur is MSU’s travel and expense system
that streamlines the travel process for MSU

faculty and staff.
SAP Concur |C

What Concur can do:

e Calculate per diems, currency conversions,
and mileage

e Book travel and link itineraries through the
mobile app

e Save time by pre-populating Expense
Reports via e-receipts

* Allow travelers to separate business and
personal expenses

e Quicker reimbursements

* Real time business intelligence on travelers
and costs

e Enable MSU to easily communicate to
travelers if an event occurs

e Create cash advances and encumbrances
during the pre-trip process

Completing your Profile

Before you can begin utilizing Concur'’s critical
functions, you must complete your Concur
Profile. For information on how to do this,
please refer to the Getting_Started Quick
Reference Card.

Benefits of MSU Travel Program

e Direct bill air, rail, and Michigan Flyer directly
to your department

* Worldwide travel insurance

e Discounted rates on airfare, hotel, and car
rental

e No service fees when you direct bill with
Conlin Travel or directly in Concur

® 24/7 Assistance and Support

MSU Travel Card

The MSU Travel Card is a University-liability
credit card available to faculty and staff who
may incur expenses while traveling on behalf
of the University. Common expenses that can
be charged to the credit card include
conference fees, lodging, airport parking,
ground transportation, etc.

To apply for a card, please click here to enroll
and complete training via D2L.

Important Apps to Download

Concur® for Mobile allows you to conveniently
store trip information and receipts on your
mobile device. This app also makes it simple
to manage your Requests and Expense
Reports from wherever you are.

Triplt Pro saves you time by creating a master
itinerary for your trip that is accessible
anytime. Triplt Pro will keep your itinerary,
reservations, meetings, and other trip
information in one place, and makes sharing
with others easy.

Want More Info?

The Travel@State team has created a list
of helpful resources to guide you through
each step of the travel process. Please
visit the Reference Library page on our
website for more information.



http://ctlr.msu.edu/download/travel/QuickReferenceCard_ProfileSettings.pdf
https://apps.d2l.msu.edu/selfenroll/course/921020?t=1594067337
http://ctlr.msu.edu/COTravelNew/Guides.aspx




Accessibility Report





		Filename: 

		Travel@State New Faculty Flyer.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

