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Concur Expense: Travel Allowance

II'raveI Allowance is its own drop-down link. The only option under Travel Allowance is
Manage Travel Allowance. When clicking on Manage Travel Allowance, the system
automatically opens to the Available Itineraries page. From this page, users can verify and
edit assigned travel itineraries, unassign applied itineraries if appropriate, as well as add, or
delete existing travel itineraries as appropriate. Click Next in the bottom right of the page to
advance to the Expenses & Adjustments to account for provided meals.

Mage not Tguhd or type unknown

To create a new itinerary, click on the Create New lItinerary link at the top left of the page.
Users can navigate between the three (3) Travel Allowance pages as needed and as they do
today.

Rage not fgdihd or type unknown

To save and exit Travel Allowance, from the Expenses & Adjustments page, users can click
Create Expenses.
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