
How to Add an Itinerary 
 

The system keeps telling me I can’t submit my hotel expenses until I complete an itinerary.  I can’t find 
where to add my per diem expense.  What do I do? 
 

General Information: 
 
An itinerary is a listing of points of travel for a trip.  It will include the location and time when you began 
travel, each location where you stayed overnight with times of entry and exit, and the location at when 
the trip ended.  It does not include temporary layovers during the trip due to public transportation 
stops. 
 
An itinerary is necessary for the system to calculate your travel allowance.  The travel allowance process 
is two-fold:  (1) it determines the hotel rate limit for the location to which you traveled, and (2) it 
calculates your per diem for you. 
 
When you begin your expense report, you are asked the question “Will this expense report include 
either Hotel and/or Meal Per Diem expenses?  If you answer yes, you will be taken to the itinerary page 
to create your itinerary.  This will allow the system to calculate your expenses; the procedure is 
described under “Adding an itinerary up-front” below.  If you answer no, you will not be directed to the 
creation of the itinerary; if that happens and you do have hotel or per diem to claim, you will need to 
follow the instructions listed under “Adding an itinerary  after-the-fact” below. 
 
Note:  Itineraries can be imported from your airline or hotel.  We do not recommend that you import 
your itinerary, because there will be multiple edits required. 
 

Adding an itinerary up-front: 
 
This procedure covers the steps needed to create an itinerary when you answer yes to “Will this 
expense report include either Hotel and/or Meal Per Diem expenses?”  You will see this question pop up 
immediately after you complete the report header: 

 
If you do not answer yes to this question and you later discover you needed an itinerary, proceed to 
“Adding an itinerary after-the-fact” below. 
 
  



You will be taken to this screen if you answered yes. 

 
On this page, enter your departure city, date, and time, as well as your arrival city, date, and time for the 
first leg of your trip.  Remember that temporary stops made to change planes, etc., should not be 
entered.  It is not recommended that you use the Import Itinerary feature.  Click Save. 
 
You will be taken to another screen to complete the next leg of your trip.  Continue to do this, saving 
each time, until you complete the screen returning you to your original departure city.  Save the last leg, 
and then click next.  Your completed itinerary should look something like this. 

 
You will be taken to this page.  You will note that the itinerary you just created is in the Assigned 
Itineraries section.  Click Next. 

 



You will be taken to the Expenses and Adjustments page.  On this page, select the meals that were 
provided by someone else during the trip.  Before you mark a provided meal, it will show the per diem 
you are allotted for the time you spent in travel status. 

 
Once you have marked your meals, your per diem will be reduced according to policy. 

 
 

Special note:  We must adhere to the State Travel Reimbursement Act.  As a result, we had to modify 
the way Concur normally calculates per diem.  One of the side effects of this modification is that 
sometimes there is not enough per diem shown on the last day of travel to cover the meals that were 
provided.  This is because the first day of travel contains the additional per diem allowed.  If you 
encounter that situation, mark a previous day’s meal instead of marking the final day. 
 
Once you have your meals marked, click Create Expenses.  The system will add you per diem expenses 
to your report.  It will also store the hotel rate allowance so that you can add your hotel expense to the 
report.  You are now finished creating your itinerary. 

  



Adding an itinerary after-the-fact: 
 
If you do not answer “yes” to the question “Will this expense report include either Hotel and/or Meal 
Per Diem expenses?”, you may find that you later want to add per diem or hotel to your report. 
 
If you immediately realize that you should have answered yes, and you began your expense report from 
the “expense” link on your approved request, we recommend that you immediately delete the current 
report and start over on your report, answering “yes” this time.  Since most of your header information 
is copied from your request, it will be much faster to start over.  If you do not realize it immediately, 
follow the instructions below. 
 
To add an itinerary to an expense report, open the report.  Click Details, then click on New Itinerary. 
 

 
 
You will be taken to this screen. 

 
On this page, enter your departure city, date, and time, as well as your arrival city, date, and time for the 
first leg of your trip.  Remember that temporary stops made to change planes, etc., should not be 
entered.  It is not recommended that you use the Import Itinerary feature.  Click Save. 



 
You will be taken to another screen to complete the next leg of your trip.  Continue to do this, saving 
each time, until you complete the screen returning you to your original departure city.  Save the last leg, 
and then click next.  Your completed itinerary should look something like this. 

 
You will be taken to this page.  You will note that the itinerary you just created is in the Assigned 
Itineraries section.  Click Next. 

 
You will be taken to the Expenses and Adjustments page.  On this page, select the meals that were 
provided by someone else during the trip.  Before you mark a provided meal, it will show the per diem 
you are allotted for the time you spent in travel status. 

 
Once you have marked your meals, your per diem will be reduced according to policy. 



 
 

Special note:  We must adhere to the State Travel Reimbursement Act.  As a result, we had to modify 
the way Concur normally calculates per diem.  One of the side effects of this modification is that 
sometimes there is not enough per diem shown on the last day of travel to cover the meals that were 
provided.  This is because the first day of travel contains the additional per diem allowed.  If you 
encounter that situation, mark a previous day’s meal instead of marking the final day. 
 
Once you have your meals marked, click Create Expenses.  The system will add you per diem expenses 
to your report.  It will also store the hotel rate allowance so that you can add your hotel expense to the 
report. You are now finished creating your itinerary. 

 
 

 


