Print/Share Legacy Concur Travel Request
1. To login to the legacy Concur system, follow this guide: Concur Legacy Platform Access_4.docx
2. From the left navigation select “Manage Requests”.
[image: The image shows a dashboard interface with options for creating and managing expense reports, including a section for requesting approvals.

AI-generated content may be incorrect.]
3. Select the approved request for the trip to be sourced to an expense report.
[image: The image shows a user interface displaying a list of managed requests, with details such as request ID, name, status, dates, and remaining amounts.

AI-generated content may be incorrect.]
4. Select Print/Share. From the Print menu, select the “CSUSB-Request Printed Report” option to save the travel request summary as a PDF or share as deemed necessary. Attachments are not included as part of this saved report. If attachments are needed, save the attachments separately. [image: The image shows a user interface for the CSUSB P2P User Acceptance Test request, displaying a total amount of $1,135.00, with details of expenses, mileage, and approval flow.

AI-generated content may be incorrect.]
[image: The image displays a printable request form for booking travel, with completed fields for request ID, departure date, approval status, and various personal and organizational details.

AI-generated content may be incorrect.]
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