
 
 
03/23/2026 Page 1 

CONCUR OPTIMIZATION 
CREATING AND MAINTAINING ATTENDEES 

 
Section I — Creating Favorite Attendees and Attendee Groups 
 
Creating Favorite Attendees 
 
Adding attendees in Concur by Creating a Favorite Attendee can be used when you need to 
add more than one or two attendees for an event: 
 
1. Sign into Concur. 

(https://ds.calstate.edu/?svc=concur&org=csusm) 

2. Click on your profile icon. 
 

 
 
 
3. Go into Settings. 
 

 
  

https://ds.calstate.edu/?svc=concur&org=csusm
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4. Under Settings, scroll down to Expense Settings, then click Favorite Attendees. 
 

 

 
 
5. Click New Attendee: 
 

 
 

6. Add attendees by filling out all highlighted fields, then click Save.  If you want to return to 
your previous entry, click Cancel. 
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7. Continue adding attendees until your list is complete. Click Save. 
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Attendee Groups  
 
1. To Create a group of attendees, click Attendee Groups and Add New. 
 

 

 
2. A list of attendees will populate from your Favorite Attendees, and you will be able to 

create a group. 
 

 
 

3. Check the attendees you want to include in your group. 
 
4. Enter a name for the group and click Save. 

 
5. The group will be saved and is now part of your Favorite Attendees Masterfile and will be 

available for selection when adding attendees to an expense. 
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Section II — Creating Attendees While in an Expense 
 
1. Add an expense for your event. 
 

 

 
 
2. Select a Hospitality Expense from the drop-down menu. 
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3. Complete highlighted fields, then click on Attendees. (Areas with a red asterisk are required.) 
 

 

 
 
 
4. Click Add. 
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5. Enter Attendee Type, Last Name, and First Name, then click Create New Attendee. 
 

 

 

 
6. Review the information that has been entered and click Create Attendee. 
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7. The New Attendee has been added  and you have the option of adding another New 
Attendee or click Cancel and add the attendee you just created. 

 

 
 
8. To add the new attendee you just created, check the Attendee Name and click Save. Once 

the attendee has been saved, the error message will clear. 
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9. If you click on Attendees, you will be able to view the attendee you just added. The per-

person meal cost is automatically calculated based on the number of attendees added. 
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Section III — Four Options for Adding Attendees Within an Expense 
 
You now have four options for adding attendees: 
 
Option 1: 
 
Add an Attendee by creating a New Attendee. Use this option only for attendees who have 
never been added to the system. (See Section I for example). 

 
Option 2: 
 
Add an Attendee by Selecting Recent Attendees: If an attendee is already in your Favorite 
Attendee list, part of an Attendee Group, or has been added through an imported Attendee 
list, you do not need to create a new attendee. These attendees can be found by searching for 
their attendee type, last name, or first name. In addition, employees, staff, and faculty are 
searchable and can be added as long as you know at least their last name. 

 

 

 
1. Check the recent attendees you want to add and click Add to List. 
 

 



 
 
03/23/2026 Page 11 

2. The attendees have been selected to be added to the list of attendees. Click Close. 
 

 
 
3. Check the attendees you want to add and click Save. 
 

 
 
4. The attendees have been added. Click Save. 
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5. You can see the attendees have been saved by clicking on the Attendees icon highlighted 
below. 

 

 
 

 

 
Option 3: 
 
Add an Attendee by creating or selecting an Attendee Group. 
 
1. Click on the group you would like to add, then click Add to List.  Then click Close. 
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2. Check the attendees to be added and click Save. 
 

 
 
Create an Attendee Group within an Expense: 
 
1. Select Recent Attendees and then Search All Attendee History. 
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2. Once you have added an attendee they become a part of your Favorite Attendees. Scroll 
through the Favorites pop-up and select the attendees you would like to group together by 
checking the box next to the attendee’s name. Select Add to List. 

 

 
 

3. The names you selected from your Favorites pop-up will be added to the attendee’s list. 
Check the attendee’s you want to group together and select Create Group. 
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4. Name your group and click Save on the pop-up window.  Then click Save at the bottom of 
the screen. 

 

 
 
5. All attendees have been added, and you have created a new group. 
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Option 4: 
 
Create an Attendee List by Importing via a Concur Excel Spreadsheet. 
 
You must use the spreadsheet in Concur. Creating your own spreadsheet outside of Concur will 
not work. 

 
1. Download the template. 
 

 
 
2. Open the Spreadsheet and enter the required information as indicated on the spreadsheet.  

 
Do not modify the spreadsheet in any way. 
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3. Select the AtnTypeKey worksheet tab at the bottom of the spreadsheet to locate the 

Code needed to enter in the first column for each attendee entry. 
 

 
 
4. Once all attendee entries have been added to the spreadsheet, Save the file and upload as 

shown below.  
 

 



 
 
03/23/2026 Page 18 

5. The import will add the attendees from the spreadsheet. Click Next.  
 

 
 
6. Concur will review the imported list for duplicate entries. Click Next. 
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7. If your imported list contains attendees from past events, this message will appear: 
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8. Click on each attendee one at a time and review the duplicate attendees by selecting View 
Duplicates. 
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9. Previously entered attendees will be displayed. You can choose either the imported 
attendee or the existing system entry. In this example, the imported entry was selected. 
 

 
 
10. The imported attendee has been added to your Attendee List. Repeat this step for each 

duplicate attendee in the upload until all duplicates have been resolved.  
 

When complete, a confirmation pop-up will display, click Close. 
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11. Select attendees by checking them off. Click Save. The import has been completed.  
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