
Guest Traveler Instructions 
 

 

 
Log in to IRIS and use 
transaction ZPHRRECORRD000 
to record a guest traveler. 

 

 

 
 
 

 
Enter the guest traveler’s 
social security number (travel 
reimbursements are taxable 
income) and enter the 
effective date (first day of 
travel). Then, click on 
“Request” at the top center 
of the screen. 

 

 



 
 
 
 
 
 

 
A new page will open. Fill out 
everything you can for the 
guest traveler, then scroll to 
the bottom of the page. 

 

 

 
At the bottom of the page, you 
can change or add delegates 
for the quest traveler. Make 
sure you have selected either 
“Guest Traveler” or “Non- 
Employee Student” at the very 
bottom. Once you have the 
delegate(s) you need, click on 
“Submit for Approval” at the 
top center of the screen. 

 

 

 
You will receive an email 
from IRIS once the guest 
traveler is fully approved. 
This will contain a personnel 
number also. 

 

 



24 hours after you receive 
the email, the guest traveler 
should be loaded into 
Concur.  
When you log in, select the 
profile icon at top right, 
select the radio button for “A 
Delegate...”, 
then enter the guest 
traveler’s name in the search 
field. Select the guest traveler 
from the drop-down box.  

 

 

 
Now you can enter travel 
requests and prepare and 
submit expense reports for 
the guest traveler. 

 

 

 


