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STEP DETAIL 

1 

Sign in to Concur 
- Navigate to travel.tcnj.edu 
- Click Concur from the menu 
- Click Concur Login 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter your TCNJ login information 
 

Process Name: Updating COAs or POETAFs 

 

https://travel.tcnj.edu/
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2 

Open the travel you need to edit. 
Either Requests prior to the trip or Expense after the trip. 
 
 

3 

Open the Header (Request or Report). 
 
Click Request Details                                                                          Click Request Details 
Choose Edit Request Header                                                            Choose Report Header   

https://travel.tcnj.edu/
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4 

Entering COAs 
• Entity should be TCNJ 
• Fill out fields left to right.  Every field should have a value that corresponds to your COA. 
• Location should equal 0000 unless it is meaningful to your trip (i.e. Global Travel through CGE Department) 
 
Choose Code from your search criteria. 
Type in the COA value for the field. 
Choose your value from the generated list.  
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
Click Save 

https://travel.tcnj.edu/
Kay Potucek
HSS COA

Kay Potucek
1600

Kay Potucek
100

Kay Potucek
0000

Kay Potucek
0000

Kay Potucek
0000

Kay Potucek
100000
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Entering POETAFs 
• Entity should be GRANT 
• Fill out fields left to right.  You will only need to fill out fields 1-4. 
• Fields 3 & 4 will only generate the value associated with the Grant or Project ID. 
• Location should equal 0000. 
 
Choose Code from your search criteria. 
Type in the Grant or Project ID for field 1.                                            Fields 3 & 4, choose the value generated below the grey line.  
Choose your value from the generated list. 
 
 
 
 
 
 
 
 
 
 
 
 
Click Save 
 

https://travel.tcnj.edu/

