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A. Getting Started
Contact Information

e University of Houston-Clear Lake - Travel Office

Phone: 281-283-2270
Email: traveloffice@uhcl.edu
Travel webpage: https://www.uhcl.edu/about/administrative-offices/travel/

e Corporate Travel Planners — Please check with the Travel Office

e Travel Card - Contact CitiBank Customer Service 24/7: 1-800-248-4553

Fraudulent Activity: Call Citibank Customer Service 24/7 — 1-800-248-4553 and notify Travel
Office @ 281-283-2270 or email, traveloffice@uhcl.edu.

Lost or Stolen Card: Call Citibank Customer Service 24/7 — 1-800-248-4553 and notify Travel
Office @ 281-283-2270 or email, traveloffice@uhcl.edu.




Concur Design Overview: 3 Basic Modules

v’ The Request module enables you to seek approval for the trip and
associated estimated expenses before you travel.

v The Expense module enables you to enter all your information. This
will include receipts for all your expenses to request reimbursement.
Entry of the information is not a guarantee of full reimbursement.
Various federal, state, and local rules govern what is fully reimbursable
and what is not. The Travel Office can help you understand your
approved amount if you have any questions.

v The Travel module is where your requested itinerary is transformed
into actual bookings for your trip. This includes hotel, car, airfare
and/or other transport. Online bookings are included within Concur
for no additional charge. Any bookings purchased directly through the
travel agency for exceptional circumstances such as emergency travel
or international group trips carry additional cost and should not be
used as a general best practice.



Travel Steps and Flowchart

1. BUDGET IN ADVANCE FOR TRAVEL!
2. REQUEST APPROVAL FOR ITINERARY & COST

o TRAVELER OR DELEGATE MAY REQUEST
o UPLOAD FOREIGN TRAVEL DOCUMENTS FOR INTERNATIONAL TRIP

3. SUBMIT TRAVEL REQUEST

o TRAVELER SUBMITS
4. BOOK/PLAN TRAVEL ONLINE

o TRAVELER OR DELEGATE MAY BOOK
5. TAKE TRIP — COMPLETE TRAVEL

o SAVE RECEIPTS ELECTRONICALLY
o USE TRAVEL CARD FOR ALL UHCL BUSINESS TRAVEL EXPENSES; KEEP
CARD FOR SUBSEQUENT REUSE

6. CREATE EXPENSE REPORT
O TRAVELER OR DELEGATE MAY CREATE
7. SUBMIT EXPENSE REPORT

o TRAVELER SUBMITS
* ALSO...
o RESOLVE ISSUES/QUESTIONS TIMELY, AS NEEDED
o REPAY UHCL FOR NON-REIMBURSABLE EXPENSES CHARGED ON TRAVEL
CARD, AS NEEDED.
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2. Create Travel
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Icons

Request Icons

Icon Name Description
0 Attachments Indicates that the user has attached a
document to the request.
Y Filter Indicates that the user can filter items in a list.
0 Attendees Indicates that a request has associated
e attendees.
...‘ Attendee Groups Indicates a group of attendees.
@ Recent Attendees Indicates attendees recently added to the

report.

successfully, appears in the Request Timeline
dialog, and on the Agency Proposal page.

Partial Allocation

Indicates a particular set of previously used
allocations saved as favorites.

New Allocation

Indicates that the user can add a new
allocation.

Favorite Allocations

Indicates previously favored allocations
available to add to a report.

Budget Item

_E] Import Attendees Indicates that the user can import attendees
using the import feature.

@ Location Indicates the to and from location for the leg of
a trip.

@ Time Indicates the start time and end time of a trip.
Also, indicates the creation of segments for
requests.

@ Calendar Indicates that the user can click the icon to
access the calendar popup.

o Exception Indicates that an expense entry has an
exception that does not prevent submission.

A Alert Indicates an exception that does not prevent
submission. Also appears when the user is
deleting an expected expense from a request.

0 Information Indicates an exception that does not prevent
submission.

° Success Indicates when the attend import completes

+

Indicates that the item is allocated to a budget
you manage and requires your budget
approval.




Icon

Request Icons (onta)

Name

Request Sent Back

@

Description

Indicates that the approver sent a request back
to the submitter with comments.

g Question

Indicates a question that does not prevent
submission.

Expense Icons

submission.

Information

Indicates an exception that does not prevent

Icon Name Description

° Success Indicates that all required approvals have been
processed.

0 Add Indicates that the user can add a new item.

ﬁ Delete Indicates the ability to delete an object.

0 Exception Indicates an exception must be resolved before
submission.

Q Question Indicates a question that does not prevent

submission.

/,\ Alert Indicates an exception that does not prevent
submission.
= Calendar Indicates that the user can click the icon to
access the calendar popup.
View Image Indicates that the user can click the icon to

e

view an image.
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Getting Started Checklist

o Login to Concur
= QOpen internet browser and go to www.concursolutions.com
= Use your UHCL single sign on to log in

0 Go to vour Profile and confirm Profile Information
= Name, ID, basic contact information

= Add any desired information (phone numbers, alternate email, etc.)
= Activate e-receipts

0 Complete Delegate Information
= |n Profile under Request Settings click Request Delegates

= Add desired Delegate
= Only the Traveler may request delegate(s) - up to 250
= A Delegate may not self-select for the Traveler

11



B. Signing In ... and Getting Moving!

Go to: https://www.concursolutions.com/

@ Engish (US) v

—

SAP Concur

© Copyright 2023 - SAP Concur - All

Enter your UHCL email address and click next (example: doej@uhcl.edu)

Rights Reserved

12
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gn in with UHCL - IDP

< Sign In

It

hernandezme@uhcl.edu

Sign in with UH Downtown - IDP

¥ Sign in with UH Clear Lake - IDP

Sign in with your password

Need support or not yet a Concur customer?

[

Sign on using just your username and password.

UHCL

herandezme

First Time User | Forgof

Legal Notice as Required by State of Texas

Texas Administrative Code (Title 1, Part 10,
Chapter 202) requires display of the following
notice pertaining to system use within Texas.

s prohibited
ubject to security testing and

D. No expectation of privacy except as otherwise
provided by applicable privacy law

13



Welcome to Concur!

SAP Concur Requests

UNIVERSITY OF
HOUSTON SYSTEM

TRIP SEARCH

XR = = @

Are you using Grant funds and do you need information
about the Fly America Act?

Mixed Flight/Train Search
Round Trip One Way Multi City

From @
Departure city, airport or train station
Find an aiport | Select muliple airports
To@
Arival city, airport or train station

Find an airport | Select multiple airports

Show More

MY TRIPS (0) ->

You currently have no upcoming trips.

Helpv
Expense App Center o &
+ 00 02
New Authorization Available Open

Requests Expenses Reports

ALERTS

@ As an employee of University of Houston System, you are eligible for a free Triplt Pro subscription

© You haven't signed up to receive e-receipts. @ Sign up here
COMPANY NOTES

Export Controls and Travel Embargo Form

Citi Training
Welcome to the UH System Travel and Expense Online Tool

MY TASKS

Open Requests — Available Expenses—
11/16 96146Seattle112022

You currently have no available
$1,982.27 — Travel Cost Estimate

expenses.
10/07 38344Blanket111822
$72.71 — Travel Cost Estimate

07/24 50078Lexington072822
$3,201.00 — Travel Cost Estim

Not rig

Read more

Open Reports —

06/02 38344Blanket111822

06/01 96146Seattle112022
$597.00

14



Home Page

The appearance of a traveler’s home page will vary based on the permissions of each traveler.

1. Top Header
SAP Concur Tab
Request Tab
Expense Tab
Approvals Tab

Top left of the screen contains tabs below.

Will return the traveler to their home page.

Will take the traveler to the travel request page.
Will take the traveler to the expense reports page.
Will take Approver to requests and reports that are
awaiting approval (if applicable).

2. Quick Task Bar - Links to start a New Request, Travel, Reports, Upload Receipts, View, Open
Reports, Pending Authorization Request and Available Expenses. Also allows Traveler to view
number of requests, reports and other tasks pending traveler.

3. Company Notes - University-wide messages regarding travel updates and other Concur

messages.

4. My Task - A quick overview of tasks pending traveler’s action. Clicking on Open Request,
Available Expenses or Open Reports will take the traveler to the respective page.

App Center

SAP Concur [C] Requests Travel Expense:

UNIVERSITY OF
HOUSTON SYSTEM

TRIP SEARCH ALERTS

X8 = = @ @ 45 an =mployss of University of Housion Syst=m, you ar= =ligible for & fre= Tripht Pro subscription wt gt nar
) ¥ou havent signed up fo receive s-reczipts @ Sion up hers
12 you using Grani funds and do you nesd infmation
about the Fly America AcT
COMPANY NOTES
Mixed Flight/Train $earch =
R Ta One Way [T >
— Expart Controls and Travel Embarge Form
From g
i e Cit Training
@
bawiezel Welcome to the UH System Travel and Expense Online Tool
nd2marm
Read more
m s e
P e Open Requests - m Available Expenses—3 m Open Reports —
11116 96146 Seattie112022 You curently have no available You cumently have o open reparts
MY TRIPS (0) - §1.982 27 — Travel Cos1 Estimate SYpenses.
10/07 38344Blanket]11022

Yau currently have no upcomifg tips §72.71 — Travel Cost Estimate
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Using Delegates

A traveler may assign a delegate to create their travel request and expense reports for them.
They may also have the delegate view receipts and receive emails on their behalf. The
permissions provided to the delegate depend on how the traveler sets up their profile;
delegates may have fewer permissions than the traveler. It is the traveler’s ultimate
responsibility to submit these requests and reports. The delegate does not have permission
to submit requests or expense reports on behalf of the traveler.

Selecting A Delegate

Select Profile and then Profile Settings

SAPConcur [C] = Requests  Travel  Expense  App Conter

UNIVERSITY OF Traveler1 Test
HOUSTON SYSTEM 4

1

n System, you are eligible for a free Triplt Pro subscription. (IS T

TRIP SEARCH ALERTS

X = = 8

COMPANY NOTES

Mixed Flight/Train Search
Round Trip
Expont
From @

0
Welcome to the UH System Travel and Expense Online Tool

m MY TASKS

m Open Requests - m Available Expenses—> m Open Reports ->

11/16 96146 Seattle112022 Yo have no available 06/02 38344Blanket111822
MY TRIPS (0) - $1.982 27 — Travel Cost Estimate
10/07 38344Blanket111822
You currently have no upcoming trips $72 71 — Travel Cost Estimate

Read more

06/01 96146Seattle112022
$597.00

7724 50078Lexington072822
$3.201.00 — Travel Cost Estim
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Click Expense or Request Delegates.

SAP Concur Requests Travel Expense App Center
Profle  Personal Information ~ Change Password  System Settings  Concur Mobile Registration
our

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact

it Cards

Travel Preferences

International Travel

Frequent-Traveler Programs

Assistants/Arrangers

Request Informatior

Profile Options

Select one of the following to customize your user profile

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote
location address

Credit Card Information
You can store your credit card information here so you don't have
10 re-enter it each time you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendors.

D

I Request Delegates I

Request Preferences

Request Approvers

Favorite Attendees

Expense Appr

Favorite Attendees

Other Settings
E-Receipt Activation
System Settings
Concur Connect

Change Password

Concur Mobile Regstration

Delegates are employees who are allowed to perform work on
behalf of other employees

Expense Preferences

Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action
such as Submit or Print

Concur Mobile Registration
Set up access to Concur on your mobile device

System Settings
Which time zone are you in? Do you prefer 1o use a 12 or 24-hour
clock? When does your workday startend?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options
Carrier. Hotel, Rental Car and other travel-related preferences.

Request Preferences

Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action
such as Submit or Print

Change Password
Change your password

17



Click Add and then a search bar will appear. You can look up by last name, email address,
employee id or login. Once you have the delegate selected then Click Add.

SAP Concur

Requests Expense Reporting~

Administrationv | Help~

Profile Personal Information

Your Information
Personal Information
Company Information
Contact Information
Email Addresses

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers.
Favorite Attendees
International Travel

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings
System Setiings

Concur Connect

Change Password

Concur Mobile Registration

Change Password System Settings Concur Mobile Registration

Expense Delegates

Delegates | Delegate For

L R

Delegates are employees who are allawed to perform work on behalf of other employees.

Search by employee name. email address, employee id or login id

.

[lest:anmua__: ihcl edu - Test Candidate]

£ testcandidate@uhcl.edu - Test Candidate
testcandidate@uhel edu
0 1D: 0000000001

Prepare
| LogonID: testeandidate@uhcl edu uat [

ns to a delegate, you are assigning permissions for

Can View Receipts

Profile ~ &

Note: The traveler will need to complete this delegate set-up process for both travel request
and expense reporting activities. A person who seeks to assist a traveler without having been
set up as a delegate in advance by the traveler will not be able to create transactions in

Concur.

18



Click Delegate to see which travelers have given permission to delegate on their behalf.

Help~

Profile ~ &

SAP Concur Requests Expense

Profile Personal Information Change Password System Settings Concur Mobile Registration

YouElniaimation Expense Delegates

Personal Information
Company Information Delsgates

Contact Information m
Email Addresses

This employse may act as a delegate for the listed employees.

Request

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request
Request Information

Request Delegates (] Name Can Prepare Can View Receipts Can Use Reporting Receives Emails
Request Preferences O Dunnahoe, Christy
Request Approvers Dunnahoe @UHCL edu
i Hemandez, Melissa
Favorite Attendees ) HemandezlMe@UHCL sdu
International Travel
O Jackman, Jessica

_ i Jackman @UHCL.edu
Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings
System Settings
Concur Connect
Change Password
Concur Mobile Registration




Delegate Role

To assume the Delegate role (after the traveler has created your delegate role) you must also
create a connection to your traveler within Concur.

It is a 2-way process!

To do that, Click on Profile, and then select under Act As select A Delegate for another
Traveler who has granted you this permission.

The delegate can type in the last name of the traveler they are a delegate for, or they can use
the drop-down arrow and will be given a list of Travelers they have been given permissions to
delegate for and select from the list. Then Click Switch.

SAP Concur Requests Expense

SAP Concur + + q test Dept Asst
Start a Starta Uplf )
Request Report Rec| Profile Settings Sign Out
COMPANY NOTES 22 Actas @
[ ) Myseff

Export Controls and Travel Embargo Form
ADelegate for another user who has granted
=/ you this permission

Citi Training
Q, Search by name or ID ~
Dunnahoe, Christy L

MY TASKS Dunnahoe@UHCL edu (Emaily

1D: 0144953

- Logon ID: Dunnahoe@uhcl.edu.ual | —=
Hernandez, Melissa A

m Open Requests m Avallable Expenses ¥ i HernandezMe@UHGL edu (Email) =3
D: 8010850

= Logon ID: HemandezMe@uhl edu uat

You currently have no active requests You currently have no available expenses Yo Jackman, Jessica M

JackmanJ@UHCL edu (Email)

20



The page will change and at the top where profile was you will see Acting As and the Traveler
you are delegating for.

To return to acting as yourself (not as a delegate), or to become the delegate of a different
Traveler simply Click Acting As and a box will pop up. Select Myself or A Delegate for Traveler
who has granted you this permission.

Then Click Switch.

Help~
SAP Concur Requesis Expense

Acting as Dunnahoe, Christy L~ &“

SAP CDI‘ICIJI' + U &" Currently acting as Dunnahoe, Christy L
New Aﬁgggr‘ Profile Settings | Sign Out
COMPANY NOTES >3 ActAs @

| @) Myself
Export Controls and Travel Embargo Form B

7 ADelegate for another user who has granted

—" you this permission
Citi Training

TASKS m

m Open Requests - m Available Expenses - m Open Reports -

02/01 50078 Dallas 020523 User currently has no available expenses. 01/31 156394 Qatar 032522
$1,000.00 — Travel Cost Estimate $350.40

01/2% 50078 Las Vegas, NV 020123
$2,265.34 — Travel Cost Estimate

21



Requesting Travel

There are multiple ways to view a travel request, create a travel request and return to a travel
request that was previously created.

From the Home page Click the Request tab. The Traveler will be taken to the Request Page.
The Traveler will see the status of requests pending approval and can also create new
requests.

SAP Concur Requests  Travel  Expense  App Center

Manage Requests

Manage Requests

REQUEST LIBRARY View [Mq@ v] ‘ © Create New Request
96146 Seattle112022 38344Blanket111822
1111612022 | G6BW 10/07/2022 | G6DC
$1,982.27 $72.71

Approved Approved

Displayed Requests: 2, Total: 2

From the Home page, Clicking Authorization Requests or Open Requests will also take the
Traveler to the Request page.

SAP Concur + S + 01 00 02
Starta Starta Upload Authorization Available Open
Request Report Receipts Requests Expenses Reports
MY TASKS

m Open Requests >

01/13 123456Phoenix011323
$1.338.58 — Travel Cost Estimate

22



Create a Request

You can start a request by Clicking the Requests tab and then Create New Request or by
Clicking Create a Request on the Quick Task Bar on the home page.

Helpw

R it Travel Cent

equests ravel Expense App Center Frem [}
-

juests

{RY View [Acti\:e Requests ] | @ Create New Request

SAP Concur Requests Expense Reporting =

SAP Concur +
Start a
Request

Request Policy - This Automatically defaults to the Travel Request Policy!

You may select Blanket Mileage instead via the drop-down arrow.

Travel Request - Travel outside of local mileage. Including in state, out of state and foreign
travel.

Blanket Mileage -Travel that is only within local mileage

Request Policy *

*Travel Request v

*Blanket Mileage Request

[| *Travel Request

Document ID - This number uniquely identifies the travel per traveler.
(Examples: 54321Dallas052422 or 987654Blanket030123)

Vendor ID - Enter without leading zeroes (Example: 987654 instead of 0000987654)

23



City of Travel - If several cities are involved use the last city name or enter Blanket for local
mileage

Last Date of Travel - MM/DD/YYYY (Example: 01/01/2023)

Traveler Type - This is predetermined by the Concur setup and cannot be changed.

Duration (Days) - Days will automatically be calculated once the Travel Start and Travel End
Dates have been entered. (Not on Blanket mileage form)

Travel Start Date and Travel End Dates - Enter the date travel will begin and end either by
entering using calendar icon or manual entry using MM/DD/YYYY format.

Number of Personal Days & List Personal Days - Enter the number of personal days then list the
dates in MM/DD/YYYY format in the List Personal Days field. If none, enter 0.
(Not on Blanket mileage form)

Mumber of Personal Days * List Personal Days

1 ‘ 01/08/23 |

Purpose of Travel - Select drop-down arrow and select purpose that most closely aligns with
travel

Benefit - Provide a detailed benefit statement that describes the benefit to UHCL for
travel, do not use acronyms or abbreviations. Limit to 500 characters.

24



Cost Center Information

Use the drop-down arrows in each box to select an option.
Business Unit *

(00759) Univ. of Houston - Clear Lake

Fund Code * Department *

Fund Type *
(2078) DESIG-SALES & SERVICES-E&G | (C0056) C0056 LIBRARY LOCAL
Grant Type * Program * Project *
NON-GRANT (D0450) LOST BOOK REPLACEMENT | NA
Business Unit *
(00759) Univ. of Houston - Clear Lake
Fund Code * Department * Fund Type *
(2064) DESIG-TUITION (C0004) C0004 SCHOLARSHIPS LOCAL
Grant Type * Program * Project *
NON-GRANT (HO725) TUITION SCHOLARSHIPS NA

Once all information is entered, Click Create Request at the bottom right of the form. This will
take you to the Expected Expenses page.

Cancel Create Request

25



Expected Expenses

On the Request Header Click the drop-down arrow next to Requested Details. The traveler can
select from the menu to view the approval flow through Request Timeline, Audit Trail, and the

Allocation Summary of the expected expenses.

Clicking Edit Request Header will return the traveler to the request header so corrections can

be made

111111Dallas011223 $345.00

Sent Back to Employee | Request ID: FLX7 | View Timeline

Request Details w Print/Share w Attachments

Adding expected expenses

Request

Edit Request Header
Request Timeline
Audit Trail

Linked Add-ons
Add Cash Advance

Click Add. A selection of expenses will appear. Click on the expense type that will be added to

the request.

EXPECTED EXPENSES

Add

Add Expected Expense

Search for an expense type

~ Meals & Lodging
Hotel
Meals
Mileage
~ Other Incidentals
Registration

Spousal Travel

~ Transportation

Airfare

Rental Car

Tolls, Parking, Fuel, Checked Baggage, Cther Incidentals

Airfare - Purchased by a Transportation Agency

Public Transportation - Taxi, Uber, Bus, Rail, Other

26



Each expense will be an estimated expense.

pertain to the expense. Then Click save.

New Expense: Airfare

01/082023

@ Allocate
Travel Start Date

01/08/2023

Amount ® Currency *
US, Dollar

The expected expense will be added to the form, and it will calculate the total expected

expenses.

EXPECTED EXPENSES

Add
[ AlertsT] Expense typeT]

Meals
[m] Airfare
o Hotel

[m} -] Mileage

Enter the amount and any comments that may

Travel End Date
01/12/2023

Details T], Date =

Dallas, Texas 01/08/2023

01/08/2023

01/08/2023

01/08/2023

O @8 Tols, Parking, Fuel, Checked Baggage, Other Incidentals 01/08/2023

o Registration

Once all expected expenses have been entered, upload any back-up documentation including
conference agendas, hotel reservations, airfare quotes, mileage and any required approval
from the traveler’s department, university required documentation or approvals.

01/08/2023

aaaaa

AmountT|  Requested T]

$345.00

$345.00

$800.00

$42 58

$35.00

$250.00

$345.00

$345.00

$800.00

$42 58

$35.00

$250.00

$1,817.58

Foreign Travel requires both the completed Export Controls and Travel Embargo Form and CITI
(Collaborative Institute of Training Initiatives) program certificate.

To upload documents: Select Attachments above Expected Expenses and then Attach
Documents. Click Upload and Attach, then select the saved documents on your computer,

then open.

Request Details w Print/Share w Attachments w

EXPECTED EXPENSES

== B —_

Attach Documents

27



Submit Request

Click Submit Request at the Right top of the form. This will enter the request into the approval
workflow.

Help v

Profile &

Submit Request

Requests can be monitored by the traveler to see where it is in the workflow from the Request
page. The tiles contain the status.

SAP Concur Requests = Expense  App Center

Manage Requests

Manage Requests

REQUEST LIBRARY

View Active Requests v | @ Create New Request

1001CALI1004
10/01/2023 | G6R7

$1,524.76

Submitted

Pending Supervisor Approval
Test, Depti

Displayed Requests: 1, Total: 1
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Request Approval Workflow

Traveler:

Creates & submits request to
travel

Supervisor/Approver:
Confirms business expenses

If grant

CBA/DBA: *OSP: Confirms budget
Confirms budget availability availability

President's Office:

Approves foreign travel

Travel Office:

Verifies all documentation for
completeness and accuracy

*Concur will only handle Ledger Five Travel. Any Ledger One Travel must be managed through the state of Texas
travel site

29




Request Approval

Click on Approvals then Requests. A list of requests pending approval will appear, then
Click on the name of the report

Each reviewer in the workflow must verify the Request Header by Clicking Request Details drop-
down arrow then selecting Request Header and documents by Clicking the Attachments drop-
down arrow.

Once reviewed and Click Approve and the request will move through the workflow.

123456Phoenix011323 $1,338.58 [ socencions v | apprers |

EXPECTED EXPENSES

type 1,

3 $150 0% $150 X

$1,338.58
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Expense Reporting

To get to the Expense page Click Expense at the top of the page.
On the Expense page you can see:

e Expense reports that have and have not been submitted

e Dashboard tiles display expense report(s) status

e Pending travel card expenses that should be applied to a report

e Pending receipts or upload receipts to be applied to future reports

SAP Concur E
SAP Concur + + + 02 00 02
Starta start a Upload Authorization  Available Open
Request Report Receipts Requests Expenses Reports
COMPANY NOTES

Export Controls and Travel Embargo Form

Citi Training
MY TASKS
m Open Requests -> m Avalilable Expenses - m Open Reports ->
0113 123456Phoenix011323 You currently have no available expenses 02/23 111111Dallas0 11223
51,338 56 — Travel Cost Estimate $1.033.99
0108 111111Dallas011223 02/08 987654 Seattle091522
§1.817.56 — Travel Gost Estimate §1,155.00

Manage Expenses

REPORT LIBRARY View: Active Reports v

NOT SUBMITTED 0212312023 NOT SUBMITTED 02/08/2023 SUBMITTED 03/0212023

O 111111Dallas011223 987654 Seattle091522 123987NewOrleans02/02/22
+ $1,033.99 $1,155.00 $1,469.04
Due Employee
Create New Report $1.469.04

Pending Travel Office Review

AVAILABLE EXPENSES  View: Al Expenses v

No Expenses
When expenses come in, they will be added to this list.

AVAILABLE RECEIPTS

Valid ile types for upload are png. jpg. jpeg, .pd, if or if:

2
Upload New Receipt

Drag and drop fles to upload a new
ot

Receipt parking. pdf
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Report

Create a new Expense Report

Click Expense, then Start a Report (based upon your initial Travel Request) from the Expense
tab and Managing Expenses or create a report on the home page by Clicking + New and then
Start a Report. At the top left of the Report header, Click Create from an Approved Request*

SAP Concur Requesls Travel Expense App Center

Manage Expenses

Manage Expenses ‘
REPORT LIBRARY @ Vew [aciueRepons v | @ create New Report |

Create New Report

* Create From an Approved Request

Policy *

*Test-Travel & Expense

SAP Concur Requests Travel Expense App Center

UNIVERSITY OF
HouUsSTON SYSTEM + 03
New Authorization
Regquests
i Start a Request
TRIP SEARCH ALERTS
Start a Report
: T | Enter New Reservation | W
T g @ As an employee of University of Houston System, you are i isubscrlpllol
x R = = W | Upload Receipts I

@ ou haven't signed up to receive e-receipts.@ Sign up herd

A pop-up box will appear listing available approved invoices to choose from to create an
expense report. Select the report by selecting on the left side of the report Request Name
and then Create Report.
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Calculated Travel Allowance for Daily GSA (General Services Administration) Lodging and
Meals.

An Itinerary must be completed before entering expenses so Concur can calculate the
appropriate daily GSA rates.

Begin entering the travel itinerary by Clicking Travel Allowance then Click Manage Travel A

Administrations | Help~
SAP Concur Requests Expense Reporting = P

Profile - -

Manage Expenses Process Reports

111111Dallas011223 $0.00
Not Submitted | Report Number: BW1HLO /

Report Details Manage Receipts w Travel Allowance
REQUEST

Approved

$1,817.58

Add Expense

No Expenses

Add expenses to this report to submit for reimbursement.

SAP Concur

- All Right
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At the top left of the form Click Create New Itinerary.

\ . ; = x

Itinerary Information
Enter Departure City, the Date (MM/DD/YYYY), and Time EX:(6:00 AM) (12:00 PM)
Enter Arrival City, the Date (MM/DD/YYYY), and Time (1:00 PM) (8:00 PM)

Click Save at the bottom right.

The next form will pop up and will look identical to the previous. This form will be for
Returning information or travel to a different city.

Complete the form by including the Departure City, Date and Time and the Arrival City, Date,
and Time.

If your travel is to multiple cities, this step will need to be completed for each segment.
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The saved trip segments appear on the left side of the screen and can be edited by Clicking on
the row of the segment that needs editing

New [tinerary Stop

Departure City

Date Time:
Arrival Cty

Date Time:

Once all trip segments have been entered Click next at the bottom right of the form.

Travel Allowances For Report: 111111Dallas011223

@ eaitinerary (@) Avalable kneraries

Itinerary Info
ttinerary Name Selection
I 111111Dallas011223 USGSA-UHCL

New Itinerary Stop

Departure City

Departure City » Arrival City Arrival Rate Location
l Houston, Texas

a
[m] Housion, Texas Dalas, Texas DALLAS COUNTY, US-TX, US
010082023 09:15 Al 010082022 11:00 AM Date Tim
O Dalas, Texas  Texss HARRIS COUNTY, US.TX, US l =] l
0141212023 06:00 P 0141212023 07:15 PH
rrival City

—

Date Time.

35



the screen.

The Travel Itinerary has been added to Assigned Itineraries, Click Done at the bottom right of

Travel Allowances For Report: 111111Dallas011223

Create New ltinerary | Available tineraries | Reimbursable Allowances Summary

Assigned ltineraries

1 Departure City Date and Time &
@ ltinerary: 111111Dallas011223

Houston, Texas 01/08/2023 09:15 AM

Dalas, Texas 01/12/2023 06:00 P

| Arrivai city

Dalias, Texas
Houston, Texas

Date and Time

01/0872023 11:00 AM

| Arrival Rate Location

01/12/2023 07:15 P

DALLAS COUNTY, US-TX, US
HARRIS COUNTY, US-TX, US

Available Itineraries

| current kineraries

| Departure City Date and Time &
@ ltinerary: 1234565SanAntonio012923
&) Houston, Texas 0172412023 08:00 AM

| Arrival city

Date and Time

Arrival Rate Location

8 San Antonio, Texas 0172912023 03:30 PM

San Antonio, Texas

Houston, Texas

0112412023 01:00 P

© Itinerary: 123987NewOrleans02/02/22
Houston, Texas 01/30/2023 11:00 AW

02/02/2023 05:26 PM

New Orleans, Louisiana

New Orieans, Louisiana
Houston, Texas

01/29/2023 08:30 PM.

01/30/2023 01:20 PM

BEXAR COUNTY, US-TX, US
HARRIS COUNTY, US-TX, US

02/02/2023 07:00 PM

ORLEANS PARISH, US-LA, US
HARRIS COUNTY, US-TX, US
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Add Each Expense Type

Begin adding expenses by Clicking Add Expense

Administration = | Help~

SAP Concur Requests Expense Reporting * orot 'Y
‘rofile =
-

Manage Expenses Process Reports

111111Dallas011223 $0.00

Not Submitted | Report Number: BW1HLO

Report Details ~ Manage Receipts Travel Allowance ~
REQUEST

Approved

$1,817.58

Add Expense

No Expenses
Add expenses to this report to submit for reimbursement.

SAP Concur

If there are saved receipts in the Traveler’s Wallet or Travel Card charges available to be added
to a report, the traveler will see a box pop up. The traveler can choose to add an available
expense by selecting the expense and then Clicking Add to Report.
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To add a new Expense, Click on the tab + Create New Expense.

The traveler will be prompted to select an expense type from the list.

Add Expense

2 S
Available Expenses Create New Expense
(] Payment T... T Expense T... TL Vendor De... TL Date = Amount TL
(] Paid by Traveler Registration Pappasitos 05/09/2023 $15.01
(] Paid by Traveler Meals Papa’'s 05/08/2023 $15.01

Displayed expenses: 2, Total: 2

Close

Add Expense

2 +

Available Expenses Create New Expense

Search for an expense type

~ Recently Used
Hotel
Mileage Adjustment
Meals
Public Transportation - Taxi, Uber, Bus, Rail, Other
Mileage Reimbursement

~ Meals & Lodging




Airfare Expense

Enter Date of Purchase, Vendor name, City of Purchase, Payment Type and Amount of
Purchase

Then Click add receipt

SAP Concur

New Expense concer ([

Details ltemizations Hide Receipt [5]
@ Allocate
* Required field
E v
Airfare v
Employee v In-State v

.......

®| [ American Aitines . x
Houston, Texas X v AB4C3 0 Chekioupload orcrag and drop flles to upload a new receipt
Paid by Traveler .
Amewnt®  Cumen o
13415 US, Dollar

Request

Comment

=T

Click upload New Receipt and use a previously scanned receipt or a saved receipt from the
Traveler’s Wallet, then select the saved receipt.

Attach Receipt X

Valid file types for upload are .png, .jpg. .jpeg, .pdf, .tif or _tiff.

6_Redacted.pdf
Uploaded: 02/24/2023 8:14 PM

’P
Upload New Receipt

Drag and drop files to upload a new

Attach View
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Once the receipt has been attached, Click Save Expense

NEW EXPETrse

CaETTTET DAVE CAPGTIDG

Details ltemizations Hide Receipt 5]
@ Allocate = 1 | ofs Q N . =
* Required field
AN
B h AmericanAirlines "¢
| Alrfare ‘ ¥ J

Traveler Type *

Travel Type *

Issued: October 3, 2022

| Employee v | [ In-State v |
Transaction Date * Vendor ™
| 1211212022 ‘ | | American Airlines ‘ v | Your trip confirmation and re
City of Purchase Ticket Number -
p \ p 5 _@& Save time with the American app .
| & ~ | Houston, Texas | | 14B4C3 |
Payment Type * Record Locator: AOPCKD
| Paid by Traveler ~ | We charged $349.70 to your card ending in 1912 for your
* * You can check in via the American app 24 hours before your fi
'Amounl . Cumency mobile boarding pass.
| 134.15 | | us, Doliar ‘ v ]
* = Manage your trip
Approved Amount Request
| 01/08/2023, $345.00 - 111111Dall . v |
: i Saturday, October 8, 2022 -
Comment 1 3
|
Remove

Save and Add Another Cancel

40



Hotel Expense

Enter Check-in and Check-out Dates, Vendor name, City of Purchase and Amount (total

amount paid)

Click add receipt

New Expense

Hide Receipt  []

Details Itemizations
* Required field

Expense Type ™
| Hotel | v |
T * -
raveler Type Travel Type
| Employee v | |instate v |
@ Check-in Date * Check-gut Date ™ Nights:
[MM!DDNYYY ‘ [ | 12n202022 ‘ | 0
Transaction Date * Vendor *
| 1211212022 | | | search for vendor | v |
City of Purchase * Payment Type *
| @ v | Houston, Texas | | Paid by Traveler ~ |
Amount * Currency ™
| | | us, Dollar ‘ v

Request *

GSAHotel Allowance

Comment

| 01/08/2023, $800.00 - 111111Dall...

save and Add Anotner  [JRESEEY

X
Add Receipt

Click to upload or drag and drop files to upload a new receipt.
valid file types for upload are .png, Jpg, .jpeg, -pdf, tif or tiff.
SME limit per file
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Click upload New Receipt and use a previously scanned receipt or a saved receipt from the

traveler’s wallet, then select the saved receipt.

Attach Receipt

Valid file types for upload are .png, _jpg, .jpeq, .pdf, tif or _tiff.

/T\

Upload N;v Receipt

Drag and drop files to upload a new

receipt.

| 6_Redacted.pdf
Uploaded: 02/24/2023 8:14 PM

[——— Y

Attach View

Click Save Expense

The system will pop a box advising the hotel charge will need to be itemized.

Alert

This expense has been saved. You are required to itemize this

expense. Would you like to do that now?

Mo

Click Yes.
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The hotel will need to be itemized for each night of hotel stay. There are two tabs toward the
middle of the form. Select the tab according to how the charges will be entered in.

The Same Every Night — The rates for each night are charged the same.

e Enter the Room Rate per night.
e Enter the tax per night. Taxes and fees can be entered under Room Tax.

Entry Type:  Recurring ltemization 01/08/2023 - 01/12/2023 (Nights: 4)

Your hotel room rate was:

The Same Every Night Not the Same
Room Rate {per night) * Room Tax (per night) Tax 2 (per night) Tax 3 (per night)
(Amounts in USD) Add Tax Fields

Save Itemization Cancel

Not the Same — The rates for each night are not charged the same including taxes/fees

e Enter the Room Rate per night.
e Enter the tax per night. Taxes and fees can be entered under Room Tax.

Entry Type:  Recurring ltemization 01/08/2023 - 01/12/2023 (Mights: 4)

‘Your hotel room rate was:

| The Same Every Night Not the Same

Date Room Rate ™ Room Tax Tax 2 Tax 3

01/08/2023
01/09/2023
011072023

01/11/2023

(Amounts in USD) Add Tax Fields

Save ltemization Cancel

Once the itemizations have been entered, Click Save Itemization.
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Concur will calculate the itemization and a listing of the expenses that were entered for hotel
and hotel taxes will appear. At the top, is the total amount entered for the expense, the
itemized total, and any remaining amounts that have not been accounted for.

Details Itemizations Hide Receipt EI

Amount ltemized ] Remaining
$1,155.00 $1,155.00 $0.00
[0 Date= Expense Type T, Requested T|
(] 09/08/2022 Hotel Tax $40.00
[m} 09/08/2022 Hotel $125.00
(] 09/09/2022 Hotel Tax $40.00 i
O 09m0w2022 Hotel $125.00
O  09/10/2022 Hotel Tax $40.00 Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are .png, .jpg. .jpeqg. .pdf, .tif or tiff.
0  o09/10:2022 Hotel $125.00 5MB limit per file.
(] 09/11/2022 Hotel Tax $40.00
a 09/11/2022 Hotel $125.00
(] 09/12/2022 Hotel Tax $40.00
a 09/12/2022 Hotel $125.00
O 09/13/2022 Hotel Tax $40.00
(] 09/13/2022 Hotel $125.00
a 09/14/2022 Hotel Tax $40.00
[m} 09/14/2022 Hotel $125.00

** There should Not be a Remaining Amount. An error will appear. Verify that all itemized

amounts are correct. ﬂ

@) The itemization amounts do not add up to the expense amount.  View

> ) Hotel $700.00

09/23/2022 Omni Hotels

Details [temizations

Amaunt ltemized 0] Remaining .
$700.00 $675.00 ‘ $25.00



Adjust any amounts that are not correct by Clicking on the itemized expense. If an additional
itemization needs to be added, Click Create Itemization.

Amount ltemized (1] Remaining

$700.00 $675.00 $25.00
O Date = Expense Type T| Requested T]
O 05/16/2022 \ Hotel $75.00
O 05/16/2022 Hotel Tax §25.00
O 05/17/2022 Hotel $75.00

A form will appear, adjust the amount, and then Click save itemization.

Amount Itemized

$700.00 $675.00

Hotel Tax $25.00
@ Allocate

Expense Type *

W Remaining
$25.00

* Required field

‘ Hotel Tax

‘v|

Traveler Type *

Travel Type *

‘ Employee v |

\ Out of State

M |

Transaction Date *

091162022 ‘ |

City of Purchase

Dallas, Texas

Amount *

25.00

Approved Amount
25.00

Comment

Enter Vendor Name

Omni Hotels

Currency
US, Dollar

[ Travel Allowance

Save ltemization Cancel

Once all amounts have been itemized, at the top right of the form Click Save Expense.
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Mileage Expense

Enter From Location and To Location then Click Mileage Calculator.

Comments - For blanket mileage (local only) specify the purpose of each trip.
*This is a very intuitive app. Entry can be by common destination names such as
airports, schools, convention centers, landmarks, etc. (Examples: Dallas Convention
Center, Minute Maid Park, Hobby Airport) or by address.

9. Mileage Calculator @ Alocate
* Required field

Expense Type * Traveler Type * Travel Type

Mileage Reimbursement v Employee ~ In-State -
Transaction Date * From Location * To Location * Payment Type

01/08/2023 =] UHCL Hobby Airpory Paid by Traveler
Approved Amount Business Unit Request *

(00739) Univ. of Houston - Clea.. 01/08/2023, $42.58 - 11111 ~
Comment
g

Distance * Amount Currency Reimpursement Rales

o G0 3. Gl USD 0.625 per mile

Enter departure address and destination address.

If the trip is a round trip, then Click Make Round Trip and it will add the return address to
match the departure address.

Multiple Stops — add additional stops as needed and the calculator will calculate total mileage.

x
Map 9 South Houston Q Labods ;
Sylvan
Qiatine
63 o @
[Jperson \
N\
Make Round Tr
tar Elight Museum
Direct A f
@ uten ArTihpie 9 @
Suggested routes: and Adventure:Park m Houston Tailway, _
145N 1 About 28 mins. @) e ”Lh © B
Genoa uff Rd and I-45 N 16.0 mi About 30 mins i Braokside ollege Sou A,
Red BIUT Rd 20.3 mi. About 34 mins Village Q S
i Blue\Water/Atoll
2700 Bay Area Bivd, Bayou, Bidg, Ste 1206, Houston, TX. = T ElLago
77058, USA REEK RANCH; -1
Pearland % Genfer Houst ; Seabrook
bt q Cleargy,
oward University Dr 387 ft = @] o QN" i +
a7z z Sam il Ryan Acres o Nassau Bay Ker W
a9 o A - K L ® %, Webster -
ToTALBUSINESS | ow = 2 -
16.3 MI 'Gogle Qi Meenaks Friendswood 9

Once all stops have been entered Click Add Mileage to Expense.

Click Save Expense
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Public Transportation Expense

Enter Transaction Date, Enter Vendor Name, City of Purchase, and Amount. In Comment, add
a note detailing the charge. Example: Uber from airport to hotel; taxi to convention center,

subway pass, etc.
New Expense cance ([T

Details ltemizations Hide Receipt |:|

& Allocate
* Required field

Expense Type *

Public Transportation - Taxi. Uber, Bus. Rail, Other ~
Traveler Type * Travel Type *

Employee ~ In-State ~
Transaction Date * Enter Vendor Name

01/12/2023 T

i Add Receipt
City of Purchase Payment Type *

Click to upload or drag and drop files to upload a new receipt.

& v Paid by Traveler ~
Valid file types for upload are png, jpg, jpeq, pdf, tif or iff
. SMB limit per fle
Amount Currency *
US, Dollar ~

Approved Amount

‘Comment

Click Add Receipt

Click Upload New Receipt and use a previously scanned receipt or a saved receipt from the
traveler’s wallet, then select the saved receipt.

Attach Receipt X

Valid file types for upload are png, jpg, jpeg, pdf, tif or tiff

6_Redacted.pdf
Uploaded: 02/24/2023 8:14 PM

/P
Upload New Receipt

Drag and drop files to upload a new

(R
- —

Attach View

5




Registration Expense

Enter Transaction date, Vendor name, City of Purchase, and Amount
* The traveler must have other expenses in addition to registration to be reimbursed through travel. If

there are no expenses, then the department will reimburse on a departmental voucher.

Click Save Expense
New Expense

Details Itemizations
@ Allocate

Expense Type *

‘ Registration

Traveler Type *

Travel Type *

‘ Employee

v | |inState v

Transaction Date *

Enter Vendor Name

| 0111312023

City of Purchase

Payment Type ®

‘ @ v | Dallas, Texas | ‘ Paid by Traveler v ‘
Amount * Currency *

| [ s, Dollar ‘ v
Approved Amount Request *

‘ 01/08/2023, $250.00 - 111111Dall v ‘

[l Save Expensel

Hide Receipt [

X

Add Receipt

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are -png, jpg, .jpeg, -pdf, tif or tiff
5MB limit per file.

Click add receipt

Click upload New Receipt and use a previously scanned receipt or a saved receipt from the

traveler’s wallet, then select the

Attach Receipt

saved receipt.

Valid file types for upload are png, jpg, jpeg, -pd, tif or tiff

T

receipt

Upload Nav Receipt

Drag and drop files to upload a new

6_Redacted.pdf
Uploaded: 02/24/2023 8:14 PM

oer -\ o
Attach View
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Incidental Expenses

Enter Transaction date, Vendor Name, City of Purchase, Amount and Comment detailing
charge.

Below is a list of some common, reimbursable incidental expenses:

e Fuel for rental car

e Parking fees

e Tolls

e Medical evacuation insurance

e Passport, Visa, Inoculations for foreign travel

e Laundry services for trips longer than 1 week

e Postage for business

e Currency exchange fee

e Tools or supplies necessary to conduct business (i.e.: office supplies, postage)

If you have questions regarding incidental expenses not listed, please email
traveloffice@uhcl.edu.

Click add receipt
New Expense Cance

Details Itemizations Hide Receipt El

@ Allocate
* Required field

Expense Type *

Tolls, Parking, Fuel, Checked Baggage, Other Incidentals v
Traveler Type * Travel Type *

Employee v In-State v
Transaction Date * Enter Vendor Name

03/06/2023 Menger Hotel i

Add Receipt

City of Purchase Payment Type*

@ ~ | Dallas, Texas Paid by Traveler - Click to upload or drag and drop files to upload a new receipt.

! Valid file types for upload are _png. jpg. jpeq. -pdf, tif or tiff

Amount * Curmency * SMB limit per file.

27.06 US, Dollar ~
Approved Amount Request *

01/08/2023, $35.00 - 111111Dalla. v

Comment

Parking at hotel

Save and Add Another Cancel
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Click upload New Receipt and use a previously scanned receipt or a saved receipt from the
traveler’s wallet, then select the saved receipt.

Attach Receipt x

Valid file types for upload are _png. .jpg, .jpeg. -pdf. .tif or tiff.

Receipt parking.pdf
Uploaded: 03/06/2023 1:18 PM

T
Upload New Receipt

Drag and drop files to upload a new
receipt.

Attach Wiew

Meal Expense

Concur will calculate daily spending and will reimburse actual expenses up to the daily per
diem rates. If a traveler exceeds daily per diem, they will not be reimbursed for any overages.

The daily per diem rates can be found at: https://www.gsa.gov/travel/plan-book/per-diem-
rates

To create a new Meal Expense Click Add Expense, select Meals

Add Expense x

0 +

Available Expenses Create New Expense

Search for an expense type

~ Recently Used

Meals

Hotel

Tolls, Parking, Fuel, Checked Baggage, Other Incidentals
Public Transportation - Taxi, Uber, Bus, Rail, Other
Mileage Reimbursement

~ Meals & Lodging
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Enter Transaction date, Vendor Name, City of Purchase, total meal expense, including tip and

Amount. The box for GSA (General Services Administration) Meal Allowance must be checked.
Click Save Expense.

R R S

Details ltemizations
@& Allocate
* Required field
Expense Type *
|Mea\5 ‘ v ‘
Traveler Type * Travel Type *
| Employee M ‘ ‘ In-State ~ ‘
Transaction Date * Enter Vendor Name
| 03r11/2023 | || Piping Hot Pizza
City of Purchase * Payment Type *
| @ v | Dallas, Texas ‘ ‘ Paid by Traveler - ‘
Amount * Currency *
[16.02 | US, Dolla ‘ v
Request®

GSA Meal Allowance

Comment

‘ 01/08/2023, $345.00 - 111111Dall

Save and Add Another Cancel

Hide Receipt  [7]

Ol

Add Receipt

Click tc upload or drag and drop files to upload a new receipt
Valid file types for upload are png, .jpg. jpeg, -pdf, .tif or tiff
5MB limit per file

A prompt will appear informing the traveler that the charge must be itemized.

Click Yes.

Alert

X

This expense has besn saved. You are required to itemize this

expense. Would you like to do that now?

(=
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The itemization form below will appear to distinguish meal expense from tip amount.

Enter the amounts for Tip/Gratuities. If there is no tip amount, then enter 0.00. Click Save

[temization.

*Tip/Gratuities —Tips cannot exceed 20% of the meal expense. The total of the meal and the tip is
calculated toward the daily GSA Meal Allowance for reimbursement.

The remaining balance represents the meal cost.

Example: Traveling to Corpus Christi, the traveler has a total allowance of $64 daily. Concur
will calculate the total meal purchases for each day and the traveler will be reimbursed for
actual expenses up to $S64. Any amount over $64 will not be reimbursed.

Meals $16.02

03/M11/2023 Piping Hot Pizza
Details ltemizations
Amount ltemized
$16.02 $0.00
Meals/Tips

TipsiGratuities *

(Amounts in USD)

Gancel

Click add receipt

1] Remaining
$16.02

* Required field

[ Personal Expense (do not reimburse)

Cancel Save Itemizations

Hide Receipt E|

T
Add Receipt

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are png, Jjpg. .jpeg, .pdf, tif or tiff.
5MB limit per file
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Click upload New Receipt and use a previously scanned receipt or a saved receipt from the
traveler’s wallet, then select the saved receipt.

Click save Itemizations. Click Save Expense.

Attach Receipt X

Valid file types for upload are _png, jpg, .jpeq, -pdf, tif or tiff

. Receipt parking.pdf
Uploaded: 03/06/2023 1:13 PM

T
Upload New Receipt

Drag and drop files to upload a new
receipt.

Attach View

Once all expenses have been entered and all necessary receipts have been uploaded or
attached, Click Submit Report.



Reallocating Charges

If a traveler has multiple Cost Centers that charges need to be reallocated to, the cost center
will have to be changed within the expense.

In the expense form, Click Allocate

T Meals $13.28

07/14/2022 McDonakd's

— Details Itemizations

@ Allocate

Expense Type *

Meals ~
Traveler Type * Travel Type *

Employee ~ In-State ~
Transaction Date * Enter Vendor Name

07/14/2022 &= McDonald's
City of Purchase * Payment Type *

& -~ | Austin, Texas Paid by Traveler ~
Amount * Currency *

1328 US, Dollar ~

Request *

None ~

Comment

Click Add.

Allocate x

No Allocations
 above Click tha allocata batt
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Enter the Cost Center, then Click Save.

Add Allocation X
+ *
MNew Allocation Favorite Allocations
Project * o -
| NA x v |
Grant Type ™ o
| NON-GRANT x v |
Chartfield1 * [ & ]
[ (HEERFAAQ1) Faculty professional dev X v ]
Reguest 1D

Entry can be made by amounts or percent by selecting at the top of the screen.

| Percant | Amount ‘

Amaunt | Allocated 100%

The entry can be a partial amount/ percentage, then Click Save.
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Travel Card Expense

To assign a UHCL Travel Card Expense to a report Click Add an expense within the report that
has been created. You may also add a personal credit card to your Concur profile and assign
specific expenses to it if you prefer to wait for reimbursement.

Select the expense by Clicking in the check box next to the expense and then Click Add to
Report.

**RECEIPTS ARE REQUIRED FOR BOTH UHCL TRAVEL CARD AND PERSONAL CARD EXPENSES**

Add Expense X

4 +

Available Expenses Create New Expense

COURTYARD -
O Citi Bank Undefined BY MARRIOTT 02/28/2023 ($31.93)

Austin

COURTYARD
Citi Bank Undefined BY MARRIOTT 02/19/2023 $112.58

Austin

COURTYARD
O Citi Bank Undefined BY MARRIOTT 02/08/2023 $625.88

Austin

Displayed expenses: 4, Total: 4

v

Close Add To Report
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To Edit the expense, Click on the check box next to the expense and then select Edit.

Alerts: 1
Expense Undefined 02/19/2023 $112.58

@ The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.  View

test $112.58

Not Submitted | Report Number: NX1QG7

Report Details v Manage Receipts v Travel Allowance v
Alerts Tl ReceiptT, Payment Type T Expense Type T Vendor Details T

N Courtyards
(1) Citi Bank Undefined Austin, Texas

Make sure that the Expense Type, Check-in, and Check-out Dates are correct and then save

the expense. Upload a receipt. If any itemizations are necessary, the traveler will be prompted
to itemize.

e Any expenses charged to the Travel Card which are non-reimbursable in Concur must be
repaid to UHCL within 45 business days.

e Repayment must be made at the Student Business Services (SBS) window at the Student
Services Classroom Building by bringing (a) a check or cash, and (b) 2 copies of the
Peoplesoft journal coversheet, all contained in a locked bank bag.

e The deposit at SBS must occur on the SAME DAY as the journal is approved in
PeopleSoft.

e Any outstanding or unpaid repayments older than 45 business days will become vendor
holds with the State of Texas Comptroller of Public Accounts.
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Expense Approval Workflow

Traveler:

Creates and submits
expense report,
submits receipts

,
UHCL Travel Office:

Verifies reimbursable
expenses and all
documentation

N\

DBA/CBA:

Confirms final
expenses and budget
availability

" Accounts Payable:

Settles with UHS bank
and/or reimburses
employee via

L PeopleSoft

N
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Expense Approval

Click on Approval then Reports. A list of expense reports pending approval will appear
Click on the name of the report to open a report.

The expense report will open. The view can be changed by Clicking View. A drop-down box will
appear, and you can arrange the report to see expenses in a list or detailed. They can also be
grouped by date or expense type.

Review each expense by Clicking on each row. To the right will appear the expense detail.
There is a tab at the top of this section that attached receipts can be viewed. Once verified
Click the drop-down arrow under review and mark yes. If the full amount is not approved by
the department change the Approved Amount field to the correct amount. If the full amount is
to be paid simply Click Save at the bottom right. Each expense will need to be reviewed and
saved.

If the expense report is not correct, the approver Clicks Send Back to Employee so that the
employee can make changes. If the report is approved simply Click Approve at the top right.
The system will confirm that you have approved the expense report with a popup screen that
will only last a few seconds that reads Approved.
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Expense Approver (CONT'D)

[zmbonren e - - o 5= ] Erpecnﬂesﬁs
o S = — e | ceem ]
s Skt | e Lt .
Detail
1 Group By
Date
| ® Expense Type
| No Grouping

{ Calendar

One week
Two weeks

$67400 5165000 B ooi ||| Month

Travel Booking Online

Updating Your Travel Profile

Before you use Concur Travel for the first time, you need to complete your Travel profile. You
must save your profile before you can book a trip.

Use the options to set or change your personal preferences and settings, which include:
e Assistant or travel arranger (delegate)
¢ Credit card (automatically added as Travel Card, but you can add your personal credit card too)
e Email options
* E-Receipts
e Language
® Password
e Personal preferences (name, address, emergency contact, credit card)
* Regional preferences (number format, date format, language)
e Register for SAP Concur for Mobile
 Travel preferences (air, hotel, car rental, rail preferences)
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Travel Arranger /Delegate

To administer travel for another user

1. If you are a travel arranger and you want to change the profile of one of your users,
Click Profile.

2. Inthe Administer for Another User Field, type the first few letters of the user's name.

3. Select the appropriate user from the search results, and then Click Start Session.
Accessing your Travel Profile To access your Concur Travel profile information

4. Click Profile > Profile Settings.

5. On the Profile Options page, select the appropriate Travel Settings links on the left side

of the page

SAP Concur

Profie

Personal information

Change Password System Settings

Profile Options

Concur Mobile Registration

Select cne of the following to customize your user profie

Persondl information
Your home address and emergency contact
Information

Company Information

Your comparny name and Business address or
your remote location address

Credit Card Information

You can store your credit card information hece
50 you dont have to re-enter it each time you
purchase an llem or senios

E-Receipt Activation

Enable e-receipts 1o automatically receive
alecronic recsipts from participating vendors

Travel Vacation Reassignment

Going %o be out of the office? Configure your
backup wavel manager

Request Preferences

Seclect the options that define when you receive
email notficatons Prompes are pages that
appear when you select a certain acton, such
as Submi or Print

Company Car
Company Car

Concur Mobile Registration
Set up acoess 10 Concur on your mobile device

System Settngs

Vihich Sme zone are you in? Do you peefer to
use a 12 or 24-howr dock? When does your
workday stanv'end?

Contact Information

How can we contact you about your wraved
SrTangements?

Setup Travel Assistants

You can aliow other pecple within your
COMPanies 10 DOOK Yigs and entér expanias for
you

Travel Profile Options

Carrier, Hotel. Rental Car and other travel-
related preferences

Expense Delegates

Delsgates are amployees who are alowsd %o
pacform work on behalf of other errpioyees
Expense Preferences

Select He oplions that Safine when you recsive
email notiications. Prommpts are pages that
Sppear when you select 3 cenain action. such
&3 Submit or Print

Change Password
Change your password

Travel Vacaton Reazsignment
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Booking a Flight

From the home page, use the Flight tab to book a flight by itself or with car rental and/or hotel
reservations. To book car and hotel reservations without a flight, use the Hotel and Car Search

tabs, respectively. You can access the Flight tab (or Air / Rail) by doing the following:

e From the home page, Click t Travel on the menu.
e Click the SAP Concur logo from the left side of the menu.

SAP Concur - 01 01
. New Authonzaton Purchase
Hello, Willam Requests Requests
TRIP SEARCH MY TASKS

— - Required Available
’b = k= Approvals - Expenses =

Flight Search Great! You currently have 08/02 The Cafe
Round Trp no approvails CAD 83 42
From € 07719 Fairfield Inns
$72959
e 07719 Avis
o $870.84
Frc o smepor e 07712 Avis
$609.11

07712 Courtyards
i) e

Step 1: Start the Search

1. Select one of the following types of flight options:
e Round Trip
e One Way
e Multi City

2. In the From and To fields, enter the departure and arrival cities. When you enter a city,
airport name, or airport code, SAP Concur will automatically search for a match.

Note: Use the Find an airport and select multiple airport links as needed.
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3. Click the Depart and Return date fields, and then select the appropriate dates from the
calendar. Use the remaining fields in this section to define the appropriate time range.

4. Click the arrow to the right of the time window to see a graphical display of nonstop flights
available for the routing and date you have selected. This allows you to adjust your search

criteria, and if necessary, to see/reserve nonstop flights.

Note:

e The graphical display is based on flight schedule data. It will not show any rail options,

and it cannot take refundability or class of service preferences into account.

e Fach green bar represents 30 minutes of time. Place your mouse pointer over a green
bar to see all the flights available for that time slot.

e |[f you change locations or dates, select refresh graph for more data.

5. If you need a car, Click the Pick-up / Drop-off car at the airport check box.
* You can automatically reserve a car, allowing you to bypass viewing the car search
results. When you select this option, additional fields appear. Select a vendor and car
type; the car is automatically added to your reservation.

e If you need an off-airport car or have other special requests, you can skip this step and

add a car later from your itinerary.

6. If you need a hotel, Click the Find a Hotel check box.

—+~ -— S—
7. Click Search. et

Round Trip One WWa

From €

Seattle, WA - Seattie-Taco

ma Intl Airport

To &

MEM - Memphis Airport - Memphis

Pick-up/Drop-off car at airport
Find a Hotel

Class @ Search by
Highest allowed ~ | Schedule ~

Include additional refundable air fares
Flights w/ no double connections
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Step 2: Select a flight
1. On the Select Flights page:

¢ |f you selected Price on the previous page, the Shop by Fares tab is initially active.
Select either the Shop by Fares or Shop by Schedule tab for the appropriate flight

information.

e Click the View Fares button for the flights that you want to purchase.

United 2228, 795

3 2

If you Clicked Schedule on the previous page, the Depart tab is initially active. Click the
Select button for the flights that you want to purchase from the Depart and Return

tabs.
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Seattle, WA . Sun, Mar 26

Qunea By | Depart - Earliest v

06:00a SEA 08:27a LAS Nonstop Economy
Spint Airlines

SPinit
09.:30a LAS 02:50p MEM Nonstop Economy
Spirit Airlines

6h 50m / Spirit Airlines 496, Spirit Airlines 3374 - View seats
32A (Worldspan

2. Click the Hide Matrix link to view additional information on the screen.
3. Review the flight details for your trip.

Note: Depending on your airfare provider, you can select the View seats link to select
your seat on the flight. Select the appropriate Available seat from the Seat Map.

Seat Map (View Only)

Avadstre Wores

. BN NN
e & -8 o
o A (-0 a AERRRRRE
r 2 11121931498 1697 22 29 22 3324238 2 2738 >
c ] Imimcioim! . LT
= [sisiSiE doEnog
= BRI h hhRRARN

American #1332, Boeing 737-800, Seattie Tacoma Intl Arpt (SEA) Dalas Ft Worth intf (DFW)
cat assegrrment & sutyect b arQe up urtd Sere of Separture

B Avanable Occupied or Unavailable [ selectea Exit row No seating &
B Preterental @ N Preterential
B Paxt preterential @ »| Paid preferental

4. On the Review and Reserve Flight page you can:

e Review the flight details
e Enter traveler information
e Select frequent flyer programs



e Select your seat assignment
* Review the price summary
e Select your method of payment

5. Click Reserve Flight and Continue.

Step 3: Select a rental car

If you requested a car on the Flight tab (or Air / Rail) Search, the rental car search results
appear. For information about booking a rental car, see Booking a Car in this document.

Motor Vehicle Rental Tax Exemption Form

Step 4: Select a hotel

If you requested a hotel on the Flight tab (or Air / Rail) Search, the hotel search results
appear. For information about booking a hotel, see Booking a Hotel, in this document

Review and change your itinerary, if necessary.
1. In the Trip Overview section:

e Review the information for accuracy.
e |nthelwantto section, print, or email your itinerary as appropriate.
¢ |nthe Add to your Itinerary section, add a car, hotel, Wi-Fi, etc., as needed.

Iravel Details

TRIP OVERVIEW

I want to... Trip Name: Trip from Seattle to Memphis Add to your Itinerary
Print Ner ar
‘ Start Date: March 26, 2023 (=) @
End Date: March 31, 2023
Created: March 14, 2023 William Never e d outelde Concus? Enler

. - B ~a- your trip manually Of connect
(Moafied. March 14 2023) f‘.:‘j\ P =
Description: (No Description Available)

Agency Record Locator: 28VINZ

Passengers: William Nate Never

Total Estimated Cost: $620.40 USD (Des
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2. Under Reservations, in the Flight section:

e Verify the information for accuracy.

e Select Change Seat if you want to change your seat option (depending on the airline).

e To change or cancel your flight from the itinerary page. If so, select Change or
Cancel all Air, and then follow the prompts to change your outbound or return
flight. Travelers given the option to change flight will be able to select a different
date or time for the trip but must stay on the same airline. If you want to cancel
your flight, Click Cancel all Air.

Note: Changing flights can result in fare changes. If this option is available, please check with
your travel agency on fare differences.

- - — -

Sunday, March 26, 2023

Q Flight Seattle, WA (SEA) to Chicago, IL (ORD) [ =]

United 1467

Departure: 10:55 AM Confirmation: Seat: 38C
Seatte.Tacoma e Awgont (SCA JXS3IDJ arge seat
Duration & howrs. 9 mrwutes Sistes Confemed

Nonstop

Arrival: 05:04 PM
Checago OMare Inf Aspont (ORD
Termna 1

Aoatonsl Detars

Asvraft Boeing TIT MAX 9 Oistance 1716 mies

E-Tchut

Cabw. ECONOMY (V Med Food for gurchase
o 3 v, 8 mvn Jeyover o Chvcago OMare ind Arport (ORD)
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3. Review the remaining sections as necessary and make the appropriate changes.

4. Review the Total Estimated Cost section.

5. Click Next.

Step 6: Review the booking information

1. Use the Trip Booking Information page to enter additional information about your trip.

TRIP SUMMARY

v" | Finalize Trip Tho Nome

'r; ';‘ ...‘Vv‘>~ rrmat

Enter

Trip Information

Trip Dwecniphhon  octon s

Send my emad confimmabon ss

Please enter information about this tnp then press Neat o finalize your reservation. if you close at
This POINT YO MeServation may De Cancelind. Node: Any part of the ip that is instant parchase or has
Seposit required will not be cancelied

2. Enter or modify your Trip Name. This is how the trip will appear on your itinerary and in the
automated email from SAP Concur.

3. Enter a Trip Description (optional).
4. Indicate if there is anyone else who should receive the initial confirmation email. Enter as

many recipients as needed, separated by commas.

¢ If you book the trip, you will automatically receive the email.

e If you book as a delegate, you will also receive the email.

5. Choose your preferred email format, either plain text or HTML.
6. Click Next.
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Note: SAP Concur displays your itinerary on the Trip Confirmation page. This itinerary will
include any messages about ticketing policies.

Trip Confirmation
TRIP SUMMARY

To COMPLETE BOOKING, ploase press ha "Confirm Booking™ Buton afr reviswing this page
v' | Finalize Trip To CANCEL, press the Cancel buson

This reservation will not De tiCketed until your reQuest is approved

Submi Trip Lou'!umabm
TRIP OVERVIEW

Trip Name: Trip from Sesttle to Memphis

Start Date: March 26, 2023

End Date: March 31, 2023

Created: March 14, 2023 Y/ilam Never (Modfed March 14 2023
Description: (No Dascrigion Avalatie

Agency Record Locator: 2BVINZ

Passengers: Wilam Nate Never

Total Estimated Cost: $620.40 USD

o This trip roguires apgeova

The deading for approval & 0152023 900 PM Pacile

Actvate [ripk 1o see your plans and stay ond s0p ahead while traveling
Agency Name: CTE Demo Site

Step 7: Purchase the Ticket

1. Scroll down and Click Confirm Booking to send your request to your manager for approval
and the travel agent.

2. Click Finish. The Finished! screen shows your confirmation number and information to
contact the travel agent.

3. Click Return to Travel Center.
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Booking a Car
Step 1: Use the Car tab

1. If you require a car but not airfare, select the Car tab.

SAP Concur El Requests Travel

SAP Concur

TRIP SEARCH

+ [=] -

Car Search

2. Enter your Pick-up and Drop-off dates and times.

3. In the Pick-up car at section, select either:

e Airport Terminal, and then type the city or the Airport code

e Off-Airport, and then enter (or search for) the location (depending on your
company's configuration, you might be able to have a car delivered to or picked
up from your company location).

4. Click the Return car to another location checkbox if needed. Additional fields appear.
Choose the appropriate location.

5. To see additional search preferences, Click More Search Options.

e Select the Car Type.
e Select smoking or non-smoking.
e Select the preferred vendors.

Please use the Motor Vehicle Rental Tax Exemption Form when renting vehicles for UHCL Travel
Business purposes.
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6. Click Search.
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Step 2: Filter the results (as needed)

Note: Only available options with State contracted vendors will be displayed.

There are two sets of filters: a matrix at the top of the page that you can show or hide, and
one on the left side of the page.

TRIP SUMMARY
™ | Selecta Car
= ’ AVIS
Finalize Trig
dollar.
Hertx
[}
v p— )
= ==
soc reses
¥ mi:
Compact Car - $96.00 per
AVIS day (W I
. 2t Srane <bon Tota 0

7. Select your filter options from the matrix, and from the Car Display Filters section on the
left.

8. Click the fare button for the car you want to rent.

9. In the Review and Reserve section, select the appropriate options.

o Provide Rental Car Preferences: Enter any necessary information in the
Comments field, and then select any additional preferences that you want.

o Enter Driver Information: To add a Rental car Agency Program, Click the Add a
Program link.

o Select a Method of Payment: If you set up a credit card as the default in your
profile, the credit card appears. Select the credit card you want to use from the
drop-down list. To add a credit card, Click the Add a credit card link.
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10. If you want to change your search, in the Change Car Search area:

e Change your pick-up and drop-off dates and times, and your pick-up and drop-off
locations.

e Expand More Search Options to select the car type and vendors that you prefer.

e Click Search. Travel displays the new results.

11. In the Travel Details section:

o Select the appropriate links to print or e-mail your itinerary and follow the prompts.
o Click Change or Cancel if needed, and then follow the prompts to change your
reservation.

12. Click Next
13. Click Reserve Car and Continue.

14. On the Trip Booking Information page:

e Enter or modify your Trip Name. This is how the trip will appear on your itinerary and in
the automated email from SAP Concur.

e Enter a Trip Description (optional).

e Indicate if there is anyone else who should receive the initial confirmation email. Enter as
many recipients as needed, separated by commas.

15. Click Next,
16. On the Trip Confirmation page, review your trip details, and then Click Confirm Booking. If
your trip is not compliant with your company’s travel policy, a Travel Rule Triggered window

appears.

17. Click Save.
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Booking a Hotel

Step 1: Use the Hotel tab
1. If you require a hotel but not airfare, Click the Hotel tab.

SAP Concur @ Requests Travel

SAP Concur

Hello, William

TRIP SEARCH

4+ &|E=

Hotel Search

2. Enter the Check-in and Check-out Dates (or select each field and use the calendar).

3. Enter the search radius. SAP Concur will always show preferred hotels within a larger radius,
usually 30 miles.

4. Choose to search near an airport, an address, company location, or near a reference point /
zip code (a city or neighborhood).

5. Enter the reference point. The available options will depend on your selection in Step 4.

6. Click Search.
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Step 2: Change and filter your search (as needed)

There is a filter set on the left side of the page. Use show and hide arrows, as needed.

1. In the Change search area:

e Change your check-in and check-out dates; change your hotel location.
e Click Search. Travel displays the new results.

2. Use the slider in the Price area to narrow your search.
3. In the Display Settings area, select the appropriate check boxes.
4. In the Hotel Chain area, select the appropriate hotels.

5. In the Hotel Amenities area, select the appropriate options.

Step 3: Review the hotel map (as needed

1. Review the hotel map. The red icon shows your reference point.
2. Select any blue "balloon" to see specific hotel information.
3. Use your mouse to zoom and move the map, as needed.

v
e - — A=)
pehe Memphis Bl Rrosd
" Whississ \ ' 11
®
9 240 @’? v Germantown
’/é(&v @; 20 @
TY & S
" “Southaven Q/ 22 4
wiae ynshbug==Horm take Olive Branch
L5
Q Sorted By: Policy - Most Compliant v
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Step 4: Sort the search results (as needed)

* Below the map, use the Sorted By list to sort the results. Enter hotel names, as needed.

Step 5: Review the results

A picture as well as the name, address, rating stars, and price range appears.

1. Select the hotel picture to view more images.

2. Click Hotel details to see contact information, street address, cancellation policy
and information about the facility.

3. Click View Rooms to see:

e The available room options and rates
e Other amenities per room/rate
e Rules and cancellation policy

1. Fairfield Inn & Sutes Memphis
-240 $109

ﬂ.

2 Cowurtyard by Marriott Memphis
Adrpoet $129

B

E‘




Step 6: Select the hotel room

1. Select the Cost button next to the room that you want to reserve.

b | 1. Fairfield Inn & Suites Memphis
v 1-240 $109
“ 4760 Showcase Bivd, Memphis, TN

v 4.7 miles
Most Preferred Hotel Chain for Leaming Services Demo / E-Receipt Enabled Hotel det

Room Options

Fiexible Rate Guest Room 2 Queen-s- Please cancel 1

day before arrival (Worldspan) ° $109

Rules and cancellation pol

Fiexible Rate Guest Room 1 King Please cancel 1 day

before arrival (Workispan) ° $109
Rules and cancellation policy

Flexible Rate Guest Room 1 King Sofa SBed Please

Rules and canceliation policy

Flexible Rate Suite 1 King Sofa Bed Please cancel 1

day before armmival (Worldspan) ° $124
Rules and cancellation policy

2. The Review and Reserve Hotel page appears. Navigate through the page and:

e Review or modify the room preferences.

e Verify or modify the guest and program information

e Review the price summary.

e Review and accept the rate details and cancellation policy.

3. Select the | agree to the hotel’s rate rules, restrictions, and cancellation policy check box.
4. Click Reserve Hotel and Continue.

5. Your Travel Details page (itinerary) displays



Concur Mobile

You can use SAP Concur on your mobile device to assist with your Expense, Travel, and
Request needs. Because you are using your mobile device, you can access your information in
a cab, in a meeting, or at the restaurant.

The Concur Mobile App works like the laptop version.

Download

The Concur Mobile Registration link appears on the Profile menu in the web version of SAP
Concur.

e Download the App from the App Store or Google Play
e Request a link from Concur site by going to Profile, Profile settings then Concur Mobile
Registration

Note: SAP Concur will not let you sign in if your device does not have a passcode or if your
device has been compromised (modified to remove manufacturer restrictions).
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Signing In

Select the Concur Mobile App from your mobile device to open.
Enter your UHCL email as the User ID then tap Next.
Select Sign in with UHCL — IDP

The App will redirect the traveler to sign on using single sign on.

SAP Concur SAP Concur

<

Username, verified email address, or SSO code hernandezme@uhcl.edu.uat

hernandezme@uhcl.edu.uat

@) Rememberme

Forgot usemame?

Sign in with UHCL - IDP

Sign in with UH CougarNet - IDP

Sign in with your password
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Concur Mobile App Landing Page

Once signed in you will see the Landing Page.

Expenses: Your wallet is a storage place for your receipts. They are safe here until the receipt
is ready to be added to a report.

Expense Reports: A view of open expense reports and current statuses. An expense report can
be completed from a mobile device.

Approvals: Pending requests and expense reports can be approved from the App.

Requests: A view of open requests and current statuses. A request can be made from a mobile
device.

Trips: A view of all upcoming and traveled trips, view flight information, book travel

Note: Depending on individual device operating systems, the screens may vary slightly.

= SAP Concur cC e
Expenses

List of your expenses

@ Expense Reports

Review and submit your reports

Approvals

Expenses \
Approve items anywhere anytime

Requests

Expense Claims Manage your authorizations

Approvals

+

Receipt Expense
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Request

Click Request from the landing page.
A traveler can view all Active Requests or create a New Request.

To begin a New Request, simply Click on the 5= at the bottom right of the screen

Requests

ACTIVE

123456Madrid022723 $4,457.86
Mar 21, 2023 - Mar 27, 2023 ID: FLXD

789456Birmingham01192 $1,837.62
3

Jan 16,2023 - Jan 19, 2023 ID: FLXG

Approved

123456Phoenix011323 $1,338.58
Jan 13, 2023 - Jan 15, 2023 ID: FLX4

Sent Back to Employee

111111Dallas011223 $1,817.58
Jan 8, 2023 - Jan 12, 2023 ID: FLX7

Approved

8523691 Austin 071622  $1,216.52
Jul 12, 2022 - Jul 16, 2022 ID: FLXF

Approved G




Receipts

Keeping track of receipts just got easier. From the Mobile App, click Receipt. This will open the

camera on your device. Take a picture of the receipt.

Click Use to save the picture and a pop-up box will appear
Receipt Store — Will save the receipt to your wallet
New Expense — Will allow the traveler to expense the receipt from the app.

X Receipt

J Pappasitos #613

" Houston Hobby Afrport

- 7800 Alrport Blvd, Houston, TX 77061
(281) 657-6157

ooaz2
| ESMERELDA G SvrCk: 42 6:23 04/23/23
- T0-GO .

1 Steak Breakfast Taco
1 Potato Breakfast Taco
tle Soda

Sub Total:

Select Storage Location

Where would you like to move the
receipt?

RECEIPT STORE NEW EXPENSE

[i]

ADD PAGE

Tips for receipts:

e Areceiptis required for every purchase.

e Take a full picture of the receipt.

e The information must be legible

e The receipt must detail the prices, a description of the purchase and the total
amount paid including tip.

e Hotel receipt/invoice must contain traveler’s name, check in and out dates, a zero
balance, daily charges and taxes/fees must be detailed and payment info.
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Expense

There are multiple ways to expense a receipt:

¢ |f New Expense was selected after capturing the picture of the receipt, concur will take
the traveler to the form to detail the purchase.

e Click on Expenses from the landing page will take the traveler to their wallet, simply
select the receipt that needs to be expensed, Click the three dots at the top right and
then Click create expense.

e From the landing page, Click the = at the bottom of the screen and the traveler will be
directed to the form. The form that appears will require a picture of a receipt either be
taken with the device or uploaded from existing pictures on the device.

Expense < Expense

o e
g ;1500
* REMAINTNG BALANCE: 100

=<

Add Receipt

Amount

Amount

$0.00. $0.00..
Expense Type Expense Type
Required Field Required Field
Date Date

May 09, 2023 May 09, 2023

OPTIONAL OPTIONAL

Location Location

Vendor

MOVE TO REPORT

Vendor

MOVE TO REPORT

Note: For an expense to be saved to a report, an expense report must already have been
created.
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Delegate Role

Acting as a Delegate only applies in the Expense Module within the Concur Mobile App.

Delegates cannot request a trip via The Mobile App

From the landing page, Click the 3 lines in the upper left-hand corner.

Click Act As Another User.

A list of every traveler you can delegate for will be listed.
Click traveler.

& ActAs Q

test Dept Asst

University of Houston Sys... @ Christy Dunnahoe

Dunnahoe@UHCL.edu

©  Actas Another User |a Melissa Hernandez

/(1]

HernandezMe@UHCL

o
124

Help m Jessica Jackman

JackmanJ@UHCL.edu

Leave Feedback

i+ Settings

)

Sign Out

e

Expenses

® Actina as Melissa Hernandez

-

Melissa has no expenses
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C. Getting Support in Each Phase of Travel

Trip Planning

UHCL Travel Page: https://www.uhcl.edu/about/administrative-offices/travel/resources

UHCL Travel Office
Email: traveloffice@UHCL.edu
Phone: 281-283-2270

Concur Software: https://www.concursolutions.com/nui/signin

Concur Mobile App
Download

Getiton

Google play

# Available on the

¢ App Store

Mid-Trip/On the Road

UHCL Travel Office
Phone: 281-283-2270 Email: traveloffice@uhcl.edu
Travel Card - Citibank customer Service available 24/7: 1-800-248-4553

After Trip/Return

Travel Office
Phone: 281-283-2270 Email: traveloffice@uhcl.edu
Concur Software: https://www.concursolutions.com/nui/signin

Technical Issues

Travel Office Phone: 281-283-2270 Email: ConcurTravel@UHCL.edu




Time/Timing Matters! Key Points

Submit your Expense Report within 10 days of the last date of travel

Check trip Approval and Expense processing status online 24/7, or via the
mobile app

If >550% of domestic trip days are personal (non-business) then travel is
non-reimbursable.

Personal days during foreign travel are reimbursable.

Any non-reimbursable charges on your travel card MUST be repaid to UHCL
within 45 business days after your last date of travel. In the case of multiple
consecutive trips, then the last date of travel for each trip starts the tolling
period.

Snap photos of your receipts en route to save time.
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FAQs

Candidate/Non-Employee Travel — A non-employee requires a delegate to set up their
Concur account for them. The delegate can create a request and subsequent expense
report. If the non-employee seeks reimbursement, they will also need a Payment Works
vendor ID (PWVI). That ID is entered on the access request page. The delegate can
submit only for this traveler type.

Car Rental Auto Insurance — When booking with a state contracted vendor for Car
Rental additional insurance does not need to be added, it is included in the rental rate.

CITI Course (For Foreign Travel) — https://about.citiprogram.org/course/export-
compliance-ec/

Conferences — You may book your conference rooms directly with the hotel/location.
Concur travel request requires an uploaded flyer and daily agenda as documentation of
expenses.

Embassies — https://www.usembassy.gov

Export Control Form - https://www.uhcl.edu/about/administrative-
offices/sponsored-programs/export-controls/

Personal Credit Card — You can use your personal credit card for charging UHCL business
travel expenses if you have included it in your Concur profile

To be continued as we have more experience in live production....
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