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Concur

Travel Management System that will be used
for all UH travel for employees, prospective
employees, students, prospective students,
university guests, contractors, and regents.




“Travel” includes:
 All trips that include airfare, rental car, or hotel

* All overnight trips

* All Travel Card transactions, including for new
employee moving expenses

 All trips for UH business, whether UH pays or
not

* All moving expense reimbursements




In Concur, you will:

Create and process Travel Requests - Required

- Travel Requests may include Travel Advances
(if applicable)

Make Travel Arrangements with CTP — Optional

Create and process Expense Reports — Required
- Travel Reimbursements (no more vouchers)
- Moving Exp Reimbursements (no more vouchers)
- Travel Card Transactions (no more GCMS entries)




Workflow




* Travel Request Workflow Routes

Employee Non-Employee
North America Employee-Supervisor-Certify Delegate-Unit Head-Certify
Foreign (Local Fund) Employee-Supervisor-Certify-VP Delegate-Unit Head-Certify-VP

Foreign (State Fund) Employee-Supervisor-Certify-VP-Provost Delegate-Unit Head-Certify-VP-Provost

Concur will determine the appropriate route for your Travel
Request based on the information you entered in the Travel
Request header.




* Expense Report Workflow Routes

Employee Non-Employee
Non-Taxable Travel Employee-Cerify-AP Delegate-Certify-AP
Taxable Travel Employee-Certify-Tax-AP Delegate-Certify-Tax-AP

Taxable Travel includes the following:
*Receipts not submitted within 60 days (Employees)
*Foreign National (Depend on the treaty and other criteria - need Tax review)

Travel Card Expenses Custodian/Cardholder-Certify-AP

Moving Expenses Delegate-Certify-Tax-AP (Before employment)
Employee-Certify-Tax-AP (After employment)

Concur will determine the appropriate route for your
Expense Report based on the information you entered in
the Expense Report header.




Travel Arranger
Delegate to Prepare
Delegate to Approve




Delegate and Travel Arranger

Travel Arranger An employee (Concur user) who purchases airfare, makes
reservations and other travel arrangements on behalf of the traveler in Concur.

*Assigned by the employee traveler in their travel profile page.

Delegate (Preparer) An employee (Concur user) who prepares Travel
Requests and/or Expense Reports on behalf of the travelers or on behalf of
Travel Card custodians or cardholders.

* Assigned by the employee traveler in their travel profile page.

*Submit access form to Finance for delegate preparer for non-
employee travelers.

Delegate (Approver) An employee (Concur user) who approves Travel
Requests and/or Expense Reports on behalf of an approver, such as a
Supervisor, Unit Head, and Certifying Signatory. Delegate approvers for
Certifying Signatories must also be a Certifying Signatory.

*Submit access form to Finance for delegate approver for employee or
non-employee.




Concur Users




Who must be setup as a user in Concur?

Employee and non-employee travelers

Travel Card cardholders/custodians

Supervisors, Unit Heads, Certifying Signatories, and other Approvers.
Travel Arrangers

Delegates (Prepare TRs and Expense Reports for travelers)

Delegates (Approve TRs and Expense Reports on behalf of approvers)




How to set up a new Concur user account

Employee Account S
Go to PASS and click on Concur Travel Management icon. Ejgx”ie;;;img o
If the employee is not already set up as a Concur user, the self

registration page will appear. Complete the required information and

save. If any updates are needed later (1.e., default cost center change,
change of delegate to approve, adding newly created Vendor ID),

complete “Concur Supplemental Form for Employee Access Updates”

and submit 1t to Kirk Williams or Catherine Chan. The form can be

obtained from the Finance Form website
http://www.uh.edu/finance/pages/forms.htm

Non-Employee Account

Send a “Concur Non-Employee Access Form” to Kirk Williams
(kawilli4@central.uh.edu 3-8063). The form can be obtained from the
Finance Form page: http://www.uh.edu/finance/pages/forms.htm




What’s new?




* Travel Request Process

* Online Booking by CTP (Corporate Travel Planners)
Starting November 4, 2015

* Expense Report process

* Travel Advance Process

* Travel Card Process

 New Employee House-hunting/Moving Expense
Process

 UH Contractor and Guest Travel Expenses




Travel Advance

*Travel Advance is available for employee foreign travel and
student group travel (local funds)

*Travelers must be set up as Cash/Travel Advance eligible
employees in Concur to receive Travel Advances.

*Travelers/delegates put Travel Advance requests on the
appropriate Travel Requests.

* After the Travel Requests are completely approved, the Travel
Advance requests will be routed to the appropriate CDAs and
then to AP Travel for approval.

*Concur automatically deducts the Travel Advance amount from
the reimbursement amount when the corresponding Expense
Reports are created.

*If Travel Advance > Travel Reimbursement, select Expense
Type “Cash Advance Return” and enter the remaining amount.




Travel Card Process

*All travel card transactions are fed from CITI to Concur daily.
*Cardholders/Custodians will see their charges in their queue.

*Cardholders/Custodians create Expense Reports for each travel,
assign the transactions to the Expense Report, and match/upload
the receipts for the transactions.

*The deadline for submitting Expense Reports to Accounts
Payable for Travel Card transactions recorded in Concur will be
the 25 of the month following the month in which those
transactions occurred. For example, Travel Card charges with a
transaction date in January (January 1 — January 31) must be
submitted to Accounts Payable on an Expense Report by
February 25% in Concur. If the 25™ falls on a weekend or
holiday, the due date will be the following business day unless
otherwise announced by AP.




New Employee Moving/House-hunting Expenses

*To pay or reimburse moving/house-hunting expenses, Travel
Requests are needed.

*Direct payments to moving companies will not be processed
through Concur. Create a PO and process a PO voucher for the
payment. Travel cards cannot be used to pay for the expenses.

*Attach Offer Letter to Travel Request.
*Attach itemized receipts, Authorization for Moving and

Relocation Expenses (Addendum A), and Moving Expense
Template to the corresponding Expense Report.

*Attach Taxable Payments or Reimbursements to Employee
Form (Exhibit B — SAM 03.D.06) to the corresponding Expense
Report, if any expenses are taxable to the employee.




New Employee Moving/House-hunting Expenses (cont’d)

*For Concur Expense Report — Report Header:

-Select “New Employee Moving Expenses” for Travel Type

-Select “Moving Expenses” or “Househunting Expenses™ for
Primary Purpose of Travel.

Previous Comment
Entered By Peter Certifying: test

Document ID N

| Traveler,L Houston 100115

Report Date
‘ 10/21/2015

Report Id
4ECEFAD730D141E4ACSE

Traveler Type

[v]

l Prospective Employee

Primary Purpose of Travel

Bicving penses ot

Report Currency
US, Dollar

Conference, workshop, training

Federal government meeting
Househunting expenses

Contracted services to UHS (paid a fee)

4

e[

iMoving expenses (not househunting)*—

798

Recruit employees
Recruit students
Research

State government meeting
Student field trip

Study abroad trip

_| Team competition

UHS Board of Regents meeting

Voluntary services to UHS (not paid a fee)
Whatever is not listed above (describe in Comments)

e

hin 60 days after

1Y

Policy

H Expense Polic V‘
Travel Type
[iev Empioyee Moving LA

Employee Travel in Texas (Not Student Recruiting)

Employee Travel Outside TX, but Inside US, Canada, or Mexict A

Employee Travel Outside US, Canada, and Mexico
Employee Travel to Recruit Students (All Destinations)

ENew Employee Moving Expenses
Participant Cost Travel

Prospective Employee Travel

Prospective Student Travel

Regent Travel in Texas

Regent Travel Outside Texas

Student Field Trip in the US

Student Study Abroad Travel

Student Team Competition

Student Travel (Not Field Trip, Study Abroad, Competition)
— Travel for a Consultant (Paid a Fee)

< >

Cancel




New Employee Moving/House-hunting Expenses (cont’d)

*Select appropriate expenses in the “Moving Expense”
categories.

Import Expenses Details v Receipts v Print / Email ~
EXD nses View v & | New Expense ’ Available Receipts
] ‘ Date v Expense Type Amount Requested

Adding New Expense

No Expenses Found

TOTAL AMOUNT TOTAL REQUESTED

$0.00 $0.00

06. Moving Expense  fe——
Airfare-Moving (Mot taxed - 1st trip only)
Airfare-Moving (Taxed - More than one frip)
Gasoline - Any Vehicle (Not taxed)
Househunting All Expenses (Taxed)
Lodging (Temp hotel, apt, etc.) - (Taxed)
Lodging Enroute including 1st Day Leave and Arrive (Not taxed)
Meal for Employee and Family (Taxed)
Mileage Over IRS Limit-Moving (Taxed)
Mileage Up to IRS Limit-Moving (Not taxed)
Moving Company - Reimburse Employee (Not taxed)
Packing Supplies-Boxing, Tape, etc. (Not taxed)
Parking-Moving (Not taxed)
Rental Truck/\/an/Car-Moving (Not taxed)
Shipping Expenses - UPS, Fedex, USPS, etc. (Not taxed)
Storage, Temp (including PODS) Less Than 30 Days (Not taxed)
Storage, Temp (including PODS) More Than 30 Days (Taxed)
Taxi-Moving (Not taxed)
Tolls-Moving (Not taxed)




UH Contractor and Guest Travel Expenses

* To pay or reimburse travel expenses for UH contractors and
guests, Travel Requests are needed. Upload signed contract to
Travel Request.

* Independent contractor and guest speaker/artist travel expenses
1n a contract should not be included as an amount on the
Requisition/Purchase Order, since it will be paid through
Concur. Indicate the amount of travel expense allowed per
contract in the Requisition/PO comments.

* Travel expenses for a company (not a person) as part of
equipment installation or training should be included on the

PO and paid on a PO voucher (not through Concur).

» All travel expenses for contractors, speakers, artists, and guests
must be supported by itemized receipts.




What to do before you start
using Concur




3 things to do before you start using Concur

Step 1: Go to PASS and login to Concur

If you are not set up as a user, you will need to use the self-
registration page to create your account.

Step 2: Go to Concur Website
(www.concursolutions.com) and get your
password

This is the password you use when you login to Concur through
Concur website.

Step 3: Go to your travel profile and update your
profile




Step 1: Login to PASS and ensure vou are set up as a
Concur user.

-> In PASS, click on “Concur Travel Management”

Favorites _ Main Menu
Home Worklist Add to Fe
ORACLE
Personalize Conter
My Info (PAS.S)) & ov | |Photos

" Absence Request
S Request an sbsence.
L g

i

eTermination Checklist
eTermination Checklist

3 ” RN : '_:Jf’
Concur Travel Management -
Travel Requests, Booking Tool, and _ : ) "\
’ Expense Reports 2 13 1 X o




-> [f you are already set up as a Concur user, you will see
the hyperlink “Login to Concur Travel Management”.

Click on the hyperlink.

* Favorites ~ Main Menu~ > UHSHRMSHR ~ > Self Senice (PASS) ~ »

ORACLE

] Concur Travel

Concur Travel Management is a third party tool for managing your travel needs

Login to Concur Travel Management -

-> You will see the Concur main page.

Support | Help ~

CONCUR Requests Travel Expense Reporting ~ App Center [
Profile ~ -

UNIVERSITY OF

HOUSTON SYSTEM + 47 02 60 09

I New Authorization Available Open Cash
Hello, Linda Requests Expenses Reports Advances
TRIP SEARCH ALERTS

+§ = 1= E @ © You haven't signed up to receive e-receipts.@ Sign up here

Are you using Grant funds and do you need information COMPANY NOTES

sbout the Fly America Act?
Air/Rail Search
(® Round Trip () One Way () Multi-Segment
Departure City @ Welcome to the UH System Travel and Expense Online Tool

Findanairport | Select muliple arports

Arrival City @
1. Getting Started

Findanairport | Select muttiple airports If you are a first-time user, please verify that your profile is correct. You can sccess your profile by selecting Profile st the top
of this page.




->If you are not set up as a Concur user, you will see
the self-registration page. Complete the
information highlighted below and click on

“Save =
Personal Information
User ID XXXXXX
First Name Linda Middle Name :
Last Name Traveler
Date of Birth 01/01/1950
Login_ID traveler@uh.edu
Email ID ltraveler@uh.edu

Type of traveler

Supervisor Empl ID | Supervisor, Kevin |

Are you an expense approver? ' Yes ® No *_

Default Cost Center(Optional)

Business Unit Fund Code Department Program Project

00730 Q 2080 Q H0160 Q F0626 Q NA «——

—_—@sae



Step 2: Go to https://www.concursolutions.com (Concur

website) and set your password.
You will use this password if you login to Concur via Concur website.

Welcome

[ concur

-> Click on “Forgot your password?”.

[J Remember user name on this computer

Forgot your user name?
—» 7
Passwords are case sensitive.

-> Enter and submit your Login ID (UH alias e-mail

address). You will receive a link to set your password.
Forgot your password?

Enter your Login ID
Vicepresident@uh.edu

Choose an option below.

" .
/) Send me an email with my password hint

F -
{®f Send me an emasil with a link to reset my password




Step 3: Login to Concur and update the travel profile

First, login to Concur, click on “Profile, and select “Profile

Settings”.
Support | Help ~

Profile ~ &

Linda T Traveler

Profile Settings | Sign Out

=
./:. Acting as other user @
(® Act on behalf of another user

(O Book travel for any user (Self-assign)

|Choose a user v

Cancel




This 1s the Profile Options page where you can update some

of your profile.

[€] concur

Requests

Profile Personal Information

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Travel

Expense Reporting ~

Change Password System Settings

Profile Options

Support

App Center

Mobile Registration

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 to 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.

Expense Delegates g
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.

Mobile Registration
Set up access to Concur on your mobile device

System Settings

Which time zone are you in? Do you prefer to
use a 12 or 24-hour clock? When does your
workday start/end?

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.

Profile ~

Help ~



On the Profile Options page, select;

* Personal Information to update your travel profile and travel
arrangers.

See the instruction “Getting Started in Concur — Steps for
New Users” on the AP Travel website (
http://www.uh.edu/finance/pages/AP_Travel.htm)

* Expense Delegates to enter your delegates who can create your
TRs and Expense Reports for you.

See the instruction “Getting Started in Concur — How to Select
Delegates to Prepare your Documents” on the AP Travel website

(http://www.uh.edu/finance/pages/AP_Travel.htm)

» Expense Preferences and System Settings to select e-mail
notification options.

See the instruction “Getting Started in Concur — How to Set E-mail
Notifications™ on the AP Travel website

(http://www.uh.edu/finance/pages/AP_Travel.htm)




Key Points and Contact Information




Key Points

All Travel Card transactions must be processed in Concur
with Expense Reports starting the November 2015 Billing
Cycle (starting 10-4-15). No GCMS entries are needed.

The deadline for submitting Expense Reports for Travel

Card transactions that had transaction dates in November
2015 1s December 23, 2015.

Concur implementation date 1s November 2, 20135.

For Travel Requests that have not been created as of
November 2, 2015, they must be processed in Concur.

All travel reimbursements must be processed with
Expense Report in Concur starting November 2, 2015. If
the TR was already created prior to November 2, 2015,
scan and attach the TR to the Expense Report.

L o O o



Contacts

Access and User Account [ssues
Kirk Williams kawilli4d(@central.uh.edu 3-8063
Catherine Chan cchan@central.uh.edu 3-8788

TR and Expense Report Issues

Sandra Silva ssilva@central.uh.edu 3-5883
Hector Bonilla hmbonill@central.uh.edu 3-7521
David Parra  daparra@central.uh.edu 3-0961

Concur General Issues and Authorized Approver Issues

Samantha Yurus shyurus@central.uh.edu 3-8721




