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4 components of Poly Travel
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Presentation Notes
Benefits of using Poly Travel stressing how Concur will guide the traveler through the proper steps and has time limits on approvals to keep the travel Request moving forward to comply with CSU policy: An Approved Request is required before committing any funds for travel, including registration fees.
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Benefits stressing the convenience of the Mobile App for capturing receipts and approving. Reporting will be a part of Phase 2 and will allow departments to review travel spend per dept ID and per traveler.
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Benefits – overall benefit for CSU with managed travel spend to negotiate airfare, airline fees, etc.
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Presentation Notes
Stay with the paper process for travel (1A Form and Travel Claim form) until you can start entire trip in Concur, and have not paid for any part of the travel on a Pcard, by Direct Bill or with a cash advance. Paper process will no longer be accepted for Cal Poly Individual Staff and Faculty business travel after 12/31/2020. Concur can be used when traveling on state or corporation funds by state employees.
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“new language” of Concur with Request and Expense report. Mobile App is best used for capturing pictures of  receipts and approving.
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Presentation Notes
Concur opening page should have name of traveler on top left side, Company Notes  - message and reminders, My Tasks – required approvals (for Approvers only), Available Expenses and Open Reports. It will also show My Trips – any upcoming trips for that traveler.
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Mobile app best used for capturing receipts and reviewing and approval travel by an Approver
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Presentation Notes
Approval Process in Concur. Order of approvers can not be changed, but an approver can add additional approvers before or after the next line approver. Pay attention to time limits for approvers.
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Benefits of Concur travel card  - must have email address verified in Concur Profile to receive alerts. 





P O L Y  T R A V E L
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Presentation Notes
Allowable and Prohibited purchases on the Concur travel card per CSU policy. 



P O L Y  T R A V E L

Presenter
Presentation Notes
How many Cal Poly credit cards do you need? If you primarily charge conference fees and Hospitality on your Procard, you can turn in that card and just use the Concur travel card for those purchases. Allow your department admin to keep a ProCard to make the office supply purchases and staff luncheons or event purchases. The old Travel credit card will stay in circulation until Phase 2 (group, guest, student travel) is rolled out.There are 600 ProCards and 80 Travel credit cards out. Poly Travel anticipates handing out about 1,250 Concur travel cards during the Poly Travel rollout.
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Christopherson Business Travel is the travel management company for Concur. You cannot use Giselle when booking with Concur. Giselle can still be used when booking group, guest or student travel until Phase 2 rollout, then all travel will go through Concur or Christopherson Business travel.
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Services fees for CBT. $5 when booking airfare in the tool – it will show as its own Expense in the traveler’s Concur. “Airline Booking Fee”Full Service Agent fees are if a traveler does nothing in Concur and instead calls the agency directly to book all travel.Agent Assisted fees are charged when the traveler has booked in Concur (air, car, hotel, or rail) and needs to make a change to the reservation (add a day, etc), CBT will make that change for $17.All fees will show separately from the segment booked (air, car, hotel, rail)





a f d . c a l p o l y . e d u / t r a v e l / c o n c u r



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r

Presenter
Presentation Notes
Book Conference hotels OUTSIDE of the Concur tool as the tool does not recognize the discount codes (book those hotels through the conference site). You can still use your Concur travel card to book that hotel.“Group 9” airfare does not allow for any carry-on baggage, no changes or refunds to the reservation and it last to board. As this is not considered “business travel” it is not loaded into Concur.This is why you may be able to find less expensive airfare in another booking tool (Expedia, Travelocity, etc), it may be a Group 9 rate. Make sure that you are comparing “like for like “ in airfare.



1 Departments may have more restrictions which they will need to enforce

a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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ALL individual Hospitality can now go on the Concur travel card, regardless of location and of funding source. Event hosting (for a group) should still go on the Pcard.Concur Request will show $55 per day for meal allowance. Cal Poly pays ACTUALS for meals up to $55 per day. Example – traveler is attending a conference, breakfast and lunch are included. They spend $30 on dinner – paid on Concur travel card. The total meal dollars for that day is $30, the traveler does not get the $25, and cannot claim $55 total for the day. They CAN add their snacks (as breakfast, lunch or dinner). The traveler can have multiple of each meal per day as long as it does not exceed $55.



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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Presentation Notes
Use Concur travel card to pay for car rental (Enterprise). When booking car through Concur, it will automatically charge the travel card.An annual request can be submitted for mileage. Users can expense monthly or quarterly in Concur



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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Presentation Notes
Itineraries or conference agendas are required when personal travel is just before or after the business travel only and may affect the price of airfare or car rental. Itineraries are always required for International Travel



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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This is CSU policy



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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Presentation Notes
Should a traveler want to upgrade their air or rail, they must provide a fare comparison with their Request. Manager needs to approve upgrade (seat selection), or that the traveler will pay the difference in fares.



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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Presentation Notes
Use of Concur travel card is for individual travel expenses only, with the above exceptions. 



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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Travelers can contact UPD and let them know that they will be leaving a car on campus for the dates of their conference. 



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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Presentation Notes
These are the most misused policies on campus. Please note the difference between claiming gas (car rental only) and mileage (personal car only). Incidentals are fees and tips only – typically paid in cash. Travelers can expense $7.00 per day for incidentals. No receipt required. 



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r
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Presentation Notes
Submit Expense report within 30 days for processing. If a report is not submitted within 30 days of the travel END DATE, the Request will TIME OUT and can only be re-opened by the Travel Analyst. The Analyst will require justification from the travelers manager on why the report is late.



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r







Profile:  set up
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