POLY TRAVEL
APPROVERS

Plan. Book. Go
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CONCURAPPROVALS

Travel

Book Air, Rail, Car and/or Hotel
Profile set up travel information

s, PO P ammlanl T okt T Administration x| Help -
TS
’

/
A A
# Expense ;| Approvals A
\ ‘ oifi - .
F 7 \ Prﬂflfe ] '

# “ 7
SAP Concur { Requests ‘1'\ Travel
\H__‘,f\h_—‘, N A 7/

The calif_o i&_ . N1 1n nn n1
State Uniyersity Apbrovals
Hello, Bernadetye App . R ¢ dE R t
PpProvers review nequests an Xpense nepor
Expense

Fill out information to claim and expense travel
Request

Submit travel request for authorization
Start Travel or Expense Report
from an Approved Request

afd.calpoly.edu/travel/concur/

o CALPOLY


Presenter
Presentation Notes
This training will cover Approvals and Delegates


POLY TRAVEL APPROVAL FLOW - CONCUR

1.

Cost Object Approver
Budget & chartfield
string review

2.

Manager/Supervisor
Business need &

policy review

3.

Exception Approver
Banned state and/or
International travel only

Cost Object Approver Manager/ Supervisor Exception Approver
Chartfield String Traveler Banned State or International
If no action from If no action from . If no action from
Time in Queue Time in Queue Time in Queue
= approver, the @ approver, the approver, t.he
system will system will system will
Automatically Automatically move Automatically move to
Request 6 days approve and it moves 6 days to the next in-line 6 days the next in-line
to HR manager manager manager
Expense ﬂLItDmatIFE"‘jF Automatlcall.w,,r move
10 days approve and it moves 10 days to the next in-line
Report
to HR manager manager
CAL POLY afd.calpoly.edu/travel/concur/
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Presenter
Presentation Notes
Approval Flow and Time Limits for Approvals. 3 approver process, 3rd approver only required when Banned State or International travel are selected. If the Cost Object Approver and the Manager Approver are the same, it will only go to them once for approval.


ACCESSING APPROVALS

Email notification - click on Approvals
Mobile App -

Login to Concur - click on Approvals

Administration ~ | Help ~
SAP Concur Requests Travel Expense Approvals Reporting ~ App Center ®
Profile - o~
Approvals Home Requests Reports
Requests for approval

Approvals /

00 01 00 \

™ | Expense Reports for approval

Expense Reports
Report MName Employee Report Date Amount Due Employee Requested Amount

Mo records found.
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Presentation Notes
Approvers will receive an email notification when they have approvals in Concur. Approvers can review and approve from their computer or from the mobile app under the Approval Tab. Request and Expense approvals are listed separately. 


APPROVER | AFTER PREVIEWER HAS REVIEWED

SAP Concur Requests Travel Expense Approvals Reporting --

Approvals Home Requests Reports

Approvals

01 00 . .
Roquests || Exponse Previewer has Reviewed
Reports
Requests
peliest Type Request Name Request ID Employee Request Dates Date Submitted Total

Travel TEST Delegate JUE4 Christopher, Overby 1072172018 1011172010 $1.414.00
1072372018

afd.calpoly.edu/travel/concur/
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Presentation Notes
If an Approver has a PREVIEWER, the Approver can see when the Previewer has reviewed the report (in Request and in Expense)


APPROVER CAPABILITIES IN GONCUR

» Send requests back to traveler for questions
* Change chartfield string(s)

» Add / allocate chartfield strings

» Attach documents

* Review attached documents

* Add and review comments

» Add approvers

% CAL POLY afd.calpoly .edu/travel/concur/
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Presentation Notes
Capabilities of Cost Object (budget) Approver and Manager Approver in Concur. 


APPROVER GAPABILITIES IN CONGUR

SAP Concur Approvals Administration - Adingas .
S SRR Attachments: Attach & View

b Approvals Home Requests Reports

Review General Trip Info
- Header Request 3|_J6 [Birdsong, Charles] m m

BeouestTrin Mame: TEST - Approver

Save

Send Back (add comments)

Approve

Request Header || Segments fy | Expense Summary | Approval Flow | Audit Trad

See Status
RequestTrip Name Trip Type Hiow will you book your trig? Travel Start Di Appro“e a“d Forwa rd
5T - Approver 1-In-State w  2-Book Quiside of Concur Travel v 08032019 =
Traved End Data
i
Traveler Type Trip Purpase i Facutty, is class coversd? Personal Dates of Travellf none enter MAg o
1-Faculty L Conference W Ves w
Destination City/Stabe Final Destnation Coundry Are you travelling 1o a banned state? Comments To/From ApproversiProcessorsy o
San Francisco, California UHITED STATES w Mo w
1
Business Unit ) Fund ) Department ) Program )
[SLCMP) SLCMP - Cal Poly San Luis O | » (SLO01) SL0D1T - 948-485 CSU Operating | » (110100) 110100 - CENG-Mechanical Ei | w
Class ) Project
b W

Re-submission will go through entire approval flow

CALPOLY afd.calpoly.edu/travel/concur/
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Presentation Notes
Request Approval  - review Request Header including the Chart Field String and attachments. The Approver can Save (if any changes were made or documents attached), Send Back Request (add comments for the return EX: Please add conference agenda), Approve, or Approve and Forward (to add additional approvers.


APPROVER CAPABILITIES IN GONGUR

Help -

Haas, Christine E

SAP Concur Approvals Administration - Acting as .‘
L

Approvals Home Requests Reports

Request 316 s crae

Status: Pending Cost Object Approval

Request/Tr Click on Bar for Details Amount;]
A Poproval Fiowd

E Expense Type
Car Rental S165.00 $165.00 Transaction Amount
165.00 =0 T
Giher Accommodanon 51,000.00 51.000.00
Pending Cost Object Approval $40.00 $40.00
09032019 Registration/Fees S755.00 S755.00
09032019 D4, Meals - Domestic 3220.00 3220.00
osnwszots | Line Item Comments $100.00 $100.00
PP

Réquest/ Expense Report will routeto -

Check Allocations: |

COA for : new, Cha rtfiEId Stri ng if Change or Add Allocations | View Segment Details
d Iffe rent | TOTAL REQUESTED _El] :

$2,280.00

View segmenl detail ]

CALPOLY afd.calpoly.edu/travel/concur/
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Presentation Notes
Expense Summary Tab review. Can review each line item, including any comments added by the User. 


APPROVER CAPABILITIES IN CONCUR

Request 3LJ6 @ Check Approval Flow Sev Workow

Status: Pending Cost Object Approval
RequestTrip Name: TEST - Approver Amount: 32 280.00

Aequest Header | Segments ﬁs Expeanse Sun+al3r Approval Flow +di‘l Trail

Budget Approval,

— v 110100 - CENG-Mechanical Engineering (SL-SLCMP-SL001-110100): Haas, Christine E.

"Reports To" Approval?:

Monlemosa-Birdzong, Bemadetie M @ ﬂ
Add a step after this step ]

(this step may be skipped)

Add other MPP, Confidential, or COA to
Approval Flow

CALPOLY afd.calpoly.edu/travel/concur/
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Presentation Notes
The Submitted Request Approval Flow Tab can now be reviewed by the User and by the Approvers. Approvers can also use this area to add additional approvers. Approvers can be added “before” or “after” the next approver in the process flow. 


APPROVER CAPABILITIES IN CONGUR

Req uest 3 LJ O iBirdsong, Charles

Request/Trip Name: TEST - Approver

Request Header | Segments /\ | Expense Summary | Approval FIcrw Audit Trail

Request Level

Check Audit Trail

Attachmenis « Print / Email - Send Back Request

Status: Pending Cost Object Approval
Amount: $2,280.00

Date/Time | Updated By Action Description
Q0S27/2019 04:26 AM  Monterrosa-Birdsong, Bernadetie Delegate/Proxy Request Creation This request was created by a delegate or proxy user.
Q0Br27I2019 0437 AN Monterrosa-Birdsong, Bernadette Delegate/Proxy uploaded an attach...  An attachment was added by a delegate or proxy user,

0872772019 03:55 AM
082712019 05:55 AM

Eird:m Charles
Birdsong, Charles

Field Edit
Field Edit

The field "ReceiptimageAvail” was changed from "N" fo *y™
The field “ReceiptimageAvail® was changed from "N" fo *Y™

0827/2019 05:55 AM  Birdsong, Charles Confirmation Agreement Acceptance *CSU-Request User Agreement
082712019 0555 AM Birdsong, Charles Approval Status Change Status changed from Mot Submitted to Submitted
Comment:
0872772019 05:55 AM  Birdsong, Charles Approval Status Change Status changed from Submitted to Submitted & Pending "Reports To" Approvall
Comment:
0872712019 05:55 AM  System, Concur Approval Status Change Status changed from Submitted & Pending "Reports To" Approvali to Auto Approved
Comment: This step was skipped as it does not require "Reports To" Approvall.
Entry Level
Date/Time | Updated By Action | Description
Segment Level
Date/Time | Updated By Action | Description
082712019 05:55 AM  Birdsong, Charles Exception Informational: In order to be eligible for car rental reimbursement, you must book with

CSU contracted vendors (Enterprise or National) enly when reserving car rental.

Y CAL POLY
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Presentation Notes
Audit Trail can also be reviewed by the Approver and by the User. 


APPROVER CAPABILITIES IN CONCUR | EXPENSE REPORT

SAP Concur

Help -
Approvals Administration -

Approvals Home

Acling as
Haas, Christine E ™ a‘

Requests Reports

TEST - ADPrOVer msons,cres

Exceptiony
Expense Type
| nua

Car Renlal Fue

Expenses

A%
AOS
(&1
a3
o4

> 00

> O
05

Dwetails = Receipis = Print / Email » DEtal Is Hide Exceplions
Sopart Report Header: General Trip Information
Report Header bt | Exception | . .
Toal ’ Totals: Money owed to University, employee,
ohals B\ WARNING: An Approved Request was nol linked of compleled for this Expense Report. Please link comesponding Request. | y
Audit Trail compleled, please delete this Report and inftiate a new Request. Upon approval, an Expense Repor can then be crealed [pald] tD CDI’] Cur TraUEI Card
i ﬁ'} This report contains expense(s) outside of the irip dales, please review for accuracy.
Approval Flow . .
. Audit Trail
Comments Summary . .
ense Type | Enter Vendor... | Additional nfo... | City of Purchase | Payment Type Amou Ranort Sumt
| Allo:'::lmsu Rental Fusl  Jos's Gas San Luis Obisp...  Out of Pocket 538 | Report Totals Apprn“al Fl'ow
oCatons
S E— ar Rental Enterprise Car._. San Luis Obisp. Out of Pocket T
06N 32019 Car Rental Fuel Ted's Gas Anaheim, Califo... Out of Pocket 545 | - cnmme“ts' General Comments to Report &
QEM3019 Dinner - Domestic Anaheim, Calfo... Oul of Pockel 536 Commentﬁ frﬂm Approvers
DEM3019 Lunch - Domestic Anaheirm, Califo Out of Pockel s
06M32019 Hotel AYZ Holel Anaheim, Calffo... Oul of Pocket 3570
OGMQ2019 Dinner - Domestic Anaheim, Califo... Out of Pocket 553
040022019 Registraion/Fees HNEC Anaheim, Califo... Out of Pocket 5755
>
COST OBJECT APPROVED AMOUNT
5 $1,647.81

CAL POLY
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Presentation Notes
Expense Report (after travel) Details Tab includes the Report Header, Totals, Audit Trail, Approval Flow and Comments. 


APPROVER CAPABILITIES IN CONCUR 'EXPENSE REPORT

Help -
SAP Concur Approvals Administration ~ Acting as ol
Haas, Christine E ~ g
See Attachments to Report, start s
with Receipts
I EfR | -~ ADPIOVET pisons, craest 1 . :
@?ﬂ PP View Receipts: See and Print All
Click bo view report ngoe and other details
Summary LFETaNs ™ RECES FART T Email = Atta(:'h ments tD Report Hide Exceplions
Receipts Required
Exceptions I T — - I x
ew Recelpts in new window
Expense Type Drate Pl
HiA View Receipts in cument window Lo, o1 \uas not linked or completed for this Expense Report. Please link comesponding Request. If 3 Request was never A
. Attach Receipt Images eport and initiate a new Request. Upan approval, an Expense Report can then be created v
Car Rental Fuel  0BME201% FIOUT g TTWS TEQT CONTaMS expense(s) outside of the trip dabes, please review fior acturacy.
Expenses View * € | Summary
Transaction D... | Expense Type | Enter Vendor... | Additional Info... | City of Purchase | Payment Type Amot Report Summary
& 'ﬁ 08182019 Caar Rental Fuel Jog's Gas San Luis Obisp...  Oul of Pocket 338 | Reporl Tolals
AQN 06162019 Car Rental Enferprise Car... San Luis Obisp...  Out of Packet $156 | Dot Huw Comn—. | st Fne Enps—
50.00 51,647 81
g a 061372019 Car Rental Fuel Ted's Gas Anaheim, Calife... Ouf of Pocket 5
& 061372018 Dinner - Domestic Anaheim, Califg... Ouf of Pockst 536
O a 06132018 Lunch - Domestic Anaheim, Calife... Out of Pockat £15
> 00 06132018 Hotel HYZ Hatel Anaheim, Califo...  Out of Pocket £570
> (—B 061052019 Dinner - Domestic Anaheim, Calife...  Oul of Pocket 353
9 a 040272018 Registration/Fees NEC Anaheim, Califo Oull of Packet 735
£ >
COST OBJECT APPROVED AMOUNT
& $1.647.81

CALPOLY afd.calpoly.edu/travel/concur/



Presenter
Presentation Notes
Expense Report Receipts tab  - Approver can review all receipts


COST OBJECT APPROVER (COA) RESPONSIBILITIES

COA’s primary focus is related to funding

Ensures correct allocation to Chartfield string(s) including it’s appropriate for travel
If incorrect, adds or updates chartfield string(s)

Request: budget/ estimate only

Expense Report: funds encumbered
Itemized receipts attached
Approved Request is Linked to Expense Report (in-state)

Ensure appropriate Approvers are included in flow
If no action taken, request will move forward to next approver

Pay attention to timing (Approve Request in 6 days and Expense Report in 10 days)

Recommendation:
Have travelers use default chartfield string and COA update
and allocate appropriately

% CALPOLY afd.calpoly.edu/travel/concur/
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Presentation Notes
Cost Object Approver is reviewing funding source and budget. This approver can be changed or update by the Poly Travel office with manager approval.


MANAGER/SUPERVISOR APPROVER
RESPONSIBILITIES

Supervisor’s primary focus is related to business need
Reviews business need for travel

Ensures travel is compliant to policy
Itemized receipts attached

Ensure approved Request is linked (in-state)
If no action, moves up to next line manager...keeps going until President

Pay attention to timing (Approve Request in 6 days and Expense Report in 10 days)

Recommendation:
2" or 3'd line manager send back to traveler

% CALPOLY afd.calpoly.edu/travel/concur/



Presenter
Presentation Notes
Manager/Supervisor is reviewing business need for travel. This approver is designated by Human Resources. 


MOBILE APP




CONGUR MOBILE APP

Download from Google Play or App Store:
SAP Concur e —
Single sign on using Cal Poly login
Primarily used for Expenses and Approvals,
cannot book travel

i) THips
[ | I

;--‘P Expenses
| iD Expense Reports

» Approvals

W

> Requests

& App Store

afd.calpoly.edu/travel/concur/
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Presenter
Presentation Notes
SAP Concur can be downloaded from the App Store but is not required for the use of Concur. It is best used for adding receipts (taking pictures) and Approvals on the go.


CONGUR MOBILE APP EXPENSES

View Expense Capture Receipts Add Expenses to
Reports & Status View Transactions Expense Report
wil cricket & 5:00 AM wil cricket =
wll cricket = 4:59 AM
4 Expenses
( Reports
Receipt
& TEST-1/2/19 5500.00‘ _
Mar 7, 2019 Receipt
Jul 13
Receipt
UNSUBMITTED Jul 13
el
# SFSU Concur training $13.41 i
Aug 6, 2019
Car Rental $78.75
\ Not Submitted | Jul13 =
S L
‘ ENTERPRISE RENT-A-CAR
i TEST EXPENSE New Mexico $500.00
May 21, 2019 Car Rental Fuel $27.20 Add to expense report
—_— Jul13 -
\ Not Submitted | CONSERVFUEL #8112
q Add New Expense
i New Mexico $1,187.01 Car Rental Fuel $44.00
e S - From Expense List
‘ Not Submitted | CHEVRON 0356700
@ New Mexico $504.00 i':znd Hanspoctsiion $5'30 Cancel
Mar 27, 2019 .

g CALPOLY afd.calpoly.edu/travel/concur/
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Presentation Notes
Expense screens on the App. Used by the traveler to review receipts and add items to an Expense Report. Expense Report must be started on the website, not in the App.


CONGUR MOBILE APP [ APPROVALS

* Approve both Request & Expense Reports
e Separated like web tool

* Pay attention to icon alerts

 Canreview:
* Receipts
e Attachments
* Warnings/ Alerts
 Allocations

* Approve or Send Back only

% CALPOLY afd.calpoly.edu/travel/concur/
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Presentation Notes
Approvers can review receipts, attachments, alerts and allocation. Cannot make changes with the app. Only  Approve or Send Back.


CONGUR MOBILE APP [ APPROVALS

View Summary/
Report Header,
Attachments &

Expenses
atl erlicket T 220 M AN T e
Back Requests

Segments
é Car Rental $188.00
Tue Sep 3 Ak
Expected Expenses
Other Accommao. .. §1.000.00
Tue Sap 3 L

View Alerts/ Warnings

| ericioat T AT P 3a%

‘L Infcarnational In ordar 1o be aligible tor car rervial
rsmbarsamant, you must book with C5LU contracted
wendons (Enbsipriss or Mabanal) anly whan
s vy car renial

A Oine o move Cost ojedts owed nol Ba approved by
Thas rigisl mithoity (190000 - CEMG-Macharscal
Engrosring (BL-BLCMP-ELDO1- 1101001 The
el s bear idved 10 B nest wordiow slep

A Thes requiesd has boan pending sppeoyal ngar iFan
aligwed by policy, The regueil owner shoukd oontact
Whair Apgrovad Ml inslreclions belors resuboretting i
o e vt e Owense Bl Fave Deen Worsanded tha
s, falow the approvel §beps Sooorlirg 10 yous
Py - v My Iredlve Spprowng P recjuest of
g rery B o anottar Appooved for lurthar e

Pt bl
ILJE

Raguaet/Trp Nara

———— W

View Allocations

| EFicket T XA PM JARE _ve

ﬁ Allocations »

Fxjmriis Type
Other Accommuodation

Travel Blan Dase
Tue Sep 3, 2018

Transaction Amount
$1.000.00

Currancy

US, Dollar

Commanis TaWFom Approvers Profasiomn
conference hotel

CAL POLY
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Presentation Notes
Approver screens on the app. Approvers can review these items on the mobile app.


DELEGATES




DELEGATE | SET UP IN PROFILE

Request or Expense Delegate

Request Delegates

Delegates | Delegate For

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

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

|Haas, Christine | Cancel
Ining permissions for Expense and Request.
E: Haas, Christine ns to a delegate, you are assigr c N —
an an Freview For
cehaas@calpcly.egu _ Can Use Recelves Approve Can Approve Temporary Approver
(| *Campus : San Luis Obispo Reporting Emails
] - = o= e
| Haas, Whitney U U | |
whaas@calpoly.edu [m l
W & i i
Campus : San Luis Obispo .LJ O
bfein@calpoly.edu o o =

Receives Approval
Emails

CAL POLY
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Presentation Notes
A User (traveler or approver) must set up their Delegates. The Delegate cannot set themselves up for a User. The User logs in to their Profile in Concur and clicks either Request Delegate or Expense Delegate on the left hand side of the page. Type in the name of the person, click Add. Setting up Request Delegate will give that person Request and Expense delegation rights. You do not need to do this for both Request and Expense – only need to do once.


DELEGATE ' SET UP IN PROFILE

Request or Expense Delegate

Request Delegates

Receives Traveler's

— Email Notifications
Delegates | Delegate For

Delegates are employees who are allowed to perform work 'sg behalf of other e

Reporting

loyee:
Prepare Requests

delegates. By assigning permission®{o a delegate, yol are oc.giiig ol

Previewer has same rights as Approver,
except final approval

Receives Email when a
request is submitted for

Can Preview — any level can Approval

review for Approver

Limited time (out of
office)

Can Approve - must be MPP
or Confidential; suggest
second in command

issigns for Expense and Hlequest.

or EKPEHSE REPOI’tS Can View Can Use Receives Can / Can Preview For Receives Approval

J MName Prepa Receipts Reporting Emails Approve Can Approve Temporary Approver Emails

[ 1 Emyan, Mariam O O 0 = O 0
memyan(@calpoly.edu i‘l ]

| | Fein, Brian W O ] UJ
bfein@calpoly. edu

Green = as Traveler

Gold = as Approver

CAL POLY
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Presentation Notes
Options for Delegates. Each traveler/Approver must add their Delegates. An admin or supporter cannot add themselves as a Delegate for a traveler or Approver.� If the User (traveler) is NOT also an Approver, they will only have the green side available to them to assign Delegate role. You can assign multiple Delegates with the same or with different rights. Only MPP level can have Approval rights in Concur, even as a Delegate. Any level can Preview for an Approver.


DELEGATE 'ACT ON BEHALF OF OTRERS

Name of User you are acting
on behalf of appears

Help -

Brancart, Victor N

SAP Concur Requests Travel Expense Approvals Reporting - App Center Acting as .‘
T -

E;Eﬂ::ﬂ::":w e + 00 Bernadette M. Monterrosa-Birdsong
e
Brancart, Victor N New fﬁﬁﬂei Profile Skitings——Siga.CL
Select Act on behalf of another user | >z,
'RIP SEARCH COMPANY NOTES N
. *Iﬁoe raVE! 10T Ay user (Sel-assign)

& sookngormy 1 YP€ Name of user and list of all users you are i
= | able to act on behalf of will appear. VAR |y Q

Select the one you want Brancart, Victor N

vbrancar@calpoly.edu (Email)

Mixed Flight/Trair

*Campus - San Luis Obispo

Round Trip Cine Way Multi City Please take a moment to review your profile and en™]

% CALPOLY afd.calpoly.edu/travel/concur/
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Presentation Notes
A Delegate will need to “Act on Behalf of another user” to view the Requests, Expense Reports, or Approvals for the manager. The Delegate will have a drop down under Profile Setting to select that role. Once in as the manager, will have all of the same capabilities as manager EXCEPT approval. After reviewing the report, the Delegate can Send to Approver for final review and approval.


DELEGATE |AGT ON BEHALF OF OTHERS

To Logout

Help -

SAP Concur Requests Travel Expense Approvals Reporting « App Center Acting as .‘
Brancart, Victor N - (™)

ThE cali'ﬂmiq N U[] .'-i Currently acting as
State University Hel " Brancart, Victor N
New Required

Brancart, Victor N Approvala Profile Settings | Sign Out

yh:, Acting as other user '9'

TR | P S EARC H COM PANY NOTES Act on behalf of another user b

® Act as user in assigned group (Proxy)

Book trave| for any user (Self-assign)

& Booking for myself | Book for a guest Important Messages:
**PLEASE REMEMBER TO ALWAYS BOOK FROM AN APF Q
“tg = = @ THROUGH TRIP SEARCH.***
Mixed Flight/Train Search Welcome to Concur Travel, the corporate online tra e
L OneWay |  MuliCity | Please take a moment to review your profile and enst e

CALPOLY afd.calpoly.edu/travel/concur/
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Presentation Notes
To Logout as a Delegate click Done acting for others.


THANK YOU




APPENDIX
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TRAVEL GUIDELINES




NEW GUIDELINES

All state employee travel to go through Poly Travel
+ Includes Sponsored Programs or grant travel (Corporation funded)
- After roll out, clear cut-off date, Concur will be the only method to request and
expense/claim travel for faculty and staff travel
Concur Travel Card is the required method of payment for travel expenses
- For all faculty and staff, regardless of frequency of travel
- Claim actuals; per diems are allowance or do not exceed amounts
» Only Concur Travel Card allowed in Concur profile
- Travel expenses for individual card holder only

No cash advances, except rare instances

CAL POLY afd.calpoly.edu/travel/concur/

Administration & Finance



NEW GUIDELINES CONTINUED

Christopherson’s Business Travel is Cal Poly’s preferred travel agency
- Online (Concur Travel) or Phone
« 24 hours / 7 day support
International or Domestic
Direct bill to Cal Poly
- CSU wide: manage and leverage spend
No “Group 9" airfare, unless requested

When traveling to a banned state on state funds approval must be
obtained by each traveler’s VP

CALPOLY

Administration & Finance
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NEW GUIDELINES GONTINUED

Allindividual-hosted hospitality shall be paid via the Concur Travel Card
- Regardless of location (25 miles within campus or during travel)
+ Expense non-travel hospitality monthly (one hospitality Expense Report per month)
- Department events may still use department P-Cards
- Hospitality policy applies and enforced

Domestic daily meal allowance is $55/ day?, including...
- Days of travel (outbound and return)
- Conferences

- EXCEPT, same day travel (24 hour travel), lunch expense is not permitted, therefore
maximum daily allowance is $36.33. Amount claimed is taxable

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

CALPOLY afd.calpoly.edu/travel/concur/

Administration & Finance



NEW GUIDELINES CONTINUED

Car rental for individual travel is required to be paid via Concur Travel Card

+ Direct bill is only available for non-employee travel (student or guest)
0. Only admins will receive PIN to book Enterprise cars via state portal

Mileage only requires a monthly approved Request
- Submit a monthly Expense Report (only allowed to expense mileage 1X per month)

CALPOLY afd.calpoly.edu/travel/concur/
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NEW GUIDELINES PERSONAL AND
INTERNATIONAL TRAVEL

Personal Travel and International Travel requires itineraries

- ltineraries clearly indicate days of personal travel - v.s. — university business travel (from
outbound/ start date to return/ end date of travel), and locations when required

+ Itineraries required with Request and Expense Reports

International Travel is a two step process

+ Request begins with International Center and will include Concur - more to come with
International travel roll out in January 2020

CALPOLY afd.calpoly.edu/travel/concur/

Administration & Finance



PROFILE: SET UP



CONCUR: LOGIN

@ CAL POLY My Portal n welcome Stephante L Al

Home Money Matters Perzonal info Library Staff and Faculty Training AS5| Institutional Research My Tab Add Tab
My Apps Telephone Requests Campus Announcements =

PASS (Plan A Student

Sehedule) Information Techrology Services

Request Forms

EIL I sl Update Billing or Directory information PeopleSoft Finance Outage 8/21 6:00PM - 10:00FM Ay

Cal foky QraDrive Desk i‘:‘:’_"'l‘i_“_‘“':"'-"‘“ PeopleSoft Finance Production Maintenance Outage: Wednesday 6:00PM - .
Celiular Sendices 10000P M
Additional Services

HR Administrat

datulias PolyPlanner and PeopleSoft Outage &/21 Bpm - midnigiht Ay

PR BrER Sy Form Information PolyPlanner and PeopleSoft Student & HR Administration Production an
To assist you in determining which form to use, please review the information under the links below. Onoe you know which form to use, please Maintenance Outage: Wednesday & pm - midnight

50 Poral- Finandial click on the form link under the Request Forms.

Adrninistration

nformatio =
PolyDiata Dashboards UPﬂﬂtE B““ng or Dlre::tnryl n PreViOLS ANNOLUNGSMSrits ¥ ]
«

Desk Phone Services

g e Cellular Services

Shidant Asitant Additional Services

Managemant

Electronic Warkflow

Tachnical Service Telephone Requests

Requeest

PRt Requeste Request Forms

Telephone Update Billing or Directory Information
Adrministration Desk Phone Servioes

PolyCard Services Cellular Services

Additional Services

Form Information
I CSYow Portal To assist you In determining which form to wse, please review the information under the links below, Once you know which form to use, please
click on the form link under the Request Forms.

Update Billing or Directory Information
Desk Phone Services

Cellular Services

Additional Services

RIDBCENBE @PDANE

Email Distribution Lists

H ESM Campaurs
Markeiplace
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CONCUR: LOGIN

LOGIN WARNING: NAME & AIRPORT SECURITY

Login Warning

Important Note

A Your Name and Airport Security: Please make certain that the
first, middle, and last names listed in your travel profile are
identical to those on the photo identification that you will be
presenting at the airport. Due to increased airport security, you
may be turned away at the gate if the name on your
identification does not match the name on your ticket. Please
contact your Concur Administrator for any updates to your name
in your travel profile prior to booking travel Thank you

CALPOLY afd.calpoly.edu/travel/concur/




CONCUR: HOMEPAGE

SAP Concur EI Requests Travel Expense Approvals Reporting ~ App Center -
rofile

Administration -

The California

State University + 0l

- MNew Req
Hello, Bernadette &ppl';

I: Acting as other user ﬂ

TRI P SEA RCH CDMPANY NGTES ® Act on behalf of another user

Act as user in assigned group {Prosoy)
Book travel for any user (Self-assign)

,& Booking for myself | Book for a guest Important Messages:
***PLEASE REMEMBER TO ALWAYS BOOK FROM AN
“tn = = & THROUGH TRIP SEARCH.*** v
Mixed Flight/Train Search Welcome to Concur Travel, the corporate onlirn] Cancel
Bound Trp O Way Mult City Please take a moment to review your profile an
From g Read more
SBP - San Luis Obepo fAerport - San Lus Obispa, C&
Find an ainport | Selact muBipla afporis MY TAS KS
To i@
Required Approvals —» Available Expenses—» Open Reports —>
Find an ainport | Select muRiple aipons
Great! You currently have no approvals. 07/13 Enterprise 0B/06 SFSU Concur training
07/13 CONSERV FUEL #6112 05/21 MNew Mexico

afd.calpoly.edu/travel/concur/
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¥

SAP Concur [C]

Profile

Yourclefascoorinn
Personal Information
Bapnany Informatieey
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
Intemational Travel
Frequent-Traveler Programs
Assistants/Arrangers

Rii‘-qur_'—.'fi'at *._:Pttir'lgi-.
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Altendeeas

Expense Settings
Expense Information
Expense Delegates

Requests Travel

Personal Information

CONCUR: PROFILE

Expense Approvals Reporting -

System Setlings Concur Mobile Registration

Profile Options

Select one of the following to customize your user profile,

Personal Information
Mour home address and emergesicy contact information,

cnmpany' 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,

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Request Preferences

Select the options that define when you receive emall notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Personal Car
Personal Car

Administration -

App Center

Travel Vacation Reassignment

System Settings
Which lime Zone are you in? Do you prefer o use a 12 or 24-hour
clock? When does your workday startfend?

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.,

Expense Delegates
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 naotifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print.

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

Profile

) CALPOLY
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PROFILE REQUIRED FIELDS

My Profile - Personal Information

Jump To: | Personal Infomation L

Disabled fields (gray) cannot be changed. If there are emors in these fields, contact your company's travel administrator. Change
Picture

Fields marsed[Required] and [Required™] (validated and required) must be completed to save your profie '

A\ Important Note

Your Name and Alrport SE{:I.I"I']I Plegse maie certain that the first, middie, and |2st rames shown below ane identical 1o thase on the pracaa dentification that you wall be presentng at
the arport. Due to increased arport security. you may be tumed aeay af the gade if the name on your identrfication does not match the nams on your tickost

Titke First Name Midcle NameRequired] Megkname Last Name Suffix

¥ | Bemadel u Semadete Monfemoze-Sirdsang L

Hio Middle Name

Go to top

Marsger 1Org. Unit'Division Employes FositionTite

L

Name - must match photo identification
for travel. Name is loaded from Human
Resources. Contact HR for changes.

Contact Information - Work Phone/
Home Phone. Recommend Cell Phone for
travelers

Gender and Date of Birth

Concur Credit Card - only card to be
loaded into Concur Profile

CAL POLY
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PROFILE

Email Addresses

Please add at least one email address.

P How do | add an email address?
P Travel Amangers / Delegates
b Wiy should | verify my emai address?

P How do | verify my email address?

 ADDITIONAL FIELDS

© Add an email address

Email Address Verification Status Verity Contact? Actions
Email 1 albrighé@Ecalpoly edu e Check emal for code Resend | Cancel  Yes &
Enter Code oK
Email 2 zalbright1 11Zyahoo.com e Check emai for code Hezend | Cancel  es FA |
Enter Code

0K

Work Address

Home Address

Email Address - REQUIRED to use

receipts@concur.com

Emergency Contact

Travel Preferences - air, hotel, car,

frequent-traveler programs, advantage programs

Assistants and Arrangers- permission to

perform travel functions for you

CAL POLY
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MOBILE APP

A:58 AM BE% e w1l cricket 2 5:00 AM
Expenses [ =+
Receipt
Jul 13
..-:-.. ..-I-_. hj i : | : L xl - Ec nmm
AT, - 3Rl 1 / E“ Jul13
., Trips
I.I v |-E your trips
N . eced
Review & expense receipts & AR
Expenses — . i
List of your expenses card transactions L
% Expense Re {uhu: :mmal $78.75
e ——— ; EMTERPRISE RENT-A-CAR —
Approval Review & approve Requests &
provals —
¢ Approve items anywhere, anytime Expense Repﬂ‘rts :.'j::‘ﬂl’ltm e L
COMSERV FUEL 8112 =
* Requests
. Manage your authorizations ) ) Car Rental Fuel £44.00
Add expenses while traveling Jul13 =
CHEVROMN D356 700
Ground Transportation 55.00

Jull 12

Use camera to capture receipts

afd.calpoly.edu/travel/concur/




TRAINING PLAN/STRATEGY - WAVES

Travel Supporters User

Budget Analysts, Admins, Coordinators Traveler, Approver

Identify travelers in their departments for Concur Travel Receive Concur travel card at training
cards at beginning of travel

Hands on Training modules —multiple offerings over Lecture/demonstrations, create profile — multiple
three weeks — 6-8 hours offerings over 2-3 weeks, 1-2 hours
Support their departments Travel and use resource and tools
Open Labs

CAL POLY afd.calpoly.edu/travel/concur/
Administration & Finance



ROLL OUT SCREDULE




POLY TRAVEL ‘ Roll Out and Training

@ WAVE APPROACH Wews oz wen3
- Training of the travel supporters e
began in August O et supportr e

User 2.1 (g 1/27- 2/7
User 2.2 () 2/10- 2/28
- 22320
Travel Supporter 3 N 3/23-4/10

3.1 4/13 - 424
User3.2 () 4/27 -5/

« Training included hands-on

workshop, lectures, demos and open
labs

User3d.3.
Trave

- Rollout is projected to end Summer
2020

CAL PoOLY

Administration & Finance
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POLY TRAVEL TIMELINE - DRAFT

Wave 1 Wave 2 Wave 3 Wave 4
8/19-12/20 1/6-3/13 3/16-6/5 7/6-9/4

Travel Supporter1 | 8/19-9/6
User 1.1 8 9/16- 10/4

User 1.2 Q0 10/7 - 10/18 |
Travel Supporter li- 1/6-1/24

ser 2.1 @ 1/27- 2/7

2/28
2-3/20
3 Laﬂa-#m

User 3.1 Q) 4/13 - 4/24
User 3.2 Q) 4/27-5/15
User 3.3 G 5/18 - 5/29

8/24 - 9/4

2019 |Aue Dec Feb Apr Jun Aug 2020

CAL POLY afd.calpoly.edu/travel/concur/
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Wave 2 Wave 4
1.1 1.2 2.1 2.2 2.3 3.1 3.2 3.3 4.1 4.2 4.3
9/16 - 10/4 | 10/7 - 10/18 1/27-2/7 2/10-2/28 3/2-3/20 4/13 - 4/24 4/27 -5/15 5/18 -5/29 7/27-8/7 8/10-8/21 8/24-9/4
ANTS AS&F Office College of College of Orfalea College|  College of College of College of Library Commencement |President's Office
of the VP Science & Agriculture, of Business Architecture & Engineering Liberal Arts
Strateqic Mathematics Food & Environmental Career Services Students Academic Center for
Business Facilities Environmental University Design Academic FPrograms and Teaching,
Services Management Performing Sciences Housing Parent and Services Planning Leamning and
and Arts Center Academic Pfﬂagrpélrl':_ﬁ Technology
Financial Development Office of Equal Personnel Dean of Athletics
Services University Opportunity Research and Students Intercollegiate Student Affairs
Public Development Disability Economic Office of the VP
International Safety International |Resource Center Development
Center University Graduate & Institutional University
Human Scheduling Extended Systems and Research Legal Counsel
Office of Resources Education Resources . .
the Provost Information %ﬁ?ﬁﬁ'w
Technology MNew Student g
Services and Transition Office of the
Program Registrar
Admissions/
Recruitment/
Financial Aid
University
Marketing
CALPOLY

Administration & Finance
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ROLL OUT TO ORGANIZATIONS

Overview to organization
Identify Travel Supporters for organization

Travel Supporters identify travelers (& get approval) for Concur Travel Cards

- W -

SBS processes Concur Travel Cards

:.Jl

Travel Supporter (hands on) training

User training/ Concur Travel Card distribution
Program overview, with focus on travel policy & Concur Travel Card training & acceptance; Concur profile set up

Traveler training (Request & Expense)
Approver training
type of approver & flow
approver checklist
responsibilities
capabilities
temporary delegation to next in command (out of office)
mobile app approving

CALPOLY
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