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Introduction

The University of Alaska (UA) uses a set of integrated tools to assist travelers with achieving
their travel objectives and fulfilling their responsibilities. These tools include the Concur travel
and expense software platform. This appendix provides an abridged guide to the three main
Concur modules for travelers: Request, Travel, and Expense. Travelers should work with their
department travel coordinators or delegates for additional assistance using Concur.

Responsibilities

According to UA travel regulation R05.02.060(3)(a), the traveler is responsible for complying
with department and UA policies and regulations, and for exercising good stewardship of UA
funds.

This includes

1. Familiarizing themselves with the policies and procedures in the UA travel regulations as
well as the policies and procedures of their campus, department, and program

2. Obtaining prior authorization for travel

3. Ensuring expenditures are necessary and appropriate for meeting business needs,
including selecting the lowest-price fare/cost within the bounds of the most efficient
mode

4. Verifying that all travel arrangements are confirmed prior to departure

5. Paying costs and any additional expenses incurred for personal preference or
convenience

6. Notifying appropriate contact when there are changes/cancellations or if requesting
refunds

7. Obtaining all proper documentation (e.g. itemized receipts) for each expense except “Per
Diem Offset” and “Personal/Non Reimbursable”

8. Ensuring [expense] Report is prepared and submitted with appropriate receipts within
90-days of trip completion



Glossary
The following are a few commonly used travel terms defined by their purpose in this guide.

Allocate — Assign the expense to UA funding different from the primary funding in the Header
or distribute the expenses to more than one UA funding source

Audit Flag — A notification that something in the document requires attention and possible
correction.

Yellow Audit Flag (Alert/Warning) — A soft stop alert or warning that may indicate a
possible compliance issue, but still allows submission of the Request or Report. For
example, notification of Fly America regulations on international travel.

Red Audit Flag (Exception) — A hard stop exception indicating an issue that requires
resolution before submitting the Request or Report. For example, entering personal time
without attaching a business-only cost comparison.

Corporate Travel Management (CTM) — The travel agency hired by UA to manage the
booking portion of Concur and provide full travel booking services.

Lowest Logical Cost (or Least Cost Logical) — A business expense that meets the criteria
of necessary, prudent, and as economical as possible. Economical meaning the lowest-price
fare/cost within the bounds of the most efficient mode. An efficient mode is normally the most
direct route that takes into consideration the business need, the traveler’s time away from their
workstation, and safety.

Receipt — A document on which the things that you buy or the services for which you pay are
listed with the total amount paid and the prices for each. An itemized receipt includes a name
for/description of the good or service.

Reconcile —Procedure to match transactions in Concur (or other UA finance system) with the
associated accounting in Banner.

Reimbursable Expense — Allowable UA business expense either prepaid by UA via the
agency or travel cards or paid out-of-pocket by the traveler.

Tool Tip “* — A helpful hint or suggestion for a field or entry. Hovering the mouse over the
blue arrow/question mark pulls up the information.

Travel Status — Period of time from when the traveler leaves their workstation/residence to
when they return to their workstation (during work hours) or residence (outside of work hours).



Login

If you have a UAUsername @alaska.edu email address

1. Start by navigating to the Concur login link on the UA Travel website

UA TRAVEL

One-stop-shop for your University travel needs

Traveler = Approver ~

2. Login via single sign-on (SSO) using your UA credentials

UNIVERSITY
of ALASKA

Many Traditions One Alaska
Login to Concur Travel

Expense

UA Username

UA Password
(J Don‘t Remember Login - No S50

Login

Your SSO information including passwords is managed by OIT through ELMO.


mailto:UAUsername@alaska.edu
https://alaska.edu/uatravel/
https://elmo.alaska.edu/

Profile

The first step for all Concur travelers is viewing and updating your profile options. In the upper
right-hand corner of the Concur dashboard, select the drop-down menu on Profile.

To view and modify profile information, select Profile Settings.

Administration* |

Jessica Rene Slavik

Profile Settings

Sign Out

Help =

Your Information
Personal Information
Company Information
Contact Information
Emzil Addresses
Emergency Contact

Credit Cards

Travel Settings
Travel Preferences
nternational Travel

Frequent-Traveler Programs

Request EE:Ei"gS
Reguest Infermation
Request Delegates
Reguest Preferences
Reguest Approvers

Favorite Attendess

EX[CE nse Settir“gs
Expense Information
Expenze Delegates
Expense Preferencas
Expense Approvers

Favorite Attendessz

Other Settings
E-Receipt Activation
System Settings
Connected Apps
Concur Connect

Change Password

Trawel Wacation Reassignment

Concur Mobile Registration

m Assisting.

Profile Options

Select one of the following to customize your user profile.

Personal Information
“our home address and emergency contact information.

Company Information
Your company name and business address or your remote
ocation 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.

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

Expense Delegates
Delegates sre employess who are allowed fo perform work on
oehalf of other employees.

Expensze Preferences

Select the options that define when you receive email notifications.
Prompis 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 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?

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

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

Request Preferences

Select the options that define when you receive email notifications.
Prompis are pages that appear when you select 3 certain action,
susch as Submit or Print.

Change Password
Change your password.




Personal Information

You must fill in required fields in your Personal Information such as middle name and contact
information. You should also verify and update emergency contacts and travel preferences
including mileage and membership plans. You can verify your email address and activate e-
receipts from the Personal Information screen as well (covered later in this section).

DO NOT include special characters such as periods and hyphens. Special characters in the
name, mileage plan, etc. cause the account to error during booking.

The mailing address is used by CTM and Concur Reporting but does not reflect where travel
reimbursement checks are sent. Instead, checks are mailed to the most recent AP, HR, or MA
address in Banner (whichever is newest). Please work with your department to ensure this
information is up to date.

You can select eligible discount classes under Travel Preferences. If the “Government” discount
is selected, the booking tool provides federal and state government rates available through the
vendor. Unless you are eligible for federal or other state government rates/discounts, we
recommend unselecting this preference before booking out of state travel.

Travel Preferences

Eligible for the following discount travel rates/fare classes

AANCAA Government Military SeniorfAARP

Hot Tip: We recommend alaska.edu users also set a password in their Concur profile. This
allows you to access Concur via Concur Solutions in the event the UA server is down. If you do
not, Concur Solutions is still an accessible login. Click “Forgot password?” to set/reset the
account password. This password is not linked with your SSO password.

SAP Concur &) English US) W

< Sign In

jrelaviki@alaska.edu

Password

Forgot password?

Mot a Concur user yet? Try Test Drive



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

Verify Email

Verifying an email address enables you to forward receipts from the verified email account
directly to your Available Receipts section of Concur Expense. Once verified, you can email
receipts to receipts@concur.com and forward itineraries or travel plans to plans@concur.com.
We recommend verifying all email addresses used to receive receipts for UA business travel.

1. Scroll down the page to the Email Addresses section in Personal Information or click the
Email Addresses link on the left side of the page
2. Click the Verify link next to the email address

Email Addresses Go to top

Please add at least one email address.

# How do | 3dd an email address?

B Travel Arrangers [ Delegates
* Why should | verify my email address?
# How do | vesify my email address?

@ Add an email address
Emall &ddress verlfication Status vedify Contact? actions
Emall 1 relaviki@alasia edu Mol Verified “Werify Yes &

3. The system sends a verification code to the email address
4. Enter the verification code in the Enter Code field and click “OK”

Email Addresses Go to top

Flezse add at lesst one email address.

P How do | add an email address?

B Travel Arrangers [ Delegates

B Why should | verify my email address?

P How do | verify my email address?

@ Add an email address
Emall Addrazs warlfication Status arlfy Caontact? Actions
Emall 1 rslavik@alaska.edu (2‘. Chedk email for code Resen Y= &

Enter Code

5. A confirmation message appears with information on where to send receipts and trip
itineraries (from non-Concur/CTM bookings)

Email Verification Status

‘Your emzil address has besn verfied.
‘fiou may now send receipts to Concur by emailing receipts@@concur.com
‘fou may new send trips to Concur by emailing plansi@concur.com



mailto:receipts@concur.com
mailto:plans@concur.com

6. The email now has a green check indicating it as “Verified;” click Save

Email Addresses Go to top

Please add at least one email address.

¥ How do | a3dd an email address?

¥ Travel Arrangers / Delegates
Why should | werify my email address?
¥ How do | verify my email address?

© Add an email address
Emall Addraza arification Statua varlfy Contact? Actionz

Emall 1 rslaviki@alaska.edu & Verified Disable Y= &

Email Notifications

Concur offers multiple email notification options for Request, Travel, and Expense. You can
manage some of the Concur email notification settings in three areas.

Note: Emails sent to travelers from Concur come from an @concursolutions email address such
as autonotification@concursolutions.com. Emails sent from CTM come from
ua@travelctm.com. UA recommends marking these email addresses as safe senders. Otherwise,
the notification emails may filter to a spam folder.

1. System Settings

Email Notifications

Send an email every time something is put in or removed from my approval queue
Send a daily summary of items in my queue

Let me know when one of my requests is approved or denied

Send Confirmstion Emails

Send Trip-on-Hold Reminder Emails igh

Send Ticketed Travel Reminder Email ig)

Send Cancellstion Emails

2. Request Preferences

Request Preferences
=3 3

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

Send email when._.
The status of a reguest changes

A request is submitted for approval



mailto:autonotification@concursolutions.com
mailto:ua@travelctm.com

3. Expenses Preferences

Expense Preferences
[ seve J Canon! |

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.

Send email when...

The status of a cash advance changes

A cash advance is submitted for approval
The status of an expense report changes
New company card transactions amive
Faxed receipts are successiully received

An expense report is submitted for approval

Activate E-Receipts

The “E-Receipt Activation” link is found under Other Settings in the left-hand column. You can
enable or disabled e-receipts at any time.

E-receipts are available for vendors with a Concur relationship. When you enable e-receipts and
either connect to a supplier through the App Center or the My Travel Network in Concur, these
e-receipts show up in Expense under the Available Expenses/Receipts section.

Airfare booked through Concur or CTM also has an e-receipt connected to the itinerary date.
This negates the need to upload an additional receipt for airfare. At the very least, we
recommend you activate e-receipts because of the airfare receipt.



Manage Delegates

A delegate is a person authorized to act on your behalf. Request and Expense share delegates, so

assigning a delegate to one assigns it to the other.

1. Select Request Delegates or Expense Delegates from Profile Settings
2. The “Delegates” tab is persons assigned as delegates to your account
3. Click “Add” then search for and select the desired delegate’s name
4. Assign the applicable permissions and click “Save”

Request Delegates
Delegstes | Delegsts For

COE3ED

[ielegates are employess who are sllowsd to perform work on behalf of other employess.

Expense and Rleguest share delegates. By assigning permissions to 3 delegate, youw are assigning permissions for Expense and Reguest.

Can

N\

approven@alzska edu

Can Can Can Preview Receives
Can Book Submit Submit Can View Can Use Receives | Can Can Approve For Approval
D Mame Prepare Travel Reports Requests  Receipts = Reporting = Emails Approve Temporary Approver Emails )
W = ] ]
sdmin@slzsks.edu
D Test, COA1 Approver D D l:‘ l:‘ l:‘
cosli@slzsks. edu
Test, COA? Approver
O fetcommpoer [ [ O [ O O O O
D Test, Default Approver D D D D D D

10




The following permissions are for travel coordination:

1.

4.
5.

6.

Can Prepare — The delegate may prepare Requests and Reports on your behalf. You are
still required to submit the Report.

Can Book Travel — The delegate may arrange Travel on your behalf. Delegates receive the
same booking email notifications regardless of who completes the booking.

Can Submit Reports — Delegates cannot submit a Report on your behalf. However, the
“Can Submit Reports” permission allows the delegate to click “Submit Report” to view
and resolve any audit flags before you submit.

Can Submit Requests — Delegates cannot submit and approve the same Request.

Can View Receipts [and available expenses] — Should check by default when Can Prepare
is selected.

Receives Emails — The delegate receives system emails sent to you.

The last four permissions are for approval delegation:

1.

4.

Can Approve [indefinitely on the approver’s behalf] — Use this option to set a backup
that can always approve on your behalf (no time limit). Before giving an individual this
type of delegate access please ensure they have the authority to approve on your behalf.
Can Approve Temporary (a date range is required) — Use this option to set a date range
for someone to approve on your behalf.

Can Preview for Approver — Use this option to set a delegate to preview the
Report/Request before you. This delegate cannot approve the Report/Request. Instead,
the delegate's task is to ensure that the Report/Request is ready for you to review and
approve. With this option, you can wait until the preview delegate has selected Notify
Approver (which generates an email notification to the approver), or you can approve the
Report/Request without this delegate’s review.

Receives Approval Emails — Delegate is copied on approval notification emails.

11



Submit a Request

The Request module is used to plan, organize, and request approvals for UA business travel. A
Request provides a general estimate or plan for your trip including anticipated costs to UA. A
Request is required for all business travel including trips partially or wholly paid by a third party
(even when self-funded).

Before starting a Request, gather and work out basic itinerary details:

PN

6.

7.

To where and when is business travel needed?

Will the trip include personal travel days? If so, what dates?

How are you getting there? Where are you staying? How will you get around once there?
Are you taking the per diem allowance? Are you taking meal support at actual cost
(“Actual Meal”) and need to keep receipts?

Are there any other travel expenses to think about such as registration fees, a visa for
international travel, etc.?

Use the booking tool to develop estimates for trip costs (“Look but Don’t Book”) and
obtain a business-only cost comparison if the trip includes personal time.

Confirm funding source(s) for UA paid expenses.

“Look but Don’t Book”

Use the Trip Search to build cost estimates for the trip by viewing available flights, hotel rooms,
and car rentals. This function is also used to capture the business-only cost comparison to attach
to the Request when taking personal time in conjunction with UA business travel.

1.

2.
3.

Search for available round trip, one way, and multi-city flights
a. Ifflight includes a layover longer than 4 hours, use multi-city search option
b. Select “Pick-up/Drop-off car at airport” to add rental car to search
c. Select “Find a Hotel” to add hotel to search

Enter dates, destinations, and times in booking tool

Search for only car rental, hotel, or train by selecting the associated icon

TRIP SEARCH

& Booking for myself | Bookfor a guest

Hh 2 = @

Mixed Flight/Train Search

Round Trip One Way Multi City

From @

FAI - Fairoanks Intl Airport - Fai

ToQ

ANC - Anchorage Ted Stev

=ns Intl Airport - Anchorage, A
F iport | Select muligi arpars
Depart

FHo7izo2021 || depart |w || Anytime |~ >

Retun @

[F08/01/202( || depart | || Anytime v ¥

[ Pick-up/Drop-off car st sirpart

[JFind a Hatel

Class @ Search by

Economy cless v || Frice -

[ Specify = camier @

12



Trip Summary

@ Select Flights or Trains
Round Trip
FAI -ANC
Depart: Mon, 08/31/2020
Return: Sat. 00/05/2020

Previous Searches ~
| Previous Searches w |
[ Change Search ~ l
Depart - Mon, Aug 31 @ ~
[ ] L ]
Depart 1250 A-02:10F
L o
Arrive  0B:53A-01:524
Return - Sat, Sep & ~
[ 4 ®
Depart 12:45A-11:15P
*® *
Arive D6:55A-01:414
Price ~

L ]
Price $194.70 - $1,684.50
Display Settings -~
[ Hide Non-refundable Fares
O Hide Propelier Planes
O Depart’Return Same Airport Only

FAIRBANKS, AK TO ANCHORAGE, AK
MON, AUG 31 - SAT, SEP 5

Hide matrix  Print/ Email

All
206 results

Meonstop

24 results

1 stop

120 resules

2 stops
50 results

Alaska
Airlines

'

[=]

19470
24 results

300.20 767.90

104 results 2 results

39670
50 results

43470

results

Shop by Fares Shop by Schedule

Caution: Upon cceasion Frontier and &las«a Airlines offer unigue fares indicated as "WebDirect” in the fare datiails
refundable and unable to be voided. Also Scuthwest Airlines and Frontier are instant purchase and unable to be woided.

Flight Mumbe Ee;':'@ Sorted By:| Price - Low to High v

Alaska Airlines

E 1:50 Am FAI
E 06:00 an ANC

Preferred Aifine

Alaska Airlines

E 11:50 aM FAl
E 11:15 FM ANG C

Preferred Aidine

»  12:43 PM ANC Honstop 53m

» 0B:55 am FAl Monstop 55m

= @\1c-re fares/details

»  12:43 FM ANC Monstop 53m
12:11 am FAI Monstop 56m
= More faresidetails

Show a;l USD w |

Mulziple

E67.20

14 results

' =re instant purchase, non-

Displaying: 208 out of 206 resulis.

Previous | Page: 1 of 21 | Next | All

Main Refundable Main

5194.70 s447.10

_— N
Q)

Mazin Refundable Main

5194.70 5447.10

Bl o

M=

Top Matrix — Filter by airline or number of stops
Left Filter Fields — Filter search by flight times, prices, and airports

a. Open “Change Search” to adjust dates, times, and locations
b. Change departure times to “Anytime” to search for all available flights (highly
recommended for all airfare searches)
3. Shop by Fares — Lists flight results by price (outbound and inbound combined if round

trip)

L

same flight listed on an airline’s website)
6. “More fares/details” — View full itinerary details
7. “Select” the flight to access a print-friendly version of the chosen itinerary

Shop by Schedule — Choose outbound and inbound flights independently
Flight Number Search — Find a specific flight (especially helpful when trying to find the

13



Create New

1. Create a new Request by selecting “Start a Request” from New on the homepage or “New
Request” from the Create New menu in the Request module

Requests Travel Expense Approvals App Center
SAP Concur @ Requests Expense
SITY
KA +
HNew =

he Anpi Manage Requests Quuick Search

Start 3 Request

ALERTS LT Mew Request

; © voure smestinarad = Mo Fesenaton (|3 StS (3) Mew Event Request
d Upload Recaipts

2. Enter the required Request Header information including dates and location of travel,
business purpose, and funding source
a. Hover over the tool tip icon %> for additional information and guidance on how
to answer the field
i. Trip Name — Use naming convention “Last name, first initial, dates of
travel (mm/dd-mm/dd) and airport or city location (e.g. SEA or Seattle);”
condense or abbreviate where appropriate
ii. Trip Description — A clear, concise descriptive summary of the work
that will be completed and why it needs to be completed; please avoid
acronyms and initialisms
iii. Traveler Type — Student employees should change this to “Staff” if
travel involves your work assignment (e.g. research assistants conducting
fieldwork)
iv. Funding Source — Search by code or name to select the primary
funding for the trip (allocations are created in the Expenses tab)
b. Provide any additional required or pertinent information in the Comments field
c. Attach required or supplemental documentation such as a business-only cost
comparison or meeting agenda
3. Formally request a travel advance in the Cash Advance portion of the Request Header
a. Comments help the Cash Advance Admin determine allowability of the requested
advance
b. Contact your department travel coordinator or campus travel office if you need a
travel advance and the Cash Advance portion is not available on the Request

Cash Advance
Cash Advance Amount Cash Advance Comment

| 100.00 USD | w Student traveler needs upfront support for
mesl| per diem

Mew Cash Advance

14



4. Select the Segments tab to enter airfare, lodging, and/or car rental expense information

Regueest Header || Segments || Expenses || Approval Flow || Awdit Tra
Add Segment
CLICK ICON TO CREATE
SEGMENT
0 Air Ticket (® Round Trip (_) OneWay (_) Multi-Segment Amount : | 900,00 |USD W
Outbound From: | Fairbanks Intl (Airpart - FAI}, Fairbanks, Alzsks
T | Saattle Tacoma Intl {Ainport - SEA), Seattle, Washington
Diatte: | 12002020 |_| Depart at | » | 02:00 am | w
Comment:
Return

Date: | 10v25/2020 (]| [ Departat | » || 04:00 am |~

Comment:

a. Click the icon to create the associated expense
b. Enter information in the required fields and Save
i. Type of airfare routing during booking is restricted to the information
entered in Segments (i.e. round trip, one way, or multi-segment)
1. If flight will include a layover longer than 4 hours, must choose
multi-segment
2. Iftrip includes a personal deviation, enter routing type based on
the business-only
ii. Dates, times, and location for each segment are adjustable during booking
with some restrictions
1. Cannot change airfare to a multi-city search
2. For a car rental at the airport location, make sure the city location
includes an airport code (e.g. “Dallas, TX” returns rental locations
in the city of Dallas while “Dallas, TX- DFW Dallas Fort Worth
International” returns rental locations at the airport)
iii. Amount entered is the total estimated cost

15




5. Select the Expenses tab to add additional estimated expenses other than airfare, lodging,
and car rental

Request Header

Segments

Expenses

Approval Flow || Audit Trail

| Expense Type

Amount

Requested

C

C

1202020

1202020

Airfars

Lodging

Car Rental

$900.00

$200.00

$200.00

F900.00

F200.00

F200.00

Expenss Typs:

To create & new expenze, click the sppropriste expenze fype below or fype
the expensze lype in the field above. To edit an exizting expenze, click the
expenze on the leff zide of the page.

02. Meal Expenses
Actual Meal
Caily Per Diem

Daily Per Diem {Multi-
Location)

Group Per Diem
Per Diem Reduction

03. Other Expenses

04, Mileage

Select the Expense Type from the list on the right (use

menu if not already visible)

dates in the Request Header

|+ Mo B |y view this

“Daily Per Diem” calculates based on the final destination and business travel

Expense Type

| Daily Per Diem

|v|

Destination City

Sesttle, Washington

Business Travel Start Date

0/20/2020

Transaction Amou nt[a?

0.00

SO W

Business Travel End Date
B 1or25i2020

Comment

c. Use “Other Expenses” to capture expenses without an assigned Expense Type
(e.g. supplies or parking); more specific designations are available on the
[expense] Report

Expenze Type

Transaction Amount

Comment

| 02, Other Expenses

<] [

[ [eeo ]+]

Parking ‘
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6. If needed, allocate expenses to additional funding sources

a. Select any expense from Expenses and click “Allocate”

Reguest Header ) || Segments || Expenses || Approval Flow | Audit Trail

[+ New Expense | « | ExpenseType .
- : [-33. (rther Expenses | w |
[] Date | Expense Type Amount Requested |
Transaction Amount

[ 1072002020 Airfare 550000 590000 A L L

< [s0.00 | [usc- |...|
[# Yo20/2020 02 Cther Expanses $50.00 $50.00 Comment

o Parking

L L

TOTAL AMOUNT TOTAL REQUESTED

$1,8086.00 £1.806.00

b. Select expenses to allocate and click “Allocate Selected Expenses”
i. Segments are always allocated together on the Request
ii. The option to separately allocate Segments is available on the Report

Request List

Allocate Selected Expenses | Clear Selections Summary

|:| Date * Expense Type | Group | Amnunt|

D 10/20/2020 Aijrfare 5300.00

[¥] 102012020 03. Other Ex... 550.00

[#] #0/20/2020 Daily Per Diem 5456.00
L

c. If assigning the full cost of selected expense(s) to one funding source different
from the primary funding on the Request Header, enter the funding here and

Save

d. If assigning the cost of selected expense(s) to multiple funding sources, use Add

New Allocation to enter additional funding and Save

Allocations Total:5506.00  Allocated:$506.00{100%) Remaining:$0.00(0%)
Allocate By: = ll ~dd Mew Allocation =

|: Percentage * Fund * g * Department * Campus | Activity Code

1|50 (101010} SW ... | | (80042} Fina... | | (DEFMSY) SW... | | (SW) Universit...

|50 (142510} UAF.._| [ {BOM1T2) FCE... | | (DERISK) Cen... | | {UAF) Univers. .

e. Allocate By provides options to allocate based on percentage or amount

Total:$506.00  Allocated:$505.00(100%)  Remaining:S$0.00(0%)

Allocations
Allocate By: * dd Mew Allocation =
[ ® Fercentage und =g * Department * Campus | Activity Code
Amount 11010) SW ... | | (B0042) Fins... | | (DEFNSY) SW... | | (SW) Univessit...
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f. Allocated expenses are indicated by the multi-colored pie chart icon

Reguest Header 9 Segments || Expenses || Approval Flow || Audit Trail

+ Mew Expense &
[[] Date | Expense Type Amount Requested
[ClTtrapi2020 Adrfare $900.00 $900.00
[[] ~re720/2020 02. Other Expenses 550.00 550.00
[ 1oizoizoz0 Draily Per Diem 345800 3458.00
[] 1o/20/2020 Lodging 3200.00 3200.00

7. Select Submit Request followed by Accept & Submit on the Final Review pop-up window

Attachments = Print / Email = Delete Request Submit Request

Status: Mot Submitted
Amount: $1,806.00

8. Once submitted, the Cancel Request and Recall options are available and the Status

changes to “Submitted & Pending Approval [by <approval step>]”
a. If the Request is not yet approved, you can Recall it to make changes
b. Do not Recall a Request no longer in “Pending on-line Booking” status as doing

so may cancel existing bookings for the trip

Attachments = Print / Email = Cancel Reguest m

Status: Submitted & Pending Approval by your Supenisor
Amount: $1,2806.00

9. Depending on your email notification settings, you receive an email notification of

Request submission, return, and/or approval(s)
10. Once approved by all approver’s in the Approval Flow, Action has either a “Book” or

“Expense” link available

| Request ID | Status Request Dates Date Submitted v Total | Approved a... | Remaining... Action

| Request Name
07/09/2020 51,808.00 30.00 20.00 Book

D Slavik, J 10/20-10/25 SEA 4339 Pending on-line Booking 10/20/2020
‘Concur Fusion 2020

10/25/2020
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Personal Travel

Travelers may coordinate personal travel arrangements in conjunction with their UA business
travel. This includes personal extended stays at the business location and personal deviations to
a non-business location. You have the option of booking some or all portions in the booking tool
depending on the type of personal travel.

You must identify on the Request personal days taken in conjunction with UA business travel.
For this reason, the Request Header includes a section for documenting your personal days.

Will this trip include personal travel7ys Fersonal Travel Datespys

oy

| ‘ez b 128-1142

Extended Stay

When a traveler extends their stay at the UA business destination(s) for personal reasons, it is a
personal deviation with an extended stay.

Your business-only dates of travel are entered in the Request Segments. You can change the
dates of travel to accommodate the extended stay during booking.

Personal Deviation

When a traveler goes to an additional destination outside of the UA business routing or
destination(s), it is considered a personal deviation with a routing change.

If you are using the booking tool for your business-only portion, that portion is entered in
Segments. Otherwise, “Outside Concur/CTM” is selected as your booking method, and the full
business-only itinerary is entered in Segments. Airfare costs in Expenses reflect the total cost of
the business-only itinerary.

Business-Only Cost Comparison

The business-only cost comparison provides the lowest logical cost for the business purpose and
is used to determine the allowable reimbursable expenses on your [expense] Report including
per diem. The cost comparison must come from the Concur booking tool as it applies UA’s
discounted rates.

The itinerary must reflect the business trip as though no personal travel is included. For
example, your business travel dates are Aug 31 — Sep 5 in Dallas and personal days are Aug 20 —
30 in Seattle. The business-only itinerary is traveling from your home/duty station to Dallas on
Aug 31 and returning on Sep 5. The time is Seattle is excluded entirely.

Use the “Look but Don’t Book” portion as a guide for securing a cost comparison.

1. Use the Trip Search to search for flights based on the business-only itinerary
2. Find and select the most appropriate business-only flight
a. The chosen flight must represent the lowest logical cost for the most efficient
route
b. The cost comparison must include the full flight and cost details on the Review
and Reserve Flight screen
3. Attach a pdf version of the flight information to the Request
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Past Fare Quote

If a cost comparison is not obtained from the booking tool prior to your trip, you must work with
CTM to obtain a past fare quote. A delegate may obtain this documentation on your behalf, but
the cost of this service is your responsibility (documented as Expense Type “Personal/Non
Reimbursable” on the Report).

Send an email to ua@travelctm.com or call CTM at 907-786-0107 to request a past
fare quote for the authorized Request. Include the following information in the email:

Subject: PAST DATE FARE REQUEST
Body: Profile name (UOFA)
Name of traveler
Dates, times, and destinations of authorized business travel (NOT the personal
itinerary)
Date trip was authorized (this provides the agent with any advance purchase
information)
Originally approved Request ID

CTM will either charge the agency card the full touch fee of $18.00 or your personal credit card
if provided over the phone.
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Book a Trip

Travelers have several options for booking travel. You can use the Travel booking tool to book
from an approved Request, book from the Travel module and create a new Request, contact
Corporate Travel Management (CTM) directly with an approved Request, or book with the
vendor for lodging and car rentals.

Travelers also have a few options for booking rural air travel with a non-GDS carrier such as
Wrights Air. You can book directly with the non-GDS carrier or contact CTM directly (must have
an approved Request. If the trip includes air travel on rural and non-rural carriers, you can book
the non-rural portion in Concur and instruct CTM to book the rural portion using the
“Comments for the Travel Agent” box on the Trip Booking Information screen.

CTM is a travel agency contracted by UA to assist our organization with booking and purchasing
travel components. If you ever encounter difficulties with the booking tool, contact CTM to book
the trip. Our dedicated UA CTM team is in Anchorage and available Monday-Friday from 8 a.m.
to 5 p.m. CTM also has agents available 24/7 to assist travelers during our team’s off-hours.

Our CTM team manages the following tasks on our behalf:

1.

Maintain and update the Concur Travel booking tool

2. Administer corporate discounts — The rates visible in the booking tool are based on State

6.

7.

of Alaska contract rates and industry standards

Ticket travelers via the booking tool, rural request tool, emails, and phone calls
Transmit traveler information to carriers including mileage memberships, TSA pre-
check, and passport data

Charge the agency card for purchases made via the booking tool, rural request tool,
emails, and phone calls

Cancel purchased tickets when requested, paying any change or cancellation fees using
the agency card

Track and manage credits from cancelled or postponed trips

Airfare reservations are paid on the agency card held by CTM. Hotel reservations are held with
the UA travel card information entered in your Concur profile. You can also indicate CTM use
the agency card to book and pay for lodging.

Note: The option to use the agency card for car rentals is not available.
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From Request

If using the booking tool, book from the approved Request. Do not stop in the middle of the
booking. If you do, the link between Request and Travel is broken which generates a new
Request. If booking is interrupted, go back to the Request to re-start the booking process.

Note: If booking from Request is unknowingly interrupted before completion (e.g. clicking on
another browser during booking, the booking process sits idle for too long, etc.), the link
between Travel and Request may break. See “Book a Trip: From Travel” for instructions on what
to do if this happens.

1. Inthe Request module, click “Book” in the Action column of the associated Request

Help=

SAP Concur |§| Requests Travel Expense Approvals App Center Brofi m
ronle -

Manage Requests Mew Request Cluick Search

Active Requests (62)

Request Name v| | Begins with v |
[_' | Request Name ‘ Request ID | Status | Request Dates | Date Submitted * Total | Approved ... | Remaining... Action
L & Slavik, J 10/20-10/25 SEA 4339 Pending on-line Booking 10/20/2020 07/0V2020 $1,250.00 30.00 30.00 Book

Concur Fusion 2020
Comment: Per diem is not approved, 10/25/2020
please remove and resubmit

2. Your Itinerary
a. Information entered in Segments is plugged into the booking tool
b. Dates, times, and locations for each segment are changeable after this screen

| Stavik, J 10/20-10/25 SEA Your Itinerary

E:fdnlf;t:g':iig;ﬂg%%%%g%n To Begin Booking your Itinerary, Please provide additional information below, then press the

Purpose: Concur Fusion 2020 "Proceed to booking” button

TRAVEL REQUEST ITINERARY
‘; Air Ticket

Fairbanks Intl Airport (FAI) Seattle Tacoma Intl Airport {SEA)
Fairbanks, AK Seattle, WA

Deparure
Tuesdsy, 10/20/2020  Depart at 2:00 AM

9 Air Ticket

Seattle Tacoma Intl Airport (SEA)  Fairbanks Intl Airport (FAI)
Sestile, WA Fairbanks, AK

Departure
Sundsy, 10/26/2020  Depart at 4:00 AM

@ Car Rental

Seattle, Washington Seattle, Washington

Pick-up Retun

Tuesdsy, 10/20/2020 | 10:00 AM |~ | Sunday, 101252020 | 10:00 AM |v |
Choose a rental station Choose a rental station

| = | Enterprise — Seattle / Tacoma Interr | | & ‘ Enterprise — Seattle / Tacoma Internation |

Hotel Reservation
Seattle, Washington

Check-in Check-out
Tuesday, 10/20/2020 Sunday, 10/25:2020

Snly show me this page when | need to provide extrs information |

Proceed to booking
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c. If car rental is included, you must assign rental station locations on this screen
(choose any available at any location if intending to skip car rental booking)

Choose a rental station

Search for an off-airport car location

@ Airport

O Company
Location

Plesse enter an sirport.

Find car locations within | §

O Address

ORefefence Point / Zip
Code

miles from

| SEA - Seattle-Tacoms Intl Airport - Sesttle, WA |

12 locations found

Show All
Most Preferred

Q) Prefered
O Less Preferred
O Not Preferred

Bfencorpriso] 2
Preferred Car Vendor for University of
Alaska
Show On Map

Select Location

0.52 miles

Enterprise Seattle Airport

Seattle / Tacoma International Arpt
Seattle, WA 98188-2619

More Info

Mon-Fri: 04:00 am-11:00 pm

Sat: 08:00 am-04:00 pm

Sun: 04:00 am-11:00 pm

3. Run Template — Indicate whether federal funds are used (for reporting purposes only)

4. Segment Search and Select

a. Select desired airfare, lodging, car rental, and/or train
b. Open the “Change Search” field to adjust dates, times, and locations
c. For airfare, change departure times to “Anytime” to search for all available flights

Change Search ~

Fronn
|F.!-.I - Fairbanks Intl Airport - Fairbanks, AK |
Find sn slport | Select multinks simnors

To
|ANC - Anchorage Ted Stevens Intl Airport - An chl

Find an aliport | Select multipls alpors
Depart
| B 1ov20i2020|

dep | W ||-L‘-5:-3~:'a|v|:l:2 vl

Retum
| B 102802020

dep | s ||-:-5:-:-:lp|v|:l:2 vl

Cla=s g Search by

t || Price et |

| Economy class

D Specify a carrier

Search

Depart
|E 10v20i2020 || dep | | | Anytime e |

Ritwrn
|EH 10/2502020

dep | s ||Ar1,rtirre “t |

S

L
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d. Use the matrix, filter, search, and sort options to find the desired booking (See
“Submit a Request: ‘Look but Don’t Book’ for tips on using the search features)

e. Car rental and lodging are skippable bookings; scroll down to the bottom of the
page to find the skip option

f. Trip Summary provides booking progress and Total Estimated Cost after each
segment

Review and Reserve [Segment]

a. Review, reserve, and add travel preferences after each segment

b. Airfare — Seat selection is available at this point; however, you can manage your
seat preferences, including upgrades, directly through the carrier’s website or app
once flight is ticketed

Review and Reserve Flight
REVIEW FLIGHTS

Trip Summary

Flights Selected

Round Trip DEPART X Tue, Oct 20 — Fairbanks, AK to Seattle, WA Hide details
FAl - SEA
Depart: Tue, 10/20/2020 Tue, Oct 20 01:30a FAI 06:13a SEA 3h 43m Alaska Airlines 156
Return: Sun, 10/25/2020 T3
RETURN ¥ Sun, Oct25 — Seattle, WA to Fairbanks, AK / 2 layovers (SFO, PDX, ANC) Hide details
Sun, Oct 25 06:00a SEA 08:15a SFO 2h 15m Alaska Airlines 762
73J
Layover in San Francisco, CA © 4h 45m San Francisco Airport
01:00p SFO 02:49p PDX 1h 48m Alaska Airlines 1301
Airbus Industrie A318/A319/220/221
Layover in Portland, OR @ 4h 56m Fortland Airport
07:45p PDX 10:28p ANC 3h 43m Alaska Airlines 183 F
Boeing 737-800 {winglets)
Layover in Anchorage, AK 47m Anchorage Ted Stevens Intl Airport
11:15p ANC € 12:11aFal 56m Alaska Airlines 167
Lands Mon, Oct 26 Boeing 737-700 {winglets)

ENTER TRAVELER INFORMATION
Ensure all fraveler information below is comect. @

Primary Traveler Edit | Review all

Mame: TravelerOne Test Phone: 8075556868688 traveleri@alaska.edu |~

Frequent Flyer Programs Add a Program
For Alacka Airlines
Alaska Airlines — **~* == V)
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SELECT SEATS

Select your prefered seats, otherwise Concur will request them for you based on your Profile.

Flight Seat
A5 156 Main (R} Select a seat
A5 TEZ Main (R} Select a seat
A5 1301 Main (R} Select a seat
A5 183 Main (R} Select a seat
A5 16T Main (R} Select a seat
REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare 2400.00 327.70 3427.70
Total Estimated Cost: §427.70
Total Due Now: $427.70
METHOD OF PAYMENT

This purchase will be charged to your company directly.

& This is a Non-Refundable Ticket

‘Customers holding MOM-REFUNDABLE type tickets may USUALLY cancel their jouney, and reuse these tickets to any destination in the camier's system,
within one year following the DATE OF ISS5UE (READ THE FARE RULES to be certsin this applies). Reservations MUST be cancelled by the intended

{oniginal) departure day, or tickets will be void and have NO value for future use. These rules apply to DOMESTIC ticketing onby.

By completing this bocking, you agree to the fare rules and restrictions and hazardous goods policy.

Back Reserve Flight and Continue

Seat Map

\_;. 19F Seat over wing

A »

=

[ JJEa ]
e B JE3] |

=m0 =D m
I ) I
I [ .
[ o Y [
| .
=R s PR
| 3] gy JEA] )
[ 03 ) JEA]
PP
| 03 e JEE )
«IER PR
«IAER
[+ =
. =
|03l B [Eajmm)
H=E=l
[ 0] B Ea |
| JEal B4 eS|
| JE2l B JEW |
| JEa] F3 JEN |
[ 162l B jEa |
OFEC B -
| JE3] B A |
|_JE2] ] [E3mm
| |62 B4 JEX |
([ -

Alaska Airlines #1568, 73.J, Fairkanks Intl Airport [FAl} - Seattle-Tacoma Intl Airport [SEA)
Seat assignment is subject to changs wp until time of departure

B Available
i Preferential @
[ Faid preferential g

| |Occupied or Unavailable [ selected A Exit row
D Preferential

(#| Paid preferential

] JE3 |
i 3] |

No seating &
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c. Hotel
i. A UA corporate card is required to book through the booking tool; the
card entered in your profile auto fills
ii. Ifyou need CTM to reserve and pay for the hotel, “Skip Hotel” and enter
lodging information on the Trip Booking Information screen
iii. Review the hotel’s cancellation policy before confirming

SELECT AMETHOD OF PAYMENT
The credit card you select will be held to confirm your reservation. You will not be charged in full wntil your hotel stay.

Test Visa ... 1111) |« | @ Edit | Add credit card
* Indicates credit card is @ company card

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Flease review the rate details and cancellation policy provided by the hotel.

Clarion Hotel Seattle Airport  Clarion

Please review the rate rules and restrictions before continuing.
The hotel provided the following infermation:

RATE: USD 78.50
TOTAL RATE: 438,93 USD
EXTRA PERSON: 10.00 USD - Extra adult charge

zl *| agres to the hotel's rate rules, restrictions, and cancellation policy.

E Reserve Hotel and Continue

Trip Booking Information
a. “Comments for the Travel Agent” box
i. If requesting CTM book and pay for the hotel, enter the full lodging
information here
ii. Enter any other special requests or accommodations including directions
to apply an unused ticket credit
iii. A comment of any kind (including “none”) incurs the $10 partial touch fee
b. If comments to agent are added, booking is not complete until UA CTM agent
acts
i. After-hours agents do not act on these
ii. If booking outside normal business hours, do not use this option unless
booking can wait until next business day
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Trip Booking Information

Special travel agent requests may incur additional faes.

The trip name and description are for your record kesping convenience. |f you have any special requests for the travel agent, plesse enter them into the agent

comments section.

Trip Name
This will appear in your wpooming trip list.

Trip Description [optional)
Us=d to identify the trip purposs

Slavik, J 10/20-10025 SEA

Concur Fusion 2020

Comments for the Trawel Agent [optional)
Specizl Reguests may incur 3 higher service fes.

Do you want CTM to send payment for hotel? [Reguirsd)

¥ou may HOLD this reservation until: 07/11/2020 09:20 pm Alaskan

Please enter information about this trip then press Hext to finalize your reservation. If you close at this point your reservation may be
cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Display Trip Held Trip

CD

7. Once booked, the final itinerary is provided with the option to Print or Email
8. Depending on your email notification settings, you receive an email of the ticketed
itinerary — this is the flight itinerary receipt required for your [expense] Report
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From Travel

It is possible to initiate a booking directly from Travel. Doing so will generate a new Request to
submit for approval. This option is called the “Travel-to-Request Integration” method and is
ideal for last-minute or restricted-availability flights.

If using this method, you must remember that an approval time limit is placed on the Request.
The booking is cancelled and the Request voided if not approved in time.

Note: If booking from Request is interrupted before completion (e.g. booking not completed in
one sitting, you click on another browser during booking, the booking process sits idle for too
long, etc.), the link between Travel and Request may break. When broken, the “Travel-to-
Request Integration” method is initiated. Use the pending approval indicators in step four to
recognize when this happens. The “Troubleshoot” scenarios at the end provided direction on
how to resolve an accidental break.

1. Enter your booking information in the booking tool of the Travel module

SAP COI‘IGI.IF Requests Expense

Travel Arangers Trip Library Templates Tools
.h = = m Trave
ﬂ “fou

Mixed Flight'Train Search

Company

Round Trip Cme Wsy Mutti City

a. Select “Pick-up/Drop-off car at airport” to add rental car to airfare
b. Select “Find a Hotel” to add hotel to airfare

Travel Arrangers Trip Library Templates

h = = B

Mixed Flight/Train Search
Round Trip One Way Mhulti City

From &
FAl - Fairbanks Intl Airport - Fairbanks, AK
anaipor | Select mutiole amors
To @
SEA - Seattle-Tacoma Intl Airport - Seattle, WA
Fidanamon | Selec mukinle aimors:
Depart 3

[ 10v20v2020 || depart | || Anytime | >

Retunn

[ 107252020 || depart | || Anytime | >

I:‘ Pick-up/Drop-off car at ainport

D Find a Hotel
Class @) Search by
Economy class s || Price L

D Specify a carrier g
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2. Proceed with reservations as usual (See “Book a Trip: From Request” for a walkthrough)

a. Airfare is put on hold

b. CTM charges the $1.50 PNR fee

c. Itinerary information clearly indicates tickets are not yet issued

Totals and restrictions

Airfare quoted amaount: 2400.00 USD
Taxes and fees: 327.70 USD
S427.70 USD View Fare Rules

Airfare quoted total:
Restrictions: NMONREF/SWCCHGPLUSFAREDIF/CXL BY FLT TIME OR NOVALUENALID ASY

TICKET NOT YET ISSUED. AIRFARE QUOTELD IM ITINERARY 1S NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

Itinerary generated on Fri 07/10/2020 5:45 PM

If you close at this peint your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required

will not be cancelled.
o

Do not close your browser, you will be forwarded to your Travel Request in a few seconds. Don't forget to Submit it for approval.

Trip Summary Click here in order to reach your Travel Request directly.

° Finished! Trip Record Locator : UDEOEK
This trip is awaiting approval and must be approved by: 07/11/2020 07:30 pm Alaskan
It will be automatically cancelled if it is not approved by that time.
The itinerary will not be ticketed until your travel manager has approved the trip.
Your itinerary has been saved. CTM MA {University of Alaska - PAC) will service your itinerary.
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.
Airfare must be ticketed by: 07/11/2020 09:30 pm Alaskan { 7/11/2020 10:30:00 PM Pacific ).

3. Ablank Request to fill out & submit is initiated
a. The Request only auto populates the Segments and Expenses information from

your booking
b. The Request Header and remaining Expenses are filled in by you

4. The Request has an approval time limit that corresponds with the amount of time the

airline will hold the flight
a. Provided in red text at the top of the Request

Request 4343
Status: Submitted & Pending Approval by your Supervisor
To be approved before: 07/11/2020 07:30 pm

Trip Name: Trip from Fairbanks to Seattle
Trip Description: AGU Mesting Amount: $308.20

b. Provided as “Status” under My Trips>More

c. “Approval of Request Required” documented in Trip Library

5. If the Request is approved in time
a. The flight is ticketed and no further action to book is needed

b. Depending on your email notification settings, you receive an email of the
ticketed itinerary — this is the flight itinerary receipt required for the [expense]
Report

If the Request is not approved in time, the hold cancels, and the Request expires
a. You can copy and submit a new Request for approval

b. You must book from the new Request
The travel office cannot re-engage the Request once it expires

6.

C.
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Troubleshoot
Problem: Started from Travel instead of Request, but already have an approved Request.

Solution: Complete and submit the Request generated from the booking. Contact your
department travel coordinator or campus travel finance office. The campus
Processor will approve the Request which completes the booking. They will also
move the original Request out of “Pending on-line Booking” status.

Close/Inactivate the erroneous Request generated from the booking and use the
original Request for the [expense] Report.

Problem: Started booking from approved Request, but a new Request is initiated.

Solution: If the booking is interrupted before completion (e.g. booking not completed in one
sitting, the user clicks on another browser during booking, the booking process sits
idle for too long, etc.), follow the same steps as though the booking was initiated
from Travel instead of approved Request.

Personal Travel

Travelers may coordinate personal travel arrangements in conjunction with their UA business
travel. This includes personal extended stays at the business location and personal deviations to
a non-business location. You have the option of booking some or all portions in the booking tool
depending on the type of personal travel.

In both cases, a business-only cost comparison itinerary is used to define business travel status
and allowable costs. Any costs that exceed the business-only comparison are deducted from your
out-of-pocket reimbursable expenses. If the additional cost exceeds the reimbursable amount, a
payroll deduction is used to recoup the additional amount from employees.

Personal travel not associated with a UA business trip is not bookable through Concur, CTM, or
UA personnel.

Extended Stay

When a traveler extends their stay at the UA business destination(s) for personal reasons, it is a
personal deviation with an extended stay.

Since UA receives State of Alaska contract rates when booking travel through Concur or CTM,
travel that includes personal days is only bookable through Concur if it is an extended stay at the
business or intermediate location.

Personal Deviation

When a traveler goes to an additional destination outside of the UA business routing or
destination(s), it is considered a personal deviation with a routing change.

Our contract rates are not applicable on travel to a non-business location. Additionally, it is not
appropriate to ask UA personnel to help with your personal travel arrangements.

Business Portion: Booked through the booking tool or by calling CTM
Personal Portion: Booked separately by you
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Submit a Report

The Expense module is used to manage expenses, receipts, and expense reports. The [expense]
Report is the official document for approving travel costs and dates associated with an
authorized trip. It provides final documentation of the trip as it happens including detailed
itemization of costs and modifications made after the Request was approved.

A Report is required to reconcile any charges or refunds to the agency card held by CTM and the
UA travel card held by employees. You should submit your Report within 15 business days of
trip completion.

It is recommended to start the Report as soon as the “Expense” link is available on your
Request. This helps you manage your expenses on the go.

From Request

1. Click the “Expense” link under the Action column of the Request; use the View drop-
down menu to change the filter if your Request is not listed under Active Requests

Active Requests (62)

Reguest Mame Tl Begins With T| | |
= | Request Name | Request D Status Request Dates | Date Submitted » | Total | Approved ... | Remainin... Action
O & Slavik, J 1V20-10v25 SEA 4338 Approved 1W2W2020 QT 2020 $1,350.00 $1.350.00 $1.350.00 Expenss

Concur Fusion 2020

Comment: Per diem is not approved, 10252020
plesse remove and resubmit

2. Verify the Header information from the Request is still accurate and click Next
a. The information auto populates from the Request Header
b. Make any corrections based on changes since original trip approval

Create a New Expense Report

Report Header

Trip Name Trip Purpose Trip Description Trip Typs Traveler Typs Comments
Slavik, J 10/20-10/25 SEA .Professional Development | v Goncur Fusion 2020 |Alaska | w ‘ l Stafd | vl

Business Travel Start Date Business Travel End Date Did this trip include personal travel?  Personal Travel Dates

| roz0i2020 = [roevn = [~] [rozene
Arz any expenses being paid by an Estimated amount to be paid by the

extamal souros rCEiErTler external souros

| Concur | |&|
Fund org Department Gampus Activity Code
[(101010) s General Fungs | [(80042) Financiat systems [~| [ (msFney) swFinancaisy[v | [isw) University of Asska [v] |

[ check to scknowledge that you  REROr Key
cme the university manzy >

Regquests
Request Name Request 1D Cancelled Request Total Amount Approved Amount Remaining
[ Slavik, J 10v20-10¢25 SEA 4338 Mo 51,350.00 51,350.00 51,350.00

Mext == Cano

i
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3. Answer “Yes” to the per diem question if this is the first Report for a completed trip even
if you are not claiming per diem reimbursement (the Travel Allowance is the official

documentation of your time in travel status)

Travel Allowances

e Dioes this trip contain “Per Diem Meals™?

4. Enter the Travel Allowance based on the business-only itinerary and create per diem

expenses if needed (See “Submit a Report: Travel Allowance” for a walkthrough)
5. Add UA pre-paid and out-of-pocket reimbursable Expenses from the trip

a. Itemize expenses as needed (See “Submit a Report

: Itemize” for a walkthrough)

b. Allocate expenses as needed
i.

Select one or more expense and click “Allocate”

ii. If assigning the full cost of selected expense(s) to one funding source
different from the primary funding on the Report Header, enter the
funding information and Save

iii. If assigning the cost of selected expense(s) to multiple funding sources,
use “Add New Allocation” to enter split funding information and Save
IAllocations Total:5250.00 Allocated:5250.00 (100%) Remaining:50.00 {0%]
[ Percentage * Fund *0Org * Department * Campus |P.|::ti\rity Code | Code
] (101010) SW ... | | (B0042) Finan... | | (DBFNSY) S... | | (SW) Univers... 101010-80042-....
# |50 (103010} UA.. | | (endyvea . | | (Diasa) ve .. || (Ua&) Univer... 10301016114
iv. If needed, select additional expenses to allocate and click “Allocate

Selected Expenses”

Expense List

b e e =

Dater | Expense ... | Group | Amount

¥ 10/25/2020  Daily Per ...

12452020 Daily Per ...

$57.00
$ET.00

v. Allocated expenses are indicated by the blue pie chart icon

w0720 Rirfare

6 ﬂ’ @ Alzzka Airlines|
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6. Attach receipts and other pertinent or required documentation
a. You can attach receipts to the Report at any approval stage
b. Itemized receipts are required for all expenses except “Per Diem Offset Meal” or
“Personal/Non Reimbursable”
7. Verify all information is complete and correct then click “Submit Report” (top right-hand
corner)
a. View Report totals from the Details drop-down menu
b. Amount Due Employee = Reimbursement UA owes you (if any)
8. Concur evaluates the Report according to audit rules defined by UA regulations and
guidance
a. Ifno Exceptions are present, the Report is submitted for approval
b. If Exceptions are present
i. The Report is not submitted, and Concur provides information on and
recommended resolution for the Exceptions
ii. Make the required corrections and click “Submit Report” again to re-
evaluate the audit flags

Exceptions
Expense Type | Date Amount | Exception
MNiA o Action: You are not permitted to enter future dated expenses.

Airfars OTI0i2020 $206.20 o Upload your receipts to the sxpense line item using the Attach Recsipt Images. In order for the red flag to be re-svaluated, you will nesd to click the Submit link again.

9. Depending on your email notification settings, you receive an email notification of
Report submission, return, and/or approval

10. Once approved for payment, the Report moves off your Active Reports list and is stored
in your Report Library

SAP Concur Requests Travel Expense Approvals App Center

Profile =

Manage Expenses View Transactions View Cash Advances

Manage Expenses
ACTIVE REPORTS Report Library -
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Travel Allowance

All Reports for completed trips should include a Travel Allowance. The Travel Allowance defines
your time in travel status, applies the meal & incidental expenses (M&IE) allowance, and
determines the allowable lodging rate. The latter two purposes are why a Travel Allowance is
required for all trips with lodging and/or meal expenses.

The allowable rate for your first day of travel is based on the GSA listed rate for the city where
you lodged. The allowance for your last day is based on the rate for the last city you lodged.

If no travel commenced, a Travel Allowance is not entered. For example, Reports to reconcile
expenses from a cancelled trip or accidental card charges. Do not enter a Travel Allowance if you
were not in travel status.

1. The Travel Allowance is prompted when you create a Report
a. Answering “Yes” to “Does this trip contain ‘Per Diem Meals’?” initiates the Travel
Allowance

Travel Allowances x

6 Does this trip contain "Per Diem Meals™?

o -

b. If the Report is already created, you can assign the Travel Allowance from the
Details drop-down menu

Report

=

Report Header
Totals
Audit Trail
Approval Flow
Commnents
Allocatlons
Allpcations
Traval Allowancss
Mew tinerary
Ayailable ltineranes

Expenses & Adjustments

Reimbursable Allowances Summary
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2. In Create New Itinerary, enter the outbound and return itinerary information (start and
end locations, dates, and times)
a. Click Save after entering each leg
b. Use the time you departed from or returned to your home/duty station
c. Ifyour trip includes personal time, enter the business-only itinerary from the cost

comparison
d. Anytime flights cross date lines, the layovers are excluded unless you stopped and

lodged there for the night

Note: Including personal days in the Travel Allowance results in inaccurate calculations on your
allowable per diem. Including layovers/intermediate stops may also result in inaccurate per
diem calculations.

For example, in the following screenshots, the actual itinerary includes an extended stay at the
business location and a layover in Anchorage on the return. The itinerary entered reflects the
business-only travel dates and excludes layover stops.

Travel Allowances For Report: Slavik, J 10/20-10/25 SEA

Create Maw Itinerary || Availsble [tneranies | Expensses & Adjustment: Reimbursable Allowances Summany
Itinerary Info

Itinzrary Mams Sal=ction

lEa'.' k. J 10/20-10/25 SEA lUEEEa‘u. -

Enter Outbound Itinerary

e T — Mew Itinerary Stop

Departure Ci
Departure City « Arrival City Arrival Rate Loca... partre Lity
- lFa rbanks, Alsska
Mo Itinerary Rows Found
Date Time
l 100D _| l 5:00 AM
Amniwal City
Saattle, Washington
Date Time
l 100D _| l 10:00 AM
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Travel Allowances For

Report: Slavik, J 10/20-10/25 SEA

Itinerary Info

Edit Itinerary || Availasble [tineranes | Expenses & Adjustments || Reimbursable Allowances Summany

Itinerary Mame Selection
IEla'.'ik. J 1VI0-10/25 SEA | |usesa
Enter Return Itinerary
e e
Dieparture City « Arrival Ci Arrival Rate Loca...
O | P2 t | t | | ISeattle. ‘Washington |
O Fairbanks, Alsska  Seattle, Washington  KING COUNTY, U...
10E2020 05:00 AM 102020 10:00 AM Diste Time
[ 10252020 | [n00rum |
Arival City
| Fairbanks, Alzzka |
Crate Tim=
[ 102812020 | |00 am |
3. Once the itinerary is complete, click Next
ltinerary Info
Itinerary Mame Selection
ISlavil:. J 100E0-10025 SEA | SEEA
== Ll
Departure Citya Arrival C Arrival Rate Loca...
= | parture City | rrival City | rrival oL | I Fairbanks, Alasha |
= Fairbanks, Alaska  Seattle, Washington  KING COUNTY, UL
1022020 05:00 AM  10¢2002020 10:00 AM Date Time
O Sesattle, Washington  Fairbanks, Alaska  FAIRBAMKS, US-.. | [,ﬁ| | |
10V25/2020 11:00 PM 10v258/2020 03:00 AM
Amival City
Cate Tim=

Go te Single Day Itinera
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Hot Tip: Selecting Import Itinerary provides some available trip itineraries. If the correct
itinerary is available and assigned, this negates the need to manually enter each leg.

Travel Allowances For Report: Slavik, J 10/20-10/25 SEA

o Edit Itinerary
ltinerary Info

Itimerary Mame

2 Avazilable Itineraries

3 Expenzes & Adjustments

Selection

I Slavik, J 10/20-100/25 SEA

USGSA

Imiport [tinerany

Select trips and charges to use to create this itineraryr *
0 | Deccription | Start Date s End Date

[ Ramada OB/20v2020 11:55... 05212020 11:59...

[w] Best Wastam Internations] O5/21/2020 11:55... 05282020 11:59...

[ Courtyards OTAS2020 11:59... 07/ 202020 11:59. ..

2] Best Western International 012020 11:59... 091472020 11:59...

4. Verify the itinerary is correct and click “Next”

Travel Allowances For Report: Slavik, J 10/20-10/25 SEA

1) Creste New Itinerzry {3 Availsble Itinerarizs

Aszigned ltineraries

| Departure City Date and Time a

3 Expenses & Adjustments

Arrival City Diate and Time Arrival Rate Location

@ tinerary: Slavik, J 10/20-10/25 SEA

Fairbanks, Alaska 12002020 05:00 AM

Seattle, Washington 102002020 10:00 AM KING COUNTY, US-WA

Seattle, Washington 125:2020 11:00 PM Fairbanks, Alzska 10¢25/2020 03:00 AM FAIRBANKS, US-AK, US
Available luneraries
|Curren1 Itineraries | w |
| Departure City | Diate and Time « Arrival City Diate and Time Arrival Rate Location

Mo Avsilsble Itineraries Found

<< Previous
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5.

In Expenses & Adjustments, review M&IE allowances and click “Create Expenses” to
assign the Travel Allowance to your Report
Concur calculates the business location GSA rate and displays the daily allowable
M&IE in Expenses & Adjustments
You can exclude provided meals, full days, or all per diem by checking the

a.

b.

associated boxes

The Allowance column provides total daily M&IE after deducting provided meals

or excluded days

Travel Allowances For Report: Slavik, J 10/20-10/25 SEA M ox
Create Mew ltinerary || Awvailsble Itineranies | Expenses & Adjustments ||| Reimbursable Allowances Summany
Show dates mel |'F“'| w.l |m| ﬂ
f Exclude | All [ | Date/Location a | Meals Rate | Breakfast Provi... | Lunch Frovided | Dinner Provided Allowance |
~ ga?ﬁaﬁhing... 7.0 30.00
ég;ztlﬁaashing... ¥76.00 C $57.00
éga?ﬁasning._ $76.00 4 $57.00
gﬁﬁa&.hing.._ ¥18.00 Cd $57.00
égf:flzﬂfashing.._ ¥76.00 o o F21.00
gﬁﬁa&»hing._ ¥76.00 $78.00
éga?ﬁashing... ¥57.00 L o 35.00
<< Previous | Cancel
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6.

“Daily Per Diem” based on the Travel Allowance generates as expenses on your Report

Slavik, ] 10/20-10/25 SEA
|. 4+ Mew Expense | Imiport Expenses Deetails = Receipts * Print / Email =
Expenses View
] | Date = | Expense Type Amount Requested
Adding New Expenze
10026/ 2020 Daily Per Diem $5.00 $5.00
Seattle, Washington
10/ 25/2020 Daily Per Diem $76.00 76,00
Seattle, Washington
10242020 Daily Per Diem $23.00 $23.00
Seattle, Washington
ICl 10232020 Daily Per Diem $57.00 $57.00
Seattle, Washington
102252020 Daily Per Diem $57.00 $57.00
Seattle, Washington
10/21/2020 Daily Per Diem $57.00 $57.00
Seattle, Washington

7. Access the Travel Allowance from the Details drop-down menu to Edit or Unassign the

information

a. Only unsubmitted Reports are changeable
b. Click Update Expenses on the Expenses & Adjustments tab to recalculate M&IE

allowances
c. The “Daily Per Diem” expense is not editable under Expenses
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ltemize

Some expenses require itemizations to separate “child” Expense Types from the “parent.” This is
primarily used for “Lodging” expenses as they contain nightly charges for the lodging rate, taxes,
and fees. However, the itemization process is also used when the expense includes personal
portions or when multiple Expense Types apply to a single charge.

For example, the business + personal airfare is purchased on the agency card, but the business-
only itinerary costs less. You can create an expense for the full amount and itemize the expense,
creating two itemizations: one for the business-only airfare cost and one for the additional
personal cost.

Note: Transaction Date, Amount, Expense Type, and additional information are adjustable on
the individual “child” itemizations even on agency and travel card charges.

1. Add the “Lodging” expense and click Itemize

Mew Expense Awzilzble Recsints
Expenszs Type Transaction Date Payment Type
l Losdiging £ | 072002020 e l Out-of-Pocket e
Amount Vendor Lodging Location
EIE: USD | [ courtyaras v| | seatie, washington
Trawel Allowancs Comment Trip Furposs
[Profeszional Development |

Trip Type Traveler Typs Regquest
| 2i=sks v| s v | [ 0202020, 5200.00 - Siavi |

|' Itemize | | Allecate | | Attach Receipt | | Cancel

2. The Nightly Lodging Expenses tab activates
a. Use the calendar to select your check-in and check-out dates (number of nights
auto-calculates)
b. Enter the room rate, taxes, and other recurring charges
i. Enter the average nightly rate in the charged currency
ii. Do not worry if there are different rates for different nights — entering the
average is fine
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Esxpenss | Mightly Ladging Expsnsas ‘

Avzilable Recsipts

Check-in Date Check-out Date Mumber of Mights
[ 10202020 [ 1or25i2020 = |

Other Room Tax 1

Recurring Charges (each night)

Reom Fate Reom Tax
| 140,00 | | 17.50 |

Other Room Tax 2

Rloom rate and taxes will b2 shown 25 ssparste sxpenses
Additional Charges (each night)

Expenze Typs Amaount
|Lo:|ging Fezs |3.1c| |
Expenze Type Amount

|Chwrsean ExpEnss type |‘-"|

miEations

iii. Do not worry if the total cost does not divide evenly — individual
itemization amounts are adjustable once Nightly Lodging Expenses is

saved
[ v 07202020 Lodging $521.95 $803.00 ™ |
9 ns Courtyards, Sesttle, Washingto Expense Type Transaction Diate

[# 1002472020 Lodging Fees 3310 33.10 II-NQiHQ Fees | V| I 102472020 Eﬂ

@ Payment Type Amount \ 000 o
O 107242020 Leddging $140.00 $140.00 1 ~ | an uso | v|

@ Vendor Lodging Location
O 10724/2020  Lodging Tax $17.50 $17.50 |

@ Courtyards b Seattls, Washington
O 10/23/2020  Lodging Fees £3.10 $3.10 Comment Trip Furgose

@ I [Frofessional Devebpment.| e |
O 10202020 Ledging $140.00 $140.00
| 1072372020 Lodging Tax $17.50 $17.50 Trig Type Traveler Type

i | sse B B |v]
| 102272020 Lodging Fees $3.10 $3.10 Request

2] |1omm:)2a, w-.c-::-smik| |
= 107222020 Leddging $140.00 $140.00
O 10VZ22020  Lesdging Tax F17.50 $17.50

753 [v]

TOTAL AMOUNT TOTAL REQUESTED -
aye
$1,360.20 £1,360.20 -
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3. Concur calculates and provides any remaining amount unaccounted for in the

itemizations

6 Total Amount: 3521.35 | temized: 3802.01 | Remaining: $115.94

a. Correct the costs in the Nightly Lodging Expenses tab or
b. Add a one-time charge itemization(s)

-
| Add Itemization || Attach Receipt | [ Cancal |

Mew Itemizatim|

[Expenss Typs

Chooss an expenss type | v|

Nﬂltﬂrﬁaﬁm|

a Total Amount: $521.35 | temized: 3802.01 | Remaining: $115.94

Expense Type

Transaction Drate

| Per Diem Offsst beal

=

| v| |-::|?r2w2crza

Payment Typs

Comment

Amount fs -
T| |11a..54 || uso il

‘Flmm Service

=]
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4. “Child” expenses are itemized under the “parent” expense

“Parent”

“Child”

(] w  OF/20:2020

]

O O o O I O

'l) e @ O Courtyards, Seattle, Washingto

102453020

®0

102452020

@

12452020

®

102452020

®

1 ZH00

®

12300

®

123020

Ledging

Per Diem Offzet Masl

Lodging Fees

Losdiging

Lodging Tax

Ledging Fees

Lodging

Lodging Tax

$621.95

F118.54

2.1

$140.00

$7.50

.10

$140.00

F17.50

0301

2.1

$140.00

$7.50

.10

$140.00

F17.50
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Personal Travel

Travelers may coordinate personal travel arrangements in conjunction with their UA business
travel. This includes personal extended stays at the business location and personal deviations to
a non-business location.

You must identify on the Report personal days taken in conjunction with UA business travel. For
this reason, the Report Header includes a section for documenting your personal days.
Remember to update the Report Header if personal time was added to or removed from your
approved Request.

Expenses accrued during or because of personal days are not reimbursable. The Travel
Allowance must reflect the business-only itinerary from the cost comparison/past fare quote to
accurately calculate business-only per diem allowances. Expenses paid on the agency or travel
card must reflect the correct Expense Type. Out-of-pocket expenses must reflect only those
incurred for the business purposes of the trip.

Agency/Travel Card

Personal expenses paid on the agency or travel card are deducted from your total reimbursable
amount. If your personal expenses exceed your reimbursable amount, a payroll deduction is
used to recoup the additional amount from employees. (Please work with your department to
directly reimburse UA if you are no longer an employee.)

Personal expenses paid on the agency or travel card during travel are documented as Expense
Type “Personal/Non Reimbursable,” even if a different Expense Type would apply if it were a
business expense. If the expense is only partially personal, use the Itemize feature to separate
the business from the personal portion.

Example of business + personal airfare when the business-only cost comparison is less:

v  OTMV2020 Airfare $208.20 $250.00
G e ‘} @ Alzzka Airines, Fairbanks, Alzs
Comment Histony g
OTv2020 Airfare $250.00 $250.00
Entered By Comment Text @
07/ 21,2020 Test, Additional cost for -'Il'-f.-'-:l.-Z-:lE-:l Personal/Non Reimbursable £58.20 #0.00
Travelerlne bucinecc+parcona | (= C}
L

Example of lodging that includes three nights of personal days:

1. Use the Nightly Lodging Expenses tab to enter the business-only expenses
a. Use the business dates for Check-in and Check-out

Check-in Date Check-out Date Mumber of Mights

T E P ||
| 07152020 | | AN ZE 10K | B
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b. Use the average rates of the business-only expenses

Recurring Charges (each night)

Fioom Rate Fioom Tax
|12':'.'L‘-:' | | 12.00 |
Crtheer Floomn Tax 1 Other Rioom Tax 2

| | | |
Fioom rate and taxes will be shown 35 separate expenses

Additional Charges (each night)
Expenss Type Amount

|Chonr5eanex|:enset'_.r|:e |V| | |

Expense Type Amnaunt

|Ehmr5eanex|:en5et§,f|:e |V| | |

2. Calculate the total amount of your personal lodging expenses and add a single
“Personal/Non Reimbursable” itemization

I
| Add temization || Attach Receipt | [ Cancel |

Mew ltemization |

Expenss Type

Choose an expense typs | V|

Expenss Typs Transaction Drate Payment Type
| Peronzion Reimbureatie| v | | omitaz020 B |zNotUsediBCF v|
Amount - Comment Request

|231.55 || usp L' Bdditional personal nights of stay |1w2cm‘2a. :’:~E'.’2I.C-:l-51a-.-ik|v|

w07 2002020 Lodging 921.956 T650.00
o E @ U Courtyards, Sesttle, Washingto

T4 2020 Personal’Mon Reimbursable $231.95 $0.00

0TS0 Ledging $120.00 $120.00

0TS 2020 Ledging Tax $18.00 $18.00

Out-of-Pocket

The Report is used to document UA paid expenses. Personal expenses paid out-of-pocket are
excluded from your Report unless the expense is only partially personal. In which case, only the
business portion is documented or the Itemize feature is used to separate the business from
personal portion.
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Mobile Tools

Tools for the on-the-go travelers to manage your travel and expenses on a mobile device.

Use the Concur App Center module to link available apps with your Concur account.

Help~

SAP Concur @ Requests Travel Expense Approvals App Center Profile @
file =

App Center |

Category: All Apps v Need Help?
Popular Connections

Do more with your favorite apps and services by linking them o Concur

American N\
American Airlines Concur for Mobile Lufthansa German Triplt Delta Air Lines Hertz
Connect your Airlines An easiertrip, every Make your business Faster Connections,
Ahdvantage Ac v Connected A new level for your time travel quick and Better Reservat
Travel & Expens

SAP Concur App

The following functions are available through the mobile app:

Trips — View itinerary information for upcoming trips loaded into Concur
Expenses — Manage expenses in Available Expenses

Expense Reports — Create, review, and submit Reports

Approvals — Approve Requests and Reports as COA or Supervisor

Requests — Create, review, and submit Requests

Expenselt — Upload documents to Available Expenses using the phone’s camera

I

Since use of these functions can vary with phone type, specifics for using the features are not

covered in this guide. Instead, you should access the mobile app training videos and guides from

Concur.

Select Training from the Help drop-down menu in the upper right-hand corner of the Concur
dashboard. Select the desired phone type from Concur Mobile Travel and Expense App.

Training Concur Mobile Travel and Expense App

_ Windows Phone.
Expense Help

Blackberry
Request Help

Android
Processor Privacy Statement

iPhone
SAP Concur Comnmunity «  Windows Phone

Travel Helo ideos and guides for users who need help with Concur Maobille or those who want to learn more about using the application an iPhone, Android, BlackBerry, and
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Mobile App Setup

1. Download SAP Concur Travel app through the mobile device app store
2. Access mobile login options through the Concur desktop
a. View Profile Settings>Concur Mobile Registration
b. Setup the UA SSO login option by entering the company code in the mobile app
or
c. Setup the CTE Login by assigning a PIN

Concur Mobile

Manage your expenses and business travel on your mobile
device.

To get started, enter your email address below and we will send you a link to download the app.
jrslaviki@alaska.edu Get Started

Or, review your sign-in details:

To sign in to the Concur Maobile app, simply tap on "Company Code Sign In" after downloading
the Concur Mobile app and enter your company code. Then follow the instructions per your
company procedure for single sign on.

Company Code: YMNXGH

Alternatively, you can use your Concur usemame and a Concur Mobide PIM

Enter a new Concur Mobile PIM in the fields below to setup a new one.

Concur Username: jrzlaviki@alaska adu

Create FIN:
FIN mayy be letters, numibers and specal characiens such 2= L5, or # bul mo spaces
Retype PIN

Sel Canciir Mobile PIN

Triplt Pro
The following are functions included in TripIt Pro:

Keep all your travel plans in one place

Selectively share travel plans

Receive real-time flight alerts

Find out when a better seat is available

Manage travel reward program points in one spot

aH®h

Mobile App Setup

1. Download and activate the SAP Concur mobile app
2. Visit the App Center in the Concur desktop
a. Select the TripIt app option
b. Connect the TripIt app to link it to the user’s Concur account
Download the TripIt app to access the free Pro subscription
Login with the CTE Login and password created when connecting TripIt through the App
Center

B ®
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