


WELCOME EAGLES!!!




Travel Contacts

During business hours: K’Leeh Holt at 903-223-3112

Please only call after-hours for hotel and/or rental car travel card
declines. All other declines will be addressed the following business

day.



How to Order a Travel Credit
Carad

Fill out the CBT Travel Card Application found on our website...

http://tamut.edu/About/Administration/travel/index.html

Please ensure your supervisor signs the application

Complete the Acknowledgement form at the end of the Travel Guidelines
PowerPoint

Send original application and Acknowledgement Form to the Travel Office


http://tamut.edu/about/Administration/travel/TAMUT%20Travel%20Card%20Application%20and%20Approval%20Form%204-12-5012%20Requires%20Acrobat%206.0%20and%20Later.pdf

What is CONCUR?

Concur integrates pre-trip approval and expense reporting with a
complete travel booking solution.

This comprehensive Web-based service provides all of the tools users
need to book travel as well as create and submit expense reports.

Managers use the service to review and approve expense reports.

Back-office employees use the service to produce audit reports,
ensure compliance, and deliver business intelligence to help your
company reduce its costs.



How to log on to Concur:

https://sso.tamus.edu

Login to HR Connect (Single Sign On) using UIN and current password

Select Concur


https://sso.tamus.edu/

(' SINGLE SIGN ON v

My Managers My Employees My Roles Profile Contact

Applications you have access to

vame : R G G

S5O Menu My Links

n Business Objects n Business Objects CMC 1099Pro Prod
Canopy n Canopy (Training) 1099Pro Test

Concur n DW Report Portal Manage Links

Endowment Reports n HRConnect Legacy

Maestro L MyEvive Recent Lagon Activity Help
B v
Workday Help (] 04/23/2021  Successful Logon.

() 04/23/2021  Successful Logon.

(] 04/23/2021  Successful Logon.
You have hidden menu items which may be shown by clicking the Manage Menu button. 0 0422204

Refresh Menu

Successful Logon.

(] 04/22/2021  Successful Logon.

View Security Log

What should I report?

Report Problem




First Things First. ............
.......... Setting Up a Traveler’s Profile

Select Profile Tab

Select "Personal Information™

Verify pre-loaded content

Complete remaining requirements and preferences
Designate Assistants and Travel Arrangers, if applicable
Designate Expense Delegates, if applicable

Add credit card information

Note: Required fields are denoted in red.



Adding Assistants/Travel Arrangers
and Expense Delegates

TO SETUP ASSISTANT/TRAVEL .
ARRANGERS: TO SETUP EXPENSE DELEGATES:

Select Profile Tab. Select Profile Tab

Select “Assistant/Travel Arrangers" §E|eCt "Exgea§e Dflhega;es" untc;l]er the
under the “Travel Settings" header Xpens>e Settings neaderon the

left-hand column.
on the left-hand column.

Click on “Add”
Click on “Add an Assistant”

Type in the delegates UIN #

Type in the delegates UIN #
vP 5 Check mark “can prepare” and

“ H 1~
Select “Can book travel for me” and  “receive emails
“Is my primary travel assistant” if
applicable

Select “Save”



Profile Personal Information System Settings Mobile Registration

Your Information

Profile Options

Select one of the following to customize your user profile.

Personal Information
Company Information

Contact Information Personal Information

Your home address and emergency contact information.

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

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

E-Receipt Activation
Frequent-Traveler Programs ~ Enable e-receipts to automatically receive electronic receipts from

Assistants/Arrangers _ participating vendors.
? Travel Vacation Reassignment

Gaoing to be out of the office? Configure your backup travel
manager.

Request Preferences

Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel

Request Settings
Request Information

Request Delegates : /
Prompts are pages that appear when you select a certain action,

such as Submit or Print.

Company Car
Company Car

Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car

Favorite Attendees

_ Select the opticns that define when you receive email notifications.

Travel Vacation Reassignment

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

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

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

Travel Profile Options
Carnier, Hotel, Rental Car and cther 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 emall notifications.
Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Mobile Registration
Set up access to Concur an your mobile device




Customizing Home Page

To customize additional user settings, select "System Settings”

Select “Other Preferences”

Click on Home Page down arrow

Select “My Concur”

Home page allows you to see all your Concur activities on one page
You may move these windows and place them in any order you prefer

To add mobile access via apps for iPhones, Blackberries, and Android
devices, select "Mobile Registration" under the "Other Settings"
header on the left-hand column.



Creating the Travel Request
(TR):

Under the “Request” tab, select "New
Request,” complete the request details, and
then select "Save."




Travel Request Screen

Administration v | Help ~
.CONCU Requests ~ Travel  Expense  Approvals  Reporiing »  App Center ™
Profile + "/
“
Manage Requests | SRR 48 Process Requests  Quick Search
Req u eSt Delete Request Submit Request
Status: Not Submitted
Trip Name/Destination:
Trip Purpose & Benefit:
Request Header || Expenses || Approval Flow | Audit Trail
Trip Name/Destinationfyy Trip Start Date Trip End Date Travel C Traveler Typs Student Travel Activity Type Contracts/Grant
| E | E | ] ¥ | v [ B
Non-Employes/Student Traveler (Last Name,
Trip Purpose & Benefi Personal Travel Inludzd7yp First Name )y Notes
e M | |
Foreign Riskpys Foreign Country 1 Foreign Country 2 Forsign Country 3 Foreign Country 4
| M | M | [ | [ | v
System System Member Department/SubDepartment Account Account Atfribute Department Reference Mumber
| FAMIS ‘ v| | (15) Texas AGM Univ-Corpus Chrit ‘ v| | {PURC) PROCUREMENT & DISBURSE | vl | | v| v |




Entering Trip Information

Add Trip/Destination field should include the City & State

Fill in trip start and end date (manual or calendar)
Fill in purpose and benefit to the University
Select the travel classification

Select the traveler type

Denote personal travel— “Yes or No”

Add notes to supervisor or auditors

System Member is “22”
Department/SubDepartment

Account & Account Attributes



Request

Status: Not Submitted
Trip Name/Destination:

Trip Purpose & Benefit:

Request Header || Expenses || Approval Flow | Audit Trail

i

Trip Name/Destinationfy> Trip Start Date Trip End Date Travel Classification Traveler Type Student Trave! Activity Type Contracts/Grants

Houston, TX/ELongerial10-1 | | 10012017 |l | 10052017 ‘l | Employee-In State ‘ VI | Staff ‘ Vl | | V] | Mo | v ]

Nen-Employes/Student Traveler {Last Mame,

Trip Purpose & Benefit Personal Travel Includ ed?m First Name)[;!? Notes

Travel to Houston to aftend Concur ‘ No | v l [ I

conference
Foreign Riskly? Foreign Country 1 Foreign Country 2 Foreign Country 3 Foreign Country 4
| v v ¥/ | I+ | B
System System Member Department/SubDepartment Account Account Atfribute Department Reference Number
| FAMIS | v l | (15) Texas A&M Univ-Corpus Christi | v l | (PURC) PROCUREMENT & DISBURSE | v l | ‘ v] v I




Selecting an Account Number

Do not change the System Member number. It will always default to
our system number “22”.

When selecting an account number click in the box labeled account
and a drop down box will appear. Type the department for the account
being used, list of account numbers will appear where you can pick
your account number here.

If you are not sure of your department number, you may ask your
Admin.



raveler Classification and
ype

When adding traveler classification and type, make sure the correct
options are being used.

Commonly Used Classifications/Types:

o

o

o

Employee-In State/Faculty or Staff
Employee-Out of State/Faculty or Staff

Student-Domestic Travel/Faculty with students or Staff with students (used when traveling
w/students)

Prospective Employee-Domestic/Non-employee

Prospective Student/Staff (used for Recruiting trips)

If you are creating a TR for a traveler who is a prospective employee or guest
traveler, a W-9 form needs to be filled out and sent to Accounts Payable.
Please note on the W-9 that the traveler needs to be added in Concur.


https://tamut.edu/About/Administration/Accounting/index.html

Personal Travel Please denote if the traveler is going to have any personal
travel while on their trip. Select “Yes” or “No”.

Notes: This section is reserved for any extra information you will need to
explain about the trip. Here is where you can add notes regarding
students and/or for multiple traveler approval. Any notes that will help
put trips together or offer any type of explanations.

Department Reference Number. This field may be used by department. It
is not mandatory.

Contracts: This field will be defaulted as “No” even if you do have a
contract or grant. You will need to change to “Yes” if using grant funds
(4xxxxx accounts).




Foreign Risk Acknowledgment
and Foreign Country 1, 2, 3, 4

Click “Foreign Risk Acknowledgment” box and select “Country(s) not
under a warning” or “Country(s) under US State Dept warning”.

Foreign Country 1,2,3 and 4: “Foreign 1” — select the first country;
“Foreign 2, 3, 4” — select the second, third or fourth countries (if
applicable) where traveler will visit.



Req est FUXD Atschments+ | Print/Email» | Delete Request || Submit Request

Status: Not Submitted
Trip Name/Destination: Houston, TX/ELongonia/10-1

Trip Purpose & Benefit: Travel to Houston to attend
Cong...

Request Header | Expenses | Approval Flow || Audit Trail

ry
Trip Name/Destinaticnfy Trip Start Date Trip End Date: Travel Classification Traveler Type Studznt Travel Activity Typs Contraets/Grants
Housten, TX/ELengoria0-1 | | 1001207 ‘] | 10052017 ‘] | Employes-In State ‘ v ] | Staff ‘ v | ‘ v I | Mo ‘ v I
MNen-Employes/Student Traveler (Last Name,
Trip Purpose & Benefit Personal Travel IncIuded?Q? First Name)Q? Motes
Travel to Houston to attend Concur | Ha ‘ ¥ ] | ‘
tonference.
Foreign Riskly Foreign Country 1 Foreign Country 2 Foreign Country 3 Forzign Country 4
| | [+ | [+ | | v
| Country(s) not under & waming
N ST BT System Member Department/SubDepartment Account Account Attribute Department Reference Number

| FAMIS ‘ Vl | (15) Texas ABM Univ-Corpus Christi ‘ v] | {PURC) PROCUREMENT & DISBURSE

Y | 4] v |




Once you have filled
out all the required
fields hit Save

Request FUXD

Trip Name/Destination: Houston, TX/ELongona/10-1

Trip Purpose & Benefit: Travel to Houston to attend
Conc...

!

Attachments * Print / Email * Delcte Request | Submit Request

Status: Not Submitted

Request Header || Expenses | Approval Flow | Audit Trail

&

Trip Name/Desfinationfys Trip Start Date Tiip End Date Travel Classification Traveler Type Student Travel Activity Type Confracts/Grants

Houston, TX/ELongorial10-1 | |1IJFD1I2-317 |l |10m5f2317 ‘l |Emp|oyee-|n State ‘v] |Sla1f ‘v] ‘ ‘v] |No |v]

Non-Employes/Student Traveler (Last Name

Trip Purpase & Bengfit Personal Travel \nclud&d?h? First NameJQ? HNotes

Travel to Houston to aftend Concur | Mo | v l | |

conference.

Foreign Risklo Farsign Country 1 Foreign Country 2 Forsign Country 3 Foreign Country 4
| | | M| M | v
System System Member Department/SubDepatment Aczount Aczount Aftribute Department Reference Number
| FAMIS | v l | {15) Texas ABM Univ-Corpus Chrit | v l | PURE) PROGUREMENT & DISBURSE | v l | ‘ v ] v |




Encumbering your Expenses

Select “New Expense”

Choose the expense you would like to add to your TR.
Type in the amount you are requesting for each entry.

Make sure the account number is correct. You may encumber a
different account for each expense up to 4 accounts including the
account listed on the Request Header by using the Allocate button.

Add any notes and/or higher lodging rate requested for your hotel
expense.

When selecting lodging and meals please make sure you include the
General Services Administration (GSA) per diem rates. They can be
found on www.gsa.gov .



http://www.gsa.gov/

Encumber your Expenses

Request FUXD

Status: Not Submitted
Trip Name/Destination: Houston, TX/ELongoria/10-1

rip Purpose & Benefit: Travel to Houston to attend
nc...

RegudetHeader || Expenses | Approval Flow || Audit Trail

j + New Expenze ! &
Expense Type
D Date Expense Type Amount Requested
To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense, click the expense on the left
side of the page.
Communications Other Transportation =
Fhaone Conference Registration Airfare
Individual Meals Dues Airfare Ticket Tax
Business Meal Educ Books = §5k Airline Fees
Business Meal-Alcahol Gifts Airline Ticket Change Fee
Meals Incidentals Boat
IMeals-Non-Overnight Internet Bus/Shuttle
Lodging Laundry Car Rental
Hatel Rental of Space Gasoline
Hatel Tax Services-Other than Travel Limousing
Rent-Apartment/House Supplies Mileage Single Engine Aircraft
Travel Agent Fees Wileage Turbo Aircraft
Fersonal Car - Mileage Wileage Twin Engine Aircraft
Parking
Subway
TOTALAMOUNT | TOTAL REQUESTED RET 2
$0.00 $0.00




Higher Lodging

If requesting a higher lodging rate, please choose Yes or No in the
Higher Lodging Rate Requested box.

A higher lodging rate is sometimes needed if the GSA per diem rate is
not available, or the hotel of the conference site has a specific rate that
is higher than the standard rate.




Higher Lodging Requested Here

Request FUXD

Status: Not Submitted
Trip Name/Destination: Houston, TX/ELongoria/10-1

Trip Purpose & Benefit: Travel to Housten to attend
Conc...

Request Header || Expenses | Approval Flow || Audit Trail

I + New Expense | & Expenze Type T ion Date

Destripti High®\ gdging Rate Requested?
|Hote\ M |1DFD1F2-}1F || | |v
D Date Expense Type Amount Requested ‘ "
‘fes
Tranzaction Amount Comment FAMIS REF-A FAMIS REF-B
o |[=]




Attach Documents to your Request

Manage Reguests Mew Request Process Requests Quick Search

Request TYHA ==

Check Documents Status: Approved
Trip Name/Destination: Attach Documenis Amount: $429.96
Tgpﬂlfg{pose & Benefit: :

Feguest Header | Expense Summary || Approval Flow | Audd Tra

Trip Nnma.ju::unmq? Reguest Palicy Trip Start Diste Trip End Date Travel Classification
TAMU Request Poloy v DBMTI0Z Efl oanaizon Empioyee-in State v
Traveler Type Siudent Travel Activty Type Caniracts/Granis Trip Purpose & Banefit GEA Meal Rr.nm?
Ctaf o w Mo e

Mon-Employes/Student Traveler (Last Mame,
Personal Travel included?lyp First Name)ly 7 Notes




Submitting the request...

Once you have requested all your expenses for the trip, they will appear
on the left side of you TR.

You will then click on the “Submit Request” tab. This will send the
request to your supervisor to approve.




Request FUXD

Status: Not Submitted
Trip NamefDestination: Houston, TX/ELongoria10-1

Trip Purpose & Benefit: Travelto Houston to attend
Conc...

Request Header | Expenses || Approval Flow || Audi Trail

o ey Expenss ll g
) ‘ Eipense Type:
D Date ‘ Expense Type ‘ Amount ‘ Requested ‘
To create a new expense, click the appropriate expense type below or ftype the expense type in the field above. To edit an exisfing expense, click the expense on the lef
site of the page.
Communications Other Transportafion

Phong Conference Registration Alfare




How to read your TR...

There are different ways to read your Travel request:

Click on the “Requests” tab and all “Active Requests” will come up.
Choose the one you want to look at.

> This will show you the basic information of your TR. It will also show you
the “Request ID” assigned to your request.

Click on “Audit Trail”,
o This will tell you who has touched your document.

Click “Approval Flow”
o This will show the status of your TR and who’s box it is sitting in.



Travel Request ID

Request FUXD

Trip Name/Destination: Houston, TX/ELongona/10-1

Trip Purpose & Benefit:\Iravel to Houston to attend
Conc...

Request Header || Expenses || Approval Flow || Audit Trail

Trip Name/Destinationfy 2 Trip Start Date
Housten, TX/ELengorial10-1 | | 1001207 |
Trip Purpose & Benefit Personal Travel Included?lyz
Travel to Houston fo attend Concur | Mo W |
conference.




Audit Trail View

Request CJPP

Trip Name/Destination: Houston/Longoria/081016
Trip Purpose & Benefit: Travel to Houston te attend the

Request Header || Expense Summary || Approval Flow || Audit Trail

Request Level

Date/Time | Updated By Action Description

07M2i2016 0324 PM LONGORIA, ELIZABETH Confirmation Agreement Acceptance FAMIS Request Submit Confirmation

071272016 0224 PM LONGORIA, ELIZABETH Approval Status Change Status changed from Mot Submitted to Submitted
Comment:

07202016 0324 PM LONGORIA, ELIZABETH Approval Status Change Status changed from Submitted to Submitted & Pending Approwval
Comment:

07/M12/2016 03:24 PM System, Concur Approval Statug Change Status changed from Submitted & Pending Approval to Auto Approved
Comment:

07182016 02:02 &AM HARRAL, JUDY Approval Status Change Status changed from Pending Cost Object Approval to Approved
Comment:

07M8/2016 09:02 AM  System, Concur Approval Status Change Status changed from Submitted & Pending Approval to Auto Approved
Comment:

07182016 0202 AM System, Concur Approval Status Change Status changed from Submitted & Pending Approval o Auto Approved
Comment:

07182016 08:02 AM  System, Concur Approval Statug Change Status changed from Submitted & Pending Approval to Auto Approved
Comment:

07182016 09:02 &AM System, Concur Approval Status Change Status changed from Submitted & Pending Approval to Auto Approved
Comment:

071852016 0202 AN System, Concur Approval Status Change Status changed from Submitted & Pending Approval to Auto Approved
Comment:

07182016 0202 AM System, Concur Approval Status Change Status changed from Submitted & Pending Approval o Auto Approved
Comment:

07182016 08:02 AM  System, Concur Approval Statug Change Status changed from Submitted & Pending Approval to Auto Approved
Comment:

121002016 068:27 AM System, Concur Cloze/Inactivate Status Change Reguest was closedinactivated




Approval Flow

Request (JPP

Trip Name/Destination: Houston/Longoria/031016
Trip Purpose & Benefit: Travel to Houston to attend the

Request Header || Expense Summary || Approval Flow || Audit Trail

Cost Object Approval:
(07/18/2016 Aporoved)

& ADMINISTRATIVE SERVICES (FAMIS-15-ADMIN): (07/18/2016 Approved)

HARRAL, JUDY A

(07/18/2016 Approved)




Booking Hotels, Flights and Car
Rentals

Once trip is approved in Concur, traveler may:

Book local and international flights
Make car rental reservations
Reserve hotels

Using our contracted Concur travel agent, Corporate Travel Planners is
recommended. Once all reservations are complete, traveler is ready
to go on trip.

Using Expedia, Travelocity, and other online booking agents is highly
discouraged.



Corporate Travel Planners

Will provide and deliver comprehensive, client specific travel
management services faster and cheaper

Online booking fees will be included with total amount charged to
credit card

For Group travel it is recommended you utilize Corporate Travel
Planners, fees will apply.

Corporate Travel Planners is the only State Contract travel agency we
can use.



Now you have come back from
your trip......\What to do next?

Once you have returned from your trip you will create an expense
report to reconcile your charges and be reimbursed for any out-of-
pocket expenses.

Log on to SSO, select Concur, and select the Request tab

Locate approved request then click “Expense” under the “Action”
column.

The Expense Report Header is displayed with the Travel Request
attached.

Type in the correct account number.
Once you verify the information on the header, click “Next”.

The Expense Report Summary is displayed. Click “Import” add Citibank
charges. Click “New Expense” to add out-of-pocket expenses.



0 vou are cusrently logged in 85 & test user

CONCUR

Manage Expenses View Transactions Cash Advances ~

Create a New Expense Report

Repor Header

Cestnaton

Trp Start Dade Trp End Date Repaort Date Pokcy
I Il.‘--‘-'17 15 41 I 021a2015 = DH2E015 =
Purposs & Benefi Aepor Ky Sysiam Wembe! Depariment | Seb-Dapartment Apcount
Apend conference io present

(02} TEDCAS AAM LNEVEF
research and nebwork wih

coleagues

(FISC OPS) FUO - ACCO (210410 22000) FlbD - A |~

Personal Travel incloded §? Department Reference Mumbss Travel Chstification

dccount Atributes. Saudent Traved Type
L) LOCAL Ho -

IEr'l:nrcr-n State - v '{j
Nofes Auth Reguesi Encumbrance Release Fama Exigrnal VD q-_;

Fisal

GEA RATES o

0.0g

Hensests

Bequest Rame Roqgueat i

Caree lhed Request Total Amount Approved
Fost Warth, TX Conference TGP

Amaunt Remaining
L] F0.00 30000

B0.00

Click Next

“ -:!.I-.:




“ Yoii mire currently logged in as a teal user

CONCUR Regues!s Trawel Expense Approvals App Canter

Manage Expenses View Transactions Cash Advancas -

ort Worth, TX Conference SR o |

Rent.Apanrmarttouse
Other

ATM Caah Withadrawal

Bank Feas

Conferesca Regatralion

Personal Car - Mileage
Personal Car Mieape
Transportation
Arfare
Arfare Ticket Tax

= Haw Expann & Qisch Fapanan Fmpor = Detais = Recepts = Pried / Emad =
Expenses mm Em View * & | New Expanas &y piabie Hecepts
Date * Expenge Aot Bequested
Adding New Expanse Expenas| |
s T CrBaNE & P EapEBe, chick the aTpniale Srpente Ape Selow oF DT e Expense oo i e eld above. To Bt 8 aunisting
lio Expenses Found EApense. Circk (he cxpense oA e el 500 of ihe page

@ Recently Used Expense Types
Weam Paskng Airfade
Car Reral Hotel

All Expense Types

Communicatons -~ Other - Transportation
Prane Duses. Airine Faes

Indivedual Meals Educ Books = 85k Airine Ticket Change Fee
Busness Weal Geta Bost
Busness Mealsdeshol nodenials Bus/Shutte
Meaks ntemet Car Rental
Meals-Hon-Overnight Loundry Gasolng
Sales Tax Charged in Error Rentad of Sgace Limauaine

Lodging Services-0fhar than Travel Migage Snghe Engng Arcraft
Hotad Supphes Uiksagn Turtsn Aircraf]
Hobel Tax Travel Agant Feed Mlsags Twin Engine Arcraft

Parking
Cubway

TOTAL AMOUNT TOTAL REQUESTED

$0.00 £0.00 [}




Credit Card Charges and
Expenses

Once your charges and expenses appear on report you will need to
assign the expense type to each expense. If “undefined” is showing,
that indicates Concur does not know what the expense type is, so you
need to tell it.

Click on the line item to complete transaction details and make sure
that the orange circle with a credit card in the middle is showing. This
indicates you used your travel card. It looks like this: ©

Line items can also be itemized and/or allocated to a different account
Attach receipt if required

Save (you may also save as you enter data)



Allocating Charges & Expenses

If line item needs to be expensed to a different account number...

Click on line item

Select allocate (located on lower right side of screen)
New window appears

Select account number

Allocate by amount or percentage

Click Save and Done



Claiming your Out-of-Pocket
Expenses...

Click on New Expense

Select the expense you are claiming

Fill out all required fields denoted in red

If claiming hotel, you need to itemize your expenses
Click on hotel; select itemize.

On Payment Type choose “Out of Pocket”

Choose your expense type; Fill in the required fields; and select “Save
ltemizations”.

The expense will populate to the left of the screen with the expense type
and itemized amount(s).

The total itemization must balance to the amount being claimed.



It claiming mileage...

The maximum state mileage reimbursement rate for travel by state
employees in a personal vehicle is adjusted each calendar year.

This rate is consistent with the Internal Revenue Service’s standard
mileage rate. For more information, see State Mileage Reimbursement
Rate (FPP S.005) ,Transportation: Mileage in a Personal Vehicle in
Textravel.



https://fmx.cpa.state.tx.us/fm/travel/milerate/index.php
https://fmx.cpa.state.tx.us/fmx/travel/textravel/trans/personal.php

How to upload a receipt..

ATTACHING A DOCUMENT(S)
AND/OR RECEIPT(S) TO EXPENSE

ATTACHING A RECEIPT TO THE
EXPENSE LINE.

REPORT.
Scan receipt(s) Scan receipt(s)
Save receipt(s) to desktop Save document(s)/receipt(s) to desktop
Select “Attach Receipt” Select “Receipts” tab

Select “Attach Receipt Images”

Box pops up
Select “Browse” SoXPops Up
Select “Browse”

Find receipt on desktop Find receipt(s) on desktop

Click “Attach” Click on “Upload”

Receipt is attached Verify box shows “Attached”

Select “Close”



Missing a

receipt!

Expenses |
[] | Date » | Expense Type |
[] Hotel

03092017
o @ e 0 ALA MOANA HOTEL, Honolulu,

D8/o8f2017 Taxi
e G SITTIPRON POONPIROM, Homn

/

The red circle with the exclamation mark indicates a hard warning and will
not allow you to submit this report until the error has been corrected.




Houston/Longoria/081116

Summary Details ~ Receipts » Print / Email
EXF}E‘TSES View * € | Expense | Receipt Image Available Receipts
| Date v | Expense Type Amount Approved |
08/1212016 Car Rental 577.48 57748 Expense Type Transaction Date Number of days the vehicle was rented  Business Purpose \endor -
e ENTERPRISE RENT-A-CAR, Corpus Car Rental 08/M2/2016 Enterprise b
D8r11/2016 Hotel §145.41 5145.41 i .
> HOTEL INDIGO, Houston, Texas prendoihians = IS = T FEranal Brass Crrnitein i)
ENTERPRISE RENT-A-CAR Corpus Christi, Texas Corporate Card Agency Liability | v 748 usD
08112016 Gasoline 526.00 526,00 ) - -
SHELL OIL 10003332008, El Gampo Approved Amount Travel Classific ation Clearing Account FAMIS REF-A FAMIS REF-B
77.48 Employee-In State 15-000390
081172016 Meals $2378 52378
SHELL OIL 10003332008, El Campo *TAM-Custom 06-Citi Corp Id
05112015 Meals 5580 5590 0230
MARRIOTT JW HOUSTOM F&, Hous
Der1/201e Parking 518.40 515.4D
o0 MARRIOTT JW HOUST PARK, Hous Attendees @ Attendees: 0 | Attendee Total: $0.00 | Remaining: $77.48
08102016 Meals 51231 51231
SHELL OIL 10003382008, El Campo
0811012016 m:aG!?EIANOS HOUSTON. Houston. - 528.18 525.18 D | Attendee Name ‘ Attendee Title | Company | Attendee Type ‘ Amount ‘

TOTAL AMOUNT TOTAL APPROVED
$337.47 $337.47




Houston/Lanaoria/NR1114

Click to view repert name and other details

Copy Report

Summary Details * Receipts * Print / Email *

Receipts Required

Expenses o . Viewr € | Receipt _
penses View Receipts in new window Bxpense || Receipt mage Available Recsipts
Date v Expenss Approved

081122016 Car Retl View Receipts in current window $77.43 Expense Type Transaction Date Number of days the vehicle was rented  Business Purpose \endor -
. e ENTER Attach Receipt Images Car Rental 0811212016 Enterprise v
> 08112016 :ghFIIEL View Available Receipts 514541 “Vendor Name City Payment Type ~ Amount - FErE B T e

e e ENTERPRISE RENT-A-CAR Corpus Christi, Texas Corporate Gard Agency Liability | 7748 usp | v
08112016 Gasaline 26,00 $26.00 ) - -

SHELL OIL 10003352008, E1 Campo Approved Amount Travel Classification Clearing Account FAMIS REF-A FAMIS REF-B

77.48 Employes-In State 15-000390

081112016 Meals 52378 §2378

SHELL OIL 10003352008, El Campo *TAM-Custom D6-Cii Corp ld
012016 Meals 5590 $5.90 D

MARRIOTT JW HOUSTOM F&, Hous

081112016 Parking 515.40 513.4D

(=]w] MARRIOIIEVILION ST R Gllous Attendees ) Attendees: 0 | Attendee Total: $0.00 | Remaining: $77.48
03102016 Meals 51231 $1231

e SHELL OIL 10003382003, El Campo

08102016

Meals 52819 $28.18
MAGGIANOS HOUSTON, Houstan, |:| | Attendee Name | Attendee Title ‘ Company | Attendee Type | Amount ‘




Click on “Browse”,
search for receipt(s)
select “Attach”,
“Upload” and then

“Close”

Attach Receipt

Click Browse and select a .png, .jpg, .jpeg, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per fils.
File Selected for uploading:
Neo file selected

Or choose an image from your Available Receipts.

Awvailable Receipts




How to view your receipts.....

Select the “Receipts Tab”

Click on “View Receipts in New Window”.

Your receipts will pop up in a PDF screen.




Houston/Longoria/081116

Summary Details * Receipts » Print / Email

Receipts Required
Cxpenses o ) Viewr & nse ‘ Receipt Image ; ;
Penses View Receipts in new window £ dE Gialkbielteoeris

Date » Expensi o . Approved
08122016 Car Rer View Receipts in current window 57748 Expense Type Transaction Date Mumber of days the vehicle was rented  Busingss Purpose \endor -

ENTER{  Attach Receipt Images Car Rental 081212016 Enterprize v

pLimag
> Dar2016 :gﬁﬂ View Available Receipts 5145.41 ‘iendor Name City Payment Type _ Amount - R B A e,
e 9 ' : ENTERPRISE RENT-A-CAR Corpus Christi, Texas Corporate Card Agency Liability | w T7.45 USD |w
312016 Gasoline $26.00 $26.00 ) _ o o
e SHELL OIL 10003382008, £1 Campo Approved Amount Travel Classification Clearing Account FAMIS REF-A FAMIS REF-B
7745 Employee-In State 15-000390

081172016 Meals $23.78 523.78

SHELL CIL 10003352008, El Campo ATAM-Custom D6-Citi Corp Id
DE/11R2016  Meals 5590 5590 20

MARRIOTT JW HOUSTCON F&, Hous
081112016 Parking $15.40 515.4D
20 MARRIDTIENVHOUSTEARICHER: Attendess ) Attendees: 0 | Attendee Total: $0.00 | Remaining: $77.48
0802018 Meals 123 2.3
e SHELL QIL 10003382008, El Campo
banoaoe m?al?;mmos HOUSTON Houstan* 218 2819 D ‘ Aftendee Name ‘ Attendee Title | Company | Attendee Type | Amount |




Printing Detailed Report

The detailed report shows object codes, amount due to traveler
and/or company

Open Report

Select the “Print/Email” tab

Click on “Texas A&M Detailed Report”
Report will populate

Able to print, email, or get PDF copy of report



Houston/Longoria/081116

Copy Report

Avsilable Receipts

Summary Details » Receipts Print / Email *
Texas A&M Fax Receipt Cover Page
Expenses ) Receipt Image
penses Texas A&M Detailed Report Pt Imap
| pater ‘ SXpene pe *Texas ABM Detailed R | Allocation S
exas etalled Report w/ Allocation Summal
08/122016  Car Rental P Voo
(=] ENTERPRISERENT-A  *Toyag AGM Detailed Report w/ Alloc & Audit Detail
} 0ani2ome Hotel 514541 514541 ‘vendor Name
e e HOTEL INDIGQ, Houston, Texas
ENTERPRISE RENT-A-CAR
0812016 Gasoling 526.00 526.00
e SHELL OIL 10003352008, EI Campo Approved Amount
L
08172016 Meals $23.78 52378
SHELL OIL 10003332003, El Campo *TAM-Custom D6-Citi Corp Id
D206 Meals 55.90 3590 0230
e MARRIOTT JW HOUSTON F&, Hous
0811172016 Parking 515.40 515.40
MARRIQTT JW HOUST PARK, Hi
=]n]} ou Attendees
[anozme Meals §12.31 523
e SHELL OIL 10003332008, EI Campo
0ano2me Meals 526.19 528.19

e

MAGGIANOS HOUSTON, Houston,

O ‘ Attendee Name

Transaction Date
0812/2016

City
Corpus Christi, Texas

Travel Classification

Employse-In State:

MNumber of days the vehicle was rented  Business Purpose

Payment Type _ Amount
Corporate Card Agency Liability | v 7748

Clearing Account FAMIS REF-A
15000390

\Vendor

Enterprize

usp | v]

FAMIS REF-B

Personal Expense (do net reimburse)

Q Attendees: 0 | Attendee Total: $0.00 | Remaining: $77.48

| Attendee Title ‘ Company

| Attendee Type |

Amount |




U Show ltemizations

Expense Report
Report Name : Houston/Longoria/081116

Authorization Request
Mame : Houston/Longoria/081016
Request D : CJPP

Employee Name : LONGORIA, ELIZABETH A.
Employee ID : 312005726
*Custom 9-Job Title : CARD SERVICES COORDINATOR
*Custom 3-Headquarters : CORPUS CHEISTI, TX

Report Header
Policy : FAMIS

Business Purpose : Travel to Houston to attend the Concur
Fusion Exchange Event.

Report Key : 305455

Report Id : 14AB0910200547C40B05




@ - Windows Internet orer

(e hitps://www.concursolutions.com/Expense/Client/print_cpr.asp?type=10008topt=PAR_REG&adtl= ALW_EXP_CHC_ITM&ptCode=DETL &explodeEmail=y

I
Transaction Expense Vendor  Vendor City Payment Amount Account Code *FAM-Custom 03-FAMIS *TAM - Custom 01 - Travel Has
Date Type Name Type 1 REFA Classification Allocation
11/19/2012 Hotel |(-Qauinta La Quinta Austin - Qut of Pocket  §113.90 In State Mo I
o 1172072012 Haotel lt_lauinta La Quinta Austin - Out of Pocket  $108.00 3030 In State Mo

Allocations :  100.00% ($108.00) FAMIS-15-PURC-285523 00000-L

La
Quinta

Allocations = 100.00% ($5.90) FAMIS-15-PURC-285523 00000-L

o 1172072012 Hotel Tax La Quinta Austin - Qut of Pocket 5590 3025 In State Mo

MNote: The sum of allocation amounts may not exactly match the expense amount due to rounding.

Report Total : §113.90
Personal Expenses : 50.00
Total Amount Claimed : §113.90
Amount Approved : §113.90
Company Disbursements
Amount Due Employee : §113.90
Amount Due Company Card : 50.00

h Total Paid By Company : §113.90

Employee Disbursements

m

Amount Due Company : 50.00
Amount Due Company Card From Employee : §0.00
Total Paid By Employee : $0.00




Now you are ready to Submit...

Once you have completed your Expense Report for you trip you will now
Submit the Report.

Click on the “Submit Report” button on the top right
You will be prompted to a “Final Review”

Select “Accept and Submit”



Print / Email ~

Delete Report Submit Report

Hide Exceptions

3 travel is <50 mile radius of TAMIUCC, or you are only claiming mileage reimbursement. All student fravel =25 mile radius of TAMUCC requires pre-trip approval.

X

MNew Expense

Avazilable Receipts

Expense Type | |

To create a new expense, click the appropriste expense fype below or fype the expense type in the field above. To edit an exisiing expense, click ihe expense on the left side of the page.

Meals
All Expense Types

Communications
Phone

Individual Meals
Business Meal
Business Meal-Alcohol
Meals
Meals-Mon-Overnight
Sales Tax Charged in Emror

@ Recently Used Expense Types

Haotel

Lodging
Hatel
Hatel Tax
Rent-Apartment/House
Other
ATM Cash Withdrawal
Bank Fees
Conference Registration

Business heal

. Other

Dues

Educ Books < 55k
Gifts

Incidentals
Internet

Laundry

Rental of Space

Hotel Tax

. Other
Services-Other than Travel
Supplies
Travel Agent Fees
Personal Car - Mileage

Personal Car Mileags

Transportation

Airfare

Gasoling

.. Transportation

Airfare Ticket Tax

Airline Fees

Airine Ticket Change Fee
Boat

Bus/Shuttle

(Car Rental

Gasoling

.. Transportation
Talls

Train

.. Transportation

Limeousine

Mileage Single Engine Aircraft
Iileage Turbo Aircraft
Mileage Twin Engine Aircraft
Parking

Subway

Taxi




Final Review

User Submit

| certify that these expensas are frue, comect, and unpaid to the best of my knowledge. | further certify that these
expenzes were incurred in the course of conducting official business, reseanch, or other sponzored activities, and
that thess expenses are properly chargeable to the accountis) listed. | further certify that no alcohol was purchased
in association with meals being expensed, or if there was, a receipt has been provided, the expenses marked
appropriately and the business purpoge of the alcchol has been documented in the comments or purposs field.

Reminder: Receipts Required!

According to company policy, you must provide receipis for the expenges lizgted below.
You may attach scanned images to individual expenses or to the report.

Print ~ Aftach Receipt Images View Receipis

Amount

D}

Accept & Submit Cancel
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You have successfully completed the Concur 101 Training

THANK YOU...




	CONCUR 101�TRAINING
	WELCOME EAGLES!!!
	Travel Contacts
	How to Order a Travel Credit Card
	What is CONCUR?
	How to log on to Concur:
	Slide Number 7
	First Things First. . . . . . . . . . . . . .………Setting Up a Traveler‘s Profile
	Adding Assistants/Travel Arrangers and Expense Delegates
	Slide Number 10
	Customizing Home Page
	Creating the Travel Request (TR):
	Travel Request Screen
	Entering Trip Information
	Slide Number 15
	Selecting an Account Number
	Traveler Classification and Type
	Personal Travel: Please denote if the traveler is going to have any personal travel while on their trip. Select “Yes” or  “No”.��Notes: This section is reserved for any extra information you will need to explain about the trip. Here is where you can add notes regarding students and/or for multiple traveler approval.  Any notes that will help put trips together or offer any type of explanations.��Department Reference Number: This field may be used by department. It is not mandatory.��Contracts: This field will be defaulted as “No” even if you do have a contract or grant.  You will need to change to “Yes” if using grant funds (4xxxxx accounts).��
	Foreign Risk Acknowledgment and Foreign Country 1, 2, 3, 4
	Slide Number 20
	Slide Number 21
	Encumbering your Expenses
	Slide Number 23
	Higher Lodging 
	Slide Number 25
	Slide Number 26
	Submitting the request…
	Slide Number 28
	How to read your TR… 
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Booking  Hotels, Flights and Car Rentals�
	Corporate Travel Planners
	Now you have come back from your trip……What to do next?
	Slide Number 36
	Slide Number 37
	Credit Card Charges and Expenses
	Allocating Charges & Expenses
	Claiming your Out-of-Pocket Expenses…
	If claiming mileage…	
	How to upload a receipt..
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	How to view your receipts…..
	Slide Number 48
	Printing Detailed Report
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Now you are ready to Submit…
	Slide Number 54
	Slide Number 55
	Questions????
	CONGRATULATIONS!!!!!

