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Concur Overview

What is Concur?

« Online system for:
- Travel arrangements
 Submitting travel expense reports
- Reconciling T&E Card transactions

» Used by:
- Faculty, staff, delegates, and affiliates

Provisioning Process
« Applies to all University community members using Concur

« Roles provisioned include:
« Travel Arranger
« Financial Previewer
« Financial Approver

Important Notes
- Accountability structures (travel workflow routing) must be set up when these roles are provisioned

« Routing assigned in EACS requires an overnight update
« Changes are not reflected in Concur in real time




Pre-Trip Request Overview

« Purpose of Pre-Trip Request:
- Supports Duty of Care for all university travelers (faculty, staff, students, guests)
* Enables direct billing via the university’s preferred travel agency (Anthony's Travel)
« Streamlines expense reporting by associating trip costs easily

e Submission Process:

« Travelers or their Travel Arrangers must submit a Pre-Trip Request before creating
an expense report

« System Integration:

 Information from the Pre-Trip Request automatically populates the expense
report

 Trip details can be updated as needed
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Step-by-Step: Submitting a Pre-Trip Request
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Once logged in, you will arrive at the
Concur homepage.

Use the drop-down menu to create a
pre-trip request, expense report, or
enter travel booked through other
vendors. Concur uses this information
to pre-populate your expense report.

If you have permission to approve
reports, you will find them here.

This is where you can view all pre-trip
requests. You can access them using
the tab above or the tab below, which
provides a preview of each request.

This tab displays all of your Concur
travel reservations.

Any T&E or Ghost Card (Concur
company card for airfare) charges will
appear here.

This tab contains your expense reports
and indicates how many have not yet
been submitted.

This section allows you to book
reservations for lodging, airfare, and
rental cars directly through Concur.
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Click on
Requests.

5] APPLICATIONS

Requests

Travel

Expense

Approvals

Required Authorization Available Expense

o View Trips

TripLink Approvals Requests Expenses = Reports

App Center

Alerts

[T3 RIVERSIDE |

© You are eligible for a free subscription to Triplt Pro, provided by your employer. Learn More and Activate  Not right now

© You haven't signed up to receive e»receipts.o Sign up here

Trip Booking.
Reimagined.

Try the new, improved travel
experience. Fewer clicks. More

Company Notes

time for what matters. Guest Traveler Routing

The process for establishing Guest Travelers is as follows:
Book now

1. Confirm the supplier/payee is "Spend Authorized" in the Oracle Supplier portal.
2. Concur Delegates can associate the non-employee traveler with the appropriate accountability structure in Guest
Traveler Routing (View guide).
* a lzq 3. Confirm with your Dept. SAA that the dept. has established an "ALL" record for Concur Routing in EACS.

———————————————— Read More
CONTACT THE DESIGNATED GOVERNMENT

AGENCY IN YOUR COUNTRY OF
CITIZENSHIP FOR PASSPORT/VISA




The Manage Requests page is

where all pre-trip requests are SI7Concur  Requests v
located A Manage Requests
Use the View drop-down menu to Manage Requests

filter your pre-trip requests by
status.

Requests View: Active Requests v Search:  Enter request ID g Q |®Create NewRequest"é‘

\’

The Search box allows you to

locate a specific request using the RSyl R
Request ID (see next slide for
refe ren Ce). P p— No requests found
e Click here to create a new Pre-Trip
Request. N
q ‘} AvnRt,h()El?y All Requests

Travel Policy




aSeIect Travel Request

aCreate a trip name for
your request

Select the traveler type
if they area UC
employee or a guest
traveler

Create New Request

*Travel Request

Trig

1. In-State

Employee ID *

(10403293) Lind

Trip Name *

UC Conference - San Francisco

X

* Required field

Search by Text

Employee

Guest-Consultant

Guest-Foreign Visiting Scholars

Guest-Postdocs and Other Non-Degree Candidate
Guest-Prospective employee

Guest-Prospective student

Guest-Spouse/Domestic Partner/Dependent/Dependent Care Provider/




° Select the trip Create New Request |
type (please refer o

Trip Name * Traveler Ty
to Gz 8 PO licy *Travel Request UC Conference - San Francisco Employee X v

regarding , 0 e _ st
OCONUS travel) L Insuate ;

Bu Start Date *

MM/DD/YYYY

This field is missing required information.
Will this trip include

Business Meeting/Event (Bus-79)

Conference/Professional Meeting (G-28)

Se le Ct th e Personal Travel Dates eldwork P:::em( ion * @
purpose of th|$ Grf.niﬂ'iw‘el
trip moree0®

Other Purpose (Comment Required)

Professional Development

° Enter additional Seachoye |
information for 1. In-State - |

2. Out-of-State / QCONUS

the trip




InCIUde the Start and end Create New Request X
dates Of th e tri p. * Required field

ype © Trip Name - Traveler Type -
*Travel Request UC Conference - San Francisco Employee X v
f l l . l l Business Purposel; tional Information *
If a ny pe rsonal travel wi Trip Type * Tiip Purpose * Attending UC Conference for professional development.
occur d u rl n g t h et ri p be sure 1. In-State Conference/Professional Meeting (G-28)
' - A e
to include those dates as well.
Business Travel End Date * z Will this trip inc
08/06/2025
. N . Main Desti y * . ) ' on *

E nter yO ur trl p d eStI natl on. San Francisco, California Search by Text

Check and EFT (direct deposit) i S Al | e ——
are the most commonly used :
payment methods.

- Forguesttravelers, | SearchbyTed Q .
always select Check |
as the payment
method

Will this trip include personal travel?




Create New Request

08/04/2025 B 08/06/2025

Personal Travel Dates Main Destination City *

San Francisco, California

Employee ID * ORG *

(10403203) Lindsay Gomez Text v  Search by Text l C lic I( th e d ro p - d OW n

Approver ID ™ Most Recently Used

(ORG14-D01277-10005996) Robert Sutton g m e n u a n d Se le Ct yo u r

(ORG14) College of Natural & Agricultural Sciences

| ) department’s financial

(1511) UCR CAMPUS

‘ approver.

* Once selected,
Concur will auto

o (D | populate the rest
of the

Create New Request

accountability

Employee ID * ORG ™ 2 Accountability Structure =

(10403293) Lindsay Gomez (ORG14) College of Natural & Agricultural Sciences (D01277) BEES Administrative Unit Dept St r U Ctu r e .

Approver ID ™

(10005996) Robert Sutton

Enter the COA funding
provided by the analyst.

(1511) UCR CAMPUS

Function * Program * Project *

Click Create Request to
proceed.

Comment

L




Click this button to add
your expected or
estimated expenses.

Your estimated
expenses will then
populate in the request.

ET¥ Concur  Requests v

Manage Requests
Home / Request
UC Conference - San Francisco

Not Submitted | Request ID: 7RJY

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

:E A_nktbony

Requests v

Manage Requests

Home / Reque

UC Conference - San Francisco $740.00
Not Submitted | Request ID: 7RJY

Request Details vV Print/Share v Attachments v/
EXPECTED EXPENSES
Expense typell
04. Individual Meals
02. Lodging

01. Airfare

-E Anthony

TRAVEL

No Expected Expense

L pla
or appro

Details |T

Submit Request Copy Request Edit Approval Flow  Delete Request

Add expected expenses andlor travel plans

and All Sections

01. Airfare
02, Lodging
03. Ground Transportation

. Individual Meals
05. Business Meetings
06. Social Activities and Entertainment
07. ConferencelTraining Registration

08. Other Expenses

FFNRY S | Copy Request | Edit Approval Flow  Delete Request

| @naa |
Datel® Amount!T RequestedlT
08/04/2025 $200.00 $200.00
08/04/2025 $200.00 $200.00

08/04/2025 $340.00 $340.00

$740.00




ET7Concur  Requests v

Manage Requests

Home / Requests / Manage Requests / UC Conference - San Francisco

UC Conference - San Francisco $740.00 Copy Request | Edit Approval Flow  Delete Request
Not Submitted | Request ID: 7RJY

Request Details %  Print/Share %  Attachments v

EXPECTED EXPENSES
Once all expenses
Expense typelt Details [T Datel® Amount!T RequestedlT

h ave b e e n e n te re d O 04. Individual Meals 08/04/2025 $200.00 $200.00
’ C
. .

C |.|C k S U b m It ) 02.Lodging 08/04/2025 $200.00 $200.00

R e q u e St. O 01. Airfare 08/04/2025 $340.00 $340.00
$740.00

.
17. A pop-up window
.
tltled UCR Travel Concur Requests v
B
R e q u eSt U Se r Manage Requests
C O n fi r m ati O n Wi l l Homel|Reuests)Mernage Requesis UG Conerence S SanF=nte iess I::stijet::i(eyaanfdcaacl;;r:il;e;it\i:r:it;oen of expenses that will be incurred to accomplish authorized official busi-

2. This request is in compliance with UC Travel policy and other restrictions as applicable (e.g. Award Terms &

Uc conference - san Francis Conditions, NCAA, etc.) Copy Request | Edit Approval Flow  Delete Request

.
a p p e a ro C l I C k ACC e pt Not Submitted | Request ID: 7RJY Business & Finance Bulletin G-28: https://policy.ucop.edu/doc/3420365
& CO nti n u e to Request Details v Print/Share v Attachments v

17

S u b m it yo u r req u eSt EXPECTED EXPENSES /
fO r a p p rova Expense typelf Cancel Datel® Amountll  Requestedlt

*UCR Travel Request User Confirmation

By clicking on the ‘Accept & Submit’ button, | certify that:

04. Individual Meals 08/04/2025 $200.00 $200.00

O
O
[ 02 Lodging 08/04/2025  $200.00 $200.00
O

01. Airfare 08/04/2025 $340.00 $340.00

$740.00

:E Anthony

TRAVEL




