UTEP TRAVEL & EXPENSE

Concur Training

A faster, easier travel and expense experience for UTEP
employees. Concur replaces the travel authorization and expense
processes completed in PeopleSoft.

Athletics ® Business Affairs ® Research & Innovation ® Science

A > Gates A1-A12
D > Gates B13-B24
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Why We're Moving to Concur

Before configuring Concur, we asked campus users for feedback

What campus told us How Concur answers it
o Returned reports were the number one complaint Easier submissions
Alerts catch missing items before you submit, not after

o Receipt challenges — missing or hard-to-attach

documentation _
. Too many separate forms and manual processes Fewer separate forms

. " . " Entertainment details, mileage, and currency move into Concur

o Status tracking — "where is my document?
o Mileage complexity and travel card delays .
o Expense coding confusion and international travel Streamlined approvals

challenges Less redundant approval and faster travel reimbursement visibility

Connected travel tools
Booking, e-receipts, mobile, and delegate support in one place

What is not changing: UTEP travel policies, approval workflows, documentation requirements, and PeopleSoft payment

processing.



Concur 101: Which Form Do | Need?

The answer depends on whether you are traveling

Travel Request Expense Report (Travel & Non-Travel)

* Replaces the PeopleSoft Travel Authorization. * Replaces the PeopleSoft Expense Report. Used to submit

* Used to obtain approvals and provide estimated travel actual expenses, attach receipts, and request reimbursement.

expenses. * Travel expenses require a fully approved Travel Request first;
non-travel expenses are created directly, with no request
needed.
* Travel and non-travel expenses may be submitted together
i i when applicable.

Use this form when you need to...

Request approval for upcoming travel or estimate travel expenses Travel Request

Submit expenses after a trip, or submit a non-travel business expense Expense Report

Remember: Travel Request = before travel. Expense Report = after travel. Travel expense reports require a fully approved Travel

Request.




D
End-to-End Travel Process Overview

From request through reimbursement, in one system

1 2 3* 4 5 6

Create Travel Approvals Book Travel Travel Occurs Expense Report Reimbursement
Request

Trip details, Supervisor, then Air, hotel, and car Capture receipts as Actual costs, Approved report
funding, estimated funding source booked in Concur you go receipts, flows to PeopleSoft

costs approver allocations

Estimates versus actuals
The Travel Request captures estimated costs so the trip can be approved in advance. The Expense Report captures the actual costs and the

receipts that support them.

Approved does not mean paid
Approved reports flow to PeopleSoft automatically and then wait for the pay cycle, which still runs Monday, Wednesday, and Friday mornings.

Ask for approval by close of business the day before a pay cycle day.



During the Transition Period

Which system should you use?

Use PeopleSoft Use Concur
Expense Reports tied to: All new:
PeopleSoft Travel Authorizations Travel Requests

approved or routing for approval
Non-Travel Expense Reports

Cash Advances created and paid
through PeopleSoft Cash Advance Requests

PeopleSoft authorization or advance? Complete the related Expense Report in PeopleSoft.

Begin all new travel and expense activity in Concur.




Concur Home Page Tour

EX¥ Concur ® BR

Hello, Brittany
August 17, 2026

Create Request Create Expense Report
Start an approval request for travel Begin an expense report to track
or expenses. business related expenses

‘i

Company Notes

Traveling ional or ing campus equi 2

Please click here to complete the Export Control Certification form prior to booking your travel.

Need to remove UTEP Equipment from Campus, click here.

Cnneur Training Tanlkit

Read More
Available Expenses (2) SeeAll Expense Reports + Approvals Requests (3) +
Sheraton Hotel $1,259.00 Testing Trip 3 $1,938.00
August 17, 2026 August 24, 2026
=L £Y £Y g

Request 33KF

- -
Sheraton Hotel $1,259.00
August 17, 2026 Testing Trip 2 $1,998.00
August 24, 2026
No Reports No Approvals Reauest33K0
When you have reports, you'l see them here. When you have approvals, youl see them here
Testing Town $1,487.00

August 11, 2026
Request 33K7

Everything you need lives in these areas. Learn where they are now and the rest of the process gets much easier.




Concur Home Page Tour

Quick Action Buttons - Create & Submit

Create Travel Requests and Expense Reports for travel
approval and reimbursement.

EX” concur

Navigation
Menu:

Quick access to
key Concur
modules,
including the
Home page,
Travel, Expense,
Approvals

Hello, Brittany
August 17, 2026

Create Request Create Expense Report
“A  Start an approval request for travel & Begin an expense report to track
or expenses. business related expenses.

Company Notes

Traveling International or removing campus equipment?

Please click here to complete the Export Control Certification form prior to booking your travel.

Need to remove UTEP Equipment from Campus, click here.

Canee Training Tanlkit

Read More

Available Expenses (2) seeAll Expense Reports + Approvals Requests (3) +

Sheraton Hotel $1,259.00 Testing Trip 3 $1,938.00
August 24, 2026

‘August 17, 2026
L) - 2 - Request 33KF
= =
Sheraton Hotel $1,259.00

August 17, 2026 Testing Trip 2 $1,998.00
August 24, 2026

No Reports No Approvals fequest 330
When you have reports, you'l see them here. When you have approvals, you'll se them here
Testing Town $1,487.00
August 11, 2026
Request 33K7
\ 4

Profile and
Settings:

Access your
profile, user
settings,
delegates,
expense
preferences,
and system
notifications.

Expense & Request Management:
View and manage your available expenses, expense reports, approvals, and travel requests all in one place.

Use these tiles to track report and request statuses, review items awaiting approval, and access expenses available for reimbursement.




Delegates




Delegates

Department support for travelers

Delegate role Common use cases

Authorized to prepare requests and reports, import expenses, and

attach receipts in a traveler’s Concur profile. Early preparation

Start reports with e-receipts before travelers return.

Who can use a delegate Staff & faculty support

Any employee can serve as or use a delegate. Frequent travelers and Department staff manage travel paperwork.

those using department support benefit most. Travelers can assign -

multiple delegates. Coverage
A backup delegate covers absences.

Travelers must submit

Delegates prepare documents and select Notify. The traveler logs Student travel
in and submits. Delegates process reimbursements through temporary profiles.

Initial delegate access matches your current PeopleSoft access.




Delegates

How departments can support their travelers

How to access your travelers:

* Click on your profile icon

* Select Act as Another User

* Under Act As Select A delegate
for another user who has
granted you this permission

* Select your Traveler

* Click Switch

BR

Brittany Ramirez

@ Settings

Act as Another User ~

[§) Service Status (Public Sector)

i Legal Information >
(D About
() sign out
Read More
Requests (6) +
Testing test 6 $662.00
September 21, 2026
Request 33KK
Test International Town $570.00
September 21, 2026
Request 33KG
Testing 5 Trip $360.00

August 25, 2026
Bonioct 33KH

P ®

BR
Brittany Ramirez

%1 Settings

& Act as Another User ~

ActAs @
(::. Myself
@:. A Delegate for another user who has

granted you this permission

Search by name or ID
Q|| -

| Niestas, Iris R
UTEPTEST-MAILEOX@UTER.EDU (Email)
Employee ID: 6001009568

Logon ID: imiestas@utep.edu.uat

=| Ramirez, Brittany D

UTEPTEST-MAILEOX@UTER.EDU (Email)

5 Employee D: 6001039566 >
Logon ID: baramirezS@utep.edu.uat

(1 sign out
po26
lonal Town $570.00
p026
$360.00




Delegates

How departments can support their travelers

|
A

BR

Now you are acting as your

To return to your own
Traveler!

profile

Brittany Ramirez
Currently acting as Ramirez, Brittany D

You can now create Travel
Requests and Expense

%1 Settings

* Click Acting as
[Traveler Name]

@ Actas Another User ~

Reports. * Choose Myself Acthe ©
_ under Act As TS
Reminder: A delegate can Click Switch " grante youtis pomission

do everything except
submit. They prepare the
document, then use Notify R More
to email the traveler, who

logs in and submits.

Search by name or ID

[§ Service Status (Public Sector)
i Legal Information >

(D About

(1) sign out




Travel Requests

STEP ONE




Creating a Travel Request

Submit before you travel

STEP 1 STEP 2 STEP 3

Start the Request Complete the Header Select the Policy

On Concur Home, select Create Enter policy, dates, purpose, UTEP T&E Request Policy: most travel.

Request. departure/destination cities, and UTEP Juarez Request Policy: eligible day
traveler/trip types. trips only, no overnight stay.

STEP 4 STEP 5 STEP 6

Enter Funding Add Estimates Review and Submit

Select Department, then SpeedType. Estimate airfare, lodging, and rental car. Check alerts and required fields. Select

Verify the auto-filled Fund Code. Use Travel Allowance for meal per diem. Create Request, then submit.



Creating a Travel Request

The first step in the travel process — create a request

Click Create Request to
start a Travel Request.

FX¥ Concur

Hello, Brittany
August 17, 2026

Create Request
Start an approval request for travel
or expenses.

n

Company Notes

Available Expenses (2)

Sheraton Hotel

August 17, 2026

Sheraton Hotel
August 17, 2026

Create Expense Report
Begin an expense report to track
business related expenses.

-]

Traveling International or removing car|

Please click here to complete the Expor|

Need to remove UTEP Equipment from

Caneur Training Tanllkit

See All Expense Reports

$1,259.00

$1,259.00 N

No

When you have re




Creating a Travel Request

Complete the Header

Create New Request
Required field *
Request Policy * Request/ Trip Name *

*UTEP T&E Request policy (NIT)

UTEP Juarez Request Policy

. . . N
*UTEP T&E Request policy (NIT) Request/Trip End Date Request/Trip Purpose

TRDER T T T MM/DDIYYYY

Departure City Destination City * Destination Country/Region

Search by Country/Region

Traveler Type * Trip Type * Wil this Trip contain personal travel? *

Employee

Personal Dates of travel @ ‘Additional Information

Business Unit * 1 Department * 2 Speedtype*

(UTEP1) El Paso ‘ (301100) Budget and Payroll Svcs v E (19021300) Budget & Payroll Sves

Fund Code * 4

(3105) DES Designated Tuition v X

Comments To/From Approvers/Processors

Create Request




Two Request Policy options are
available:

1. UTEP Juarez Request Policy is
intended for day trips to
Juarez where no
overnight expenditure will be
incurred. This request policy
may be used for a single day
trip or multiple trips over a
given period within a single
fiscal year.

2. UTEP T&E Request Policy is
intended for all other travel.

+UTEP T&E Request policy (NIT)

I Request/ Trip Name *

*UTEP Juarez Reguest Policy

*UTEP T&E Request policy (NIT)

Request/Trip End Date *

Request/Trip Purpose *

Traveler Type:

1. Employee —select
this option if an employee is
traveling without students.

2. Group —select this option if
an employee is traveling with
students.

(3105) DES Designated Tuition

MMIDDAYYYY &) v
Destination City * Destination Country/Region
v ~ Search by Country/Region v
Trip Type * Wil this Trip contain personal travel? *
v X v v
Additional Information 0/500
1 Department * 2 Speediype * 3
(301100) Budget and Payroll Svcs v X (19021300) Budget & Payroll Svcs v X

Comments To/From Approvers/Processors

K —

0/500

v

[e=. Wl Create Request

v

Will this Trip contain personal travel?

1. Only select yes if the traveler is combining personal travel with official UTEP travel. If yes
is selected, also complete the Personal Dates of travel field.




Funding source fields:

1. Business Unit UTEP1 is viewed
only, not modified.

2. Must select Department
before Speedtype (cost center
or project ID).

3. Fund Code is auto populated
based on
the Speedtype selected.

-

| Create New Request

Required field *
Request Policy *

+UTEP T&E Request policy (NIT)

Request/ Trip Name *

‘ *UTEP Juarez Reguest Policy

“ *UTEP T&E Request policy (NIT)

” Request/Trip End Date *

= MM/DDIYYYY

Request/Trip Purpose *

Departure City

Destination City *

Destination Country/Region

v Search by Country/Region v

Traveler Type * Trip Type * Wil this Trip contain personal travel? *
Employee X v v
Personal Dates of travel @ Additional Information 0/500
Business Unit * 1  Department* 2 Speedtype* 3
(UTEP1) El Paso (301100) Budget and Payroll Svcs v X (19021300) Budget & Payroll Svcs v X
Fund Code * 4
(3105) DES Designated Tuition x
Comments TolFrom Approvers/Processors 0/500

»

Cancel | Create Request

Click Create Request when all fields are
completed and ready to proceed with
adding estimated expenses.




Need help finding your speed type?

*  Use the Cost Center Project Lookup Dashboard to find your SpeedChart, Cost Center, or project information.
*  Available on the UTEP Concur Resources Page.

/372026 9:53:45 P

ﬁrﬁg Cost Center/Project Lookup Dashboard

Divisian Unit DepartmentDescription Cost Centar / Projact

Al Al Al h

301150 Financial Reporting - Tech Stock Investments Institutional Support t 19045003 Tech Stodk v
301150 Financial Reporting 2266210104 - REPORTING ADJ - INSTRUCTI 100 Instruction 5200 | RES State Spongored Programs | 226621010A | REPORTING AD)
301150 Financial Reporting 2266210204 - REPORTING AD/ - RESEARCH 200 5200 | RES State Sponsored Programs | 2266210204 | REPORTING AD)
301150 Financial Reporting 2266210304 - REPORTING ADJ - PUBLIC 52 300 Public Service 5200 | RES State Sponsored Programs | 2266210304 | REPORTING AD)
301150 Financial Raporting 226990039A - THIE ACCOUNT TO ISED A T4 Institutional Support-Spon Prj | 5400 | RES Private Sponsored Programs | 2269000994 | THIS ACCOUNT 1
301200 Ctr for Defs 18508765 - RESEARCH INCENTI ROGRAM ID | 200 3135 | DES IDC Indirect Cost Recovery | 19508768 RESEARCH INCE|
301200 Cir for Defen: 2260203644 - ASSESSMENT STUDY FOR T&E 200 5100 | RES Federal Sponsored Programs | 226020364A | ASSESSMENT 5T1
301200 Cir for Defanse Spstams Rsch | 2263509364 - COSR-09-0001: ADMINISTRAT 200 5100 | RES Federal Sponsored Programs | 226350936A | CDSR-D9-0001: &
01200 Cur for Defansz Systams Rsch | 2263500434 BEDDED ELECTROMICS WITH | 200 5100 | RES Fedzral Sponsored Programs | 2263500424 | EMBEDDED ELEC
01200 Ctr for Defense Systemns Rsch | 2263508504 - MULTI-FRAME BUND DECONVD | 200 5100 | RES Fedsral Sponsored Programs | 2263509504 TI-FRAME B!
301200 Cir for Defanse Systems Rsch | 2263510164 - US. BORDER PATROL BOOT H 200 5100 | RES Federal Sponsored Programs | 2263510164 BORDER PAT
01200 Ctr for Defansz Systams Rsch | 2263510174 - US BORDER PATROL FENCE PR, 200 5100 | RES Fedzral Sponsored Programs | 226351017A | US BORDER PATF
301200 Cur for Defense Systemns Rsch | 2263510184 - US BORDER PATROL: STORMS 200 5100 | RES Federal Sponsored Programs | 2263510184 | US BORDER PATF
301200 Cir for Defanse Spstams Rsch | 2263510194 - US BORDER PATROL- UGS SOL 200 5100 | RES Federal Sponsored Programs | 226351019A | US BORDER PATF
01200 Cur for Defansz Systams Rsch | 2263510604 - AHPCRC TASK 2273-42%: MOD 200 5100 | RES Fedzral Sponsored Programs | 2263510604 | AHPCRC TASK 22
301200 Cir for Defen: tems Rsch | 226351122A - MODELING SOCIO-CULTURAL P 200 5100 | RES Federal Sponsored Programs | 2263511224 | MODEUNG S0CI
201200 Cir for Defanse Systems Rsch | 226351106A - STTR:DESIGN AND AMALYSIS 200 5100 | RES Federal Sponsored Programs | 226351196A | STTR:DESIGN AN
201700 Regional Geospatial Supp Ctr | 10508648 - RESEARCH INCENTIVE PROGRAM VIC ( 200 3100 Organizad Act Rel to Instr 19508643 RESEARCH INCE!

ATHLETICS ATHLETICS 208000 Athletics 18010035 - DISC FND ATHLETICS 700 jonal Support 3100 Organized Act Rel to Instr 19010038 DISC FND ATHLE

ATHLETICS ATHLETICS 203000 Athletics 19040020 - SUN BOWL EVENTS T00 Institutional Swpport 3100 Organized Act Rel to Instr 19040020 SUN BOWL EVEN

ATHLETICS ATHLETICS 208000 Athletics 10040021 - CUSA Officials ng 700 Institutional Support 3100 Organized Act Rel to Instr 13040021

ATHLETICS ATHLETICS 208000 Athieti 18042000 - MINER FOUNDATION To0 Institutional Support 3100 Organized Act Rel to Instr 19042000

ATHLETICS ATHLETICS 208000 Athletics 19558600 - ATHLETIC ER CAMPS 100 Instruction 3100 Organized Act Rel to Instr

ATHLETICS ATHLETICS 208000 Athietics 105586500 - Men's Basketball Camo 100 Instruction 3100 | DES Organized Act Rel to Instr Men's Basketball



https://www.utep.edu/travel/concur/resources/

Adding in Travel Allowances / Meal Per Diem

=YY Concur
—

BR

Home / Requests / Manage Requests / Testing 5 Trip

0SBV | Copy Request | Delete Request

@
. .
o Testing 5 Trip
Not Submitted | Request ID: 33KH | 08/25/2026 - 08/28/2026
=5
Request Details ~  Print/Share ~  Aftachments ~  Manage Travel Allowance
a >

EXPECTED EXPENSES

@ Add

No Expected Expenses

Add expected expenses and/or travel plans to this request to
submit for approval.




Adding in Travel Allowances / Meal Per Diem

To add meal per diem expenses, click the Manage Travel Allowance link with drop down menu and select Add Travel Allowance.

A

)]

‘n>

=8

A

EXY concur

Home / Requests / Manage Requests / Testing 5 Trip

Testing 5 Trip

Not Submitted | Request ID: 33KH | 08/25/2026 - 08/28/2026

Request Details ~+  Print/Share +

EXPECTED EXPENSES

Attachments

Manage Travel Allowance

Add Travel Allowance |

B

No Expected Expenses

Add expected expenses and/or travel plans to this request to

submit for approval.

=TS | Copy Request | Delete Request

® Add

BR



Adding in Travel Allowances / Meal Per Diem

Travel Allowance

Itinerary

Itinerary Name *

‘; Testing 5 Trigl

‘ [ petailed tinerary @

* Required

[ Day trip past midnight {no ovemight stay) @

| > 1. Fillin the start time and

®@—+—@—+—0

® .
| end time.

2. These times can
be estimates if exact
times are not known (for
example, 8am and 5pm).

Start Location * Start Date * Start Time *
El Paso, Texas, UNITED STATES 08/25/2026 h:mm AM/PM
L
Add Destination
Arrival Location *
Dallas, Texas, UNITED STATES
Add Destination
End Location * End Date * End Time *
El Paso, Texas, UNITED STATES 08/28/2026 hzmm AM/PM

| 3. Click Next.

Next: Ajust your travel auawaancel



Adding in Travel Allowances / Meal Per Diem

F
Travel Allowance

Adjustments

We can add more directions on this screen if you like to communicate to the end users. Again you have 512 characters.

* Reimbursement Amount lists the
meal per diems amounts per
travel date and location with total
at the bottom.

* Allowance Limit lists the lodging
max limit per travel date and
location with total at the

bottom.
View: Adjustments v Show Filters
Date/Location Exclude Day Breakfast Lunch Dinner Lodging Allowance Limit @ Reimbursement Amount @
All Days
Dat[:s:yﬁ D D D [:] D
Mon, 10/12/2026
Daﬁ;, UNITED STATES @ D D D D D $170.00 $60.00
Tue, 10/13/2026
D:;s, UNITED STATES @ D D D D D $170.00 $80.00
Wed, 10/14/2026
Daﬁas, UNITED STATES @ D D D D D $170.00 $80.00
Thu, 10/15/2026
Dallas, UNITED STATES @ D D D D D $170.00 $80.00
Fri, 10/16/2026
Dallas, UNITED STATES @ D D D D E] $0.00 $60.00
f Total: $680.00 Total: $360.00

* Check boxes provided allow for meal per diems to be removed for specific

meals on specific days or for the full day or for lodging to be removed for a

specific day.
* This should be used in the case when meals or lodging are provided by a third

party during the travel.

Back

Cancel




Adding in Travel Allowances / Meal Per Diem

To view the Reimbursement
Details, click the Adjustment
link drop-down and select
Reimbursement Details.

When per diems are complete,
select the Save button.

Travel Allowance

Adjustments

Here you can declare any free meals received to reduce
to your company policy guidelines.

View: Adjustments v  Show Filters

Allpal _ . )
- D
Mon, 09/14/20

Dallas, UNITED STATES @

Dallas, UNITED STATES @

Wed, 09/16/2026
Dallas. UNITED STATES @

O
Tue, 09/15/2026 0
O

Travel Allowance

Adjustments

Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed ovemight with friends or family. Days can be excluded from your trip, for example if you are on personal leave. Always refer

to your company policy guidelines.

Date Location

Mon, 09/14/2026  Dallss. UNITED STATES
Dallas, UNITED STATES

Tue, 09/15/2026  Dallss. UNITED STATES
Dallas, UNITED STATES

Wed, 09/16/2026  Dallas. UNITED STATES

Rate Type
Meals
Lodging

Meals
Lodging

Meals

Information

Over Limit Tracking

Over Limit Tracking

Rate Amount
$75.00
$170.00

$75.00
$170.00

$75.00

Factor
0.75000000
1.00000000

1.00000000
1.00000000

0.75000000

Adjustments
(353.00)
$0.00

(553.00)
$0.00

(553.00)

Calculated Amount
$3.25
$170.00

$22.00
$170.00

$3.25

Reimbursement

Allowance Limit  Amount
$0.00
$170.00
$170.00
$0.00
$170.00
$170.00
$0.00
$0.00

Total: $340.00

$3.25
$0.00
$3.25
$22.00
$0.00
$22.00
$3.25
$3.25

Total: $28.50

ancel




Adding in Expenses to a Travel Request

Once your Travel Request is created, the user should add all the estimated expenses related to the trip.

Click the Add button to add expense types for other travel expenses expected for this trip.

A

Home / Requests / Manage Requests / Testing test 6

(L8, TRl | Copy Request | Delete Request

Testing test 6 $80.00

Not Submitted | Request ID: 33KK | 0%/21/2026 - 09/25/2026

Request Details ~+  Print/Share ~+  Attachments ~  Manage Travel Allowlince
I ® Add I

EXPECTED EXPENSES

C] Expense type T Details}T DatelT Amount)T Requested|T
Dallas. Texas 09/28/2026 - 10/02/2026 $80.00 $80.00 v

[] Trevel Allowances
$80.00



Adding in Expenses to a Travel Request

Once your Travel Request is created, the user should add all the estimated expenses related to the trip.

. When you c||ck add, select an [ Add expected expenses and/or travel plans
expected expense from the list, then
CI |Ck Save. Search by expense type, category, description Q Collapse All Sections

0L Travel Expenses

TR-Lodging

02. Transportation
TR-Airfare
TR-Mileage

TR-Rental Car

05. Non-Travel Other 1l

NT-Awards-Non-Employees




Adding in Expenses to a Travel Request

Once your Travel Request is created, the user should add all the estimated expenses related to the trip.

. Complete the
required fields for the
new expense and click
Save.

. The expense will now
appear under
Expected Expenses on
the travel request.

Home / Requests / Manage Requests / Testing test 6 / New Expense: TR-Rental Car

New Expense: TR-Rental Car

B Allocate

Save | [s£LT

Required field *

Transaction Date *

Description
09/21/2026 Enterprise
Transaction Amount * Currency * Trip Type
650.00 Us, Dollar (USD) In State v X
Comment 0/200i
@ Cancel
EXPECTED EXPENSES ® Add  Edit Delete Allocate
Expense typelT DetailsT Datel® Amount|T Requested|T
Travel Allowances Dallas, Texas 09/28/2026 - 10/02/2026 $80.00 $80.00 v
I TR-Rental Car Enterprise 09/21/2026 $650.00 $650.00 I

$730.00




Adding Cash Advances

. To add a cash advance, select Request Details and click Add Cash Advance.
. Complete the required fields, then select Save. The cash advance will be added to your travel request.

Athletics Recruiting Trip

Sent Back to Employee | Request ID: 33NK | 09/21/2026 - (f
Request Details ~ Print/'Share ~  Attachments v

Request
PENSES
Edit Request Header

)

Request Timeline ntlT Expense typelT

Audit Trail Car Rental
Linked Add-ons
Add Cash Advance pirfare

Athletics Recruiting Trip - Test

Cash Advance Timeline  Manage Attachments

Details
Cash Advance Amount * Currency *
500.00 us, Dollar

Travel Start Date

v 09/21/2026

e

* Required field

Travel End Date

09/25/2026

Requested Disbursement Date

09/23/2026

=]

Cash Advance Comment

1:2m traveling to evaluate a prospective student-athlete for recruiting purposes and am requesting a cash advance to cover anticipated travel expenses during the trip,

167/2000

A\ Best Practice:

Cash advances should be used sparingly and only when necessary. Alternative payment methods are preferred whenever available.




Adding Cash Advances

Cash Advance Timeline

Athletics Recruiting Trip - Test  $500.00

09i23/12026

Athletics Recruiting Trip - Test ©

Approval Flow cdit

i
Cash Advance T\melinel Manage Attachments O Cash Advance Reviewed
|

Comments History

Cash Advance Comment
Brittany Ramirez 09/23/2026
| am traveling to evaluate a prospective student-athlete for recruiting purposes and am requesting a cash advance to cover

anticipated travel expenses during the trip.

* Once a cash advance is created, you can use the Cash Advance Timeline to track its progress through the approval workflow.
* Any associated cash advances will also appear at the top of the request for easy reference.

Athletics Recruiting Trip - Test $1,895.00

[Sent Back to Employee | Request ID: 33NK | 09/21/2026 - 09/25/2026 | View Timeline

Request Details Print/Share ~  Attachments v

Amount

CASH ADVANCES: 1
$500.00

EXPECTED EXPENSES

[[] comment)t Expensetype|f Details |T

LTl | Copy Request | Cancel Request

® Add

Date+ Amount|T Requested|T




Notifying Traveler to Submit Travel Request

* Once all expected expenses have been added click the Notify Employee button.

* This will let them know that they need to go into concur and click submit.

* Review alerts to ensure that all required information and attachments have been
provided. Missing information and attachments may result in workflow delays.

Home / Requests / Manage Requests / Testing test 6

Testing test 6 $8°.oo I Copy Request  Delete Request

Not Submitted | RequestID: 33KK | 09/21/2026 - 09/25/2026 ‘

Request Details ~+  Print/Share ~+  Attachments ~  Manage Travel Allowance

=
O Info

A notification has been sent to the employee.




Traveler’s Email to Submit Travel Request

Traveler receives this notification via email

Request Ready for Submission = & Summarize

AutoMNotification@concursolutions.com @ & & ~
To: @& UTEP-TEST-MAILBOX

S5)
£

Fri 8/18/2026 &51 AM
o Some content in this message has been blocked because

T der | Show blocked
the sender isn't in your Safe senders list. fust sender || Show blocked comtant
| 5AP Canicur
Request Ready for Submission
Reques: Name Testing - Dalles
Request Date 08/26/2026
Link To Request Processing
[ — .

= Reply ~# Forward




Traveler’s POV to Submit Travel Request

Traveler click link on email and it takes them to the expense report, the can review and submit report.

Traveler’s POV
*  When they receive the email and go to the expense report and click Submit Report the Report Totals window will appear. They will review
the summary and select Submit Report again to continue.

Testil'lg test 6 $1’895.oo Copy Request Cancel Request

Not Submitted | Request ID: 33KK | 08/21/2026 - 09/25/2026

Request Details ~  Print/Share ~  Attachments ~  Manage Travel Allowance ~

EXPECTED EXPENSES (® Add
D Comment)T Expense typelT Details [T Date | Amount|T Requested]T
D Car Rental Enterprise Rental 09/21/2026 $630.00 $630.00
D 5] Airfare Flying there and back 09/21/2026  $1,265.00 $1,265.00

$1,895.00



Traveler’s POV to Submit Travel Request

¢ The User Electronic Agreement will appear after they submit the report.
*  They will review the agreement and select Accept & Continue.
e The report will then be successfully submitted and routed through the approval process.

User Electronic Agreement

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

1.  Thisis a true and accurate accounting of expenses incurred to accomplish official business for the Company and there are no
expenses claimed as reimbursable which relate to personal or unallowable expenses.

2. Allrequired receipt images have been attached to this report. .
= 3. Ihave not received, nor will I receive, reimbursement from any other source(s) for the expenses claimed. B o Report subm “'ted

4. In the event of overpayment or if payment is received from ancther source for any portion of the expenses claimed | assume Britt's Office Purchase (MD) $155.53
responsibility for repaying the Company in full for those expenses.

~ Report Status

Accept & Continue [0




Travel Request - Status Tracking

* Once submitted by the Traveler the Travel Request tile will show the status and which area the request is pending approval from.

Home / Requests / Manage Requests

Manage Requests

Requests View: Active Requests v Search:  Enter request ID Q, | @ Create New Request

Testing test 6
09/21/2026 | 33KK

$662.00
e

Pending External Validation




Travel Request - How to check the status on requests

Home / Requests / Manage Requests / Testing test 6

Testing test 6 $662.00

Sent Back to Employee | RequestID: 33KK | 09/21/2026 - 09/

Request Details vl Print/Share ~  Attachments +

Request

PENSES
Edit Request Header
Request Timeline typelT
Audit Trail lowances
Linked Add-ons

| Car

Add Cash Advance

v

Within the Travel Request, navigate

to the Request Details link directly
below the Request name. Select
Request Timeline from the drop-
down menu.

M

)

Request Timeline

Testing test 6 | $662.00

Ap

proval Flow Edit

Budget Prevalidation

Department Approval

Supervisor Approval

Supervisor Approver

Budget Post Validation

v

Icon Indicator meaning:

Pending approval step will
display a blue clock icon
Approved approval step(s) will
display a circle with a blue
checkmark

Future pending approval step(s)
will display an empty circle.

Request Summary

Request Comment

Sort v

Filter ~

0/500

Thursday, August 20, 2026

Status: Sent Back to Employee
Status Updated: Concur System
Aug 20, 2026 4:17 PM

Comment

Concur System Aug 20, 2026 4:17 PM

Line: 1, Split: 1 -, Budget Check Exception: OPE,SpeedType = 19021300, Account = 62491, Available funds
exceeded. Current Available Balance = -10266.18 and Expense amount for this Budget is: 662,

Status: pending External Validation
Status Updated: Brittany Ramirez
Aug 20, 2026 4:17 PM

Status:  submitted
Status Updated: Brittany Ramirez
Aug 20, 2026 4:17 PM



Travel Request Status Tracking - International Travel

* Every Travel Request with an international destination routes to
Export Control for approval, the step is added automatically.

* Requests to restricted regions also route to the International
Oversight Committee (I0C).

* These workflows did not exist in PeopleSoft, they are built into
Concur.

* Use the Request Timeline to see where the request sits, and plan for
the extra step when timing your submission.

Approval Flow

| Budget Prevalidation

| Department Approval

| Supervisor Approval

Edit

| Export Control Approver

Export Control Approver

:] Budget Post Validation




Travel Request — Budget Validation Error

Pending External Validation indicates that Budgeting is reviewing the request to verify funding and ensure there are no budget-
related issues. If funding is unavailable or a correction is needed, the request will be returned to the requestor for updates. Any
status changes and comments will be communicated by email and can also be viewed in the request's timeline and audit trail
within Concur.

______________________
»  Summary by Copilot X
Testing test 6
ns.com [
09/21/2026 | 33KK 3 ae
Some content in this message has been blocked because the sender isn't in your Safe senders list
7 o 9
.
4P Conaur
Pending External Validation I Your travel request listed below has changed status.
Changed By Concur System
Request 1D 3K
Reguest Neme Testing test 6
Request Dete 08/20/2026
Submit Date 10/01/2026
Total Posted Amount 730.00 USD
Approval Status Set To Sent Back to Employee

- Accor
Accounting Date: 2026-10-
2026-10-01 falls in 8 closed sccounting period.,

Link To Request Processing
it/ /vweow,concursaligions.com



Travel Request — Budget Validation Error

The Report Timeline provides a chronological view of the request's progress, including status changes, approvals, returns,
and comments made throughout the process.

Request Timeline

|
] Testing test 6 | $730.00
Manage Requests - .

‘ Approval Flow Edit Request Summary Sort v Filter v

!

Request Comment 01500
Requests View: Active Requests v ‘ Budget Prevalidation > ity
Testing test 6 1 Department Approval

09/21/2026 | 33KK |

$730.00 { iS00 8512026

Supervisor Approval

] Status: Sent Back to Employee
Supervisor Approver Status Updated: Concur System
' Oct 1, 2026 6:10 PM

Cash Advance Approver
Comment
Sent Back to Employee |
| Concur System Oct 1, 2026 6:10 PM

| Budget Post Validation Line: 1, Split: 0 - Accounting Date: 2026-10-01 falls in a closed accounting period.,Line: 2, Split: 0 - Accounting
Date: 2026-10-01 falls in a closed accounting period.,Line: 3, Split: 0 - Accounting Date: 2026-10-01 falls in a
closed accounting period..

Status: Pending Exteral Validation
Status Updated: Brittany Ramirez
Oct 1, 2026 6:10 PM

Status Updated: Brittany Ramirez

Status: Submitted
Oct 1, 2026 6:10 PM




Travel Request - Budget Validation Error

The Audit Trail captures a detailed history of actions taken on the request, including who made changes, what was updated,
and when the activity occurred.

Audit Trail

Testing test 6 | $730.00

Request Level

Date/Timel% Updated BylT  Action]T Description )T

Status changed from Pending External Validation to Sent Back to Employee

Comment: Line: 1, Split: 0 - Accounting Date: 2026-10-01 falls in a closed accounting period.,Line: 2, Split: O - Accounting Date:
10/01/2026 4:10 Approval Status . ) ) . y . B .
M Concur System Change 2026-10-01 falls in a closed accounting period.,Line: 3, Split: 0 - Accounting Date: 2026-10-01 falls in a closed accounting
8 period.,
5 .5 B .
) Status changed from Submitted to Pending External Validation

10/01/2026 4:10  Brittany Approval Status Comment:
PM Ramirez Change Step Name:
10/01/2026 4:10  Brittany Approval Status Status changed from Not Submitted to Submitted
PM Ramirez Change Comment:

Step Name: Request Submitted
10/01/2026 4:10  Brittany Confirmation

UTEP Request User Submit Agreement
PM Ramirez Agreement Acceptance 9 8



Live Demo




Break for 10 mins




Hands on Training — Travel Request

Your turn — create a request in the training site

) ) What good looks like
Practice scenario
You are attending a three-day conference in Chicago. No open alerts
Registration is paid in advance, you will fly, stay two nights, and Every alertis cleared or explained before you submit

drive to the airport.

Right funding

Build a Travel Request that includes:
Fund Code matches the SpeedType you selected

o Correctrequest policy and trip type

o Trip purpose, dates, and destination Realistic estimates

o Department, SpeedType, and Fund Code Estimates are close to what you expect to actually spend

° Airfare, lodging, and rental car estimates

. Meal per diem through Travel Allowance Ready to submit

Required fields complete and the request created

Project team members are in the room — raise your hand and we will work through your document with you.




How Approval Routing Works

Approvals required today are still required in Concur

Standard Routing Grant Travel
Travel requests route to the supervisor in PeopleSoft, then to the Grant travel routes to the Pl and then to Grants Management,
funding source approver. There is no dollar-limit escalation. exactly as it does today.
Policy Exceptions Fewer Redundant Approvals
Missing Receipt Declarations and over-threshold items route for If costs were approved on the request and stay within the approved
additional review — travel to the dean or VP, entertainment to the amount, the expense report moves to final review without
VP for Business Affairs. repeating those approvals.
What you will see
o Approval emails when a document needs your attention o Recall options while a document is still in workflow

o Return notifications when something comes back to you o Status tracking and full approval history on every document



Chicago Trip Example

When actual costs stay within the amount approved on the Travel Request

SCENARIO Three-day conference in Chicago ¢ Registration paid in advance e Airfare ¢ Two hotel nights e Drive to the airport
° Travel Request Estimate a Actual Expense Report
Airfare $500 Airfare $307
Hotel, 2 nights $500 Hotel, 2 nights $425 Within the
aE— approved
Mileage to airport $40 Mileage to airport $20 amount

After travel
The report may move
Meals & incidentals $150 Meals & incidentals $130 to final review
without repeating the
same approvals.

APPROVED TOTAL S 1 ) 190 ACTUALTOTAL 5882

Important:  This reduced-approval example does not apply to expenses involving project IDs. Policy exceptions may also require additional review.



Booking with Concur

STEP TWO




How to Booking with Concur

Where to find it?

*  From the Concur Home page, select the Travel icon located
in the left navigation menu.

*  This will open the Book Travel interface, where you can
begin searching for flights, hotels, and rental cars.

= EYY Concur

Hello, Brittany
August 17, 2026

or expenses.,

Company Notes

Available Expenses (2)

Sheraton Hotel

August 17, 2026

Sheraton Hotel

August 17, 2026

Create Expense Report
B Begin an expense report to track
business related expenses

Traveling International or removing can|
Please click here to complete the Expor}

Need to remove UTEP Equipment from

Caneur Tesining Trolkit

See All Expense Reports

$1,259.00

$1,259.00

No
When you have rej




How to Booking with Concur

Booking Interface

. Use the tabs to search for Hello, Brittany

October 14, 2026

flights, hotels, or rental
cars.

ematonsl ravel i o avalabl teough Company Notes

® E nte r yo U r t rave I d eta | I S Eﬁh&?ﬁ?:ﬁgz?&f Welcome to Concur Travel for The University of Texas at El Paso!
and select Search.

Flight Search Anthony Travel's preferred online booking tool (OBT) is SAP Concur Travel. The toal is the optimal vy for staff
ght Searct to search for and haok individuial travel antians while adherin 1o Denartment nolicy and hisdoet reauirements
e —

(ronave | oneway —_——

*  View and manage
upcoming reservations in
the Upcoming Trips
section.

1011412025 - 10152026 B8

'

Economy v No Trips

[[] inelude Accommadation start booking your nest business adventure.
*  You can also begin a new
reservation by selecting

Plan a Trip.




How to Booking with Concur

Start Booking a Flight

*  After entering your trip details, Concur displays available flight options based on your
search criteria.

*  Use the available filters to narrow your results and find the option that best meets
your travel needs.

= EIConcur ®© @
@ El Paso (ELP) - Atlanta (ATL) Skip Search ~ Edit Search  Currency: USD
Departure Date: Tuesday, December 8, 2026
o
>
is
EH
o I Y AlFitters v Flight Number Q i Matrix v Nonstop v Delta’  Time v  Flexibilty v  Policy v  Class of Service (4) X  Reset 11 Sort by Price - Low to High v Show Details a I
a4 e T

2 of 94 Flights Round-trip fares include taxes and fees. Additional fees will be shown at checkout.

A Delta Delta Main Classic Delta Comfort Classic Delta Main Extra Delta Comfort Extra
6:00 AM - 10:58 AM  ELP - ATL - Nonstop - 2h 58m Round-trip Round-trip Round-trip Round-trip

NS Preene] ' $1,007 ¢ $1,069 @ $1,243 ¢ $1,393
A Delta Delta Main Classic Delta Comfort Classic Delta Main Extra Delta Comfort Extra
2:21PM-7:19 PM ELP-ATL - Nonstop - 2h 58m Round-trip Round-trip Round-trip Round-trip

Pore e ¢ $1,007 ¢ $1,069 © $1,243 ¢ $1,393

‘We don't have any more. Try changing your filters or modifying your search. Open Filters | Edit Search



How to Booking with Concur

Start Booking a Flight

*  Select Show Details to expand the flight results.

= EY Concur ® @
@ El Paso (ELP) - Atlanta (ATL) Skip Search  Edit Search ~ Currency: USD
Departure Date: Tuesday, December 8, 2026
| @ %
(8
is
B [
o Y7 AllFitters v Flight Number Q i Matrix v Nonstop v  Deltaw  Time v  Flexibility v  Policy v  Class of Service (4) X  Reset 11 sort by Price - Low to High v [§ Show Details (=)
% >
|
2 of 94 Flights Round-trip fares include taxes and fees. Additional fees will be shown at checkout.
A Delta Delta Main Classic Delta Comfort Classic Delta Main Extra Delta Comfort Extra
6:00 AM - 10:58 AM  ELP - ATL - Nonstop -~ 2h 58m Round-trip Round-trip Round-trip Round-trip
s ¢ $1,007 ¢ $1,069 @ $1,243 ¢ $1,393
A Delta Delta Main Classic Delta Comfort Classic Delta Main Extra Delta Comfort Extra
2:21 PM-7:19 PM ELP-ATL - Nonstop - 2h 58m Round-trip Round-trip Round-trip Round-trip
Hos Pl @ $1,007 ¢ $1,069 ¢ $1,243 ¢ $1,393

We don't have any more. Try changing your filters or modifying your search. Open Filters | Edit Search



How to Booking with Concur

Start Booking a Flight

. Review the flight schedule, duration, aircraft information, and available fare options.

* Select the policy indicator to view why a fare is marked Out of Policy or Not Allowed.
*  Review included amenities, baggage allowances, refundability, and change restrictions.
*  Select Fare Details for additional information or select Select Fare to continue with the preferred option.

A Delta ~

6:00 AM - 10:58 AM  Nonstop ~ 2h 58m

ELP - ATL

4+ 6:00 AM « El Paso International Airport

Delta DL 1741

Duration: 2h 58m

Boeing 737-900 Passenger

Preview Seat map

On time: 80%

10:58 AM « Hartsfield-Jackson Atlanta International
@© Airport

More Preferred

Economy.
—

€ oOut of Policy

T Economy
L)f\ E Main Classic

This option violates one or more of your company
travel rules.

Not Allowed

Marketing airline is in Delta -and- Fare uses class of

service E

This is a Basic Economy fare which has the follow-

ing ictions: No pi d seat

Standard legroom seat

1 carry-on bag included
1st checked bag for $45

2nd checked bag for $55
Nonrefundable

Free advanced changes

No same day changes allowed

no overhead carry-on bag (only 1 personal item al-
lowed for under-seat storage), no priority boarding,

no upgrade allowed, non-refundable.

This is a Basic Economy fare which has the follow-

ing restrictions: Non-refundable and non-change-

able unless you upgrade to Choice Preferred or

E ¢ $831

Fare Details )

Round-trip

¢ $1,007

Select Fare

Economy

Delta Comfort Classic

Above average legroom seat

(= Nig

1 carry-on bag included
1st checked bag for $45
2nd checked bag for $55
Nonrefundable

Free
Free same day changes

@

vanced changes

oo Priority boarding included

Round-trip

S $1,069

Fare Details »

Select Fare

Economy

Delta Main Extra

E Standard legroom seat

@ 1 carry-on bag included
1st checked bag for $45
2nd checked bag for $55

B Fully refundable

Free advanced changes
Free same day changes >

o;o Priority boarding included

Rout
¢ s1

Fare Details » SelectF,




How to Booking with Concur

Review and book your trip

*  Once you selected your flight options
*  Review the selected flight and fare details.
*  Verify or complete the traveler information.

= EIY Concur ® a8
o] @ Select a frequent fiyer account in Traveler Information to view a personalized seat map based on your account status.
| o> Review and Book Currency: USD

>
" Flight Itinerary Estimated Total Cost $1,006.88
e Round-trip
%> Base Fare $907.98

Tuesday, December 8, 2026 Taxes, fees & charges v $98.90

El Paso, TX (ELP) - Atlanta, GA (ATL) Delta Main Classic L "B

6:00 AM - 10:58 AM  Nonstop Duration: 2h 58m Cabin: Economy

ADelta DL1741

Payment
More Preferred  Corporate Fare
@ The form of payment listed below is required by your company, and will be used for this

Thursday, December 10, 2026 booking. You do not need to select a form of payment.

Atlanta, GA (ATL) - EL Paso, TX (ELP) Delta Main Classic

11:51AM- 1:16 PM  Nonstop Duration: 3h 25m Form of Payment

A Delta DL 1002 Test Corporate Ghost Card (MASTERCARD)

More Preferred  Corporate Fare

I have read and accept the rules and restrictions and policies. | authorize SAP Concur to

h: T Informati f h the ider.
View Fights and Fare Details share my Traveler Information and preferences with the travel provider.

Flight Fare Rules and Restrictions

Traveler Information

Traveler Information is based on your SAP Concur profile. Your information and any information you complete below will be shared with the travel provider to complete the
booking process. Please ensure your name below matches what is on your government issued ID.

Hazardous Materials Restrictions

. . A\ You have selected a non-refundable fare. Review the rules and restrictions for more details.
Name on Reservation Phone Email

William C Never support@concursolutions.com

+1-425-555-1212 v

Frequent Traveler Account Change Selections.

None

Advance Details @

Date of Birth * Gender *




How to Booking with Concur

Review and book your trip

* Nextyou can select seats, if available.

Seats

Select your preferred seats. For any flights where you do not pre-select a seat, one may be aute-assigned based on your preferences and carrier availability.

El Paso, TX (ELP) - Atlanta, GA (ATL)
Cabin: Economy

Select Seats

Seat Map

—ETP=RTT

El Paso International Airport (ELP) - Hartsfield-Jackson Atlanta International Airport (ATL)
Tuesday, 12/08/2026 6:00 AM - 10:58 AM  Duration: 2h 58m
A Delta DL 1741  Boeing 737-900 Passenger

([ Available

Economy o
5 No seat selected
@ Available A c 0D E F
(Fee) 15 ES X X X
%) Unavailable 16 [ x| x|l
selected v (XX X R
- 18 |l x|l % X | X | X
(&) Accessible J
q 19 [X|Xx|x x| xix| B
g exit g b4
L €3
Lavaton
et X[|x|x B
¥4 Galley x = x
25 Closet x|l
X || %
X1

Next Flight

Cancel




How to Booking with Concur

Review and book your trip

Estimated Total Cost $1,006.88
*  Once you completed your booking review . ——
baggage allowances, fare rules, and travel Txes, fees & charges $98.90
policies. e
*  Select the correct Form of Payment and select “I e O g 7 SR AT
have read and accept the rules ... etc.” e e B e
*  When ready, select Book and Continue to s

Test Corporate Ghost Card (MASTERCARD)

proceed to the final booking review. === —r

| have read and accept the rules and restrictions and policies. | authorize SAP Concur to
share my Traveler Information and preferences with the travel provider.

Flight Fare Rules and Restrictions
Hazardous Materials Restrictions
A You have selected a non-refundable fare. Review the rules and restrictions for more details.

Book and Continue

Change Selections




How to Booking with Concur

Finalizing Your Trip

You will be sent to
the Finalize
Screen.

Review all
reservation details
before submitting.
You can still add a
hotel and/or
rental car if
needed.

Finalize

Trip Overview

December 8, 2026 - December 10, 2026

Trip Name * 14/50
Trip - Atlanta

Description 0/250

*Required field

k8 Hotel has not been sel d: Hartsfield-.

Atlanta Inter

l Airport

You can still finalize the trip without completing this step.

k8 Hotel has not been sel d: Hartsfield-.

Atlanta Inter

L Airport

You can stillfinalize the trip without completing this step.

k0 Hotel has not been sel d: Hartsfield-J.

You can still finalize the trip without completing this step.

1 Atlanta Inter

L Airport

Search Hotel

Search Hotel

Search Hotel

Delete

Delete

Delete

‘b El Paso, TX (ELP) - Atlanta, GA (ATL)
> Tuesday, December 8, 2026

Confirmation Number: H86YCD

Confirmed

Estimated Total Cost @ $1,006.88
Flight v $1,006.88
Cancel Trip
Hold Trip

@ You may hold this reservation until October 8, 2026, 10:00 PM EDT.

Would you like to book anything else?

kR Add Hotel £ Add Rental Car



3
4

How to Booking with Concur

Adding in a car/hotel

Add to Your Trip

Please Note: Rates displayed from our contracted car vendors include collision damage waiver and liability
damage waiver (CDW/LDW) insurance. Therefore, any additional insurance coverage that is opted into at
the time of service is at the traveler's personal expense. Rental Cars will not be direct billed on Coneur.

° From the Finalize Booking screen, Select Add However, you may baok a car on Concur and then call Anthony Travel to direct bill the car for you.
Rental Car or Add Hotel.

Rental Car Search

Where would you like to pick up your car? Select one of your previous reservations to set the pick up location
and date or enter the criteria manually.

*  Complete the Add to Your Trip pop-up
window and select Search.

‘Your Reservations

Flight: Hartsfield- Jackson Atlanta International Airport, 12/08/2026 ~

* Available car rental or hotel options will be
displayed for selection.

Pickup *

Hartsfield-Jackson Atlanta International Airport

Drop-Off

Same Location

Dates *

12/08/2026 - 12/10/2026 (=)

Pickup Time * Drop-Off Time *

11:00 AM © 11:00 AM ©

Searlir | Close




How to Booking with Concur

Adding in a car/hotel

*  Review the available rental car options.
*  Select the vehicle that best meets your travel needs to continue.

Skip Search | Edit Search

I i Jackson Atlanta i Airport (ATL)
Thursdsy, October 22, 2026 - Frday, October 23, 2026

or (COWILOW) insurance. Therelore, any additional insurance coverage that is opted into at the time of service is a the travelor's personal expense. Rental Cars

Please Note: R: contracted car
will not be direct billed on Coneu. However, you may book 2 car on Concur and then call Anthony Travel to direct bil the car for you.

Vehicle Availability Alert - Chrysler Minivan Recall
‘Enterprise/National has issued a recall on Chrysier minivans, & major part of their fleet Travelers with minivan o full-si2e SUV reservations over the next 1-2 months may exper

by o receive calls acjust bookings.

Please consider reaching out 10 your Trawel Office for aternatives, especially for group or team travel, unti this matter has been resolved vith Enterprise/National

11 Sortby Category

¥ AllFirees v || 5 Matix v Category V | | Rental Company ¥

66 resuits. Recommen

based on price and convenience
i ! Coan PARKSY

~ Bestrental cars for (%]
b Show s ocaionporvndr P 1
- Intermediate TOYOTA COROLLA of similar @ {‘57:4:1‘1

SO Q) 85 O ohuomaic 7 Unimiedieage College Park

@ Air Condtioning

National  pickup & Drop-off station: 2200 Rental Car Crer Phowy 2250, College Park (113 v

4 Recommended | Corporse Aste  Most Prefered | £ 30 kg COse

Economy MTSUBISH MIRAGE or smilar @
8¢ O %Automatc 2, Unlimited Mieage

© Air Conditioning

Pickup & Drop-off Station: 2200 Rental Car Crtr Phwy 2250, College Park (113 m1)

4" Recommended | Coporste Rete  Most Pretered | £ 28 kg COse

UBISHS MIRAGE of similsr @

Economy '
EEB e 0 v Zumesies




How to Booking with Concur

Adding in a car/hotel

*  Review your selected rental Review and Book
car details and complete any

required traveler information. o/‘-o\._ e g e
;ﬂﬂkigz Inlclmies  you agree that you rate ruies and restrictions.

National. [p—

Pickup and Drop-off Station

. Select Book and Continue to

2026 11:00 AM

Rental Car Selection Estimated Total Cost @ $74.11

s7411

ATLANTA

add the rental car reservation e
to your trip itinerary.

Traveler Information
Traveler Information is based on your SAP Cancur profie. and any information you
booking process. Please ensUIe your name below matches what is on your govemment issued ID.

be shared with the travel provider to complete the

Name. Phone * Emsil
Britany DeAnna Ramirez 19156940835 . bdmmirzsguep.edy

Frequent Traueler Account

Setect an account v

Fight Number (ie. UALZ34)

wn1s0

Add Frequent Traveler Account  Edit Traveler Information

Rental Car Preferences
Your comments will e shared with the rental compeny.

Comments

Oniy slphanumeric characters are allowied.




How to Booking with Concur

Adding in a car/hotel

*  The rental car will be added to your overall trip itinerary.
*  The same process applies when adding a hotel reservation.
* A personal credit card is required to reserve a hotel room.

Finalize

. . ﬁ
Trip Overview Reaudi®e Estimated Total Cost @ $1,187.25
October 22, 2026 - October 23, 2026
Tiip Name * 1450 Fight v 111314
Trip - Atlerea
i Rental Car v $74.11
o 0250
Finglize Tip
Cancel Tip
Hold Trip
< ElPaso, TX (ELP) - Atlanta, GA (ATL)
N . Confirmed @ ‘o may hold this reservation until October 15, 2026, 10:00 PM MDT.

ay, October 22, 2026
DBFUS

Would you like to book anything else?
(2 NATIONAL Rental Car

> Thursday, October 22, 2026 - Friday, October 23, 2026 i A Add Hotel B AddRental Car
Confrmaton Nurmber: 2140T36254COUNT
4 Atlanta, GA (ATL) - EL Paso, TX (ELP)
Confirmed

% Friday, October 23, 2026
Canfimation Number: FT7SCM




How to Booking with Concur

Finalizing Your Trip

*  Scroll down on the finalize screen and you will need to enter the appropriate SpeedChart or Cost Center.
*  Enter the approved Request ID from the Travel Request.

Additional Information

Your company has requested a few more details about this booking.

Speed Chart or Cost Center Number * 110
TEST123456] J

Authorization 1D * 0/14

Enter text




How to Booking with Concur

Finalizing Your Trip

*  Once all travel arrangements have been reviewed and Estimated Total Cost @ $1,006.88
no additional changes are needed, select Finalize Trip
. Flight ~ $1,006.88
to complete the booking.
* Ifyou select Cancel, the reservation will not be il
completed and the booking process will be canceled. Hold Trp

@ vou may hold this reservation until October 8, 2026, 10:00 PM EOT.

—” If you select Hold Trip, Concur will save the itinerary
without ticketing the airfare. The trip can be finalized W ymities Do’ ook snyfhiig ptea2
later, provided it is completed before the Airfare - B AddRentaiCar
Must Be Ticketed By date and time displayed at the
top of the screen.

I o Airfare must be ticketed by: 10/09/2026 1:00 AM EDT. I

A\ You have not selected seats for all flights. Select seats or contact the carrier for seat assignment. Change Seats

Finalize



How to Booking with Concur

Confirmation Screen

* After selecting Finalize Trip, Concur displays the Trip Confirmation screen

= EX Concur @ &
@

le>
@G>

o,
L © Airfare must be ticketed by: 10/09/2026 1:00 AM EDT.

- _d

Trip Confirmed

An email confirmation will be sent to Concur Admin - Do Not Delete Never.

Back to Homepage  View Trip Overview

Concur Admin - Do Not Delete Never
TripName  Trip - Atlanta

December 8, 2026 - December 10, 2026




How to Booking with Concur

Trip Overview

The Trip Overview page allows travelers to view and manage their reservation after the booking has been completed.

@ Airfare must be ticketed by: 10/09/2026 1:00 AM EDT.
Change Trip  Edit Details ~ Cancel Trip

Send ltinerary  Back to Homepage

Trip Overview

TipStaus  RecordLocator TipName  Date
Confirmed GAMRRG Trip - Atlanta December 8, 2026 - December 10, 2026
Itinerary Details Trip History
4 EtPaso, TX (ELP) - Atlanta, GA (ATL) Estimated Total Cost @ $1,006.88
¥ Tuesday, December 8, 2026 Sontimed
Confimation Nomber: HGYCD
Flight v $1,006.88
Rates are quoted in USD.
AM - 10:58 AM  No p Duration: 2h 58m
Select Seats - )
A Delta DL 1741 @ Original cost, refund, or penalty for canceled or changed bookings are not displayed.
More Proferred  Corporate Fare Dt Msin Classic
Cabin: Economy

Would you like to book anything else?

Payment: Test Corporate Ghost Card

Flight Fare Rules and Restrictions
EQ Add Hotel & Add Rental Car

View Details ~ Change Flight  Cancel Flight

4~ Atlanta, GA (ATL) - EL Paso, TX (ELP)
Confirmed

' Thursday, December 10, 2026
er: HBSYCD

11:51AM- 1:16 PM  Nonstop Duration: 3h 25m
Select Seats

A Delta DL 1002
Delta Main Classic

More Preferred Corporate Fare
Cabin: Economy

Payment: Test Corporate Ghost Card



How to Booking with Concur

Trip Overview

Send Itinerary ~ Back to Homepage  Change Trip  Edit Details  Cancel Trip

. Review the complete trip itinerary, reservation
details, and confirmation numbers.

Estimated Total Cost @ $1,006.88

* Select Send Itinerary to email a copy of the
itinerary. Fight v $1.006.88

Rates are guoted in USD,

@ Original cost, refund, or penalty for canceled or changed bookings are not displayed.

*  Select Change Trip to modify the reservation.

Would you like to book anything else?

*  Select Edit Details to update trip information.

ko Add Hotel = Add Rental Car

*  Select Cancel Trip to cancel the reservation.




How to Booking with Concur

Trip Overview

Add a hotel or rental car to the itinerary, if needed.

Use the Trip History tab to view changes made to the reservation and track
trip activity.

@ Airfare must be ticketed by: 10/09/2026 1:00 AM EDT.

Trip Overview Send ltinerary  Back to Homepage ~ Change Trip  Edit Details  Cancel Trip
Trip Status Record Locator Trip Name Date
Confirmed GAMRRG Trip - Atlanta  Decemb

Itinerary Details Trip History

f El Paso, TX (ELP) - Atlanta, GA (ATL) Estimated Total Cost @ $1,006.88
Y Tuesday, December 8, 2026

Confirmed

Confirmation Number: H86YCD

Flight v $1,006.88

Rates are quoted in USD.
6:00 AM - 10:58 AM  Nonstop  Duration: 2h 58m

Select Seats
A Delta DL 1741

@ Original cost, refund, or penalty for canceled or changed bookings are not displayed.
More Preferred  Corporate Fare

Delta Main Classic

Payment: Test Corporate Ghost Card s+s4444 Cabin: Economy

. L Would you like to book anything else?
Flight Fare Rules and Restrictions

kS Add Hotel (& Add Rental Car
View Details  Change Flight  Cancel Flight




How to Booking with Concur

How to Cancel a Trip

Step 1: Go to the Trip you want to cancel, Select Cancel Trip and confirm the cancellation.
Step 2: Concur processes the cancellation and updates the trip status to Canceled.
Step 3: Review the itinerary to verify all reservation segments display a Canceled status.

@ Airfare must be ticketed by: 10/08/2026 1:00 AM EDT.

Trip Overview

Send Itinerary  Back to Homepage  Change Trip  Edit Details | Cancel Trip

Trip Status Record Locator Trip Name Date
Confirmed GAMRRG Trip - Atlanta December 8, 2026 - December 10, 2026

~
Itinerary Details Trip History

A\ Please check Rate Rules and Restrictions to confirm whether a cancellation fee applies.

Confirm Cancellation o Not Cancel

Trip - Atlanta

El Paso, TX (ELP) - Atlanta, GA (ATL)

4~ Atlanta, GA (ATL) - EL Paso, TX (ELP)
Delta

Refund Conditions

‘Cancel now with no penalty
December 8, 2026 - December 10, 2026  Record Locator: GAMRRG



How to Booking with Concur

How to Cancel a Trip

Step 3: Review the itinerary to verify all reservation segments display a Canceled status.

= .Y Concur ® &
SAPd

@ @ Cancellation was successful
| > Trip Overview Send Itinerary  Back to Homepage ~ Change Trip
iG> Record Locator  Trip Name Date
[y BGAMRRG Trip - Atlanta  December B, 2026 - December 10, 2026
28
A~
Details Trip History
4 ElPaso, TX (ELP) - Atlanta, GA (ATL) Estimated Total Cost @ $0.00

b

Tuesday, December 8, 2026 @

Confirmation Number: HBSYCD

Rates are quoted in USD.

© Original cost, refund, ar penalty for canceled or changed bookings are not displayed.

4~ Atlanta, GA (ATL) - El Paso, TX (ELP)
7 Thursday, December 10, 2026 [ Canceled |

Confirmation Number: HBSYCD




Expense Reports

STEP THREE



Creating an Expense Report

Travel and non-travel reimbursement

Start from the Request Add Expenses Itemize and Allocate

Use the approved Travel Request to carry Scan a receipt, enter manually, or use Itemize by expense type. Allocate by

over trip details. Available Expenses. funding source.

Attach Receipts Clear Alerts Review and Submit

Attach each receipt to its expense line. Complete missing fields, attach receipts, Review, certify, and submit. Track status
and justify policy exceptions. in the report timeline.

Travel Request: estimates. Expense Report: actual costs. Reimbursement follows incurred expenses.




B———
Creating an Expense Report

Actual costs, receipts, and reimbursement for travel and non-travel

* Select Create Expense Report

ETY Concur @ BR

Hello, Brittany
August 20, 2026

Create Request Create Expense Report
¥A  Start an approval request for travel B Begin an expense report to track
OF expenses. business related expenses.

Company Notes

Traveling International or removing campus equipment?

Please click here to complete the Export Control Certification form prior to baoking your travel.

Need to remove UTEP Equipment from Campus, click here.
Coneur Training Toolkit

Read More

Available Expenses (5) See All Expense Reports (3) =+ Seeall Approvals Requests (6) +



Creating an Expense Report

Create Expense Report

I Create From an Approved Request I

Required field *
Policy *

*T&E Expense Policy

Report/Trip Name *

Report/Trip Start Date

MM/DD/YYYY

Report/Trip End Date

(=] MM/DD/YYYY (=]

Traveler Type *

Trip Type *

Report/Trip Purpose *

Does this trip include persenal Travel?

v v

Personal Dates of Travel @

Student Trip ID / Travel Request ID

Department *

Speedtype *

Additional Information

0f500 Business Unit 1

(UTEP1) El Paso

Fund Code *

4 Report Total *

* Select Create From an Approved Request

Report Number

Comments To/From Approvers/Processors

* Next - Click Create from an Approved Request

F -
@ Create From an Approved Request?

Travel Allowance

Please select YES if you are claiming Meal/incidental and/or lodging on this expense report. This box has 500 characters to communicate with your end users.

O Yes, | require Travel Allowance

@ No, | do not require Travel Allowance

Creating an expense report from an approved request will discard
any information you have already entered in the current window.
Are you sure you want to continue?

—




Creating an Expense Report

* Select an Available (Approved) Request

* The Expense Report will auto-populate with expense types from the approved Travel
Request. Users can now add or change information in the prepopulated expense type fields
and attached receipts to these expense types.

* Now let's start Adding in Expenses!

Available Requests

Request Name | RequestIiD|T StartDatel® EndDate|f Cancelled|T RequestTotal|T Approved]|T Remai

B Mexico Travel 336W 04/29/2026 05/02/2026 No $0.00 $0.00 $0.00
~ Canada Group
(. Travel 336X 04/29/2026 05/02/2026 No $3,303.24 $3,303.24 $3,303




Creating an Expense Report

No approved Travel Request = Error!

If you attempt to
create an Expense
Report without an
approved Travel
Request, you will
receive an error
message and will
not be able to
continue with or
submit the Expense
Report.

-
Report Header
Testing athletics $408.50
a
Alerts: 3 ~
(W) o a:
I €) Error: Please attach an approved travel request to the report header then resubmit. I
Required field *
Policy * Report/Trip Name * Report/Trip Start Date Report/Trip End Date
*Athletics Expense Policy Testing athletics 09/18/2026 09/21/2026 =]
Traveler Type * Trip Type * Report/Trip Purpose * Does this trip include personal Travel?
Employee In State X TRV-Recruit Prosp Emp/Student No v X
Personal Dates of Travel @ Additional Information 0/500 Business Unit Department * 2
(UTEP1) El Paso (208000) ATHLETICS vooX
P
Speedtype * Fund Code * 4 Report Currency Approval Status *
(29266110) ATHL-ADMINISTRATIVE AND GENE... (4100) AUX Intercollegiate Athletics x US, Dollar Not Submitted
Report Total * Personal Expenses * Amount Approved * Amount Due Company *
408.50 0.00 408.50 0.00
Amount Due Employee * Amount Due Company Card * Total Amount Claimed * Report Id*
408.50 0.00 408.50 ABAFD01465F54A69A298
Report Number -
ﬂ Cancel




Creating an Expense Report — Adding Expenses

Once your expense report is created, there are three options to add expenses.

Choose one of three ways to add an expense:
1. From a Receipt

2. Create an Expense Manually

3. Select from Available Expenses

Expense Testing $172.00
Not Submitted Report number: G5AMV1

Report Details ~ Print/Share Manage Receipts v Travel Allowance v

Expenses (10) | View: Standard v (3 Add Expense v
(] Alerts [T Date |= Receipt |1 Attributes Expense Type |1 Vendor Details |1 I‘ & Create Expense from Receipt
O o 12/18(2026 TR-ncidentals Dallas, Texas #  Manualy Create Expense

= Select from Available Expenses (5)

B [x] 12/18(2026 TR-Meal Per Diem Dallas, Texas

[xRVEVEEME Submit Report IR

e

Requested [T Actions

$3.75

$36.25



Creating an Expense Report - Create Expense from Receipt

Once your expense report is created, there are three options to add expenses.

Expense Testing $172.00

Not Submitted Report number: GSAMV1

Report Details ~  Print/Share ~  Manage Receipts v Travel Allowance v

Expenses (10) | View. Standard v
M Alerts |1 Date |7 Receipt |1 Attributes
M [x] 12/18/2026
M [x] 12/18/2026

(® Add Expense v

Expense Type |1 Vendor Details |1 ‘ E Create Expense from Receipt
TR-Incidentals Dallas, Texas ¢/ Manually Create Expense

N = Select from Available Expenses (5)
TR-Meal Per Diem Dallas, Texas

[x RVEVEIEICEE Submit Report RS

Requested |T Actions

$3.75

$36.25

e

Option 1:
1. Add an Expense from a Receipt

* Click + Add Expense

* Select Create Expense from Receipt

* Upload your receipt and review the expense
details before saving

N

. Upload receipt by selecting the file.

Add Expanss to Report

1 Create Expense fram Receipt (7 Manually Create Expense = Select from Available Expenses (5)

‘4/ -

Upload Receipt

Upload or drag and drop your receipts here, and we will automatically create expense for you




Creating an Expense Report - Manually Create Expense

Once your expense report is created, there are three options to add expenses.

Expense Testing $172.00

Not Submitted Report number: GSAMV1

Report Details ~  Print/Share ~  Manage Receipts v Travel Allowance v c
Expenses (10) | View. Standard

(® Add Expense v

D Alerts [T Date |= Receipt |1 Attributes Expense Type |1 Vendor Details |1 || E Create Expense from Receipt ||
M ['x] 12/18/2026 TR-Incidentals Dallas, Texas I #  Manually Create Expense I

" | = Select from Available Expenses (5) |
M [x] 12/18/2026 TR-Meal Per Diem Dallas, Texas

[x RVEVEIEICEE Submit Report RS

Requested |T

$3.75

$36.25

e

Actions

Add Expense to Report
1. Create Expe 73 y P i= Select

Salect an axpense typa for the new expense

Option 2:
1. Manually Create Expense

TR-Lodgng

* Click + Add Expense
e Select Manually Create Expense e

NT-Other Expenses.

»

0. Travel Expanses

2. Pick an Expense Type. s
TR-Travel incidentals
El Paso Airport Mileage

TRMileage

mosiy

Collapse All Sections




Creating an Expense Report - Manually Create Expense

Once your expense report is created, there are two options to add expenses.

= Econcur
¢ Expense Testing [im]
New Expense Save Expense | v
Details Itemizations
@& Allocate Required field *
Expense Type *
TR-Transportation v X
Trip Type Traveler Type
In State Employee v X
Report/Trip Purpose Transaction Date *
TRV-Attend Meeting, Conf, etc. MM/DDIYYYY =]
Business Purpose * Enter Vlendor Name *
Vendor Location * Payment Type *
Augusta, Georgia Out of Pocket v
Amount * Currency *
US. Dollar (USD) v X

[:] Personal Expense (do not reimburse)

Comment

0/500

Receipt

Manually create the expense:

@ BR

& Hide Receipt Viewer

Complete all required fields.

Upload the appropriate receipt.

Review alerts to ensure that all required
information and attachments have been
provided.

Missing information and attachments may
result in workflow delays.

Click Save Expense when all fields are
completed. This will also clear alerts once the
required changes are made.




Creating an Expense Report - Available Expenses

Once your expense report is created, there are three options to add expenses.

Expense Testing $172.00 © View Alerts

Not Submitted Report number: GSAMV1

Report Details ~  Print/Share ~  Manage Receipts v Travel Allowance v a

Expenses (10) | View. Standard v ® Add Expense v 4
M Alerts | Date |5 Receipt [T Attributes. Expense Type |1 Vendor Details |1 || E Create Expense from Receipt || Requested | Actions
M ['x] 12/18/2026 TR-Incidentals Dallas, Texas | #  Manually Create Expense | $3.75
N I = Select from Available Expenses (S)I
0 [x] 1211812026 TR-Meal Per Diem Dalas, Texas $36.25
Add Expense to Report
. 1 Create Expes Receipt (7 y pe (5 Select rom Avalable Expenses (5
Option 3: —_————
. "] PaymentTypelt Expense Source Expense Type [T Vendor Details | Date}s Amount|f  Actions
1. Select from Available Expenses (#) SirT=" S rogrey i P
() ouotpocer Expenselt TR-Rental Car :’:’: - 0811912026 $303.42
° C I |c k + Ad d EX pe nse 7] onotpoe Expenselt TRLodging Sheraton Hotel $1.259.00
. ] OwotPocker Expenselt TR-Lodging Sheraton Hotel $1.259.00
* Select from Available Expenses
7] Ouotpese Expensait Non Reimbursable/Personal Expense Sn ey /1812026 5959
2. Pick from the available expenses listed
. Ca rd Tra nsa Ctl ons W| I I a p pea r h ere as we I I ] Tewlcas Corporate Card TR-Airfare LAV (VENEZUELA) 03119/2026 3920.69
[ Tewicas Corporate Card undefined FOUR SEASONS HOTEL (AUSTRALIA} 03/19/2026 $932.77




Adding A Non-Expense Into A Travel Expense Report

* Select ‘+ Add Expense’

< Expense Reports

testing incidentals $415.50

Not Submitted Report number: GZV6AK

Report Details v Print/Share v Manage Receipts Vv Travel Allowance Vv

Expenses (4) View: Standard v
Alerts lT Date |7 Comment lT Receipt lT
) 09/09/2026 = b
09/09/2026
09/08/2026
09/07/2026

Attributes

@ Add Expense Vv

Expense Type 1T Vendor Details T Payment Type ik

Hilton Hotels
Houston, Texas

TR-Lodging
TR-Meal Per Diem  Houston, Texas

TR-Meal Per Diem  Houston, Texas

TR-Meal Per Diem  Houston, Texas

Out of Pocket

Out of Pocket

Out of Pocket

Out of Pocket

Amount lT
$178.00
$56.25
$75.00
$56.25

$415.50

[XRVEOPIEIEM Submit Report [EED

Requested lT
$228.00
$56.25
$75.00
$56.25

$415.50

Actions

e




Adding A Non - Travel Expense Into A Travel Expense Report

Step 1: Choose Manually Create Expense
From the dropdown options, select Manually Create

Expense.
. (B Allocate
Step 2: Select the Appropriate Non-Travel Expense Type 0" Expense to Report e R
Under the Non-Travel Other category, choose the expense L Create Expense from Receipt (7 Manually Create Expense = Selectf NT-Apparel and Fabrica
type that best matches your purchase. i . —
earch rip Type
Search by expense type, category, description Non-travel v X
Step 3: Before entering your expense details, update the . ;
Tripe Type field to Non-Travel. This indicates that the B Bt NI-Gither (specity vox
expense is a non-travel transaction and ensures the report ton RembursablePersons! Expense Business Purpose *
. . I .
is categorized correctly. I NT-Apparel and Fabrics
NT-Awards-Employee (Non-Cash) Vendor Location *
NT-Awards-Non-Employees Houston, Texas v X
(® Add Expense v NT-Books & Reference Materials PeymentTope
Out of Pocket v
NT-Chemicals & Gases R
pe H Create Expense from Receipt NT-Cleaning Services ’
/  Manually Create Expense N Computer Equlp - Contrl Personal Expense (da not reimburse)
NT-Computer Equip - Expensed Comment
; Diel := Select from Available Expenses (11) NT-Computer Software-Expenses
NT-Consum Office/Cmptr Suppl




Creating an Expense Report - Alerts

Fix the Errors

Review Alerts

* Check for alerts before submitting your Expense Report.

* Click the red X alert icon to view and resolve specific issues.

* Select View Alerts to see a summary of all alerts in the report.
* Missing information or attachments may delay processing

Expense Testing $535.42 submit Report

Not Submitted Report number: GSAMV1
Report Details v Print/Share ~  Manage Receipts ~  Travel Allowance ~ —
Alerts
Expenses (13) | View: Standard v @ Add Expense v 012 A3
p—
D Alerts [T Date |= Receipt [T Attributes Expense Type [T Vendor Details [T Payment Type [T A
Expense - TR-Meal Per Diem - $36.25
O [x] 12/18/2026 TR-Incidentals Dallas, Texas Out of Pocket
€3 Error: Missing required field: Business Purpose.
O [x] 12/18/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket View
O o 1211712026 TRincidentals Dellas, Texas Out of Pocket Expense - TR-Incidentals - $3.75
€3 Error: Missing required field: Business Purpose.
M [x] 1211712026 TR-Meal Per Diem Dallas, Texas Out of Pocket View
. Uber .
D 12/16/2026 TR-Transportation Out of Pocket Expense - TR-Meal Per Diem - $55.00
Augusta, Georgia
€3 Error: Missing required field: Business Purpose.
O [x] 12/16/2026 TR-Incidentals Dallas, Texas Out of Pocket ) . v
O [x] 12/16/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $22.00
— —

e




Creating an Expense Report - How to Fix Alerts

Fix the Errors

Review Alerts
* Open the expense report that contains the error(s).
* Once the report is open, there are two ways to view your alerts:
* Select the red X icon next to the expense entry.
* Select the View Alerts button in the upper-right corner of the report.
A list of alerts will appear, showing any errors or warnings that need attention.
* Select View next to an alert to navigate directly to the issue and make the necessary correction.

&7 Concur ® R

< Expense Reports
Britt's Office Purchase (MD) $155.53

Not Submitted Report number: 4YFYKN

Report Details ~  Print/Share ~  Manage Receipts ~  Travel Allowance

|«

(® Add Expense v

Expenses (2) View: Standard ~
D Alerts [T Date |5 Receipt [T Attributes Expense Type [T Vendor Details [T Payment Type [T Requested [T Actions
O I : I 08/27/2026 | Close | D NT-Hardware & Materials El Pasa, Towas Out of Pocket $79.00
0 | Aterts X EI NT-Other Expenses Mes3 Office Supply Out of Pocket $76.53

Wesa, Arkansas
€3 Error: Missing required field: Business Purpose, Enter $155.53
Vendor Name. (View




Creating an Expense Report - How to Fix Alerts

Fix the Errors

= EX¥Concur @ B
< Britt's Office Purchase (MD) 10f2 > (im] Receipt & Hide Receipt Viewer
NT-Hardware & Materials $79.00 DRCAEEER save Expense | v

(B>
" Al-assisted _
+ Alassste Alerts x
Details Itemizations.
€3 Error: Missing required field: Business Purpose, Enter DEMO RECEIPT
Vendor Name. - -
@ Allocate Required field o OFFICE SUPPLIES DEMO STORE
= = 123 Training Avenue | El Paso, TX 78901
Expense Type * = e (555) 010-2026
NT-Hardware & Materials v X e TEST DATA ONLY - NO ACTUAL PURCHASE
Trip Type Traveler Type Date: 8i27/2026
Receipt #: DEMO-20261216-001
Non-travel v X Employee v X Ll WLt
Report/Trip Purpose Transaction Date * ITEM QTY  AMOUNT
NT-Gther (Specify) v X 08/27/2026 & Uty Knife Set 52488
$19.99
€3 Business Purpose * € Enter Vendor Name * st
Adjustable Wrench s1299
Protective Safely Glasses
p—
Vendor Location ™ Payment Type ™ Bihicrinl

* Selecting View will take you directly to the expense entry that requires attention.

* The expense details page will display the alerts and identify the fields that need to be completed or corrected.
* Inthis example, the required fields are Business Purpose and Vendor Name.

» After updating the required information, select Save Expense.

* Once the expense is saved, the alerts will clear automatically.



Creating an Expense Report - Adding Expense ltemizations

Split one transaction into multiple expense types (account codes).

Itemized your expenses
* Click on the expense you need to itemize, in this example | will do my lodging.

= 57 Concur o @
< Expense Reports
Expense Testing $535.42 © View Alerts
Not Submitted Report number: GSAMV1

Report Details v Print/Share v Manage Receipts v Travel Allowance v

Expenses (13)  View: Standard ~ @ Add Expense || Edit Allocate +
TR-Lodging Sherston out of Pocket $1,259.00 oo
Dallas, Texas -
(m] Alerts |1 Date |7 revep g s capese 1ype 4] v Usans 4 [ rgueseu g RS
[x] 12/18/2026 TR-Incidentals Dallss, Texas Out of Pocket 33.75
O I'x] 12/18/2026 TR-Meal Per Diem Dalas, Texas Out of Pocket $36.25
O [x] 12/17/2026 TR-Incidentals Dallss, Texas Out of Pocket $5.00
O x] 12/17/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $55.00 - I
—
Uber
[} 12/16/2026 TR-Transpartation Out of Pocket $50.00
Augusta, Georgia
— - 12 amnne T tricdaniale (NP Pk of Bt ez an

Lodging transactions must be itemized but any other transactions may also be itemized to split between two or more expense types (account codes).




Creating an Expense Report — Adding Expense Itemizations

Split one transaction into multiple expense types (account codes).

Itemize Your Expenses
* Click on Itemization

= ESYConcur ® B

< Expense Testing ¢ 120f14 > (im] Receipt & Hide Receipt Viewer
TR-Lodging $1,259.00 DY save Expense | ~

o

Required field *

= OAOFBABAGI1... 1 —  50%

DEMO HOTEL FOLIO

Sheraton Hotel
Expense Type *

TR-Lodging v x Chackin Augus 24,2028
ChackOut gt 36,2026
[r——
Trip Type Traveler Type Travel Purpsda Gootarsece | Buioass Travsl Oama  Folia Data  August 28, 2026
Itemized Charges
In State v X Employee v X
Repert/Trip Purpose Date Range * Nights:
TRV-Attend Meeting, Conf, etc. v X 12/14/2026 - 12/18/2026 (=] 4
Transaction Date * Business Purpose ==
08/24/2026 B e = sos
Vendor * Vendor Location * RIS
Sheraton - Dallas, Texas v X Payemant Mathod Vaa sociog in 1234

Papmasnt Status P i Full - Dema Only

Payment Type *

Out of Pocket ~

Amount * Currency *



Creating an Expense Report - Adding Expense ltemizations

Split one transaction into multiple expense types (account codes).

Itemize Your Expenses

* Fill out the expense type, choose your recurrence, and fill in the table below.

= ETY Concur

¢ Expense

im]
Add Itemization
Amune emized @ Remaining
$1,259.00 $0.00 $1,259.00
Required field *
Expense Type *
TR-Lodging v X

Recurrence * @

Same daily amount

£ Nights: 4
Date Room Rate *

Room Tax

12/14/2026

Tax 2

Tax 3

12/15/2026

12/16/2026

12/17/2026

(Amounts in USD)

Add Tax Fields

Receipt

OAOFBABAG1...

1

A

50%

o

[EE)

Paymant Mathos isa seing n 1234
Paymant Status  Fad i Full - Doma Oniy

® BR

& Hide Receipt Viewer

st 29, 2026
it 26, 2026

26, 3026

" Total Amount Paid  $1,238.00




Creating an Expense Report — Adding Expense Itemizations

Split one transaction into multiple expense types (account codes).

Itemize Your Expenses
* This is the how it looks when you add in the itemizations.
* Click ‘Save Expense’

= EXYConcur ® BR
< Expense Testing < 120f14 > D Receipt & Hide Receipt Viewer
TR-Lodging $1,259.00 PCEEE save Expense | .
+ (B3] Tr
Details Itemizations
Amount Iremized @ Remaining Sheraton Hotel
$1,259.00 $1,259.00 $0.00
Itemizations (8) (@) Add Itemization
D Expense Type [T Date 12 Requested Amount [T Actions
[ TR-Lodging 12/14/2026 $275.00
[]  TR-Lodging-Tax 12/1412026 $39.75
e . swwa-umes 13m0
D TR-Lodging 12/15/2026 $275.00 S s
[]  TR-Lodging-Tax 12/15/2026 $39.75 eyt s s 558
Fament Statun Fad inFullDuma el
D TR-Lodging 12/16/2026 $275.00
D TR-Lodging - Tax 12/16/2026 $39.75




Creating an Expense Report - Adding Allocations

Splitting across funding sources

Allocations
* Select an expense
* Click on ‘Allocate’

= EXConcur

< Expense Reports

Expense Testing $1,794.42
Not Submitted Report number: GSAMV1

Report Details ~  Print/Share v Manage Receipts

~

Travel Allowance v

—
Expenses (14) | View: Standard ~ (® AddExpense v | Edit | Delete Duplicate § Allocate Move v &
E— .
@ Alerts |1 Date |5 Receipt [T Attributes Expense Type | Vendor Details [T Payment Type [T Requested |1 Actions.
M [x] 12/18/2026 TR-Incidentals Dallas, Texas Out of Pocket $3.75 e
M ] 12/18/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $36.25
O Q 12/17/2026 TR-Incidentals Dallas, Texas Out of Pocket $5.00 e
O o 12/17/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $55.00
9 Uber
12/16/2026 TR-Transportation Out of Pocket $50.00 sae
Augusta, Georgia
'] 12/16/2026 TR-Incidentals Dallas, Texas out of Pocket 3$5.00 e I




Creating an Expense Report - Adding Allocations

Splitting across funding sources

1. Choose how you want to split the expense

* Select Percent if you want to divide the expense by percentages (for example, 50% / 50%).

Select Amount if you want to divide the expense using specific dollar amounts (for example, $25 / $25).
2. Review the current funding source

* Under Code, you'll see the funding source currently assigned to the expense.
* Inthis example, UTEP1-301100-19021300-3105 is the primary funding source.

*  Because it shows 100%, the entire expense is currently being charged to that funding source.
3. Add additional allocations

¢ In the Allocations section, click Add.
* This allows you to add another funding source and split the expense across multiple accounts.

Allocate

Expenses: 1 $50.00

o [ Percent ] Amount I |

Amaunt

Allocated $50.00 © Remaining $0.00

$50.00 100% 0%

Default Allocation

Code

Percent %
UTEP1-301100-19021300-3105 100

Allocations (0)

® Add




Creating an Expense Report - Adding Allocations

Splitting across funding sources

Add in another funding source until the expense has been allocated as needed.

Allocate

Expenses: 1 $50.00

[ Percent ] Amount

Amount Allocated $50.00 @ Remaining $0.00

$50.00 100% 0%

Default Allocation

Add Allocation

Code Percent %

UTEP1-301100-19021300-3105 -+ New Allocation # Favorite Allocations 100
Allocations (0) Business Unit* m - @ Add

(UTEP1) El Paso

Department * 2
(201100) Budget and Payroll Svcs v X
Speedtype * 3
(18021300) Budget & Payroll Svcs v X
Fund Code * 4
(3105) DES Designated Tuition v X

a Cancel

i ull




Creating an Expense Report - Adding Allocations

Splitting across funding sources

Enter the allocation amounts or percentages
* Enter the percentage or dollar amount for each funding source.

As allocations are added, the original funding source percentage or amount will adjust accordingly.
¢ Verify the allocation

*  Confirm the Remaining Amount displays $0.00 and 0% before saving.
This indicates the full expense has been allocated across all funding sources.

7 v
Allocate
Expenses: 1 350.00 View Allocation Group
i [ Percent ] Amount
Amount Allocated $50.00 @ Remaining $0.00
$50.00 100% 0%
Default Allocation
Code Percent %
UTEP1-301100-12021300-3105 ]
Allocations (1)

® Add Save as Favorite

D Business Unit[] Department[T SpeedtypelT Fund Code [T Codet= Percent %

D El Paso Budget and Payroll Svcs Budget & Payroll Sves DES Designated Tuition UTEP1-301100-19021300-3105 100




Creating an Expense Report - Adding Allocations

Splitting across funding sources

*  Example: 50/50 Split
* Inthis example, the $50 expense is split evenly between two funding sources.
e The original funding source is charged 50% ($25).
*  The newly added funding source is charged 50% ($25).
e Once the allocation is complete, the Remaining Amount should display $0.00 and 0%.

Allocate

Expenses: 1 $50.00 View Allocation Group

[ Percent ] Amount
Amount Allocated $50.00 & Remaining $0.00
$50.00 100% 0%

Default Allocation

Code
UTEP1-301100-19021300-3105

Percent %

50

Allocations (1) @ Add Save as Favorite

E] Business Unit)T Department | T SpeedtypelT Fund Code [T CodeT= Percent %

E] El Paso Budget and Payroll Svcs Budget & Payroll Svcs DES Designated Tuition UTEP1-301100-18021300-3105 50




Creating an Expense Report - Adding Allocations

Splitting across funding sources

*  Back on the main Expense Report screen, you'll see an allocation icon in the Attributes column.
* Thisicon indicates that the expense has been allocated across multiple funding sources.
* Iftheicon is present, the expense is not being charged to a single funding source.
*  You can select the expense and click Allocate to review or modify the allocation details.

= EXConcur °o @
< Expense Reporis
Expense Testing $1,794.42 @ viewAlerts
Not Submitted Report number: GSAMV1

Report Details v Print/Share v Manage Receipts v Travel Allowance

Expenses (14) | View: Standard v (3 Add Expense v Edit = Delete Duplicate  Allocate Move &
—
-
@ Alerts [T Date | Receipt [T Attributes Expense Type |1 Vendor Details [T Payment Type | Requested |1 Actions
O [x] 12/18/2026 TR-Incidentals Dallas, Texas Out of Pocket $3.75
O o 12/18/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $36.25
M Q 12/17/2026 TR-Incidentals Dallas, Texas Out of Pocket $5.00
O [x] 12/17/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $55.00
. Uber
12/16/2026 ® TR-Transportation Out of Pocket 3$50.00
Augusta, Georgia
O [x] 12/16/2026 TR-Incidentals Dallas, Texas Out of Pocket $5.00




Creating an Expense Report - Missing Receipt Declaration

Lost Receipt?

* Lost areceipt? Concur allows you to submit a Missing Receipt Declaration for eligible expenses charged to a cost center.

1. Select the expense that you do not have the receipt for
2. Click Manage Receipts

3. Select Missing Receipt Declaration

= ETY Concur

< Expense Reports

Expense Testing $1,871.42

Not Submitted hid
Report Details e Manage Receipts ~ W Travel Allowance

View Available Receipts

[ RUCNEIC Submit Report JEETH

Expenses (15) | View: Standard (3 AddExpense v || Edit = Delete Duplicate  Allocate Move v 4
Manage Attachments .
@ Alerts |T Receipt [T Attributes Expense Type |T Vendor Details | Payment Type [T Requested [T Actions.
View Receipts in New Window ooer
[ ® TR-Transportation Out of Pocket $50.00
Augusta, Georgia
e Missing Receipt Declaration
O x] TR-Incidentals Dallas, Texas Out of Pocket $5.00
O Q 12/16/2026 TR-Meal Per Diem Dallss, Texas Out of Pocket $22.00
O [x] 12/15/2026 TR-Incidentals Dallas, Texas Out of Pocket $5.00
O [x] 12/15/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $33.00
O [x] 12/14/2026 TR-Incidentals Dallas, Texas Out of Pocket $3.75
E] [x] 12/14/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $3.25
) Uber
r'y 09/02/2026 TR-Transportation Out of Pocket $77.00
Augusta, Georgia
M A 0RIPAIZ026 = TR-I ndping Sheraton Out of Packat S1.750.00

BR



B———
Creating an Expense Report - Missing Receipt Declaration

Lost Receipt?

P

1. Select the expense for which you do not have a Create Receipt Declaration

receipt. Areceipt is required for this expense. If you are missing your receipt please use this missing receipt affidavit.
2. Click Accept & Create to gene rate the M iSSing To create a Missing Receipt Declaration, select the expenses below that require a receipt.

Receipt Declaration. ExpenseType It Vendor It Date I Amount |
3. The Missing Receipt Declaration will automatically 0 mansporaton Uper T J—

be attached to the selected expense in your expense

report. ©  Acceptance: | certify that | lost my receipt and this is a valid business expense.

* Toview the declaration, select the expense
and it opens in the Receipt Viewer.

e Accept & Create [eET1)

¢ Expense Testing ¢ 12of15 > im] Receipt & Hide Receipt Viewer
TR-Transportation $77.00 PREWLER save Expense | v a
= 78731F8... ! % + E & T &
Details Itemizations
Required field * Missing Receipt Declaration - TR-Transportation
(b Allocate equired fie
Date of Expenser 912126
E T - Vendar.  Uber
Xpense Type - Amount:  77.00USD
B City:  Augusta, Georgia
v x Business Reason.  Conference

TR-Transportation

Aeceptance: | certty that | lost my receipt and this is a valid business expense.

Trip Type Traveler Type e
w28
In State v X Employee v X 15:22 Greenwich Mean Time
Report/Trip Purpose Transaction Date *
TRV-Attend Meeting, Conf, etc. v X 09/02/2026 =]

Business Purpose *

Conference

Enter Viendor Name *

Uber




Creating an Expense Report — Review & Notify Traveler for Submission

= ETYConcur

= Do

Notify Your Traveler

Once you have uploaded all receipts, resolved
any alerts, completed itemizations, and
entered any required allocations, your report
is ready for submission.

Select Notify Employee, this will send them an
email that they need to go in and submit the
report.

pilable funds exceeded. Current Available Balance = -10266.18 and Expense amount for this Budget is: 76.53,Line: 2, Split: 1 - ,Budget Check Exception: OPE,SpeedType = 19021300, Account = 63204 Available funds

Report Totals

=l 22T

Traveler’s POV

When they receive the email and go to the
expense report and click Submit Report the
Report Totals window will appear. They will
review the summary and select Submit Report
again to continue.

The User Electronic Agreement will then
display.

They will review the agreement and select
Accept & Continue to complete the
submission process.

Company Payments
$155.53 Employee
Employee Payments
$0.00 Company
Amount Total: Due Employee:
$155.53 $155.53
| |  Requested Amount: Total Paid By Company:
$155.53 $155.53

Owed Company:
$0.00

Total Owed By Employee:
$0.00

dd Expense

Requested |1

$79.00

$76.53

$155.53

|«

Actians



Traveler’s Email to Submit Travel Request

Traveler receives this notification via email

Request Ready for Submission = & Summarize

AutoMNotification@concursolutions.com @ & & ~
To: @& UTEP-TEST-MAILBOX

S5)
£

Fri 8/18/2026 &51 AM
o Some content in this message has been blocked because

T der | Show blocked
the sender isn't in your Safe senders list. fust sender || Show blocked comtant
| 5AP Canicur
Request Ready for Submission
Reques: Name Testing - Dalles
Request Date 08/26/2026
Link To Request Processing
[ — .

= Reply ~# Forward




Traveler’s POV: Review & Submit

Traveler click link on email and it takes them to the expense report, the can review and submit report.

< Expense Reporis

Testing athletics $408.50

Not Submitted Report number: V2910Y

Report Details ~  Print/Share v Manage Receipts v

Expenses (2) View: Standard v & Add Expense v E2
E] Date |5 Receipt [T Attributes Expense Type [T Vendor Details [T Payment Type [T Requested |1 Actions
[} oonaro2e E Car Rental ENTERPRISE CAR RENTAL Out of Pocket $400.00
Austin, Texas
[ osnarzozs El Parking DOWNTOWN PARKING Out of Pocket $8.50
Austin, Texas

$408.50



Traveler’s POV: Review & Submit

*  The User Electronic Agreement will appear after they submit the report.
e They will review the agreement and select Accept & Continue.

* The report will then be successfully submitted and routed through the approval process.

User Electronic Agreement

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

1.  Thisis a true and accurate accounting of expenses incurred to accomplish official business for the Company and there are no
expenses claimed as reimbursable which relate to personal or unallowable expenses.

2. All required receipt images have been attached to this report.

3. Ihave not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed. n
4. Inthe event of overpayment or if payment is received from another source for any portion of the expenses claimed | assume
responsibility for repaying the Company in full for those expenses.

Accept & Continue el

Report Status

@ Report Submitted

Britt's Office Purchase (MD) $155.53




Expense Report - How to check the status

Britt's Office Purchase (MD) $155.53

Returned Report number: 4YFYKN

Report Details v

Report

Report Header
Report Totals
Report Timeline
Audit Trail

Allocation Summary
Linked Add-ons

Manage Requests

Manage Cash Advances

Print/Share ~  Manage Receipts v  Travel Allowance v

Standard v

Receipt [T

51
B

* Within the Expense Report, navigate to
the Request Details link directly below
the Request name.

* Select Reportt Timeline from the drop-
down menu.

Report Timeline

Britt's Office Purchase (MD) | $155.53

Approval Flow

Department Approval

Disbursement and Travel Services

!

Icon Indicator meaning:

Pending approval step will display a blue clock
icon

Approved approval step(s) will display a circle
with a blue checkmark

Future pending approval step(s) will display
an empty circle.



Expense Report -
How to check audit trail & payment information

* Within the Expense Report, navigate to Britt's Office Purchase (MD) $155.53
the Request Details link directly below
the Request name Not Submitted Report number: V2910Y
* Select Audit Trail from the drop-down menu. Report Details ~  Print/Share ~  Manage Receipts v
: Report .
Report Header Standard ~
Report Totals Receipt |1

Report Timeline I;‘
Audit Trail E

Allocation Summary

Linked Add-ons

Manage Requests




B———
Expense Report -

How to check audit trail & payment information

r |
Audit Trail

i Travel Card Test | $79.17

Report Level

Date/Time |5 Updated By JT Action T Description JT

Received Payment: EFT
Transaction Number: 2100846569

09/17/2026 11:09 AM Concur System Expense Report Payment Confirmation Amount: 79.17 USD
Paid To:
Empls tified of rt status ch :
09/15/2026 10:56 AM Coneur System Email Sent. mployee notified of report status change
Posting Successful. Company |D: 7ba3c288-cfba-48cd-
09/15/2026 10:56 AM Fl Service Posting Feedback Received acl7-b3ff4c96e395 Document Number: 0 Posting Date:
2026-09-15
Empls tified of rt status ch :
09/15/2026 10:48 AM Coneur System Email Sent. mployee notified of report status change
Status changed from Pending External Validation to v
Entry Level

Date/Time |5 Updated By [T Action [T Description T




Non - Travel
Expense Report




Creating a Non - Travel Expense Report

Actual costs, receipts, and reimbursement for travel and non-travel

* Select Create Expense Report

= ETY Concur @ BR

o .
Hello, Brittany
Ll August 20, 2026
(=3
Create Request Create Expense Report
a5 Start an approval request for travel Begin an expense report to track

OF expenses. business related expenses.

Company Notes

Traveling International or removing campus equipment?

Please click here to complete the Export Control Certification form prior to baoking your travel.

Need to remove UTEP Equipment from Campus, click here.
Coneur Training Toolkit

Read More

Available Expenses (5) See All Expense Reports (3) =+ Seeall Approvals Requests (6) +



Creating a Non - Travel Expense Report

* Complete the required
header fields.

* Important: For Trip Type,
select Non-Travel.

* Once all required fields are
complete, click Create
Report.

* Complete and Submit

Add your expenses, review any
alerts or exceptions, complete
itemizations and allocations if
needed, attach any required
documentation, and submit the
report once everything has
been reviewed and validated.

0w . s O m

o m

Y S

bl

Create Expense Report

Y
Create From an Approved Request
Required field »
Policy * Report/Trip Name » Report/Trip Start Date Report/Trip End Date
*T&E Expense Policy v MM/DD/YYYY (=) MM/DD/YYYY (=]
Traveler Type * Trip Type * Report/Trip Purpose * Does this trip include personal Travel?
v [ Non-travel v v
Personal Dates of Travel @ 'Additional Information 0/500 Business Unit 1
(UTEP1) El Paso
Z
Department * 2  Speedtype * 3 Fund Code™* 4  Report Total *
v
Report Number
Comments To/From Approvers/Processors 0/500
4
Travel Allowance
A Travel Allowance ic reanired whenever an avnense rennrt incliidec Indoino and/ar meal ner diem evnences .

Create Report el I}
>



Live Demo




Break for 10 mins




Hands on Training - Expense Report

Your turn — reconcile the trip you requested earlier

. X Try these variations
Practice scenario

Your Chicago trip is complete. The hotel folio includes room, Split the funding

tax, and a parking charge, and you have added mileage to the Allocate one expense across two SpeedTypes
airport.

Build an Expense Report thatincludes: Lose areceipt

Use a Missing Receipt Declaration on an item over $50
o A link to the approved Travel Request

o Available expenses imported and coded Exceed a limit

o An itemized lodging charge Enter a justification when an audit rule fires
o Mileage entered with start and end addresses

. Receipts attached to the correct lines Track it

Find the report timeline and approval history

On a project or grant, receipts are required for every expense regardless of amount, and a Missing Receipt Declaration cannot be

used.




Mobile App




Mobile Application — download

SAP Concur

{) Google PIay}




What the Mobile App Can Do

Review, submit, capture, approve, and book—on the go.

Review & submit Capture & upload receipts

Review and submit travel requests and Photograph receipts or upload photos and
expense reports. files.

Approve on the move Book travel

Approvers can view pending items and Book flights, hotels, and rental cars from your

approve in the app. phone.



Special Travel Scenarios

Four situations that behave a little differently

International Travel

Currency conversion and per diem rates are built in — no separate
OANDA attachment, and trips can be booked in Concur.

International travel may require additional approvals and reviews,
including Export Control and, in some cases, |IOC approval.

Student Travel

The Student Affairs approval process is hot changing and Student
Travel Registry requirements still apply. Enter the Trip ID on the
request and report instead of attaching the approval separately.

Washington DC Travel

The DC travel notification requirement has not changed. In Concur
it appears as an alert with the contact and the form. The alert will
not block you from continuing.

Group Travel

Select the Group traveler type on the request header so the trip is
set up correctly from the start, then coordinate documentation for
the travelers included.

Questions about student pre-travel approval still go to Student Affairs.




What Happens After Submission?

The three questions users always ask

Where is my report? Has it been approved? Why was it returned?

The document timeline shows every step Approval history lists each approver, the The approver's comment travels with the

and who currently holds it. action taken, and the date. document so you know exactly what to
fix.

One answers to all three — the Report Timeline, Audit Trail, and Detail Report

Open Report Details > Report Timeline and Audit Trail to see every step, who holds the document now, each approval action and date, and
any returned-with-comment. The same timeline and trail exists for both Expense Reports and Travel Requests.

Open Print/Share > Detailed Report and scroll down to the audit Trail section to see every step, who holds the document now, each approval
action and date, and any returned-with-comment

Set the right expectation

Approved does not mean paid — approved reports flow to PeopleSoft automatically and then wait for the pay cycle.



Why was it returned?

Multiple areas to navigate to look for status updates and comments

Audit Trail

Open Report Details > Audit Trail to see
every step, who holds the document now,
each approval action and date, and any
returned-with-comment.

Request Timeline

Open Report Details > Report Timeline to
see every step, who holds the document
now, each approval action and date, and
any returned-with-comment.

Audit Trail

Cash Advance MPD wio Allowance | $110.00

Request Level

Date/Time ¥ Updated By]T Action|T

10/01/2026 11:55 AM Gaby Test Approval Status Change

DescriptionT

Status changed from Submitted and Pending Athletics Approval to Sent Back to Employee
[ Comment: Sending back this cash advance travel request to test department approver sent back comments ]

Step Name: Athletics Approver (Danny)

Request Timeline

Cash Advance MPD wio Allowance | $110.00

Approval Flow

Budget PreValidation

Athletics Approver (Danny)

Executive Approval

Cash Advance Approver

Budget Post Validation

Request Summary Sort v Filter v

Request Comment 01500

Thursday, October 1, 2026

Status: sent Back to Employee

Status Updated: Gaby Test
Oct 1, 2026 1:55 PM

Comment

Gaby Test Oct 1, 2026 1:55 PM
Sending back this cash advanee travel request to test department approver sent back comments

Friday, September 18, 2026

Status: Approved
Status Updated: Concur System
Sep 18, 2026 5:01 PM




Why was it returned?

Multiple areas to navigate to look for status updates and comments

*UTEP-Request to Travel Detail Report

1 Budget PreValidation
D t o l R t 2 Athletics Approver (Danny) Daniel Garcia
I r Executive Approval I .
e a e p o 3 This step may be skipped Daniel Garcia

la Cash Advance Approver
This step may be skipped

5 Budget Post Validation

Open Print/Share > Detailed Report and

Audit Trail
scroll down to the audit Trail section to see
every step, who holds the document now, DatelTime Updated By Action Description
eac h a pproval actio na nd date a nd a ny 09/18/2026 4:52 PM  Christian Test g?:ﬁao;eﬂ'-‘mxy Request This request was created by a delegate or proxy user.
’
returned-with-comment 09/18/2026 5:01 PM  Christian Test ggg:;’;:x” Agreement UTEP Request User Submit Agreement

Status changed from Mot Submitted to Submitted
09/18/2026 5:01 PM  Christian Test ~ Approval Status Change Comment:
Step Name: Request Submitted

09/18/2026 5:01 PM  Christian Test  Exception INFQ: This request was created by a delegate/proxy.
09/18/2026 5:01 PM  Christian Test ~ Exception INFO: This request was submitted by a delegate/proxy.
Status changed from Submitted to Pending External Validation
09/18/2026 5:01 PM  Christian Test ~ Approval Status Change Comment:
Step Name:
Concur Status changed from Pending External Validation to Approved

09/18/2026 5:01 PM System Approval Status Change Comment:
i Step Name: Budget PreValidation

Status changed from Submitted and Pending Athletics Approval to Sent Back to
Employee
10/01/2026 1:55 PM  Gaby Test Approval Status Change Comment: Sending back this cash advance travel request to test department. I

Step Name: Athletics Approver (Danny)

= e



How to check the status of your Request/Report

Britt's Office Purchase (MD) $155.53

Returned Report number: 4YFYKN

Report Details v Print/Share

Report

Report Header
Report Totals
Report Timeline
Audit Trail

Allocation Summary
Linked Add-ons

Manage Requests

Manage Cash Advances

* Within the Expense Report, navigate to
the Request Details link directly below
the Request name. Select
Request Timeline from the drop-down

menu.

Standard

Manage Receipts v

Travel Allowance

Receipt [T

51
B

Report Timeline

Britt's Office Purchase (MD) | $155.53

Approval Flow

| ) Department Approval

[:' ':] Disbursement and Travel Services

&S

Icon Indicator meaning:

Pending approval step will
display a blue clock icon
Approved approval step(s) will
display a circle with a blue
checkmark

Future pending approval step(s)
will display an empty circle.




Approver’s Training

Please visit our Concur site’s training resources to see
the approver’s training guides and videos.




Resources & Support

Visit our website: utep.edu/travel/concur

Self-service resources Personal support
Training Website Office Hours
Concur timelines and training materials Drop-in help after go-live, online or in person

Bring a live document to office hours for a walkthrough.

Quick Guides
Step-by-step help for common tasks

Videos

Travel Request and Expense Report walkthroughs
1:1 Support

FAQs Personalized help for high-volume users

Updated answers to common questions

Questions? Contact our team: travel@utep.edu



https://www.utep.edu/travel/concur/

What Can You Expect Next?

From August awareness to October go-live, every milestone is designed to build confidence before users touch the system

Phase | Training
Hands-on training for Phase | participants

Oct19-30 4

Personalized sessions for high-volume users

J Go Live — Phase |
Phase | divisions launch on Concur — VPBA, VPRI, COS, and Athletics

Feedback Survey Opens

Phase | survey; insights refine Phase Il rollout

® | VIP 1:1 Training




Thank you!

Concur was designed to help you spend less time managing travel
and expenses and more time focusing on teaching, research,
service, and supporting our students.
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