PURDUE Quick Reference Card

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense

This QRC provides the steps for creating a travel request in Concur Travel and Expense by a traveler or the traveler’'s delegate. A travel
request can ONLY be submitted by the traveler.

A Request must be filled out by the traveler or the traveler’'s delegate in the following situations:
$0 trip (no Purdue funding)
Booked outside Concur (calling ALTOUR or using other method)
Note: If none of these situations applies, begin booking your trip on the My Concur page under Trip Search.

Go to the Employee Portal page.
Choose Travel System (Concur). Travel System (Concur) - NOTE: Only
available if you have been trained on this
application; this is in the process of

e being rolled out to all areas. Access to
request & approve travel for Purdue
employees

Enter your Purdue Career Account ID and password. @

Log in using your Purdue Career Account

Login:
Password:

age you are requesting, a valid
count Username and
Password must be provided.
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http://www.purdue.edu/employeeportal

PURDUE | .
UNTVE Create and Submit Travel Requests in Concur® Travel and Expense

T RSITY

1. If you are booking on behalf of another traveler, click Yourself

I Welcome, Susan Slaybaugh [ You are administering for Yourself ] I

2. Select the individual you are booking on behalf of from the drop-down list.

w

You are administering travel for: |_Me
Mever, 5am P.
||Neuer, Traveler D,

3. At the top of the My Concur screen, click
Request 2 New Travel Request.

Note: This can also be done by clicking “New Travel
Rqguest” in the Active work pane

Expense  Reporting  Profile

My Concur Request | Travel

View Travel Requests

| [ ew %--—:-I Fequeast = Alerts
Approve Travel Requests e
Quick 5earch

Cancel Save ~ | Delete Travel Request Submit Travel Request |

Status: Mot Submitted

Travel Request

Request Name:

Travel Request Header

Note: A travel request is ready to submit when you have completed all required fields in the Travel Request Header, Segments and
Expenses tabs. If you have to leave the travel request before completing all required fields, click Save to ensure the data entered is

saved.
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PURDUE Quick Reference Card

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense

1. Complete Required Fields
*Highlighted with red line or heavy left

Cancal Save Cancal Travel Request Submit Travel Request
Travel Request 33DA ' ' ' status: ot Supmmed
Resqquest Name:  Trip from indlarapalls to Demer To be approwed befors:  (14/2012 10:00 pm EST-0400
Aamount: 202147
J Travel Request Header
-
Request Nameh? Request Policy Traveler Type Travel Type
|Tl'|11'lun1lﬁmqlislnD:mu |mo.=dekqntniq - |Em|trfu:(EHF) - | .
Purpose of Travel Iz this trip being pald for by Purdue?il? Preapproval Required Departure Date
[ x |r= v [t v |mevmn ]
If anyone ks travaling with you, provide
Retumn Date If personal travel is Included, list dates narms.rmmmunln.il? Requesting Flight Upgrads
123472042 ] |Nu b
T willl use / am gualified to use this vahick
type on my trip
I ~ L
Account Assignment Extenslon of Commant
| v N
Cash Advance
‘Cash Advance Amount Cash Advance Commant

Request Name Use naming convention supplied by your Business Office. (limit of 40 characters)
Request Policy Defaults to Purdue Travel Request Policy.
Traveler Type Select one: Employee (EMP), NonEmployee (NE), Student, Team Travel (Team).
Travel Type Select One: In State, International, International - Under Warning, Out of State.
Purpose of Travel Select best option from drop-down menu.
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RS ITY Create and Submit Travel Requests in Concur® Travel and Expense

Is this trip being paid for by Purdue? | Select yes or no.

Preapproval Required :
Preapproval Required

fone] ~

Note: Most request do NOT require pre-

trip approval. However, if funding for ARQ (International Oniy)

your trip is from any of the areas listed Departmental Mandate
or is mandated by your department DOE Lab

head, select the appropriate item. EP& (International Only)
Please note that automation does Mone

NOT replace communication. You Sponsor Defined

must notify your supervisor that you
are traveling prior to submitting a
request.

State Sponsaored [International Only)

Departure Date Departure Date

Type date or choose the date from the 12/15/2012 K
calendar.

Return Date

Return Dat
Type date or choose the date from the e

calendar. 12/16/2012 &
If personal travel is included, list dates. List any dates to be used as personal time.
If anyone is traveling with you, provide List names of other employees, spouse, or other individuals who will be traveling with you.

names/relationship.
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PURDUE

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense

Requesting Flight Upgrade

Requesting Flight Upgrade

ol w
Defaults to No; if Yes, select reason from
drop-down. Mo

Yes-Coach Class Unsanitary
Note: If selecting Medical Disability or Yes-Coach Space Unavailable to Meet Mission
Medical Need, ensure approved Yes-Medical Disability or Medical Need
exception is on file in the Business Yes-OCOMUS flight = 14 haours
Office. Yes-Security Risks Require=Fare

If yes, select reason from drop-down.

I will use/am qualified to use this , - , X
A _ I will use/am qualified to use this vehicle
vehicle type on my trip. type on my trip

fone] ~

Select one from drop-down list. Department Vehicle

Mone
Personal Vehicle
Rental
University Vehicle
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PURDUE

UNIVERSITY

Create and Submit Travel Requests in Concur® Travel and Expense

Account Assignment is a required field.

Click in the Account Assignment text
box.

The CODE radio button is selected by
default.

e Type an asterisk (*), followed by
the account number.

or
Search by TEXT

e Change the radio button to TEXT
and type an asterisk (*) followed
by the account name (Football).

Note: Use the primary (most restrictive)
account assignment. If all accounts are
equally restrictive, list the account that is
paying for majority of cost.

Choose the correct fund/cost center
combination from list generated by
Concur.

If you don’t know the correct account
assignment, click Save and refer to your
business office or the job aid they
provided.

Account Assignment Extension off

[Fzoiz0z7000

Type to search by: ) TEXT @ cope ) EITHER
{Code) Text

(21010000,/4014027000,/Mone} General Operating|Ofc Futy
(22080000,/4014027000/Mone) Income Producing|Ofc Futu
{22090000,/4014027000,/None} Income Producing|Ofc Futu
(22090001 ,/4014027000/MNone) Used in error|Ofc Future En
(22100000,/4014027000/Mone) Income Producing|Ofc Futu L

dw
[31020000,/4014027000,/None} Tech Extension|Ofc Future E
4 ] 3
Tips:

Use as many digits of the account assignment as possible.
Use scroll bar at bottom of window to see account assignment name.

Cancel Save Delete Travel Request Submit Travel Request

Status: Not Submitted
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PURDUE Quick Reference Card

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense
Extension of Select other Travel Request name if this request is in addition to another.
Comment Enter any comments relevant to this request.

Cash Advance

If you are requesting a cash advance
greater than the $500 available through
Visa Travel Card (or you do not have a
Visa Travel Card); type the amount of
the cash advance need in the Cash
Advance Amount text box.

Make sure USD is in the currency drop-
down.

Cash Advance

Cash Advance Amount Cash Advance Comment

USD | -

Provide an explanation in the Cash
Advance Comment box regarding the
use of the funds.

Select the Segments tab.

Travel Request 333)

Request Name: Test for Request

Travel Reqguest Header
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PURDUE

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense
A Air Travel Travel Request 333)J
B. Car Rental Reguest Mame: Test for Request
C. Lodging
D. Taxi Fare Segments
E. Care Service Reservation
F. Railway Ticket Add Segment

Click icon to create segment

.00 000

For air travel, select Air Ticket, PU Airplane
or Chartered Air Ticket.

Note: Most travelers use Air Ticket.

Travel Request 333)

Request Name: Test for Request

Segments

Ajr Ticket
PU Airplane
Chartered Air Ticket

Add Segment E
Click icon to create segment
- - F—"%
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PURDUE

UNIVERSITY

Create and Submit Travel Requests in Concur® Travel and Expense

Enter estimated cost ($$) in Amount text
box.

Complete the required fields in the Air Ticket

Segments

Add Segment

Click icon to create segment

000006

. A . ) Air Ticket @ n ® Amount : [400.00 | [USD v E Cancel
section. (Knowing the airport code is helpful © A Ticke ¥ Rouna iy [ one Wy
When entel’ll’lg the From and TO Iocatlons) Qutbound From: |IndianapolisInﬂArpt,IN,UnihedStahesof.ﬂ\mer\ca
To: |Denver Intl Arpt,CO,United States of America
. Date:lD?,"lelUlZ [3| |Departat |+ | [07:30am |
Click Save.
Comment: :
Ret Date:lDTflUjZUlZ [3| |Departat |~ | |[07:00pm
Comment: :

Select Car Rental segment icon. © car Rental Amount {[zn00_ [v50 | B o
Enter estimated $$ in Amount text box Pick-up ity [pemver, Colorada
Complete the required fields in the Car Date: [o7/3012 |3 At [1030am |
Rental section. Detait:
CIICk Save D'-:?-p--:]:: City: |Denver, Colorado

Date: |07/20/2012 |[B| At: |06:00pm | v
Note: If no care rental required, skip this Detaik:
StEp Comment: :
Select Lodging segment icon. Segments
Note: Most travelers use Hotel Reservation. If Add Segment E
you are using the Other Lodging option, Click icon to create segment
explain why in the Comment text box. 2 i —

Other Lodging
Return Date: Hotel Reservation
Comment:
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RURDUE

ERSITY Create and Submit Travel Requests in Concur® Travel and Expense
Enter estimated $$ in Amount text box. @ Hotel Reservation | amount: [s000 | vso ] | B3 o
City |DEnver,CuluradU
Complete the required fields in the Hotel Date: [o7/13/202 || At [ 12:00pm |
Reservation section. Detai

Date: | 07/20/2012 [§| At 09:00am v

Click Save.

Comment:
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PURDUE Quick Reference Card

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense

Select the Expenses tab.

Travel Request 333)

Request Mame: Test for Request

Segments

Add Segment E
Click icon to create segment

. - =

Attachs its = Print ~ Delete T | est i
Travel Request 333) e | i | e Travel Requ | Submit Travel Request

Request Mame: Test for Request Status: Not Submitted
Amount: 52,100.00

Expenses
New Expense «
Expense:

[ pate Expense Amount  Requested
[ o7as/2012 Airfare Expense $400.00 400,00 To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense, cick the
expense on the left side of the page.

[0 o719/2012 Car Rental $200.00 5200.00

[ o79/2012 Lodging $500.00 $500.00

O o7a1/2012 Registrations Expense $1,000.00 $1,000.00 Alirfare ~Ground Transportation ~Lodging
Airfare Expense Chartered Bus Other Lodging
Chartered Airfare Parking Misc Trip Expenses
PU Airplane Shuttle Miscellaneous

Ground Transportation Subway Other Transportation

Bus Taxi Ferry
Car Rental Train Tolls
Car Service Lodging

Registrations
Hotel
o Registrations Expense
Subsistence

Fixed Meals

TOTAL AMOUNT TOTAL REQUESTED

$2,100.00 | $2,100.00

Note: Complete the Segments, and Expenses tabs to ensure the total cost of travel is captured on the request, add all anticipated
expenses. As an example shuttle, parking, taxi expenses, fixed meals, registration fees for conferences, ect.
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RURDUE

VERSITY Create and Submit Travel Requests in Concur® Travel and Expense

Comp|ete all required fields. E

Click Save Expense Type Transaction Date
|Shutﬁe = ||:|3f16f2|312 E
Description Transaction Amount
Shuttle to and from airpart - | 100,00 UsD |
Comment

Allocate Cancel
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PURDUE Quick Reference Card

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense

Click Allocate to apply allocations necessary to any estimated Expense Type Transaction Date
expenses. [Registrations Expense v ]

Description Transaction Amount
- |o.oo USD |w

Comment

m Allocate | cCancel

Allocations Total:$0.00  Allocated:$0.00{100%) Remaining: $0.00(0%)

Allocate by Percentage or Dollar Amount and enter

appropriate account assignments for each allocation.
Allocate By: ~ | Add Mew Allocation

D Percentage * Account Assi..  SIO Code
[ 50
]| 50

Click Save.

Note: A Request is allocated as an entire report. Each expense

can not be allocated to multiple accounts. Itemization of m Cancel
allocations can be done in Expense
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PURDUE Quick Reference Card

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense

If you have documentation that needs to be included attach it to the travel request.

+ || Cancel Travel Request | Submit Travel Request

Select Attach Documents from the Attachments drop down
box. Cancel | Save | Attachments - Print -

Check Documents

Attach Documents

Click Browse...
Document Upload and Attach

Note: Add all documents you wish to attach (i.e. Drive vs. Fly, You may attach scanned images.

COSt Comparison, personal travel, receipts fOf charges in You may choose up to 10 files to attach to the travel request.

advance of trip, conference l’egiStl’ation and hotel booked For best results, scan images in black & white with a resolution of 300 DFI or lower.
outside Concur details, etc.) Click Browse and select a .png, .jpa. jpeg, .pdf, .tif or 1iff file for upload. 5 MB limit per file,

Files Selected for uploading: Browse...

No files selected

Close
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PURDUE

UNIVERSI

Create and Submit Travel Requests in Concur® Travel and Expense

Select your document from the Choose File to Upload
window

Click Open

Organize * New folder =~ O @
~ [j==. 1.20KE ~
= F it )
avorres .I:T| ™ Concur Travel and Expense Fiscal
Bl Desktop Lo Review and Approval
4 Downloads Microsoft PowerPoint Presentation
<l Recent Places ] Copy of Profile Exercise (2)
T Microsoft Excel Worksheet
E Il =
4 Libraries —
| Documents DOC091412-0001
2 . Adobe Acrobat Docurnent
@' Music [k 54KB
Pict
) Pictures DOC091412-0003
E Videos Adobe Acrobat Document =
248 KB i
M Computer drive mapping
:35. Default (C1) Windows Batch File
{4 DVD RW Drive (D 31 bytes
B Removable Disk | B, Prntserver
L - Text Document o
File name: - [ Al Files ) -
| Open | | Cancel |

Click Upload

Click Close

Document Upload and Attach

You may attach scanned images.
You may choose up to 10 files to attach to the travel request.

For best results, scan images in black & white with a resolution of 300 DFI or lower.,

Click Browse and select a .png. .jpg. Jjpeg. .pdf, .tif or .&ff file for upload. 5 ME limit per file.

Files Selected for uploading: Browse...

DOC091412-0001, pdf Remave

Upload

Close
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PURDUE Quick Reference Card

UNIVERSIT Create and Submit Travel Requests in Concur® Travel and Expense

If you are arranging travel for yourself, click Submit
Cancel Travel Request Submit Travel Request

Travel Request. Attachments -

Print -

Or Status: Not Submitted
To be approved before: 09/M15/2012 10:00 pm
Amount: 5274240

If you are arranging travel on behalf of someone else,

click NOtlfy Employee- Cancel Save | Attachments ~| Print -.-| Cancel Travel Request ‘ Motify Employee
Status: Mot Submitted

Note: The traveler must submit his/her own Travel To be approved before: 012012 10:00 pm

Request. Amount: $2,748.40

Review the Request Submit Agreement.
Final Review

Click Accept & Submit. Request Submit Agreement

Approval of this request as it is submitted does not necessarily mean that the total estimated expenses may be
claimed for reimbursement. Exact reimbursement of travel expenses must be made in accordance with Purdue
policy and can finally be determined only after the travel expense request has been submitted for
reimbursement and reviewed by the Business Office and/or Central Travel Office. If a Cash Advance is
requested, any unused portion will be deducted from the reimbursement or deducted from your next payrall

Accept & Submit [T .|

as Necessary.

If the travel request is successfully submitted, a
confirmation pop-up box appears. Confirm

o The Travel Request has been successfully submitted
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PURDUE Quick Reference Card

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense

If there are errors, this screen appears and the errors
listed must be fixed. Read error message, then click OK Request Submit Status X
to close this window.

e This travel request cannot be submitted until all exceptions with red flags are

resolved. To view the travel request-level exceptions, click the Travel Request Header
Return to appropriate tab and fix all errors tab. To view the segment-level exceptions, dick the Segments tab. To view the

expense-level exceptions, click the Expenses tab.

[ ok |

After fixing the errors identified by the system or the
approver, click Submit Travel Request

Print -

Cancel | Save ‘ Attachments -~

Delete Travel Request)

Status: Mot Submitted

If there are no errors, this screen will appear. Click
Accept & Submit. Final Review m [

Request Submit Agreement

Approval of this request as it is submitted does not necessarily mean that the total estimated expenses may be
claimed for reimbursement. Exact reimbursement of travel expenses must be made in accordance with Purdue
policy and can finally be determined only after the travel expense request has been submitted for
reimbursement and reviewed by the Business Office and/or Central Travel Office, If a Cash Advance is
requested, any unused portion will be deducted from the reimbursement or deducted from your next payroll
as necessary.

Accept & Submit [T -
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PURDUE Quick Reference Card

UNIVERSITY Create and Submit Travel Requests in Concur® Travel and Expense

Once the report is successfully submitted, you will get
this confirmation pop-up. Confirm

o The Travel Request has been successfully submitted

Notifications are sent to the following individuals overnight:

Traveler’s supervisor

Chief of all funding sources

Co-PI of all funding sources

Fiscal approver of all funding sources
Traveler/traveler assistant/delegate

To make a reservation please call ALTOUR at 1-855-512-7955 and speak with a Purdue dedicated travel agent. This number can be used for
domestic and international reservations. The reservations desk can also be reached by email at reservations.in@altour.com.

The Altour contact information is also located under Travel Info on the My Concur page.

Note: When calling after hours your Dedicated Agent and the Online Help Desk calls transfer to The Altour after hours Desk.
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