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The purpose of this webinar is to provide a high-level introduction and 
update on the Concur implementation.

Presented by:



Concur

1. We don’t have access to your camera or microphone.
We can’t see or hear you - make yourself comfortable in your own space!

2. Use the Q&A button to ask a question.
You can submit your questions throughout the presentation.

3. Do not use third-party AI bots.
To create a transparent environment, AI assistants will be excluded.

4. Use the closed caption feature for a live transcript.
You can follow along with our presenters.

5. The presentation and recording will be posted to the 
project webpage.
Check the project webpage to get access to this and other resources.

Tips for a 
meaningful and 
engaging session



Concur

● Meet the team

● Introduction to Concur

● Share Concur system functions

● Provide project timeline, training 

and help resources

● Answer your questions

Session objectives



Welcome!
Meet Your Concur Application Administrator

Laura Korleski
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Introduction to Concur  



Concur

The Concur Travel and Expense solution will allow you to 
request travel and complete your expense reports in one 
application. There’s also an optional booking tool. 

➔ Goals: Modernize and streamline travel processes, 
improve user experience, reduce costs, ensure 
compliance, and provide real-time visibility into travel 
expenses.

➔ Scope: Implementation of Concur to replace current 
paper-heavy travel process.

What is Concur?



Concur

One seamless paperless system
● Create and submit expense reports for all travel and 

non-travel transactions
● Automate approval workflows for requests and expense 

reports
● Option to book travel
● Get email notifications to keep you up-to-date  
● Track your receipts easily 
● Calculate mileage 
● Calculate your travel allowance
● Receive reimbursements  faster

Benefits to You - Travel & Expense Reports

https://services.help.charlotte.edu/TDClient/33/Portal/KB/?CategoryID=528


Concur

Purchasing card (p-card) automation

● All p-card transactions (travel and non-travel) will 

flow through Concur eliminating the Works system

● P-card transactions will be automatically imported

● Streamline your process by pre-populating 

information from the transaction into an expense 

report

Benefits to You - Purchasing Card



Concur

Mobile capabilities - manage expenses from anywhere

● Create, submit, and approve expense reports using the SAP 
Concur mobile app (no need for paper!)  

● Take a photo to upload your receipts 

● Get flexibility by directly syncing the SAP Concur mobile app with 
the Web version  

● Get reimbursed sooner for expenses by starting the workflow 
sooner

Benefits to You - Mobile Friendly



Concur System Functions at a Glance  



The Concur Home Page - test system

Quick Task Bar



Concur General Travel Request Workflow
Travel request for In-State / Out-of-State

1. Submit
Travel RequestStartEmployee/Delegate

Approver 1

Department Cost 
Object Approver 

(COA)

Concur

Returned 
to employee

2. Approve
Direct Supervisor

Approver 2
if necessary

3. Approve
*GCA or ORS

Grant 
funded?Approved?

4. Approve
Fund & Org

5. Approved Travel 
Request 

Employee/Delegate 
completes travel 

booking

Resolves & 
Resubmits

e.g., budget or fund 
allocation

End

Yes

Yes

No

No

An employee, 
delegate or 

supervisor can 
add additional 

approvers within 
any workflow step 

as needed

*Grants and Contracts Administration or Office of Research Services 



The Concur Request Form - test system
Summary of Request Information for Request to travel  including travel dates and Fund usage.



The Concur Request Page - test system
A summary of expected request expenses. This is still an estimate.



Concur General Expense Report (ER) Workflow

1. Submit
Expense ReportStartEmployee/Delegate

Approver 1

Disbursements

Concur

2. Approve
Direct Supervisor

Department Cost 
Object Approver 

(COA)

3. Approve
Fund & Org

Compliant 
with all 

requirements?

4. Audit
Expense Report

5. Approved
Sent for Payment

Resolves & 
Resubmits

e.g., budget or fund 
allocation

End

No

Yes

An employee, delegate or 
supervisor can add 

additional approvers 
within any workflow step 

as needed

If necessary, other approvers will be added
e.g., grant funded travel ER will route to Grants 

and Contracts Administration (GCA) if international 
and to the Office of Research Services (ORS) if 

domestic (non-travel p-card ERs will route to ORS)



The Concur Expense Report - test system

Summary of travel Expense Report Information including departure and arrival times



The Concur Expense Report Summary Page - test system
Summary page of travel Expense Report  by Expense type prior to submission



The Concur P-card Transaction List Page - test system
A list of all P-card transactions that have not been attached to an expense report. 



The Concur P-card Report - test system
Summary of P-card Report Information



The Concur P-card Report Page - test system
Where reconciled P-card Transaction reports are summarized prior to submission



Concur

Your New Travel and Expense Process



Concur Timeline + Resources + Next Steps  



Project Kickoff
October 2023

Design Phase
Completed January 2024

Worked with vendor to make 
decisions on the overall 
functionality and design of the 
system

Testing and 
Configuration Phase
February - June 2024

Continued configuration, Banner 
integration and testing in 
pre-production environment 

Training Phase 
Starting June 2024

Develop and deliver training for 
University employees

Timeline Overview

Concur

Go-Live
Beginning in August 2024

Concur rolling out to most 
faculty and staff for NEW 
travel requests and p-card 
expenses



Concur

Summer and Fall 2024

● Multiple training formats
● Town halls
● All faculty and staff welcome and encouraged 

to attend!
● Ways to stay informed - your resources 

○ Concur project webpage 
○ Concur FAQ Knowledge Base 

● Questions and feedback -  email 
concur-project-group@charlotte.edu   

● Watch for communications!

Concur Training and Help Resources

https://finance.charlotte.edu/about-us/project-394-concur/
https://services.help.charlotte.edu/TDClient/33/Portal/KB/?CategoryID=528
mailto:concur-project-group@charlotte.edu


Your FAQs Answered!  



Overview - What attendees have been asking 

Will paper travel forms be accepted once 
Concur goes live?

Will Concur replace all disbursement paper 
forms?

>

How will I access Concur? 

Will mileage reimbursement be processed 
through Concur?

How will travel already scheduled be handled 
once Concur goes live?

What should departments be doing to prepare 
for Concur?

Will Works be available after Concur goes live?

Should employees wait until after Concur goes 
live to submit future travel requests?

What is a delegate in Concur?

What tasks can a delegate perform in Concur?

Can p-cards be used to book and pay for travel 
expenses if the traveler is not the cardholder?

When and what type of Concur training will be 
available?



Will Concur replace all 
disbursement paper 
forms?

Not all but most, including the mileage and 

transportation request, missing receipt 

affidavit, travel advance request, travel 

authorization, travel reimbursement and 

expenditure request, and the third-party 

lodging form.



How will I access 
Concur?

You can access Concur with a laptop, 

desktop computer, and the SAP Concur 

mobile app.



Will mileage 
reimbursement be 
processed through 
Concur?

Yes. Mileage reimbursement will be 

processed as a travel Expense Report in 

Concur. Maps are embedded in the system.



How will travel already 
scheduled be handled 
once Concur goes live?

If a paper travel authorization has already 

been submitted, a travel Request must be 

submitted after Concur goes live so that the 

Expense Report can be completed and 

matched in Concur.



What should departments 
be doing to prepare for 
Concur?

1. Departments should review their current 
processes.

2. Departments should determine if they 
will instruct users how to utilize 
delegate(s) or leave that decision up to 
the users.

3. Plan to attend a July Town Hall for a 
sneak peek of Concur. Look for updates 
in Niner Insider and on the project page.



Will Works be available 
after Concur goes live?

The Bank of America Works system will still 

be available to users to pull old purchasing 

card records. However, once Concur is live, 

users can no longer attach receipts or 

reconcile and sign off on transactions in 

Works.



Will paper travel forms be 
accepted once Concur 
goes live?

Paper travel forms will still be accepted 

during the transition period. However, once 

a department is given access to Concur, 

they should be discontinued. 



Should employees wait 
until after Concur goes 
live to submit future travel 
requests?

Employees should wait until Concur is 

available to submit future travel requests if 

there's no urgent need to book the travel.



What is a delegate in 
Concur?

An employee who has been given 

responsibility to submit requests, prepare 

reports and approve reports on behalf of 

another employee in Concur. 



What tasks can a 
delegate perform in 
Concur?

A delegate can submit requests, prepare 

Expense Reports, and approve Expense 

Reports on behalf of another employee in 

Concur for employees that have assigned 

them as their delegate.



Can p-cards be used to 
book and pay for travel  
expenses if the traveler is 
not a cardholder?

Yes. The departmental purchasing 

cardholder can pay for someone else’s 

travel. 



When and what type of 
Concur training will be 
available?

Concur training plans are still being 

developed and they will likely include 

multiple delivery methods. You should plan 

to attend a July Town Hall for a sneak peek 

of Concur. Look for updates in Niner Insider 

and on the Concur project page.



Additional Questions?  



Concur

Anne Brown
Special Assistant to the VCBA
abrow316@charlotte.edu

704-687-5770

Thank You

Amy Hisler
Controller
ahisler@charlotte.edu 
704-687-5786

Presenter contact information:

Have more questions? Email concur-project-group@charlotte.edu

mailto:concur-project-group@charlotte.edu

