From Paper to Performance:
The Concur Advantage

Presented by:
Elizabeth Palian, Director of Financial Applications Support
Laura Korleski, Concur Functional Administrator

Amy Hisler, Controller

The purpose of this webinar is to provide updates and a “sneak peek” of
the Concur travel request process
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TIPS for a 1. We don’t have access to your camera or microphone.
mean i ngful a nd We can’t see or hear you - make yourself comfortable in your own space!

engaging session 2. Use the Q&A button to ask a question.

You can submit your questions throughout the presentation.

‘*i

3. Do not use third-party Al bots.

To create a transparent environment, Al 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.




Session

® Meet the team
e Introduction to Concur & common tasks
e Learn more about the Travel Allowance

e Share Concur travel Request process
“sneak peek”

e Provide project timeline, cutover and
training plans, and help resources

e Answer your questions



Concur Project Team Introductions

Sponsors

Anne Brown Amy Hisler Jaime Calvao Laura Korleski Heather
special asst to the VCBA controller project manager Concur functional m liBe d:rector
administrator ? ﬁ support

Elizabeth Palian Jerri Painter Julie Hughes Gina Smith Lisa Dooley
director financial disbursements IT business systems business & tech. business process
applications support manager analyst applications specialist analyst



Concur Processes




What is ?

Concur is a tool that will allow you to request travel and
complete your purchasing card expense reports in one
application. There’s also an optional booking tool.

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

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




Two Separate Processes, One Application

Travel Process ==  Purchasing Card Process

| I
Request Booking Expense Report Reconcile
Reconcile all
p-card

transactions

Submit a Request Book (optional) / Submit a travel
Make travel

to travel Expense Report
arrangements




Travel Process 1 of 3: Request to Travel

e Travelers start by requesting formal

permission to travel - called a Travel
& Request
Request e The Travel Request replaces what is

known today as the Travel Authorization
(TA)



Travel Process 2 of 3: Book / Make Travel
rrangements

e Purchase airline tickets and make hotel
reservations on your own, through
Concur’s online booking tool or directly
with a CBT agent (optional)

e Travel management company agreement
with Christopherson Business Travel

(CBT)

Booking



Travel Process 3 of 3: Submit Travel Expense Report

e Traveler’s submit an Expense Report
AN including documentation for all trip

expenses, including those to be
reimbursed

Submit expense
report for approval

e The Travel Expense Report replaces what
is known today as the Travel

Reimbursement & Expense Report (TRER)



Purchasing Card

Reconcile all p-card transactions

Purchasing card (p-card) holders must submit an accounting
for all p-card transactions (reconciled)

This replaces the current process p-card holders or reconcilers
_ complete in the Bank of America Works system
Reconcile Traveler’s p-card expenses will be added and reconciled on the

Travel Expense report
All other p-card expenses will be added and reconciled on the

p-card Expense report
o This includes travel related expenses charged to a card other than

the traveler’s card




c Concur

Request and Expense Report in Concur

Minimum 2 levels of
approval required

Travel Requests and Expense Reports will require at least 2 levels of
approval - supervisor and a departmental finance approver, referred to
in Concur as the Cost Object Approver.



Roles in Concur Traveler
Purchasing
=) Can
Holder
@ Approver
Travel books travel
Concur Arranger
Each role can identify someone else appquove N Firegare
- Delegate NN
to complete a task on their behalf. Expense Reports
for approval




Your New Travel and Expense Process

Your Travel Spend Capture card data

Travel Request

Match to expense Submit expense Expense report Reimbursement
or itinerary report for approval approval

1®

Your Expense Spend Capture receipt data




Concur Travel Allowance




c Concur

Travel Allowance (IVieal Rate) Update {T@

Reimbursement Details

-

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 overnight 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.

View: [Reimbursement Details v]

Date Location Rate Type Rate Amount Factor Calculated Amount Reimbursement Amount
Mon, 09/09/2024 Savannah, UNITED STATES Meals $64.00 0.75 $48.00 $48.00
$48.00
Tue, 09/10/2024 Savannah, UNITED STATES Meals $64.00 1 $64.00 $64.00
$64.00
Wed, 09/11/2024 Savannah, UNITED STATES Meals $64.00 1, $64.00 $64.00
$64.00
Thu, 09/12/2024 Savannah, UNITED STATES Meals $64.00 0.75 $48.00 $48.00
$48.00

Total: $224.00

[ FAQ: What will the meal reimbursement rates be when Concur goes live? ]

Back =i M Cancel



https://services.help.charlotte.edu/TDClient/33/Portal/KB/ArticleDet?ID=3874
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“ ” of Concur Process

(im] Home x e
] ://www.concursolutions.com/hor m = ® a
B3 Import favorites [ UNC Charlotte SAP Concur &7 SAP Concur Comm... [eg BOA's Global Card... [ BOA Works [ Otherfavorites
& You are currently logged in as a test user - G
ET7 Concur  Home v ® A &
4

n CHARLOTTE + 00

Company Notes

UNC Charlotte Concur
Please refer to the Travel Manual for guidance on Travel Policies

S | t . d
L
t For assistance with utilizing Concur please review the Concur page.
I I I lage O GSA Rates
This link provides GSA subsistance and Lodging rates

e Read more
watch this My Tasks
Required Approvals -> 99+ Available Expenses - Open Reports -
L]
O V e rv I e W Great! You currently have no approvals. 07/10 INTERNATIONAL TRANSACTION 07/12 Donna J Wilson - ClaimAdj
$1.87 ($358.17)
07/10 INTERNATIONAL TRANSACTION 07/05 2024 0705 Process Step Review
O $0.77 $582.67 Retumed
07/10 INTERNATIONAL TRANSACTION 07/05 2024 0705 PCard Reconcilation Re
$0.26 $475.42
07/10 INTERNATIONAL TRANSACTION 07/03 2024 0625 01 Travel Request
$0.58 $4,069.43
07/10 INTERNATIONAL TRANSACTION 07/03 Fusion Exchange in NYC
$0.39
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https://docs.google.com/file/d/1_Iz4MmC6orMIkEsZTnjel5bJqDYKFjFq/preview




Overview

October 2023

Project Kickoff

Testing and
Configuration Phase

February - July 2024

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

* Design Phase

Completed January 2024

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

. Go-Live
Beginning August 8, 2024

Concur available to faculty and staff for
travel and purchasing card processes

Non-employees and students will not be added to Concur.
They will continue to use paper travel forms outside of Concur.

* Training Phase
Starting August 2024

Deliver training for University employees



Concur Plans - Important Dates

n

=
Augustc,g The first day users will be able to log in to Concur is
Q92

8

August 8: A travel Request will need to be entered in
Concur for travel occurring on or after August 8. The
reimbursement will follow.

August 7: Purchasing card transactions occurring after
August 7 will be posted to Concur.
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Concur Training Plans

Live virtual Recordings of Online
instructor led instructor led open mic instructional
training training sessions guidance




Concur and Help
Summer and Fall 2024

e Multiple training formats

e Town halls (June - July)

e All faculty and staff welcome and encouraged
to attend!

e \Ways to stay informed - your resources
o Read your Niner Insider
o Concur project webpage
o Concur FAQ Knowledge Base

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

e \Watch for communications!


https://services.help.charlotte.edu/TDClient/33/Portal/KB/ArticleDet?ID=3934
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! =
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Overview - What employees have been asking

Should employees wait until after Concur goes Does Concur handle currency conversions for

live to submit future travel requests? international travel?
B
Will non-travel purchasing card transactions Can blanket travel requests be entered in
still be managed in Works? Concur?
If the wrong fund number is entered, can the Who will be able to access and attend training
approver change the fund allocation? sessions?
N — o




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.




Will non-travel

purchasing card Non-travel purchasing card transactions will
transactions still be be reconciled within Concur.

managed in Works?




If the wrong fund number
IS entered, can the
approver change the fund
allocation?

The supervisor or cost object approver can
change the fund allocation for the entire

report or for specific expenses.



Does Concur handle Concur will automatically compute the
currency conversions for exchange rate if your credit card hasn't
international travel? already computed it or you're using cash.




Can blanket travel
requests be entered in
Concur?

Blanket requests for travel will not be
available except under extenuating
circumstances and subject to approval by
the vice chancellor for business affairs.
Paper blanket travel authorizations
submitted and approved for FY25 will not
transfer to Concur. Travel requests are not
necessary for mileage-only (non-overnight)

trips.



Who will be able to All UNC Charlotte faculty, and staff and
access and attend the graduate assistants will be able to access
Concur training training materials and attend Concur training
sessions”? sessions.
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Thank

Presenter contact information:
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Laura Korleski Elizabeth Palian Amy Hisler

Concur Functional Administrator Director, Finance Applications Support Controller
lkorlesk@charlotte.edu egpalian@charlotte.edu ahisler@charlotte.edu
704-687-0372 704-687-0282 704-687-5786

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


mailto:concur-project-group@charlotte.edu

