SCUConcur Frequently Asked Questions
General:

What will I use Concur for?

Concur is used for tracking and reconciling employee travel, P-Card (travel and non-travel), and reimbursable out-of-pocket expenses. It can be used to make travel arrangements (book airfare, hotel accommodations, car rental, etc.)

Do I have to use Concur?

Yes. It will be necessary to use Concur to track and reconcile all travel, P-Card, and reimbursable out-of-pocket expenses. It is strongly encouraged to use Concur’s travel booking feature because of potential cost savings and efficiencies.

How will I access Concur?

Access to Concur will be available through login using your employee identification number and your chosen password. 

Can I log in to Concur from any computer?

Yes. You can log in to Concur from any computer and also through mobile applications (visit www.concursolutions.com for more information). 

How do I sign up for training?
Contact Accounts Payable at 408-554-5497 for training schedule. We highly recommend the Concur online training at http://www.concurtraining.com/customers/scu. SCU Concur training documents can be found on www.scu.edu/finance/ap 
What should I do the first time I log into Concur?

The first time you log into Concur Travel & Expense, you should change your password. If you are not prompted to change your password after logging in for the first time, follow these instructions:

1. On the My Concur page, click the Profile link on the menu bar at the top of the screen.

2. In the Other Settings menu on the left side of the page, click the Change Password link.

3. Enter your new password and then click Save.

Before you use Concur Travel & Expense to reserve travel, click the Profile link to review and update your profile. You must save your profile before you first attempt to book a trip in Concur Travel & Expense.

If you are a travel arranger, select the profile that you want to edit from the You are Administering Travel For list on the My Concur page immediately after you initially log into the service.

Agency profiles are transferred for existing employees. Please verify that the information is correct and enter any new items. Click Profile on the My Concur page immediately after you initially log into the service.

What if I forgot my password?

If you go to www.concursolutions.com and click on “Forgot my password”, you will receive an e-mail with instructions on how to retrieve or request a new password.

Where do I update my email address and password?

You can update your password in the Profile section. 

1. On My Concur, click Profile.
2. Click Change Password.

Enter your old and new password into the appropriate fields, enter your password hint, and then click Submit.  

What are the required fields on the profile page?

The fields required on the Profile page are contact telephone numbers, email address, and fields required by your company. You can also enter travel preferences such as frequent flier information and seating preferences.

Who can make changes to an employee’s profile?

The employee can modify his/her own profile in Concur. If the employee has an assigned delegate, the delegate can make changes to the employee’s profile except for the Expense Delegate and the Travel Arranger assignments. Any assignments of delegation must be done by the employee directly. Delegates must obtain the approval of the employee when making any changes to the employee’s profile.

How do I set up a delegate?

1. When logged in, click on My Concur.

2. Click the Delegates link to view a list of employees set as your Delegate.

3. Click Add Delegate to add a new delegate

4. Search for the staff member who will prepare your expense report. Click on their name and select OK.

5. Checkmark which functions should be permitted by the delegate [Can Prepare; Can View Images] and then click Save.

What is the Receipt Store?
This is where you can store receipts by uploading them into one place. You may then attach the receipt to your expense report by using this option.
Can I receive e-mail reminders from the Concur Expense Service?


Yes. You can decide which reminders you receive by:

1. Select Profile at the top of your My Concur homepage, then Personal Information, and lastly Expense Preferences (on the left menu bar). 

2. When in your Expense Preferences, under the “Send email when…” header, select when you would like to receive emails by clicking the boxes on the left of the options.

3. Click Save when finished.
How do I get help for using Concur Travel & Expense website?

Click Help on the My Concur page. In the Help section, you can find specific instructions for the task you are trying to complete. You can also view demonstrations of the most important tasks. For more information regarding completed travel reservations, please call your agency representative.

Who should I contact for assistance with navigating in Concur?

You may e-mail your questions to concurhelp@scu.edu. If you send an e-mail between the business hours of 8 am – 5 pm, Monday through Friday (excluding holidays), you should receive an e-mail response within 2 hours. Concur also has guides on the website under Help.

	Business Policy & Concur Process Assistance
	Khanh Chau
	408-554-5497

	Cliqbook Travel Assistance
	Ed Merryman
	408-554-5076

	Concur System Assistance
	Lori Jain
	408-554-6820

	Purchasing Card Assistance
	Suzanne Gaumont
	408-554-6902


Expense Report:

How do I log in to Concur Travel & Expense?

All travelers will receive their login and password information by email prior to the training date. 

What steps are involved in completing an Expense Report?

1. Create an Expense Report

2. Fax or Scan receipts to Concur (if faxing, do not forget to include the Fax Cover Sheet)

3. The Approver is notified by email message and will review the Expense Report. He/she then approves or rejects the Report. If rejected, the Report will be sent back to the submitter with a request for changes to be made or additional requirements.

4. The approved Expense Report will be sent to the Concur Expense Processor for reviewing. If any errors are identified, the report will be sent back to the submitter to correct and resubmit to the approver.

How do I create an Expense Report?
1. In the Active Work section of Concur, click New Expense Report.
2. In the Report Name field, enter a name for the Expense Report.

3. In the Business Purpose field enter the business purpose for the expense report.

4. Complete all the required fields and optional fields.

5. Click Next to an add out-of-pocket-expense.

6. To add an out-of-pocket expense, click New Expense. On the New Expense tab, select the appropriate expense type.

7. Click the Transaction Date field, and then use the calendar to select the date of the transaction. Complete all required fields.

8. In the Amount field, enter the amount spent on the expense.

9. Click Save (or click Itemize to itemize the expense).

On an Expense Report, what is the Transaction Date?


The transaction date is the date when a service occurred or when an item was purchased.
What should I put as the Report Name?

Report Name will link to PeopleSoft as the invoice number and as the payment message for ACH e-mail notification and on physical checks. Enter meaningful data that helps you recognize report name when viewed.  (i.e. Alliance Conf. Colorado 03/10/11)
Do I need to put anything in the Description field?

Not a required field but if entered it will link to PeopleSoft in the Actuals Transaction Details Report in the Description line column.
What do I select for Travel Type?

Select the appropriate travel type (i.e., Domestic, Foreign, NCAA, Recruiting).
What information will show up in PeopleSoft from Concur?
The information you type as the Business Report Name will show up as the Invoice Number in PeopleSoft. This will also show up as the description for payment message on the direct deposit e-mail notifications. 

For individual expenses within an Expense Report, the Business Description (although not a required field) must be filled if you would like to have a description on your details transcription report. This will be equivalent to the description that you would see on a vouchers individual description lines. 
If the system is all electronic, how do I submit receipts?

You will “attach” receipts electronically to your expense report by either faxing them to a dedicated fax line directly into Concur, or by uploading scanned images of the receipts directly to the Concur system. The receipts are immediately viewable in the system upon fax/upload.

Concur also has mobile phone applications that allow you to take a picture of your receipt and then upload directly to the system.

How do I scan a receipt in?

1. When in the Expense Report, click on the Receipts drop down button, which is on the right hand side of the screen below the Submit Report button.

2. Click on Attach Receipt Images.

3. Click Browse and navigate to the folder with your image and select the file. 

4. Select the file and click Attach.

5. Repeat steps 2 and 3 until all the files you want to upload are listed (the limit is 10) then click Done.

How do I enable the Receipt Store function?
1. Click on Receipt Store. Type in your e-mail and then select submit to get an email sent with a verification code.

2. You should get the notice that an email has been sent.

3. Once you get the email with the verification code enter it and click verify.

4. Once you get the message that says that your email has been verified you are ready to start submitting receipts.

5. To email receipts send an email containing the receipts in a .pdf, .jpg, or .png format to myinbox@concursolutions.com from your verified email address.

6. Attach the receipts to an expense report

7. You can also add receipts to your receipt store by clicking upload

How do I attach a receipt to an expense using the Receipt Store? 

1. Click Create New Report
2. Fill out the required information. Click Next.

3. Select an Expense Type.

4. Fill out the required information. Then click Receipt Store to find a previous uploaded receipt.

5. Select the matching receipt for the expense report you have created. 

6. Click the green icon with the arrow to the left of the blue magnifying glass icon on the receipt you wish to attach to the expense report.

7. To verify that the receipt has been attached to the expense report, click Receipt Image to view the receipt

8. Your selected receipt should show up in the window.

9. If you selected an incorrect receipt, click Detach From Entry to remove it from the report.

10. Click the New Expense next to receipt image to go back to your expense information. 

11. Click Save to save your report.

12. Click Submit Report.

How do I fax a receipt in?

1. When in the Expense Report, click on the Print drop down button, which is on the right hand side of the screen below the Submit Report button.

2. Click on the Fax Receipt Cover Page option. Please note that this page must be printed out and accompanied with all receipt images.

3. Print out the Fax Receipt Cover Page. Fax the cover page along with your receipts to the 866 number listed at the top of the page.

You may view your receipt images after a short period of time by clicking the View Receipts link associated with your expense report. Note: If you do not view receipts, you may get a warning message that you must fax/scan receipts before submitting report. 
Can I fax receipts for multiple expenses at once?

No. When submitting receipt information for multiple reports, each set must be transmitted separately. Otherwise all pages will be attached to the first report.

What about receipts under $75 – how will Concur handle this if department policy is different?

The system will only enforce university policy, but departments can implement more restrictive policies as part of their individual business processes. The system will allow receipts to be attached to an expense report even if they are under $75 and not required by university policy.

What if I lost my receipt?

A Missing Receipt Form is available online at www.scu.edu/finance/forms. Attach the Missing Receipt Form to your business Expense Report just like you would with a regular receipt (fax or scan). 
What should I do with my original receipts after they have been faxed or scanned to Concur?

Approvers should confirm that a readable image is available within the University’s Travel and Expense System. Original receipts should be retained by the department for a minimum of one year after expense report submission.


What are eReceipts in Concur?

eReceipts are electronic itemized receipts that can be accepted in lieu of a scanned or attached receipt file. Employees are able to receive eReceipts for transactions from vendors who have an eReceipt agreement with Concur. 

Enabling eReceipts can potentially save time in expense report preparation. Employees must individually enable eReceipts in Concur. The itemized details of the eReceipt are visible to the employee, their delegate, approvers, and auditors, and are permanently recorded with their expense reports.

How do I enable eReceipts in Concur?
To enable eReceipts, employees must login to Concur. Click the Profile tab to view your profile options, then select E-Receipt Activation. The E-Receipt Activation and User Agreement window will open. Read the agreement and then click “I Agree” to complete the eReceipt activation. 

How can I prevent my business Expense Report from being delayed and/or rejected?

In order to prevent your report from being delayed and/or rejected, be sure to submit all the required materials with your report. 

1.  The following business expenses should be faxed or scanned in with an itemized receipt and proof of payment:

· Airfare

· Lodging

· Individual meals

· Business meals (with attendees)

· Car Rental

2. For mileage reimbursements (business travel and relocation) use auto-calculation feature in Concur.
3.  For relocation mileage reimbursements be sure to attach the MapQuest directions report as your receipt. Relocation mileage rate for reimbursement is not the same as the business mileage rate.
4. For International Per Diem (for both lodging and meal expenses), be sure to attach the U.S. Department of State Per Diem table (http://aoprals.state.gov) and clearly indicate the location/rates you are using.

What items are non-reimbursable?

· First class travel, or other seating above the coach level

· Except as stated in section VIIA for International Travel)

· Purchase of flight insurance

· Personal entertainment

· Personal purchase of goods and services

· Airline clubs

· Rental car mileage for personal use

· Rental of luxury or sports car models

· Haircuts

· Child care

· Pet care

· SCU parking permits

· Traffic fines

· Hotel laundry service (for stays less than five days)

· Hotel valet service

· Excessive personal phone calls

· Hotel amenities (in-room movies, exercise facilities)

· Travel expenses of spouse or other non-business related travelers

· Costs incurred by failure to cancel reservations (hotel or transportation)

· Except in emergencies

· Credit card late fees

Can I prepare expense reports on behalf of another colleague?

Yes. If you are a “Delegate” in another employee’s workflow, you will have the ability to prepare reports for that employee, and the cardholder must submit the report for approval.

How do I request a cash advance?

1. Go to Expense then New Expense Report
2. From the resulting links, select New Cash Advance

3. Next, provide a name for your request and the select the dollar amount. In the comment area, be sure to add a description such as the name or the date of the event.

4. Click Submit.
Important Note: when you have an outstanding Cash Advance you will not be able to submit any Expense Reports until the Cash Advance has been applied.

How do I apply a cash advance to an expense?

1. Select the Expense Report you would like to apply it to or create a new Expense Report for expenses that are related to the same cash advance.

2. Once you have filled out the related expenses, go to Details which will bring you to a drag-down menu.

3. The drag-down menu will have a section for Cash Advances. Click on Cash Available.
4. From the Cash Available box, checkmark the Cash Advances that you wish to apply for the Expense Report. Click Apply.

5. To make sure the Cash Advance was selected, go back to Details and find the drag-down menu again. 

6. Click on Cash Assigned. This will inform you what Cash Advance has been applied to the Expense Report you are working on.

Is there a certain timeline for cash advances and reconciliation?

Cash advances can be requested no greater than 30 days prior to the date in which the advance is needed. You must submit an expense report for the entire cash advance amount taken within 30 days of issuance. Any unused portions of the advance must be returned to SCU.

Can cash advances be direct deposited to my bank account?

Yes – if you have a Direct Deposit Form on file with Accounts Payable, the funds approved from each cash advance requests will be directly deposited into your account.

How do I allocate an expense to multiple charging organizations?
1. Complete all expenses as usual.
2. Select the expense you wish to allocate from the Expense List.

3. In the lower right-hand corner of the window, click Allocate.

4. From the Allocate By dropdown menu, select either Percentage or Amount.
5. In the Allocate By field, enter the Percentage or Amount.

6. Click in the field under the Department column heading and then select the department.

7. Click Add New Allocation, and then repeat steps 5-6 for each new allocation.

8. Click Save, and then click OK.

9. In the Allocate Report window, click Done.

How do I break out (itemize) a hotel charge into parts?

1. On the Expense Report page, click the expense you want to itemize

2. Click Itemize.

3. On the New Itemization tab, click the Expense Type dropdown arrow and select the appropriate expense from the dropdown list.

4. Complete all required and optional fields as directed.

5. Click Save.
6. Repeat steps 3-5 until the Remaining Amount equals $0.00
How do I create a business Expense Report for a “Business Meal” with attendees for a group of less than 10?

1. When in the Expense Report, click New Expense
2. Select Business Meal (attendees) as the expense type.

3. Fill in the required fields.

4. Select New Attendee to add an attendee

5. Fill in the required fields. Click Save & Add Another if you have more attendees and then repeat steps 2&5. If no more attendees, click Save.
How do I create a business Expense Report for a “Business Meal” for a group with more than 10 people?

Under Concur, a group of 10 or more can qualify to be classified under “Group Attendees”. To do this:

1.  When in the Business Meal Expense Report, select Add Attendee or Edit   Attendee Details. 


2. Go to the Attendee Type drag down menu. Select Group Attendee.

3. Type the Group Description and enter the Number of Attendees.

4. Click Save. 

How do I enter a business Expense Report for a gift card for a recipient?

When making a business Expense Report for a gift card purchase for a recipient, you should select Gift Card as the expense type.

1. When in the Gift Card Expense Report, select Add Attendee or Edit Attendee Details.

2. Go to the Attendee Type drag down menu. Select Recipient.

3.   Enter in the required information for the Recipient (First Name & Last Name).

 
4.   Click Save.
How do I enter a business Expense Report for a gift purchased for a recipient?

When making a business Expense Report for gift purchased for a recipient, you should select Gift Purchased as the expense type.

1. When in the Gift Purchased Expense Report, select Add Attendee or Edit Attendee Details.
2. Go to the Attendee Type drag down menu. Select Recipient.
3. Enter in the required information for the Recipient (First Name & Last Name).

4. Click Save.
What is the reimbursable amount for a Per Diem (Domestic) Meal expense?

The reimbursable amount for Per Diem (Domestic) Meal expenses is $50 per day (as of July 2010). 
What is needed for a Per Diem (Domestic) Expense Report?

When selecting Per Diem (Domestic) for an Expense Report for meals, no receipt submission is needed. You must report each day separately if you are gone for more than one day. The transaction date will refer to the corresponding day that you are claiming. 
What is needed for a Per Diem (International) Expense Report?


When selecting Per Diem (International) for an Expense Report for meals or lodging, no receipts are needed but a U.S. Department of the State Per Diem table must be submitted. 

How do I get reimbursed for Relocation Expenses?

A Relocation Expense Form must be filled out and attached to your Expense Report on Concur along with your itemized receipts for moving expenses. 

To prevent your expense report from being rejected or sent back here are some guidelines for relocation reimbursements:

· Hotel reimbursement is one night only in each location.
· Qualified travel expenses:

· Travel by personal vehicle with reimbursement for actual expenses (i.e. gas and oil for the vehicle used) or the pre-established IRS relocation mileage rate and for any tolls or parking associated with the travel.
· Travel by rental car between the former home and the new home.

· Travel by common carrier (i.e. airplane, train) with reasonable transportation from the former home to the airport or other station and from the airport or other station to the new home.

· (In-transit) storage reimbursement must be less than 30 days.

· All moving expenses receipts must be faxed or scanned to your Concur business Expense Report.

What are some examples of non-qualifying relocation expenses? 
Examples of non-qualifying relocation expenses include, but are not limited to the following: 

· Pre-move house hunting

· Payments to non-professional movers (i.e. friends or family members) who assist with a move
· Storage (excluding 30 days in transit)
· Meals and food expenses during travel and after arrival

· Vehicle rental after the first day of arriving at new location

· Travel expenses incurred during additional trips from the former home to the new home.

What receipt do I need to submit for relocation mileage reimbursement?

Submit a print out of the MapQuest (www.mapquest.com) directions for the mileage you are requesting to be reimbursed for. Attach the receipt to the related Expense Report by either scan or fax.

Can I edit a report before submitting?


You can edit a report in several ways. You can modify:

· A Report Entry by opening the report, selecting the individual entry you want to change, and then modifying the entry.

· The Report date, Expense Type, and all other information pertaining to the report.

When you are finished modifying the report, click the Save & Go to Expense List link. Click Submit.
Note: You cannot modify a report that has been submitted.
How can I edit a submitted report?

Reports that have been submitted or reports that have an Approved and In Accounting Review status cannot be edited. If you have discovered an error that needs to be corrected, notify your approver immediately. Your approver can then send back the report for correction. You can revise and resubmit the report by requesting Resubmit status from your approver.
How can I find the status of an expense report?


There are three areas that you can view the status of an expense report: 

· On the Concur Central page, under My Updates heading, you can view any status changes to your reports.

· On the Concur Central page click Edit & View Expense Reports to view a list of all your reports and the current status of each report.

· If you have e-mail notification set up, the status of the expense report is displayed in an email message.

How long does it take to be reimbursed after an expense report has been approved?

If your Expense Report follows all the audit guidelines and is not missing any required paper work, it will take 3-5 business days for Concur to review expense report. 

If you are set up for Direct Deposit, it will take an additional 3 business days for the amount to be deposited to your account. An e-mail notification will be sent to notify you of the deposit date.

Alternatively, if you are not set up for direct deposit, a physical check will be issued but may take 5-7 business days.
To enroll in direct deposit for quicker reimbursement turnover, download and fill out the form from www.scu.edu/finance/forms. 

What does “Extracted for Payment” mean?

This means that the expense report has been approved by Concur and the file is sent to Accounts Payable for processing. Payment will be made by direct deposit or physical check.

How do I know if my reimbursement has been paid?
If you are set up for direct deposit, you will receive an e-mail notification informing you when the amount will be deposited into your account.

You may also check through PeopleSoft using these steps:

1. Login to PeopleSoft

2. Go to Accounts Payable. Select Review Accounts Payable Info. Then select Vouchers. Following that, select Voucher.

3. Make sure to select the following:

· Vendor Type should be set to APINT
· Business Unit should be set to APINT for both the “From” and “To”
· Set ID should be set to INT
4. Under Short Name type in the first few letters of your last name. Then click the icon of the magnifying glass. From that, find your name and click on it to select yourself. 
5. Hit Search.

6. A list of voucher inquiry results will appear. Find the one that refers to the payment you are searching for. Click the icon under Payment Information for check number and payment date.

7. The Payment Reference ID gives you the check number and date it was generated. 
· Note: Reference Numbers starting with a 3 are physical checks and checks staring with a 5 are direct deposit. 
Who is my expense Approver in Concur?

Your department will determine who the appropriate default approver is for your expense reports, as part of their readiness in moving to Concur.

What happens when my Approver goes on leave?

An Approver can delegate to another Concur Approver to approve expense reports on his/her behalf while he/she is on leave.
Approvers:

What should I look for when approving?


When approving a Expense Report, it is very important to check that all required information is there in order for the reimbursement to be processed. By approving the Expense Report, you are approving all the expenses that the employee has sent in, so be sure that the Expense Report does not contain items that are not reimbursable by the University (see “Expenses” ( “What items are not reimbursable?”). As a quick reference these are some things you should look at:

· Receipts 

· make sure the receipts are attached

· missing receipt form is attached (if applicable)

· all items are reimbursable

· itemized receipt is attached (i.e. hotel, meals over $75) and proof of payment
· international per diem requests have the U.S. Department of Sate’s Per Diem table indicating the rate being used.

· itinerary/invoice or e-receipt showing proof of payment for airfare

· car rental contract, itemized receipt and proof of payment is needed for rentals (rental insurance is not reimbursable)

· MapQuest page or the Concur Google Map feature should be used to indicate miles traveled for reimbursement.

· Event dates

· to be sure if an expense should be prepaid or not

· Cash Advances

· make sure the cash advance was applied (if applicable)

· if not all of the cash advance is used, make sure the rest has been returned through the Expense Report

How do I review and approve expense reports?

1. In the Approval Queue section of My Concur, click the name of the report that you want to view.

2. On the Expense Report page, click the expense you want to view.

3. Click Approve.
How do I cancel a report I approved after I have already approved it? 


Send an e-mail to concurhelp@scu.edu  to request a cancellation of an expense report within the same day the expense was approved. It is important to do this immediately!
How do I send an expense report back to an employee?

1. In the Approval Queue section of My Concur, click the name of the report that you want to view. 

2. Click Send Back to Employee page, add comments in the Comment box.

3. Click OK. 

What happens if I don’t approve an expense report?
If you do not approve an expense for your employee, after one week the expense will be forwarded to your Approver.

How do I add an additional approver to review and approve the expense report?

1.    In the Approval Queue section of My Concur, click the name of the report that you     want to view. 
2. Click Approve & Forward.

3. In the Approval Flow window, click the Search Approvers By dropdown arrow.

4. Select the desired search option from the dropdown list.

5. In the User-Added Approver field, type the search criteria.

6. From the list of options displayed by the search, select the appropriate approver.

7. Click Approve.
Purchasing Cards:

Can I use my purchasing card for personal expenses?


No. Personal expenses may not be incurred on purchasing cards.

What do I do if I accidentally made a personal purchase on my University purchasing card?

Purchasing card should only be used for Santa Clara University business expenses only. If an accident occurs, mark the expense as “personal”, then write a personal check to Santa Clara University and deliver it to the University Cashier Office.
What happens if I do not submit my Expense Report for my SCU p-card by the due date?

If payment is late to Bank of America for more than two months consecutively, your card will be suspended automatically.
Travel (Cliqbook):

Why should I use Concur Travel & Expense instead of calling the agent directly?

Concur allows you to efficiently make plans after viewing your travel options. In addition, you have access to Internet fares. Concur provides a list of all your travel plans and is a direct source for travel alerts. Concur also has some vendors that are selected for e-receipts. This will make your process of completing an expense report more efficient because the information will be transferred as an expense for you.

What is the difference between booking a flight with Concur Travel & Expense and purchasing an Internet fare from a vendor’s website?

Concur provides access to both agency and Internet fares. The difference between the two fares is where it is fulfilled and who provides the customer support. With an agency purchase, you have the full support of your agent in making changes. Your ticket is purchased through your agency.

If you select an Internet fare, you buy the ticket directly from the supplier or airline’s fulfillment agency. These fares may have special rules that apply and you must contact the airline directly to request a change.

What if I want to book a flight on my own?

When you use Concur Travel & Expense, you can book flights yourself while maintaining access to discounts. You can also compare these discounted flights, hotels, or car rental rates with other Internet fares and alternatives to find the best travel solutions – solutions that comply with the University’s travel policy.
What if I do not book my own travel?

In Concur Travel & Expense, you can select an assistant or arranger to reserve your travel.

1. On the My Concur page, click Profile  and then click the Assistants  link at the top of the page.

2. Click Add an Assistant to add the person who you would like to authorize to reserve your travel. This person can now update your profile and also make travel arrangements for you.

If you do not see your travel arranger in the list of people to select from that individual may not have access to Concur. To add your arranger to the list, send a request to your travel administrator.

Can I use my Frequent Flier account number when booking a flight?

Yes. You can enter travel programs in your Concur Profile, under Travel Settings. When you travel using the travel programs designated in your profile, credit will be applied to those programs.

Can I use a hotel membership number when reserving a hotel room? 

Yes. You can enter travel programs in your Concur Profile, under Travel Settings. When you travel using the travel programs designated in your profile, credit will be applied to those programs.

How do I pay for my reservations? 

When you reserve airfare, hotel, and car rental reservations, your credit card number is used to purchase your reservations. Please confirm that your credit card information in your Concur Travel & Expense Profile is accurate. If the credit card is missing, you will not be able to continue with your reservation. 

How is ticket fulfillment handled?

When you use Concur Travel & Expense to reserve your company’s agency fares, your agency will handle fulfillment/ticketing in the same manner as a phone reservation. Electronic tickets are issued unless otherwise requested.

Some airline sites offer the ability to make hotel and car reservations. Should I use those options?

If you select an Internet airfare, please return to Concur Travel & Expense to add your hotel and/or car reservation. Please do not make your hotel/car reservation through the airline website.

How do I reserve a car or hotel?

If you specified that you need a car on the Flight tab when you reserved your flight, you will see the car and hotel search results. You can then reserve your car and hotel based on those results.

If you want to reserve a car or hotel without making air travel reservations, click the Car or Hotel tabs in the Trip Search area. From there you can select the appropriate city and then search for a car or hotel.

How do I reserve an international flight?

To reserve an international flight:

1. On the Travel page, select the Cliqbook Map tab.

2. Click the continent on the globe (in the lower left corner of the map area) to where you would like to travel. 

3. If you do not see the appropriate city or country, click the Search for an airport link and enter the appropriate search criteria. 

You can also click on a country in the map to select your airport from a list of airports.
How do I schedule a multi-leg flight?
To schedule a multi-leg flight:

1. On the My Concur page, click the Flight tab on the Trip Search wizard

2. Click Multi-segment additional departure.

3. Enter you departure and arrival information for each segment and then click Search.

Can I add a car or hotel to an airline reservation after it is booked?

Yes, you can make changes before your ticket is issued. To add or modify your trip, click the name of the trip on the Upcoming Trips section of My Concur and then click Change Trip.

How do I change my reservation after it has been booked?

To make changes to your seat assignment or add a hotel or car reservation to a trip, click the trip name in the Upcoming Trips area of My Concur. 

To change an Internet ticket, contact the airline customer service. Your agency or company will not be able to assist with changes to Internet tickets.

Note: When you contact your travel agency to cancel your reservation, the itinerary is not automatically removed from the Upcoming Travel section on My Concur. To remove the canceled itinerary from the Upcoming travel section:

1. In the Upcoming Travel section, select the appropriate itinerary.

2. Click View Request and then click Withdraw Request.
What happens if I do not comply with company policy?

When you go outside of company policy, Concur Travel & Expense notifies you by showing the fare with a yellow tab. When you select a yellow tab, Concur will prompt you to enter an explanation as to why you chose a fare that did not comply with your company’s policy.

What does the yellow star represent for air, hotel, and car options?


The yellow star represents a company preferred vendor.
Why does the “Reserve” button appear in more than one color?

	If the “Reserve” button color is…
	Then the fare is…

	Green
	Within company policy compliance

	Yellow
	Outside of company policy compliance. You are required to enter additional information on this choice.

	Red
	Outside of company policy compliance. You are not allowed to make this reservation. 


How can I view the itinerary for flights that I have already booked?

On the My Concur page, review the Upcoming Trips section. For more detailed information, click the appropriate trip name in the Trip Name/Description column and then click View Itinerary. 

Where do I view my itinerary?

Concur Travel & Expense will send your itinerary to you immediately after you confirm the trip. Your agency will email your final itinerary once it is ticketed. 

Additionally, you can view your itinerary in Concur from the Upcoming Trips section on the My Concur or Travel pages.

When do I load/attach my itinerary?

You will load your itinerary to the travel report you are submitting after you have completed your trip. Do not attach the itinerary if submitting a travel report for prepayments before your trip has been completed. 

What type of confirmation do I need at the airport?

You should bring a printed copy of your email itinerary with ticket number information or the paper ticket (whichever is acceptable by the airline) and a government approved identification document such as a driver’s license, passport, VISA, etc. 
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