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Introduction to Concur ®) PPPL 225~
What is Concur Request, Travel and Expense?
* The Concur Request, Travel and Expense System integrates

travel authorizations, bookings, and expense reports in one easy-

to-use application. Travel transactions stream directly into
expense reports.
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- Improved assistance in travel booking and reimbursement

DOE/PPPL’s comprehensive travel policy compliance and controls are built into Concur, including

the GSA per diem rates, ensuring that reservations are within compliance, and that you can
complete your expense reports correctly and according to PPPL’s policy.

- User friendly experience

No more paper travel approval form and travel voucher

Provide you with a seamless travel request, booking, and expense report experience

Save you time submitting expense reports, which leads to quicker employee reimbursement
Send email notifications regarding document route and review approval status

No need for paper receipts for vendors who email receipts directly to your Concur
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Concur Benefits

- Travel Card automation
— Automatically imports posted credit card transactions daily
- Travel card data will pre-populate information from the transaction into an expense report

- Mobile capabilities
- Book a flight, rental car or hotel on the go
- Take a photo to upload your receipts
- Create, submit and approve expense reports using the Concur mobile application
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Introduction to Concur ) ) PPPL e
Built-in Compliance Rules

PICK UP: (EWR) ON TUE, AUG 13 12:00 PM snowas [usD v |
2 9. Hotel Indigo San Diego Del Mar $174 RETURN: WED, AUG 14 12:00 PM -
- | 710 Camino Del Mar, Del Mar, CA 92014  Mapit
G417 mies F A A & Hide matrix  Print/ Email
Al -3 p¥=] =] - - - - -
FedRooms Hotel Hotel details 20 results Economy Car Compact Car ntermediate Car Standard Car Full-size Car Mini Van Intermediate SUY Full-size SUV

8541 8541 8664 8664 8912 11875 11875 14862
10. Best Western Premier Hotel Del Mar Prefemed

720 Camino del Mar, Del Mar, CA 92014-3008  Map it Get Rates
Hertz
- 9751 9378 10130 10381

G426 miles F R

Prefemed

FedRooms Hotel Hotel details AVIS _ ~ ~ - .
11471 11471 11586 117.22 11973 15735 179.82 25263

Prefemed

11. Holiday Inn Express 3153 N v E——
6705 La Jalla Bivd, La Jolla, CA 92037 Mapiit SeedByd] Poicy - Most Complart ¥
s ‘
9504 mies KK Displaying: 1 out of 20 results. @ Waming X
FedRooms Hotel Hotel details This option triggers one or more company fravel rules.
i R ‘We will log this choice if you choose to purchase it.
et Full s'_ze car i $59.50 A\ Fullsize venicles, station wagons, minivans, or sport ot cost
12. Holiday Inn Express SeaWorld-Beach Area $174 ﬁﬁm,iﬁ'f.lﬁﬂi"gﬁfu”p; Te ity venicles wil not be aulhorized. or he e
" 4540 Mission Bay Dr, San Diego, CA 92109 Mapit L Adults: 5 Lamgsbags:2, g InCremental costs will notbe reimburced, unless the A\ $89 12
& View Rooms (Corporate rate) vehicle is shared by no !ewer than t_h ree other PRPL
9632 miles WA travelers or the traveler is transporting PPPL
equipment that justifies the need for additional
FedRooms Hotel Hotel details Preferred Car Vendor for Princefon Plasma Phys S\Z;:egr 5&:?;:;:;1??2?:; TE:;IEV:;E;& Location details
traveler.
Displaying: 1 out of 20 resulis. @
13. Holiday Inn San Diego Miramar -MCAS Area $129
9335 Keamny Mesa Rd, San Diego, CA 92126 Mapit Total cost*: Rates and total cost do not include charges for optional services such as fuel and insurance waivers. These and any additional fees or
surcharges may be applied aft the fime of rental. Any currency conversion is based on the exchange rate for that day. The final price at the time of
V6.56 miles  F A rental may be different.
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Introduction to Concur

* Status Updates are sent via email:

*  Request:

« Upon Travel Office approval of request
« Upon FTMS approval of foreign travel

Travel:

» Upon submission of booking
« Upon ticketing

- EXxpense:

(e CONCUR

« Upon Accounting review and approval

PRINCETON

PLASMA PHYSICS

LABORATORY

Travelers will be notified if a request
or expense report is returned for
correction/ additional information

Approving managers will receive an
email notification when a report is
sent to them for approval
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Your new request, travel and expense process
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A

* Update your Employee Profile (one time)
* Download and install Concur Mobile and Triplt app on your phone (optional)

* Enable eReceipts

« Activate your free Triplt Pro subscription
*  Create* and submit your travel request
«  Book* your travel via Concur (or contact Graycar***) once you are notified to do so
« Travel and capture your receipts via Concur Mobile app
*  Prepare** and submit your Expense Report
*  Check the status of your request or report

*  Can be done by your Request Delegate or Travel Arranger
**  Can be done by your Expense Delegate
***  Contact Graycar if you require assistance during the booking process
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« What are key fields that need to be confirmed or updated in your profile?

*  Ensure that your first, middle, and last name are identical to those on the photo identification that you will
be presenting at the airport

«  Contact Information, you must enter Work Phone or Home Phone
»  Verify your email address. Your “@pppl.gov’ email address is already populated in your profile. Verifying
your email address allows you to email your receipts to receipts@concur.com
« Additional updates (Optional)
* Assign an expense delegate who can update your expense settings, and prepare expense reports for you
* Assign a request delegate who can update your request settings and prepare travel requests for you
* Assign a travel arranger who can update your travel settings, and book travel on your behalf
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Help ~
CONCUR Requests Travel Expense App Center @

Profile ~ -~

® ) PPPL ¥ 15 19 08 05
New Authorization Available Open Cash
Hello, Traveler1 Requests Expenses Reports Advances
ALERTS
MY TRIPS (0) >
© As a Princeton Plasma Physics Laboratory's employee, you are eligible for a free Triplt Pro subscription Not
You currently have no upcoming trips. ngurnon

© You havent signed up to receive e-receipts. @ Sign up here

COMPANY NOTES For your convenience, you may subscribe Triplt Pro,
or activate e-Receipts from Travel Alert

FTMS -Form
https://travel.pppl.goviforms % %
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Triplt Pro Benefits

o O
—" Organize all travel plans in one o ' ' ' p’ tf,.om Concur
E place, accessible anytime, Mon,May 2. Fr, May , 2016
anywhere, on any device.
SFO - JFK : :
7\ e How to activate Triplt Pro?
Get real-time flight alerts. : :
‘ J [10 39 ettt * Download Triplt Pro from the link on
(5 00 okt PPPL travel website
@ Easily find alternative flights. o, s *Navigate to the Concur home page.
Under the Travel Alerts section,
_ _ - Click the ‘Learn more and activate’
Navigates you through the airport. embiodcicow L
_ O
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Introduction to Concur

Benefits of E-receipt:

* Once travelers complete the E-receipt activation, e-receipts generated by their transactions with
participating suppliers will be automatically sent to Concur and matched with itineraries.

« Travelers can access and print these e-receipts at any time from their trip library
How to activate E-receipts?

E-Receipt Partner:
« Activate e-receipts by navigating to the Concur

home page. If you have not signed up for e-receipts, Aer Lingus ®  GirTran
there will be an icon under the Travel Alerts section e
inviting you to sign up. Click the Sign Up Here HILTON B> *interset .o
button to accept the terms and activate e-receipts. _
(see screen shot on slide #11), or Budost ol Hertz
« Activate it via user profile oot il STATWO0d & 10 agi
(@) CONCUR
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Introduction to Concur ®) PPPL 5
Concur Mobile App T ———

{ Back  Add Car Mileage Save
Wil AT&T & 4:20 PM < 100% .- ¢ Expense T pe
Be n ef|tS . = = Personal éar Mileage
v Transaction Date *
* Book your trip on the go Wed Apr 29 2015
N . ®0000 ATAT = 6:47 PM “
* Instantly capture receipt images B ¢ Home Expenee From Location *
* Mileage tracking —_— |
° H | | W.your {f To Location *
Approve or reject expense reports — Add Receipt
= X gns Payment Type
How to Activate: _© Expense Reports  Typas Employee Paid
=i i y ity eport Undefined Currency
« Complete Mobile Registration via e ) US Dollar
. . NV o N ! mount *
user profile in Concur ! pmount
. Requests urrency * -
+  Download Concur App from PPPL D orncs o i Sureney
travel website bate - .

Tue Apr 28 2015

Concur Mobile Trainings ;:?3‘229, California
http://www.concurtraining.com/pr/mobile N
Comment
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Introduction to Concur ®) PPPL 55
Expenselt

Benefits: Simply take a photo of a receipt with your smartphone, and Expenselt automatically analyze
the receipts, creates and categorizes an expense entry, it even itemizes hotel bills.

Expenselt comes with the Concur Mobile App.

Concur ExpenselT Trainings
Click on the icon to start the video

Take photos Receipts are  Expenses are Simply assign
of receipts  reviewed and  automatically ~ expenses to .

Jui 10, 2073
a1 Fraveises, CA, US
Text

on the go analyzed generated an expense
report

1390 LSO

i 10,7003
N VY L]

. 2400 tbwi

apet
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http://assets.concur.com/ExpenseIt/ExpenseIt_ConcurApp_Android.mp4
http://assets.concur.com/ExpenseIt/ExpenseIt_ConcurApp_iOS_ST.mp4

Introduction to Concur

Approvals must be done within 5 calendar
days; if you do not approve within the time
limit, the request/expense report will be
escalated.

Approvals can be done either in the web
ﬁ version of Concur or via the mobile app.

Web Version

Profile -

+ + 00 00

Start a Upload Required Available Open
Report Receipts Approvals Expenses Reports

[éf] CONCUR

Mobile Version

= [& concur

%) Expenses

#) Expenss Reports

PRINCETOMN
') PLASMA PHYSICS
j LABORATORY

o Approvals

In either instance, the
approver can review
the expenses and
receipts and choose
to either approve the
report or send back to
submitter.
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Change In Process

> w N E

~

Traveler completes a condensed FTMS form offline
Traveler creates travel request in Concur and attaches completed FTMS form
Concur routes trip request for approval(s)

After Travel Office reviews and approves the request, Concur notifies the traveler to book
the travel arrangements

Traveler provides department admin with foreign trip information for input into DOE FTMS
system

DOE approves the request in FTMS and State Department grants the Country Clearance
Travel Office attaches Country Clearance document to the request in Concur

Concur generates an email notification to the traveler permitting them to travel. A foreign
trip cannot commence without proper Country Clearance and FTMS approval

Note: Foreign trip requests must be submitted 40 days prior to departure date.

18
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Impact on Forms & System

Travel Authorization Form (TAF) - will be decommissioned after this deployment. All new travel
requests have to be submitted via Concur. Travel office will reject any requests submitted via TAF.

Foreign Travel Management System (FTMS) Form — will be simplified after the deployment. The
new FTMS form can be found on PPPL travel website and your Concur home page.

Travel Voucher Form - will remain available for those employees who have submitted TAF before
7/29/2019 and whose travel started before August 1. The form will be decommissioned on
10/01/2019. All employees who submit TAF after 7/29/2019 must submit an Expense report via
Concur to get their travel expense reimbursement.
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Concur Training Schedule

Start End Start End

Lab-wide Information/Training | July 18 MBG Auditorium 11:00 a.m.| 12:00 p.m.
July 22 MBG Auditorium 1:00 p.m. 2:00 p.m.

Drop-in Support/Training July 29 IT Resource Center 12:00 p.m. 1:00 p.m. 3:30 p.m.| 5:00 p.m.

July 30 IT Resource Center 10:00 a.m.| 12:00 p.m. 2:00 p.m.| 4:00 p.m.

July 31 IT Resource Center 10:00 a.m.| 12:00 p.m. 2:00 p.m.| 4:00 p.m.

Aug 1 IT Resource Center 10:00 a.m.| 12:00 p.m. 2:00 p.m.| 4:00 p.m.
Aug 2 IT Resource Center 9:00 a.m.| 11:00 a.m.

Aug 5 IT Resource Center 10:00 a.m.| 12:00 p.m. 2:00 p.m.| 4:00 p.m.

Aug 6 IT Resource Center 10:00 a.m.| 12:00 p.m. 2:00 p.m.| 4:00 p.m.

Aug 7 IT Resource Center 10:00 a.m.| 12:00 p.m. 2:00 p.m.| 4:00 p.m.

Aug 8 IT Resource Center 10:00 a.m.| 12:00 p.m. 2:00 p.m.| 4:00 p.m.
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Concur Training and Help Resources

« PPPL tailored training materials, quick reference guides and video demonstrations
are located at https://travel.pppl.gov/Concur

* Mobile Tools: Download link to Concur Mobile, Triplt Pro

* Quick Start Guides: o
O) ) ) PPPU s

* Video Guides:

. BaSIC ConCUI’ Tl‘alnlng HOME CONCUR TRAVEL RESOURCES VISITORS CONFERENCE POLICIES FAQ FORMS
*  Concur Trip Request Training
Concur FAQ Travel Request, Booking, & Expense At PPPL

*  Concur Travel Training
PPPLs Travel Request, Booking, & Expense Program is designed to support safety, service, and savings for
PPPL travelers.

*  Concur Expense Report Training

The program comprises a suite of tools and services that together aim to:

o Step-by-step guides for Request, « Ensure the safety of faculty, staff.and students while they travel,
* Deliver exceptional travel-related services,
Travel, Expense, as well as .
Approvers and Department Admins

- FAQ

Among these tools and services are Concur, an online travel booking and expense management tool,
Graycar Travel, and the PPPLs Travel Credit Card program.

Login to PPPL Concur - SAP Concur

[éf] CONCUR



Concur Training and Help Resources

Generic Concur training can be found in the Help section in Concur (the right side of the page).

» Help ~

Travel

CONCUR  Requ

App Center
e Profile ~ &

PPPL

SAP Concur Concur Expense End User Help

Hello, Traveler

# > Expense User > Overview

Using Online Help

Overview

Legal Notice

Resources for Users - Professional Edition

The basic steps to complete an expense report are:
YExpense User
Overview + Createthe report. providing the report-level information (such as the expense report name, purpose of thi

YExpenses
+ Add the associated out-of-pecket expenses and attach the imported credit card transactions to the exper

comprised of room rate, tax, parking. and so on). and converting foreign currency transactions).

View the Expense Details « Attach receipts for the report and, if necessary, for individual expense entries.
Group the Expense List + Review the information for accuracy.
ST Er=alst  Print the expense report.
View Report Expenses by List or by Detail
« Submit the report (and required receipts) for review and approval
View the Expenses in Calendar View

Add an Expense to an Expense Report

Add a Car Mileage Expense to an Expense Report
Add an Expense Incurred in Another Currency

Add Transactions From the

Report Page

I

Add a Cash Advance to an Expense Report

Vi

ptions

Allocate Expenses
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Concur Training and Help Resources

If you need help with Concur, please
Email: concursupport@pppl.gov or
Contact Travel Office

CONCUR
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