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Introduction to TravelWayne – 101 
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What is TravelWayne?   

• TravelWayne automates the travel request, 
reservation booking, expense report and approval 
process for Wayne State employee travel  

  
• This solution also introduces several improvements in 

the overall process: 
– New streamlined travel policy – issued April 1, 2012 
– New travel agency – Conlin Travel 
– New travel card – JPMorgan Chase MasterCard (Chase 

MasterCard) 
– Direct deposit for expense reimbursement 
– New monthly mileage form 
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Phase 1:  What’s now / what’s next 

What’s now 
• All employee travel 

– Including Athletics’ individual 
travel activities 

• Students that act as 
employees and that are not 
part of group travels 

• Monthly mileage will be 
processed in TravelWayne 

What’s next 
• In progress travels 

– Travel started with AAA and 
the TAER form prior to your 
Go Live date will be finalized 
with the TAER process 

• Department travel cards 
• Group/Team travel 
• Guest & Student travel 
• These expenses are being 

targeted for spring 2013 



Concur roles 

• Traveler 
– All active employees with active 

positions 
– All employees with the exception of 

the following employee classes: 
• CB - COBRA Self-Pay 
• CH - Hourly Workers' Compensation 
• CO - Workers' 

Compensation/Salaried  
• ER - Early Retirees  
• SU - Substitute Teacher 
• TR - Public School Teacher 
• XB - Retirees 
• XD - Long Term Disability  
• XH - Housing Employer Benefits Cost  
• XO - Non Paid but Benefited  
• XU - Conversion Generated E-Class  
• XX - Terminated 

 

• Approvers  
– Travel Requests should be approved 

by the traveler’s supervisor 
– Expense Reports are approved by the 

BAO 
• Delegate(s) 

– Able to create a travel request and 
expense report for the traveler 

– An individual can be added as a 
delegate with a start and end date to 
accommodate vacations 

– The primary delegate can be added 
to the user profile spreadsheet 

• Assistant 
– Able to book a trip for the traveler 
– The assistant(s) must be entered on 

the user profile page and cannot be 
added via the user profile 
spreadsheet 
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Travel Request - estimated expense 

 
 
 
 
 
 
 

Travel Request 
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Cost estimate segments 

 
 
 
 
 

WSU Travel Policy specifies a daily fixed 
meal allowance 
 

The allowance is based on the GSA per 
diem, Meals & Incidentals (MIE) rate for 
the specific travel location / destination 

Travel Request 
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Submit for approval – add an approver 

Travel Request 
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Approver selection for  “add a step” 

Travel Request 
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Travel Request – Submit for approval 

Travel Request 
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Travel Request – Approvers review 

Travel Request 
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Travel Request – Approvers review 

Travel Request 
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Travel Request – Approvers review 

Travel Request 
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Conlin Travel - Online booking or 
agent-assisted 

Book Trip 
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Concur TripIt Pro 

…broad coverage for your travel needs 

Concur mobile apps provide 

Manage Trip via 
Mobile Phone 
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Manage 
itineraries 

Full expense 
functionality 

Directions, maps, 
and more 

Flight  
status 

Manage 
Receipts 

Mobile apps provide easy access to 
information 

Manage Trip via 
Mobile Phone 
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Travel 
Wayne 

TripIt 
Pro 

TripIt Pro mobile app       

 
 
 
 
 

• Master itinerary 
• Calendar integration 
• Flight alerts 
• TripIt Groups 

• Points tracker 
• Airfare monitoring 
• Alternate flights 
• Inner Circle  

Manage Trip via 
Mobile Phone 
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Use the perks of National’s  
Emerald Club card 

Renting from National using an Emerald Club card number is as easy as: 
1. Pick your favorite car from their lot 
2. Show your drivers license on the way out 
3. You are on your way!   
 
WSU-negotiated prices for National and Enterprise rentals are available via 
the online booking tool or Conlin Travel agent 

Manage Rentals 
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1. Use the WSU travel 
card for your charges 

2. Travel card charges 
auto populate your 

expense report – 
minimizing data entry 

3. WSU pays Chase for 
“approved” charges – 
easing your personal 

cash flow 

 Travel card charges auto populate!  
Manage Charges  

with WSU Travel Card 
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Many expense reports can be tied 
to one travel request 

Prepaid 
Airfare 

and Hotel 

• Submit the charge(s) for 
the airfare and any 
prepaid expenses prior 
to the trip 

Booking 
Fee 

• Submit the $25 agent 
assisted or $6 online 
booking fee after 
booking is complete; 
can be on same report 
as above 

Trip 
expenses 

• Submit the trip charges 
after the trip is 
completed 
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Create an expense report from the 
approved travel request in Concur 

• Choosing the correct line item, launch to the expense report using the 
Expense Report Icon as shown above 
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Complete and Submit 
Expense Report 



Expense report -  header completed 

• Complete the header screen by adding any trip comments as required 
• - Next  

Complete and Submit 
Expense Report 



Meal itinerary needed for per diem 
calculation 

• Complete the required information for date of departure and click  “Save “ 
• Complete the required information for date of return and click “Next” 

Complete and Submit 
Expense Report 
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Meal itinerary needed for per diem 
calculation  

• Complete the required fields to generate the per diem meal expense 
reimbursements 

Complete and Submit 
Expense Report 

30 



Meal itinerary needed for per diem 
calculation  

• Complete the required fields to generate the per diem meal expense 
reimbursements - Save 

Complete and Submit 
Expense Report 

31 



Expense report - meals 

 

Complete and Submit 
Expense Report 

32 



Expense report - detail  

Complete and Submit 
Expense Report 
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Expense report - meals 
Complete and Submit 

Expense Report 

Mark the actual meal receipt as a ‘personal expense’ when declaring fixed meals (per 
diem). The traveler will need to pay JPMorgan Chase for these  personal expenses – 
which should be offset by the per diem payment to the traveler from WSU. 34 



Expense report – review & summary 

 

Complete and Submit 
Expense Report 
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Expense report – Approver’s Review 

Complete and Submit 
Expense Report 
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Expense report – Approver’s Review 

Complete and Submit 
Expense Report 
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Expense report – Approver’s Review 

• The approver can elect to add another 
individual for approval purposes by using the 
‘Approve and Forward’ 
– Exception requires additional approval 
– Split accounting across multiple schools 

Complete and Submit 
Expense Report 
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Stop the receipt runaround 
• email 

• scan and upload 
• mobile photo  

Expense report – receipts 
Complete and Submit 

Expense Report 
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Receipts on the go 
smartphone photo  

Expense report - receipts 

Take a picture of your 
receipt on your 

smartphone via the 
Concur mobile application  

Complete and Submit 
Expense Report 
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Or eliminate paper with 

• Save time 

• Improve accuracy 

E-receipts: 

Expense report - receipts 
Complete and Submit 

Expense Report 

Elect to receive e-receipts within your user profile 
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Expense report - receipts 

• Concur e-receipt partners (representative list) 

Complete and Submit 
Expense Report 
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Payment 

• Default user profile setting is ‘Employee ACH’ 
(direct deposit) 

• When your log on is activated – update your 
banking information for direct deposit 
immediately 

• A penny test will be conducted and you must 
verify that it completed successfully before your 
expense report can be submitted for payment 

• Out of pocket expenses will be deposited in 3 
business days after final approval 

Pay Employee  
and Corporate Card 
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Training  opportunities 

Introduction to TravelWayne – 101   (Today) 
• Introduction and a review of the basics of how to use TravelWayne  
• 2 hours lecture‐style including a brief online demo and Q&A 
Hands‐on Training -  201 
• Register through Pipeline ‐ by invitation only from your BAO - registration is required 
• Recommended for department administrators and super users 
• 2 hours  - lab setting - hands‐on exercises covering Travel Request, Booking & Expense 
Office hours for hands-on assistance 
• Open session – no agenda – bring your questions 
• Lab setting 
On‐line Training Aids 
• Quick Reference Guides & Program Details located at Travel.Wayne.edu 
Conlin Travel Hub 
• Online booking training videos, Travel information & more located at 

Conlintravelhub.com/wsu 
Training is available but not required 
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TravelWayne support options 

• Call 313-577-TRIP (8747) for TravelWayne support 
options 

• Visit Travel.Wayne.edu to view the travel policy and 
information to help you get started 

• Visit www.conlintravelhub.com/wsu for a wealth of 
travel tips, online booking training videos and much 
more 

• Contact your Unit Implementation Coordinator(s) 
for onsite assistance 
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Q & A 
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Demonstration  
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