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M What is TravelWayne?

TravelWayne

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

e 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



g@,% Phase 1: What’s now / what’s next

TravelWayne

What’s now What’s next
e All employee travel e In progress travels
— Including Athletics’ individual — Travel started with AAA and
travel activities the TAER form prior to your
e Students that act as Go Live date will be finalized

with the TAER process
employees and that are not

part of group travels e Department travel cards

e Monthly mileage will be * Group/Team travel

processed in TravelWayne * Guest & Student travel
e These expenses are being
targeted for spring 2013



\Sx?Z
oemian  Concur roles

TravelWayne

e Traveler * Approvers

— Travel Requests should be approved

— All active employees with active by the traveler’s supervisor

positions — Expense Reports are approved by the
— All employees with the exception of BAO
the following employee classes: e Delegate(s)
* CB- COBRA Self-Pay — Able to create a travel request and
e CH - Hourly Workers' Compensation expense report for the traveler
e CO - Workers' — Anindividual can be added as a
Compensation/Salaried delegate with a start and end date to

accommodate vacations

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

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

* ER- Early Retirees

e SU - Substitute Teacher

* TR - Public School Teacher
* XB - Retirees

* XD - Long Term Disability

* XH - Housing Employer Benefits Cost the user profile page and cannot be
¢ XO - Non Paid but Benefited added via the user profile
spreadsheet

e XU - Conversion Generated E-Class
e XX -Terminated



M travel smarter with

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard
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VT4 travel smarter with

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard

My Concur Reguest Travel Expense Profile Help LogOut

My Concur - Trainl Trainil AT You are admini

it Approval Queue -

On your smartphone GV LE T S (Ol | Expense Reports (0)

book your travel L
and manage your [P Report Hame Employee Report Date Requested Amount

expenses on the gol |

Mo records found.

Air/f Car | Hotel | Taxi | Ra Flight Status
L
Departure City [ ¥ou hawve no upcoming trips. See trip library for complete list.
Select 3i
Arrival City [¥2 i Active Work
@ MNew Expense Report View Repaorks
Seledct ai : e
Travel Requests (7 Ex Rey 9
Departure ) pense Reports (9)
depart ~ @00am - =3 w 0 Report Name Status Payment Status Report Date = Reguested Amount
Test Transaction Approved Extracted for Payment 05/12/2012 UsSD 815.80
Return [} Went There....
depart = 500pm =~ =3 = o . . .
0 ABCD Annual Cenference Approved & In Accounting Review Mot Paid 0502012 UsD1,135.98
Attending annual conference of associaton of ABC
[ Pick-up/Drop-off car at irport Meeting on Summer Session Proj Not Submitted Not Paid 05/04/2012 USD 319.00
Planning meeting on summer session project
[C] Find a Hotal Megting on Summer Session Proj Not Submitted Not Paid 050172012 UsD §.00
Planning meeting on summer session project -
|:| Specify airline ) D Refundable only air fares 0 Summit 2012 Conference Submitted & Pending Approval - Test, TApprover Mot Paid 04/23/2012 USD 2,431.76
___ ___ Banner conference
ice: Economy class
oo ™ T e ABCD Annual Conference Not Submitted Not Paid 04/0512012 USD 532.00
Search flights by: @ price ) Schedule Attending annual conference of associaton of ABC
Flights w/ no double connections: CASE conference Mot Submitted Mot Paid 04032012 USD 815.84
Case conference for financial staff, including n
@ ABCD Annual Conference Mot Submitted Mot Paid 0403z0M12 usD 0.00
Attending annual conference of associaton of ABC
CASE conference Mot Submitted Mot Paid 032rzoz UsD 0.00
Case conference for financial staff, including n




M travel smarter with

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard
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Travel Request

Travel Request - estimated expense

Travel Request Cancel Save | Print fEmail ~ Delete Travel Request Submit Travel Request

Trip Title (Short Description): Status: Mot Submitted

J Travel Request Header l

Destination Travel Type Trip Title (Short Description) Business Purpose ;I
| (1 2 ) = | (3} I 4 x

Date of Departure Date of Return Indexl? Trip Detailed Description

| (5] g | (6) = @ (5]

Travel Award? Accompanied By:
@ vl T Guest? @ [ student? m

Comment

®

Note: the RED bar in a field indicates
itis required

Travel Type Business Purpose

Indexl?
I Akkend a conference | ———
Out of State Travel |"’__ Annual Meetings | 12345
Attend a conference F
CETE T Tiaw | Attend a workshop Type to search by: (] TE}-( g CODE ) EITHER]
Faoreign Trawel Emploves Recruitment (Code]) Text
Field vark i
In State P [123: ] General Athletics
Cut of State Travel Planning rmeeting for research [123+ ] Athletics - Strength & Conditioning
Presenter at a seminar/symposium . . :
. [123e ] Athletics -Marketing & Promotions
Team travel [123- ] !Training Index

Training session



Travel Request

Cost estimate segments

Travel Request 2236

Click here to add cost estimates
Trip Title (Short Descriptiong BT

‘ Segments
Add Segment
Click icon to create seament e . @ @ m 0
Air Rail Car Dining
Eare Fare Rental Lodging (Meals) Miscellaneous

Depart before 2:00p.m. X X
WSU Travel Policy specifies a daily fixed ‘DEFEFI after 2:00, before 8:00p.m. X
meal allowance

The allowance is based on the GSA per i”‘f“’e EZ:E 1200/ E-rl]:m i .
diem, Meals & Incidentals (MIE) rate for rrve belween noon & 5-79p.m.
Arrive after 6:0Dp.m. X X X

the specific travel location / destination



Travel Request

Submit for approval — add an approver

My Concur Reguest Travel Expense P Log Dut
rainl trains Tr;

Save Workflow || Attachments ~|| Print/Email ~| Cancel Travel Request | iRl L st
Travel Request 226M | nts | Prn | el Submit Travel Reque:

Trip Title {Short Description): Presenter-2012 Symposium-DENVER

Status: Sent Back to Employee

Amount: $1,600.00
egments || Approval Flow Audit Trail | /\

Manager Approval:
I‘I’raino, Traind

Travel Request Header

u

GlEE

My Concur Request Travel Expensa Profile Help LogOut

Save Workflow Attachments ~| Print/Email ~| Cancel Travel Request Submit Travel Request
Travel Request 226M | =

Trip Title (Short Description): Presenter-2012 Symposium-DENVER

Status: Sent Back to Employee

Amount: $1,600.00
Segments || Approval Flow Audit Trail |

| Blo

Manager Approval:
;TrainU, Traind |
1

EIEE

1U



Travel Request

My Concur Request Travel Expense Profile Help Log Out
Approve Travel Requests  Quick Search

Travel Reguest Center - Traind trains Traind

View Travel Requests  New Travel Request

Travel Request 226M

Trip Title (Short Description): Presenter-2012 Symposium-DENVER

Travel Request Header Segments Approval F Audit Trail

Save Workflow

Approver selection for “add a step”

Attachments - | Print/Email - | Cancel Travel Request | Submit Travel Request

Status: Sent Back to Employee
Amount: 3180000

User-Added Approver:

rain

Train0, Traind (travelwayne @wayne.edu)
Employee ID: Train0
QOrg Unit 2-Dept ID: Accounts Payable

Trainl0, Trainl0 [travelwayne@wayne.edu)
Employee ID: Trainl0
| Org Unit 2-Dept [D: Addiction Research Institute

Trainll, Trainll (travelwayne@wayne.edu)
Employee ID: Trainll
Org Unit 2-Dept ID: Nutrition & Food Science

Trainl2, Trainl2 (travelwayne@wayne.edu)

Employee ID: Trainl2
Ora Unit 2-Dept ID: Uroloav

My Concur Request Travel Expense file Help LogOut

View Travel Requests  New Travel Request  Approve Travel Requests  Quick Search

Travel Reguest Center - Traini trains Traind

Travel Request 226M

Trip Title (Short Description): Presenter-2012 Symposium-DENVER

Travel Reguest Header Segments Approval Flow Audit Trail

ENEY

HIR[E

Search Approvers By w
0 id —
Save Workflow Attachments ~ || Print/Email ~-| Cancel Travel Request | Submit Travel Request
Status: Sent Back to Employee
Amount: £1600.00
-

User-Added Approver:
rTrainlOI Traini0 (travelwayne @wayne.edu) | X x

Trainl0, Trainl0 ftravelwayne@wayne.edu)
" Employee ID: Trainl0

Org Unit 2-Dept ID: Addiction Research Institute

Search Approvers By w T %

11



Travel Request

Travel Request — Submit for approval

Final Review

Travel Request Submit Confirmation

Are you Sure you want to submit this Travel Request?

Attachments - | Print/Email - | Cancel Travel Request | Recall |
Travel Request 33CA
Status: Submitted & Pending A |
Trip Title {Short Description): Attend Educational Conference us ubmit ending Approva
Amount: 31,225.00
Travel Reguest Header Segments Approval Flow Audit Trail
-
Travel Request Level =
Date/Time Updated By Action Description
05/21/2012 6:18 PM  Traind,Trainl Approval Status Change Status changed from Not Submitted to Submitted
Comment:
05/21/2012 618 PM  Trainl,Trainl Approval Status Change ?:;”;::;”ged from Submitted to Submitted & Pending Approval
Entry Level
Date/Time Updated By Action Description
Segment Level L]
Date/Time Updated By Action Description
05/21/2012 &:18 PM  Trainl,Trainl Exception You indicated you are attending a conference; return to the request header and attach the conference invitation.
i

12



Travel Request

Travel Request — Approvers review i

My Concur Request Travel Expense P ile Help LogOut

You are aq‘minis_lerillg_t_rgvel for:

i Active Work

On your smartpho | () Mew Travel Request Wigw Travel Requests
book your travel Tiga
and manage your [P Travel Requests (2) |l N1 6]
expenses on the gol | Travel Request Hame Travel Request ID Status Travel Request Dates Total Expense Report?
. San Franciscoe Donor 224K Approved 04/23/2012 USD 850.00 @
04/30/2012
Air/Rai Car | Hotel | Ta Concur Conference 228Y Approved 03/24/2012 usD 700.00 @
03272012
) (] ®
Departure City [fJ it Approval Queue -
Approve
Select ai
ival City I3 Travel Requests (1) | =T L=y (1))
Travel Request Name Travel Request ID Employee Travel Request Dates Date Submitted Total
Select = Presenter 226N Train1, Train1 05/05/2012 0572202012 usoD 1,600.00
Departure [} 05/09/2012
depart + 9:00am ~ =3 = 0
Return [f) . Available Company Card Charges
depart = 5:00pm - *3 - o Card Name Card Number Card Status Total Unexpensed
€ TEST Corp Card [=*0089] Active USD 50.00
o _
e © TEST Corp Card [=*0080] Active UsD 321.30
Find a Hotel All Cards * Salect Report | Concur Conference - Imnpark

Travel Re Employee Name Travel RequestID  Travel Request Date_~ Comment

Presenter Trainl, Trainl 226M

13



Travel Request

Travel Request — Approvers review i

Cancel Save Attachments = Print f Email = Send Back Ti 1 I Al & Fou rd
Travel Request 226M | 11 Il I 2o - | s T bl Approve rwal

Trip Title (Short Description): Fresenter Status: Submitted & Pending Approval
Amount: $1,800.00

| Travel Request Header | Segmen

Approval Flow

Previous Comment View alt

Entered By Train1 Traini: This is only a test

Destination Trawel Type Trip Title (Short Description ) Business Purpose Date of Departure
ar | out of State Traval ~ um 3
Date of Return Indexli?
5 | (161471) General Disbursements ] Suemtz
Accompanied By: Comment
D Student? d -
Travel Request 226M Attachments - || Print/Email - | Send Back Travel Request Approwe & Forward

Status: Submitted & Pending Approval
Amount: 51,600.00

Trip Title (Short Description): Presenter

Trawvel Request Heade Segments Approval Flow Audit Trail

€D Air Ticket & rounaTrp (D Oneway | Amount: Allocate El
Outbound From:
o
-
Commont:

| i
iﬂ) Dining Amount : F200.00 Allocate

| Sia I-t Date:

Detail:

m.|

3@ Hotel Reservation Amount: S800.00

!

| Check-In City:

Date:




Travel Request

Travel Request — Approvers review i

Attachments ~| Print/Email ~| Send Back Travel Request Approve & Forward
Travel Request 226M | | | requet |0 PP

Status: Submitted & Pending Approval
Amount: $1,500.00

Trip Title (Short Description): Presenter

Travel Request Heade Segments Approval Flow Audit Trail

A
Travel Request Level 5
Date/Time Updated By Action Description
05222012 845AM  Traind Traind Approval Status Change Status changed from Not Submitted to Submitted
Comment: |
05222012 845 AM  Traind Traind Approval Status Change Status changed from Submitted to Submitted & Pending Approval
Comment:
05/22/2012 846 AM  Traind Traint Travel Request Recall Status changed from Submitted & Pending Approval to Sent Back to Employee
Comment:
05/22/2012 &54 AM  Traind,Trainl Warkflow Step Added Added a workflow step with approver : Trainl0,Trainl0 T
05/22/2012 854 AM  Trainl, Trainl Workflow Step Remaved Removed a user-added workflow step with approver:
05222012 %02AM  Traind Traind Approval Status Change Status changed from Not Submitted to Submitted
Comment:
05/22/2012 S02AM  Traind Train Approval Status Change Status changed from Submitted to Submitted & Pending Approval
Comment:
05222012 336PM  Traind, Traint Travel Request Recall Et:nt:'ﬂ:;::”g“”mm Submitted & Pending Approval to Sent Back to Employee .

15
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Book Trip

Conlin Travel - Online booking or
agent-assisted

Welcome to the

=D
Travel Hub Conlin“Travel

Today is Tuesday, May 08, 2012 TRAVEL HUB HOME OMNLINE ACCESS CONTACT US

i >
N O"!"“e Accesso Get Ready Next Steps
Meed travel arrangements? Go online 24
hours a day!. Exciting changes are coming to the Wayne Workshops and travel seminars are being
State travel program. planned now. Stay tuned for email
Contact Us 0

- State-of-the-art online booking announcements.

Available all day, every day for your

- = 24 hour travel support
convenience.

- Travel vendor programs and benefits
- Comprehensive travel policy

Check your Flight Status with our
Who is Conlin Travel?

Interactive
Flight
Tracker

=
]
We have been meeting the travel needs of businesses around the world for over cg!;!-h-uq%o-lrpé.HEI
50 years, and we look forward to offering our expertise to aach of you. As your

partner our goal Is to bring value by providing state-of-the-art technology, peap MORE>

Travel Tools

&“\ DMLINE ACCESS

Check In Onli
eciin Onime In the News...from USA Today: Today in the Sky

= Ajr France ) o ) Book Online
Opening of new Berlin airport is delayed . )
m AT View a tutorial
Iriran German officials say the planned opening of Berlin's new airport next month Concur Guides
B Alaska Air must be delayed because of fire safety issues.

B American Airlines
m British Airways

m Delta

Publ Date : Tue, 08 May 2012 17.46:00 GMT

American touts codesharing, bigger regional jets

American Airlines will keep its emphasis on international flights and hopes to
make more efficient use of the smaller jets in its fleet.

NE¥. SECURITY
ot
3-1-1 Rule

Travel Security
Advisories

Tameeml Tl e il

17



&m% travel smarter with
\V/

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard
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Manage Trip via
Mobile Phone

Concur mobile apps provide

Triplt Pro

...broad coverage for your travel needs

19



Manage Trip via
Mobile Phone

Manage
I EEES

lll. irlps

Q, Book Travel
‘,. Quick Expense
E Reports

= Expenses

B Approvals

P

I'rm‘:‘! bt

Mobile apps provide easy access to
information

Full expense Directions, maps, Flight Manage
functionality and more status Receipts

warl ATET 3G 4:01 PM

Cencur
il Trips
0 active, 0 upcoming

Q. Book Travel
Book a Hotel, Car, and more

Add Taxi with
# TaxiMagic™

BEF &~ @ |

Reports  Ap

20



Manage Trip via
Mobile Phone

Triplt Pro mobile app

53 e o oo

Depart aT. ¥ Arrive oFw

5:15  6:42™

* Master itinerary e Points tracker
e Calendar integration e Airfare monitoring
e Flight alerts e Alternate flights

e Triplt Groups * Inner Circle 21



Manage Rentals

Use the perks of National’s
: Emerald Club card

National | EMERALD CLUB.

EMERALD CLUB

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

22



&m% travel smarter with
N

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard

@ TraVEI
Check or Direct Deposit Req u est

Cencur

Online Booking

Your TravelWayne
Experience

Auto-populate
expense report entries

MasterCard

T Travel

Event -_




Manage Charges
with WSU Travel Card

JPMorganChase O :

JAPORATE CORPORATE COREDER

empt 386028429

2d4 SbERGISR=S

1. Use the WSU travel
card for your charges

Expense
Report

2. Travel card charges
auto populate your
expense report —
minimizing data entry

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

cash flow




M travel smarter with

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard

Travel
Request

Payment

Cencur
Your TravelWayne Oriine Booking

Experience

Auto-populate

MasterCard
expense report entries b couonas (vt

Travel




322/ Many expense reports can be tied

NV
wawee  tO ONE travel request

0= e Submit the charge(s) for
the airfare and any

Airfare : .
prepaid expenses prior
anc Hotel A trip

Travel RequeSt/

« Submit the $25 agent
assisted or $6 online
Booking booking fee after

Fee booking is complete;
can be on same report
as above

o Submit the trip charges
after the trip is
completed

Trip
expenses

26



Complete and Submit
Expense Report

Create an expense report from the
approved travel request in Concur

My Concur  Request Travel Expense Profile Help LogOut

You are administeri

m

| Active Work
On your smartphone =

| g () New Travel Request Wiew Travel Requests
book your travel -
and manage your
expenses on the go! Travel Request Name Travel Request ID Status Travel Reguest Dates Total Expense Report?
Las Wegas 2244 Approved 07HazM2 UsD 600.00 @
iii Trip Search M2
FYYLEOM Car | Hotel | Taxi | Rail | Flight Status @ O Conference 2250 Approved 04/06/2012 UsD1,875.00 @
04/18/2012 /
| O/ Round Trip_| | One Way || Multi | Create an expense report from this travel request
Departure City [} Available Company Card Charges
Card Hame Card Humber Card Status Total Unexpensed
B ) TEST Corp Card [=0047) Active USD 633.14
Arrival City [
Selact Expense Report | Mew Expense Report Impark
B 0 Charge Expense Transaction Date Amount
Departure [f} —
depart v 900am v 3 ¥ o |:| e PRO SPORTS CLUB, BELLEVUE, WA Undefined 05142011 uso 8.70
Return () |:| e BEAR CREEK GC 431, WOODINVILLE, WA Undefined 051172011 UsD 300.00
depart v S00pm v £3 ¥ o m e SHERATON SUITES, ALEXANDRIA, VA Hotel 05/08/2011 USD 209.85
|:| e DORAL WAY MIA, MI&MI FL Undefined 05/08/2011 usD 19.59
|:| Pick-up/Drop-off car at airport
o e BLUE DOOR AT DELANO, MIAMIBEACH, FL Undefined 05/07/2011 USD 95.00
[ Find a Hotel I8

 Choosing the correct line item, launch to the expense report using the

Expense Report Icon as shown above
27



Complete and Submit
Expense Report

Expense report - header completed

Expense Genter - Train21rain21

Create a New Expense Report

Report Header
Destination Trawel Type Trip Title (Short Deseription) Business Purpose
| Washington DC | Out of State Travel v |Confa'eme Regionz| Engagement v
Date of Departure Date of Return
| 04/05(2013 | | 04/13/2012 &
Index Trip Detailed Deseription Student Travel Reward? [ Guest? B stugentz Accompanied By
| (147251) Academic Collzge Envichment © | Presentstion of the ressarch . | No v
findings WSL hd
Repart Date Travel Request 10 Comment Dept ID Address City
0Gj24f201z2 |ZEU - Anatormy 5700 AAB - Detroit
State/Pravince Country Zip/Postal Code
MI us |4az-nz
Travel Requests
|:| Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining
|:| Conference 2250 Mo $LETS00 $LETS00 $LETE00
4 ] | »

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



Complete and Submit
Expense Report

Travel Allowances For Report: Conference

Meal itinerary needed for per diem
calculation

1 Create New Itinerar\,r;l] Avzilzble :tirE'E'E;i] Expenses & Adjustments

Itinerary Info

Itirnerary Mame

Conferencs

Add Stop Import Itinerary New Itinerary Stop
P . -
L] Departure City - Arrival City Arrival Rate Location Depart from (city)

| Diatroit, Michigan

Driste
| o+/0e/2012 |

Tirme
| 3:00 PM

m

Arrive in [city)
|1-.-'ashingmn. District of Cokembiz

Dranbe
| 04/DE/2012

Tirme
| 5:00 PM

=i
5o to Single Day [tineraries | Mext == | Cancel
e Complete the required information for date of departure and click “Save “

e Complete the required information for date of return and click “Next”
29



Complete and Submit
Expense Report

calculation

Meal itinerary needed for per diem

Travel Allowances For Report: Conference

Edit Itinerary &wzilzble Itineraries Expenses & Adjustments Reimburszble Allowances Summany

Itinerary Info
Itinerary Marme
| Conferance
Add Stop Delete Rows Import Htinerany
] Departure City = Arrival City Arrival Rate Location
Ll Detroit, Michigan Washington, District of Columbia . - 0 nes e e e
(/D6 2012 3:00 P 04/D6/ 2012 5:00 P DISTRICT OF COLUMEA, US-DC. 1S
I_ Washington, District of Columbia Detroit, Michigan WAYNE COUNTY US-MI LS
041972012 1-00 PM 041272012 3:00 PM PRI R e

Edit Itinerary Stop

Depart from (city)
| Detroit, Michigan
Drarbe

|~::-4.-'55\-' 2012

Tirme

|3:m PM

Arrive in [city)
Washington, District of Columbia

Date
| 04/08/2012

Tirme

|5:~m:- PM

e Complete the required fields to generate the per diem meal expense

reimbursements

*

m

1
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Complete and Submit

Expense Report

Meal itinerary needed for per diem
calculation

Travel Allowances For Report: Conference

Edit Itinerary

Itinerary Info

Ttinerary Mame
| Conferance

Add Stop

Delete Rows

&wzilzble [tineraries

] Departure City =

Detrult Michigan
0406, 20012 300 PM

|%

047152012

14

Expensas B Adjustments

Import Itinerany

Arrival City

Washlngtun DlstrH:I: of Columbia CRETRICT OF £
04,067 2012 500 PM

Washington, IIH strH:t of Columbia Detroit, Mlchlgan

41572012 3

Reimburszble Allowances Summany

Arrival Rate Location

LT OF COLUMELA

WAYNE COUNTY, US-ML US

S OC US

Edit Itinerary Stop

Depart from (city)

|'l.‘u'eshiru;11:\n. District of Cohsmbia

Drate
| 04/15/2012

Tirme

|1:{>{:| PM

Arrive in [city)
|Det'cfrt. Michigan
Drate
|{>4.-'19.-'1-::n11

Tirme

|3:{>{:| PM

e Complete the required fields to generate the per diem
reimbursements - Save

meal expense

m

1
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Complete and Submit
Expense Report

Expense report - meals

Travel Allowances For Report: ABCD Annual Conference
Create Mew Itinerary Available Ttineraries Expenses & Adjustments Reimbursable Allowances Summary
Show dates from O3t E GO |
Exclude | .. | | DatefLocation = Brealfast Provided Lunch Provided Dinner Provided
i 06/04/2012 . -
= Dallas, Texas = =Y
— 06/05/2012 s —
= Dallas, Texas = L)
= 06fDE/2012 — =
= Dallas, Testas = = -
=
=y 06072012 [ = 7
= Dallas, Testas = 1
Expenses Wiew * J b
= Date - | Expense Amount Reguested
Adding New Expenze
L 06/07/2012 i $35.00 $35.00
Dizllzs, Texss
L] 06/06/2012 e $71.00 $71.00
Dizllzs, Texss
= 06/05/2012 e i $71.00 $71.00
Dizllzs, Texss
Ll 06/04/2012 $ecicli Wity $59.00 $59.00
Dizllzs, Texss
TOTAL AMOUNT TOTAL REQUESTED

$236.00 $236.00



Complete and Submit
Expense Report

Expense report - detail

Expenses Delete | View ¥ i<

[ ] Date ~ Expense Amount Requested

= -

L1 osr0772012 A $35.00 $35.00

Ll oerosrao1z  Fixed Meais $71.00 $71.00
Crali= L Texzs

L 06/05/2012  oved Meak §71.00 $71.00
Dizllzs, Texss

L] o6/oaj2012  ved Meak $59.00 $59.00
Dallas, Texas

[#] % D6/04/2012 Hotel

T, Cruny Inn & Suites, Dallas, Texas $499.98 $439.98

] 06/06/201: Hotel $135.00 £135.00

[] 06/06/201: Hotel Tax $31 56 £3166

] 06/05/201: Haotel £135.00 £135.00

] 06/05/201; Hotel Tax $31L 66 $3L66

L] 06/04/201: Hotel £135.00 $135.00

] 06/04/201% Hotel Tax £31 66 $31 66

]| 06/01/2012  Airfare

[17] Dieftz Aiar Lines, Dallas, Texas SAna 208N
TOTAL AMOUNT TOTAL REQUESTED

$1,135.98 $1,135.98



Complete and Submit
Expense Report

Expense report - meals

test
(2} New Expenze

Expenses

Date -
AJoing New Cipants

06,047 200 2
06 a3 2012
O6/02 7201

OobOL 02

o547011
7 o0
05/08/2011

IS0

[mport Details = || Receipts -

Expeense

Fiaed Meals
MeliP LR, WL O e

Flaed Meals

Mihwasukee, Wistoniin
Fiwed Meals
Mihwasukes Wisconmsn

Fixed Mealk
Flihwaukee, Wisionsem
Mcellsneous

EURGER NG M3 PHE, Phaeni drizc

Mg ellasecug
EPATEO MALLAM GRILL 211, Redmant

Print / Email -

Cielete Copy View =

Aumpyni Bequesied
S51.00 $51.00
S51.00 S5 100
S51.00 £61.00
S51.00 £61.00
£1.22 £0.00
49,39 £0.00

L1

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.



Complete and Submit

Expense Report

Expense report — review & summary
£$€

| 4.In the event of overpayrment or if payment is received from another source for any portion of the expenses

L¥oa maw attach scanned imanes to indiidiel exnenses or to the renort

Final Review O X

User Submit

By clicking on the 'Accept & Submit’ button. I certify that
L This &5 a true and accurate accounting of expenses incumred to accomplish official business for Wayne State
University and there are no expenses clzimed 2s reimbursable which relate to personal or unallowsble expenses.

2. All required receipt images have been attached to this report

m

3.1 have not received, nor will I receve, reimbursement from any other source(s) for the expenses claimed.

claimed I assume responsibility for repaying Wayne State University in full for those expenses.

Reminder: Receipts Required! —

| According to company policy. you must provide receipts for the expenses listed below.

| Print :J Atta;h Receipt Images 1 View Receipts J

Expense | Date « Amaount
{ﬁ SLI';:F:" Lines, Dallas, Texas 06/l 00,00
7o 06/04,2012 $433 58

Drury Inn & Suites, Dallas, Texas

Accept & Submit Cancel

['» |

T:

Report Submit Status - ABCD Annual X

Conference

This report was submitted successfully.

Approver: Traind, Traind
Expense Report

Report Total :
Less Personal Amount :

Amount Claimed :
Amount Rejected :

Company Disbursements

Amount Due Employee :

Total Paid By Company :

Employee Disbursements

Amount Owed Company :

Total Cwed By Employee :

$1,135.08
50.00

51,135.98
20.00

51,135.98

$1,135.098

=0.00

20.00

35




Complete and Submit
Expense Report [

E] Expense report — Approver’s Review

My Concur Request Trawel

You are administering trav_el for:

m

it Approval Queue

On your smartphone i
book your travel -

Travel Requests (3)

Report Name Employee Report Date Requested Amount

and manage your

expenses on the go! Testing Train30, Train30 051912012 UsD 167.00
test
Meeting on Summer Session Proj Train1, Train1 05/04/2012 USD 315.00

Trip Search
Car | Ho i | Rail | Flight Status

Expense Genter, - Train0 Train0 RO Proxy Search

Meeting on Summer Session Proj [rraint, Traint] Send Back to Employee Approve & Forward

Summary | Details v| Receipts v| Print / Email v|

Expenses View ~ Summary

Planning meeting on summer session project

| | Transaction Date ‘i Expense Type Vendor Name Business Purpose City Payment Type Amount Adjusted Claim... Rgporl Summary
05/09,/2012 Fixed Meals Denver, Colorado  Cash $56.00 256.00 Report Totals
05/08/2012 Fixed Meals Denver, Colorado  Cash 66,00 $66.00 Amount Due Company  Amount Due Employee
05/07/2012 Fixed Meals Denver, Colorado  Cash 66,00 $66.00 $0.00 §319.00
05/06,2012 Fixed Meals Denver, Colorado  Cash 566.00 566.00
05/05/2012 Fixed Meals Denver, Colorado  Cash $55,00 $55.00 Travel Requests (1)
> Name Request 1D - -
> Meeting ... 2245 $828.00  $828.00
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Complete and Submit
Expense Report

Report header for: Meeting on Summer Session Proj

Destination

Miarmi, Florida

Date of Departure
05J21f2012

Index
(128271) MPS5 Credit Programs-Admin

Report Date
0504 /2012

Dept ID
Accounting

Approval Status
Submitted & Pending Approwval

Travel Type

| Out of State Travel

]

Date of Return
06/2212012

Trip Detailed Description
Planning meeting on surmmer
session project

Travel Request ID

2245

Report Key
151

Payment Status
Mok Paid

Trip Title (Short Description)
Meeting on Summer Session Praj

Student Travel Reward?
|No

l:l Student?

Comment

Report Id
FeD9ATOB32334CEFESOC

Receipts Received

Address
6180 h

Business Purpose
IPIanning meeting for research

[ cuest?

Accompanied By:
Terry Margolis

Employse Name
Trainl, Trainl

Report Currency

Final Confirmation

Approver Receipts

By clicking on the 'Accept’ button, I certify that:

1} the receipts have been reviewed and support the itemized expenses.

2} The expenses claimed herein are reasonable and in compliance with the W5L Travel Policy.

oecine |

Uz, Dollar
Submit Date
05/z3/201z2
City
t
>
-
S

Expense report — Approver’s Review

| »

m

= -
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Complete and Submit
Expense Report

&
Expense report — Approver’s Review %\

u

e 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

38



Complete and Submit
Expense Report

Expense report — receipts

Stop the receipt runaround

* email
 mobile photo
 scan and upload



Complete and Submit
Expense Report

Expense report - receipts

smartphone photo

Take a picture of your
receipt on your
smartphone via the
Concur mobile application
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Complete and Submit
Expense Report

=) Expense report - receipts

E-Receipt ®

Or eliminate paper with i

A\arnott.

HOTELS & RESORTS

Hotel: DENVER MARRIOTT CITY CENTER

DENVER COLORADO, 80202 e

Arrival Date: 04/17/2011 Confirmation # : BB524957 SM
(] Departure Date: 04/21/2011 Folio # : 4602198
. S a V e t I m e Room Rate: $228.00 Room Number: K9198
Date Description Reference Charges Credits [
GUEST ROOM $228.00
04/17/2011 GST RM-CORP NEGOTIATED 18157889
04/17/2011 ROOM TAX 18157890 $17.10
04172011 GEMNERAL EXCISE TAX 18157891 $11.40
04/17/2011 MINIBAR 18157892 $14.13
o I m p rove a C C u ra Cy 0417/2011 MOVIE RENTAL 18157893 $9.95
04172011 VALET PARKING 18157894 $10.00
04/17/2011 RESTAURANT 18157895 24B.80
04172011 TIP 18157896 $2.00
04/17/2011 PHOMNE 18157897 $4.33
GUEST ROOM $228.00
de oL GST RM-CORP NEGOTIATED 18157698
04/18/2011 ROOM TAX 18157899 $17.10 -
04/18/2011 GENERAL EXCISE TAX 18157200 $11.40 ]
04/18/2011 TIP 18157801 $2.00 X

Elect to receive e-receipts within your user profile
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Complete and Submit
Expense Report

Expense report - receipts

 Concur e-receipt partners (representative list)

S
A DELTA 7 i
tAQUINTA Nagpnggfl
AmericanAirlines N P ————
UNITED §) RN
2. <. Taxi Magic
@ = s
AIR CANADA .\‘
- 4 A\arrioft Hertz.
SOUTHWEST |
starwood Budget
*interset o -

¢ 51‘1*Tran II.G ccccc [
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&m% travel smarter with
N

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard

@ TraVEI
Check or Direct Deposit Req u est

Your TravelWayne Cencur

Experience

Auto-populate
expense report entries




Pay Employee
and Corporate Card

@ Payment

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

e 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

e QOut of pocket expenses will be deposited in 3
business days after final approval




M travel smarter with

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard

Travel
Request

Payment

Your TravelWayne Csneun

Experience

Auto-populate

MasterCard
expense report entries R R L

JPMorg,
.

Travel Y& Travel
Event '



Koz//

wGgYRa  Training opportunities

TravelWayne

Introduction to TravelWayne — 101 (Today)

* Introduction and a review of the basics of how to use TravelWayne

e 2 hours lecture-style including a brief online demo and Q&A

Hands-on Training - 201

e Register through Pipeline - by invitation only from your BAO - registration is required
e Recommended for department administrators and super users

e 2 hours -lab setting - hands-on exercises covering Travel Request, Booking & Expense
Office hours for hands-on assistance

e Open session —no agenda — bring your questions

e 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 i



Koz//

g TravelWayne support options

TravelWayne

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

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

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

e Contact your Unit Implementation Coordinator(s)
for onsite assistance



48



Ksz//

NV

TravelWayne

Demonstration
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