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mEPAa  |n follow up to your TW101 class

TravelWayne

* TravelWayne automates the travel request,
reservation booking, expense report and approval
process for Wayne State employee travel — Guest,
Team and group travel to be released as phase two

* 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
— Direct deposit for expense reimbursement
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TravelWayne

We reviewed these main sections

* Profile updates

‘rave

‘rave

‘rave
Mobi

Request - estimated expenses
Request Approval
Booking

e Apps

National / Emerald Club
Expense report — header & expense segments

Expense report review & summary
Payments — Travel card and your reimbursement



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 Athlete’s 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 Group/Team travel
Guest & Student travel

e These expenses are being
targeted for spring 2013

 Monthly mileage will be
processed in TravelWayne
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TV Travel policy & new websites

TravelWayne

Travel Policy for: Wayne State University

Travel Policy Group: Default Travel Class (Wayne State University)
Flight
#® The Least Cost Legical Airfare is the least cost fare that is: cheapest on plane only, any carrier, fewest stops, within company
default time window, using airports preferred by the user
* Air Fare is greater than the least cost logical airfare plus 130 dollars - Log For Reports

Flight - Class of Service
* Cabin classes allowed: First class, Business class when Flight distance is greater than 1 M - Log For Reports
® Cabin classes allowed: First class, Business class when Marketing airline is in Amtrak - Log For Reports

Car
I ® Car size exceseds company preferred size of Intermediate Car - Log For Reports
& Car vendor is not preferred - Log For Reports

Hotel

* Rate description contains any of text 'non-refundable, nonrefundable, advance purchase, deposit” - Show, but Do Mot Allow
[ | * Hotel Rate is greater than the lowest rate at the hotel plus 25 dollars - Log For Reports
# Hotel Rate is greater than the location rate or $200 - Log For Reports

| | When you book a trip, Conlin Travel (Wayne State Univarsity} will gensrate an itinerany:.
If any company travel policies are viclated, we foresard that information to the person responsible for approwving youwr travel; othervise the trip will
b= sutomaticalhy approwed.

a4 1] | » I
Done ﬁ Internet | Protected Mode: On #g ~ | H90% S J

e The University Travel Policy is represented in the configuration of the system — please visit

Travel.Wayne.edu for the most current information on the system and link to Conlin Travel Hub
5



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 '
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wmPAm Today’s agenda to include

TravelWayne

* Profile updates required

e Creating a travel request for:
a. Yourself or another
b. Cost segment estimates

e Submitting travel request for approval:
a. For yourself or another
b. Add a step before the listed approver
c. Notification of approval

 Booking a trip for yourself or another
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wgm Today’s agenda to include (cont.)

TravelWayne

* Creating an expense report for:
a. For yourself or another
Detailed expense line entry
ltemizing the Hotel Folio
Allocating Expenses
E-Receipts and attaching other receipts
Submitting for approval
Approve and forward process
Notification of approval

 Reviewing and approving expense reports

S@® 0o T



Go to user profile
'WAYNE STATE
NV
TravelWayne

Go to the online system here
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wm Update your user profile

TravelWayne

 Change your time zone, date format, or language
e Update your personal information

e Set up a delegate

e Set up a travel assistant

e Set up credit cards

e Set up bank information
e (Recommended) Concur mobile apps registration
e (Recommended) E-Receipts activation
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wAm  The Concur homepage

TravelWayne

My Concur Reguest Travel Expense Profile Help Log Out

MY COﬂgUf - Traind Traind AT idl . You are administering travel for: L5

#: Approval Queue

E " < =
On Wurmpthr:\:: | UETE R TEHENN | Expense Reports (0)
and manage your . == ‘ ) [P Report Name Employee Report Date Requested Amount

expenses on the go! | i

Mo records found.

#i Trip List

Departure City [§d You have no upcoming trips. See trip library for complete list.

i
Arrival City 1)

@New Expense Report View Reporks

eV AN | Expanse Reports (9)

Nanarkura [

e The Homepage can be sorted to fit your preferences for priority viewing
* Please refer to the Homepage Job Aid for details
e Let’s move to the “Profile” selection to the right on the toolbar

11



[ WAYNE STATE |

TravelWayne

Ksz//

My Concur Reguest

Travel

Your Concur profile

Expense

Profile Help Log Out

Personal Information Change Password System Settings Mobile Registration

My Profile

Your Information

Parsonal Information

Contact Information
Emergenc ntact

Credit Carc

Travel Settings

Travel Preferences
International Travel

Frequent-Traveler
P ams

Assistants/Arrangers

Travel Request Settings

Travel Request Information

Travel Requeast Delegates

Travel Request Preferences
| Request Ap

Attendees

Expense Settings

* This is the most important section for getting starting in TravelWayne — Your personalized profile

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
“our company name and business address or your remote location address.

Credit Card Information
ou can store your credit card information here so you don't have to re-enter it each time
you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from participating vendors.

Expense De tes
Delegates are employees who are allowed to perform work on behalf of other employees.

Expense Preferences
Select the options that define when you receive email notifications. Prompts are pages that
appear when you select a certain action, such as Submit ar Print.

Mobile Registration

Set up PIN to access Concur for mobile en your BlackBerry or Windows Mobile Device

=

a
G
+*
>
-

System Settings
Which time zene are you in? Do you prefer to use a 12 or 24-hour clock? When does your
workday start/end?

Contact Information
How can we contact yvou about your travel arrangements?

Setup Travel Assistants
“ou can allew other people within your companies to book trips and enter expenses for
you.

Travel Preferences
Carrier, Hotel, Rental Car and other travelrelated preferences.

Travel uest Preferences
Select the options that define when you receive email notifications. Prompts are pages that
appear when you select a certain action, such as Submit or Print.

Change Password
Change your password.

must be updated for your specific information — please review every screen

*  You will need to advise your travelers to review it closely and update as needed or you can
provide them a template for data to be entered on their behalf —= DON’T FORGET TO HIT SAVE

12



Go to Conlin Travel Profile Presentation
TravelWayne

Go to the Conlin Screen — Profile Logon

13



Go to Travel Request
| NV .
TravelWayne

Go to the online system here

14



M travel smarter with

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard

Travel
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Your TravelWayne T

Experience

Chase
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Travel Request

Travel request header

Tra\rel Request Cancel ‘ Save Print f Email ~ Delete Travel Request ‘ Submit Travel Reguest

Trip Title (Short Description): Status: Mot Submitted

J Travel Request Header

Destination Travel Type Trip Title (Short Description) Business Purpose _"_I
| 1) 2] " (3) | (4) "
Date of Departure Date of Retum Indexl}? Trip Detailed Description

I 5] g | (6 |l @ 5]

Travel Award? Accompanied By:
@ ~ 0 T Guest? @ I student? m

Comment

®

Note: the RED bar in a field indicates
itis required

16



Travel Request

Travel request header

e | U LT T g "W Y Y VR AELT T F T
Travel Request 33CA Cancel | Save | Attachments -| Print/Emal ~| DeleteTravel Request |[CTTRIR RN RS
Trip Title (Short Description): Attend Educational Cenference Status: Not Submitted

J Travel Request Header
Destination Travel Type Trip Title (Short Description) Business Purpose iy
|Las Vegas |Dut of State Travel ¥ |Attend Educational Conference Attend a conference ¥ |
Date of Departure Date of Return Indexi? Trip Detailed Description
|05,f24,,f2012 | |05,,f2:r,,f2012 | |{1s159 1) Payrl Attending this educational forum to
present the
Student Travel Award? Accompanied By: 1
Mo v |:| Guest? |:| Student?
Comment

This is a test transaction for dassroom use

1

* Please begin the data entry for your travel request header page — we are
all going to Las Vegas

e Remember to click the save tab when complete before going to the next

option - Segments
17



Travel Request

Travel Request 2236

Trip Title (Short Descriptiong

Add Segment m g
Click icon to create segment e . @ @

Air Rail Car Dmmg
Fare  Fare Renta] -°99in9 (Meals) Miscellaneous

Travel Request 33CA Attachments v| Print / Email v| Delete Travel Request | Submit Travel Request

Trip Title (Short Description): Attend Educational Conference Status: Not Submitted

Segments

Add Segment
Click icon to create segment o @ @ m e
r=%

e Estimated expenses for the trip are entered to provide the approver the details of

the trip
* Remember to click the save tab when complete before going to the next option -

Segments i,




Travel Request

Travel request segment - airfare

Qutbound

From: |Detro|t Wayne County Arpt,MI,United States of America |
To: |Las |

McCarran Intl, NV, United States of America

Date: || All Countries

Comment:

% _ sk "y e % _ sk ' g )
Travel Request 33CA Attachments ~ | Print/Email || Delete Travel Request | CEVH PR TIER
Trip Title (Short Description): Attend Educational Conference Status: Mot Submited
Travel Request Header Segments Approval Flow Audit Trail
Add Segment
Click icon to create segment =
r—y
e Air Ticket © Oneway @ Amount: | UsD v m Cancel
Outbound Froms | |
Tos | | E
Date: [[ Departat |~ ~
Comment: "
Return
Date: [ |Departat |~ w =il
= TS - 2 4 s CFTYE xT
Travel Request 33CA Attachments ~ | Print/ Email - | Delete Travel Request | Submit Travel Request
Trip Title (Short Description): Attend Educational Conference Status: Mot Submitted
Travel Request Header Segments Approval Flow Audit Trail
Add Segment
—
Click icon to create segment
r—9y
e Air Ticket ® RoundTrip @ Oneway | Amount:[425.00 ||USD v

o

ch and select a location from the list.)

Please be sure to review the selections available — begin typing the locations
or 3 —digit short name for the airport if known

19



Travel Request

Travel request segment - hotel

Travel REqI.IESt 33CA Attachments ~ | Print/Email ~| Delete Travel Request Submit Travel Request
Status: Mot Submited
Trip Title {Short Description): Attend Educational Conference atus: Hol submite
Amount: 5425
Segments
Add Segment
Click icon to create segment E
=N
@ Hotel Reservation Amount : [600.00 | [USD m Cancel
Check-In City: |Las Vegas, Nevada
Date: (05/24/2012 [{ At: w
Detail:
Check-Out
Date: |05/27/2012 [{| At: w

* As with other segments, provide the level of data required for your travel
approver to know enough details of the trip to access for approval

 Departments may require more than just the expense segment amount
e Don’t forget to hit “save” as you move to the next segment




Travel Request

Travel request segment - meal

Travel Request 33CA Atachments - | Print/Email ~| Delete Travel Request | Submit Travel Request
Status: Not Submitted
Trip Title (Short Description): Attend Educational Conference atus: ot submite
Amount: 51,025.00
Segments
Add Segment
Click icon to create segment E
F=>
-
ﬁ’ Dining Amount: [20000 | |USD m Cancel
Start Date: 0524f2012 |[3 At:
Detail:
End

Date: |05/27/2012 |3 At:

Comment:

1B

e |

* Your meal estimate should follow the policy guidelines (See GSA Tables for
per diems)

e Departments may require more details in the comments section if a meal
will be a group event or business meal

e Don’t forget to hit “save” as you move to the next segment

21



Travel Request

Travel request segment - summary

PDF E-Mail Print Close

Booking Business Travel

C:33CA
05/24/2012
s : Not Submitted

List of Travel Request Exceptions

Message

You indicated you are sttending 2 conference; return to the request header and attach the conference invitation,
You indicated you are sttending 2 conference; return to the request header and attach the conference invitation,
You indicated you are sttending 2 conference; return to the request header and attach the conference invitation,

You indicated you are sttending 2 conference; return to the request header and attach the conference invitation,

Trainl, Trainl

Train0, Traind
travelwayne@w:
UNITED STATES
't Accounting

=! Trainl, Trainl

7 UNITED STATES

e Using the Print/Email Tab — generate a summary for your review online



Travel Request

Travel request segment - summary

Segments
i Ticket
Fareign Amount @ $425.00
05/24/2012 Detrit Wayne County Arpt (US) —MeCaran Int (US)
05/27/2012 McCarman Intl (US) —Detroit Wayrne County Ampt (US)
Allocations : 100.00% ($200.00) Payrol-Accounting
Dinirvg
Foreign Amount : $200.00
05/24/2012 05/27/2012
Allocations : 100.00% ($500.00) Payrol-Accounting
Hotel Reservation
Foreign Amount : $E00.00
05/24/2012 LasVegas (US) 05/27/2012
Allocations : 100.00% ($425.00) Payrol-Accounting
i Ticket
Foreign Amount : $425.00
05/27/2012 MeCarman Intl (US) —Détroit Wayne County At (US)
05/ 24/ 2012 Detroit Wayne County Arpt (US) —McCaman Int (US)
Allocations : 100.00% {$425.00) Payrol-Accounting
Expenses
Transaction Date Experise Type Bursinisis purpose Fosrisigprs Arndsuarit Amdourit
05242012 LiTarm $4250 342500
a5/242002 Loging 50000 $500.00
05/24/2012 Fix=d Meals $200.00 $200.00
Printed 0n 05721/ 2012 6:11 PM
[

Using the Print/Email Tab — generate a summary for your review online
before submission



Travel Request

Travel Request — Submission

Attachments - | Print/Email ~ || Cancel Travel Request | Recall |

Travel Request 33CA

Status: Submitted & Pending Approval
Trip Title (Short Description): Attend Educational Conference 9app

Amount: 5122500

Audit Trail

»

Travel Request Level 5

Date/Time Updated By Action Description
05/21/2012 6:18PM  Train,Train Approval Status Change status changed from Not Submitted to Submitted
Comment:
05/21/2012 6:18 PM  Trainl,Trainl Approval Status Change Status changed from Submitted to Submitted & Pending Approval
Comment:
Entry Level
Date/Time Updated By Action Description
Segment Level 1
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,

Cumd mmam e s e Temfd Tt e ar TR TR T PN L P i o bl L bk

* Review the Travel Request Status screen for possible Exceptions (need to
attach Conference agenda)

24




M travel smarter with

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard
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Your TravelWayne
Experience

Chase
Auto-populate MasterCard
expense report entries SetonP) ety
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Go to Conlin Travel Booking Presentation
TravelWayne

Go to the Conlin Screen — Booking Logon

26



M travel smarter with

TravelWayne TraveIWayne powered by Concur, Conlin Travel and Chase MasterCard

Travel
Request

Payment
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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
28



Complete and Submit
Expense Report

Expense report - header information
from the approved travel request

My Concur Reguest  Travel Expense Profile Help Log Out
View Cherges  View Reports  New Expense Report  View Receipt Store  Approve Reports
A y

z Al y iy
_Expense Center - T 1 avnniliy ) - R TILT
Create a New Expense Report
Report Header
Destination Trawel Type Trip Title [Short Deseription) Business Purpose
| Washington DO | Out of State Travel v | Canference Regional Engagement v
Date of Departure Date of Return
| 04/05/2012 3 | 04/19/2012 !
Indeéx Trip Detailed Description Student Travel Reward? |:| Cuest? |:| Student? Accompanied By:
| (147291} Aczdemic Collage Envichment & A | Na v
Report Date Travel Request ID amment Dept ID Address City
05fz3iz012 r 4 Anatormy ST00 AAB 4| |Detroit
State/Province Zip/Postal Code
MI |4szoz
Travel Requests
) Request Name Cancelled Request Total Amount Approved Amount Remaining
l_i Conference M LE $LE7500 LE
4 ] | ¥
B o |

e Complete the header screen by entering the TR # and the and any other required items - Next
29



Complete and Submit
Expense Report

Expense report - header completed

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 entering the TR # and the and any other
required items - Next

30



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”
31



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

Meals to be excluded from per diem
calculation

Travel Allowances For Report: Conference

Create Mew [tinerary &wzilzble Itineraries Expenses & Adjustments Reimburszble Allowances Summany

Show dates from Epc- [ co |

Exclude | [ DatefLocation = Breakfast Provided Lunch Provided Dinner Prowided Allowance

r r

04062012 ' PO
Washington, District of Columbia =) L WL —
0450772012 710
‘Washington, District of Columibiz o
.DJIUDBJE 012 710
Washington, District of Columibiza

.DJIUDEIE 012 710
Washington, District of Columibiza =
.DJIUIDIE 012 710
Washington, District of Columibiza

.DJIL‘].L‘E 012 710
Washington, District of Columibiza

.DJIL‘].L‘E 012 710
Washington, District of Columibiza

.DJIL‘HIE 012 710
Washington, District of Columibiza

.DJIUHIE 012 710
Washington, District of Columibiza

.DJIUIEIE 012 710
Washington, District of Columibiza -

Complete the required information and click “Done “
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Complete and Submit
Expense Report

Expense report — meal line items
created from the meal itinerary

@ Mew Expense Import Detzilz = Receipts = Print / Email =
Expenses " view Tl Mew Expense
L] Date ~ Expense Amount Requested
i New Expense
To creafe 3 new expense, click the sppropnaie expense (ppe bel
- rJ o
= 04/19/2012 Fixed Meals £25.00 3500 s
Wachington, District of Columibiz
i Lodgi Other
L sanenon f"EthE“' et of Coe $7L00 §7L00 9
B Hote Booking Fees
Fixed Meals
L 04/17/2012 Washington, District of Caluriiz sTL00 sTLOD A Meals and Entertainment Conference Registration Fee
; Braskfast icati
L oareransz s $7100 £7100 Buslatng
- 2zhington, LEtnot or Lo = Business Meal (attendees) Individuzl Membership Fees
Fixed Meals
04/15/2012 Wiashington, Distict of Gohumia $7100 $7L00 Dinner Intemet Fees
i i Entertzinnment ;
[ 04/14/2012 r"EthE“' et of Cotume §71.00 $71.00 Laundry
C : Lunch Meeting Room Fees
Fixed Meals
04/13/2012 Wiashington, Distict of Cobumbia $7100 $7L00 _Transportation
i Taolls
| 041242012 Fixed Meals £71.00 7100
'..l::"";t_'" Diistrict of Columbia .
Train
[ 047112012 Feed Meals $71.00 STLO0 ™
4 | T | »
TOTAL AMOUNT TOTAL REQUESTED
$928.00 $928.00
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Complete and Submit
Expense Report

Expense report — import card charges

F r LS o Bs " LT r LS o BS " LT
Conference
@ Mew Expenze Details = Receiptz = Print / Email =
Expenses | View '] «|  Smart Expenses
L Date ~ Expense Amount Requested [ Import '] | Match ]_ Unmatch ]
JhEm [ Expense Detail Expense Date
[ Fixed Meals -
04/15/2012 ‘Washington, District ¢ $35.00 $35.00 i 5 Corporate Card Charges
' I PROSPORTS CLUB BELLEVUE'WA  Undefined 05/14/2011
. 04/18/2012 Fixed Meals $7L.00 $TLO0 © o
Washington, District ¢ ]
O =] BEAR CREEK GC 431 WOODINVILLE . Undefined 05/11/2011
Fixed Meals
0471772012 el L $7T1.00 §TLO00
Washington, District ¢ = O (=) Sheraton ALEXANDRIA VA Hote B/2011
|_ Fixed Meals - ) I
047162012 Washington Distitc $7100 7100 O& DORAL WAY MIA MIAMLFL Undefined 05/08/2011
i O BLUE DOOR AT DELANO MIAMIEE . Undefined 2011
U saismon Fixed Meals 7100 §7L00 © e e “
Washington, District ¢
O Fixed Meals T
0471472012 Washington Distict c $TL00 §TL00
O 04/13/2012 Fixed Mezls $7L.00 $TLO0
‘Washington, District ¢
[ Fixed Meals
0471272012 Washington Distict c $TL00 §TL00
U panwaon Fixed Meals $71.00 $7100 ™
1 1 | »
TOTAL AMOUNT TOTAL REQUESTED
$928.00 $928.00
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Complete and Submit
Expense Report

Expense report — import card charges

My Concur  Request  Travel Expense Profile Help Log Out

Vigw Charges  View Reports  New Expense Report  View Receipt Store  Approve Reports
T "RRRAAY

Conference

@ Mew Expenze Import Detailz = Receipts = Print / Email =

Expenses it oo view -] «|  Smart Expenses =
[ Date - Expense Amount Requested [ Import |~ ] [ Match ]- Unmatch
g e ] Expense Detail Expense Date Amount
= : i
[ . _5!:(2!1 MEBJSD__U B $35.00 $35.00— | I Corporate Card Charges
= 2 [ PROSPORTS CLUB BELLEVUEWA  Undefined
H umermn f"“”rmtea' o $7L00 s71.00 ©
— e 08 BEAR CREEK GC 431 WOODINVILLE  Unasfines
O wupp  Fomamet §7L00 steo0 | = : _
Washingtan, Districtc =N & Sheraton ALEKANDRIA VA Hete
L aigppre  FinedMeals $7L00 snog (ML & DORAL WAY MIA MIAMIFL Undefined BEE
Washington, Districtc
; [ MIAMIEE Undefined 2000
O pasmp  FiedMeals ido - e BLUE DOOR AT DELANO MIAMIBE_ Undefined 500
Washington, District €
Fixed Meals -
04/14/2012 ot ws $71.00 $71.00
O Fixed Meals
04/13/2012 e 7100 7100
I Fixed Meals
WA R $7L00 $7L00
U s Pl 57100 §7L00 ™
il li | F
TOTAL AMOUNT TOTAL REQUESTED
$928.00 $928.00

e Select the credit card charges to be added to this expense report and click

on the “import” tab
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Complete and Submit
Expense Report

Imported card charge - Hotel

Expenses | View T
[] Date ~ Expense Amount Requested
Adding MNew Expenss
— L AL Washington, District of Columbiz 1AM 1AM -~
] Fixed Meals
/052012 ‘Washington, District of Columbiz $7100 $7100
] Fixed Meals
ba/bez0Lz Washington, District of Columibiz $7100 $7100
L oanorrzonz Fied Meals $71L.00 $71L.00
‘Washington, District of Columibiz o
] Fixed Meals
b/besanLs ‘Washington, District of Columbiz $4100 $4100 =
L] 05/08/2011 Hotel
ane SHERATON SUITES, Alexandriz, Vinginia $209.85 $209.85 -
4 | m |
TOTAL AMOUNT TOTAL REQUESTED
$1,137.85 $1,137.85

38



Complete and Submit
Expense Report

Expense report - meals

-t

test

(x) Mew Expense

Expenses

Date ~

O S0 0L
O SO3 2002
002 M

Db 01 8008

o5 1472011

A 20

o5 08 2011

000

Agdoing New Expanss

Impart Dietails =

Fixed Meals
Feli bmnat e er WS o i P o

Flaoed Meals
Pl sk e Wit omim
Fiaoed Mleals
Mihwaukae Wiliomian
Fixed Meals
Fihsmukee WIS Comsen

Miscellanecus

EURGER KNG N3 PHE, Phoenio; Arizc

Miscellamecus
SPATTO IMALIAN GRILL i1

Feceipts =

Redmanc

Lelete

Print / Email

Admiagaint

$61.00

5100

L5100

$7.3%

$49.359

Copy

View = 114

Reqarssied

$61.00

S61.00

S61.00

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.
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Complete and Submit
Expense Report

My Concur  Request Travel Expemse Profile Help

View Charges  View Reports

nter - Train2.1"

New Expense Report  View Receipt Store  Approve Reports

created.

Mew Expense

Expense

Imported card charge details

Delete Report Submit Report
E Hide Exceptions |

- |

i »

: Receipt Store ]

To create a new expense, click the appropniate expense fype below or iype the expense fype in the field above. To edit an existing expense, click the expense on the lefi side

of the page.

Conference
@ MNew Expense Import Details = Receipts = Print / Email =
Exceptions
Expense Date Amount Exception
Hote Sheraton (TEST Corp C x
Hate SHERATON SUITES
AMERICAN] 01 M SAINT ASAPH ST
BRRESS ALEXANDRIA, VA
American Bxpress Sunday
CREDIT CARD#: 30000047
Transaction Amount $209.85
O Ref #: TOB4S1580T128501
04/0%/20L | cpERATON HOTELS SHER ALEXANDRIA
O 04/08/201]
Guest Name: Numiber of Nights: Folio Number:
|_ Guest Name ] 8762530770
04/07/201 | 000O0O0000DODIDOIOOT0DL
O 04/06/201]
< 1 | »
] 05/08/20: =
ane SHERATON SUITES, Alex; = i Sl
4 - i
—[ Imported from Credit Card |
TOTAL AMGUNT TOTAL REQUESTED
$1,137.85 $1,137.85

Lodging
Hotel

Meals and Entertainment
Breakfast
Business Meal (attendess)
Dinner
Entertsinment
Lunch

_Transportation

Other
Booking Fees
‘Conference Registration Fee
Duplicating
Individual Membership Fees
Internet Fees
Laundiry

Meeting Room Fees

—Other
Miscellaneous
Postage
Supofies (Office)

Telephone Expense
Travel Visa
Team Expenses

Equipment Repair

~Team Expenses

Practice Fees

Team Meals

Team Supplies & Eguipment
Transportation

Airfare

Airine Feez (Baggage =to)

Bus

~Transportation =
CarRental
Gasoline
Paring =
Personzl Car Milzage
Shuttie Bus/Metro Car
Subway

Taxi

receipt data

Move the pointer to the expense line icons to reveal the attached card
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Complete and Submit
Expense Report

ltemize the hotel expenses

Expense Amount  Exception
Fate 05/08/2011 520085 B pemizations are reuivefor thic entry.
Expenses | peiete || Copy ] " \iew *| «  Expense | Nightly Lodging Expenses
0 Date = Expense Amount Requested Check-in Date Check-out Date Nurmiber of Nights
P — . — waw | 3 |osienont &
Washington, District of Columibiz -
U wiwan FiedMesls §7L00 7100 Recurring Charges (each night)
Washington, District of Columibiz Roam Rate Roam Tax
[ Fixed Meals |
oz Washington, District of Columibiz STLI STL00
O gy FedMeals §TL00 7100 Other Roum Tx 1 Other Room Tax 2
Washington, District of Columibia s
U g ForedMeis §TLOD §7L00
Washington, District of Columibiz £
| 04/06/2012 .Fi.xEd. Mezls - . $41.00 4100 Room rate and tioces will be shown as separste expenses
Washington, District of Columibia —
v e ot i Additional Charges (each night)
— 209 A% £209 AL Expense Amount
1 ] | Choose an expense type v
TOTAL AMOUNT TOTAL REQUESTED
$1,137.85 $1,137.85

Receipt Store

Fs

m

s |

Enter the hotel folio details by day
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Complete and Submit
Expense Report

ltemize the hotel expenses

Expenses | Dekete || Copy ] " View *) 1« Expense || Nightly Lodging Expenses | ReceigtSore
[ |pate- Expensa o Requested Cheek-in Date Check-out Date Nurribier of Nights i
LW 2ULE b e e ~ LW 1w |D4!€ﬁn'2011 E |D4!0?,n'2€|12 E |1
Washington, District of Columbia -
| 04/08/201 Fixed Meals 7100 7100 Recurring Charges (each night)
Washington, District of Columbiz Rovom Rate Room Tix
0 Fixed Meals |zm.m 285
O/oR/z01z Wachington, District of Columbia I T £
B 040772012 fi_“d Mteal 5 - 7100 7100 Other Roam Tix 1 Other Room Tex 2
Vigshangrton, Listnct ot Lolumidia
M1 pwgp FeedMeals 4100 §4100
Washington, District of Columbia )
=i 05/08/2011 Hatel $209.85 §20985 Room ribe and tioees will be shown &8 separate sxpenses
1] e SHERATON SUATES, Alexzndria, Virginia - )
— | Additional Charges (each night)
Framiratinne aro rominad frr thic antra ak Expénge Amount
«| 1 IC Choose an expense type v i
TOTAL AMOUNT TOTAL REQUESTED ee— F Cancel 1
[temizations
$1,137.85 $1,137.85 -
. . II . . . ”
e Enter the hotel folio details by day - “save itemizations
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Complete and Submit
Expense Report

Hotel expenses —receipt required

My Concur Request Trawel Expense Profile Help Log Out

View Charges  View Reports  Mew Expense Report  View Receipt Store  Approve Reports

Expense Cente

Conference Delete Report Submit Report
@ Mew Expense Import Detzilz = Receipts = Print / Email =
Expenses | View *| < MNew Expense Receipt Store J
] Date ~ Expense Amount Requested
' Adding New E Expense ;.
e s To create 2 new expense, click the appropriste expense fype below or fype the expense type in the field sbove. To edit an existing expense, click the expense on the left side
& of the page.
[l Fixed Meals
04/11/2012 Washingtan, District of Columbia $TLO0 $TLO0
Lodging Other _Other _Team Expenses _Transportation
L 04/10/2012 Fixed Meals $7L00 $7L00
‘Washington, District of Columbiz Hotel Booking Fees Mizcellameous Practice Fees CarRental
i Meals and i Conf strati
I 04/09/2012 _F‘IXEd_Meals o - 7100 7100 leals and Enter g on Fee Postage Team Meals Gasoline
W imgrton, Diistrict of Columibis
O Breakfast Dupiicating Suppiies (Office} Team Supplies & Equipment Parking
08 Fixed Meals
4/08/2012 ‘Washington, District of Columbiz $TLOD $TLOD i Busingss Mesl dees) Individual Membership Fees Telephone Expense Transportation Personal Car Mileage
O 04/07/2012 Fixed Meals 7100 7100 Linner Intemnet Fess Travel Visz Airfare Shuttle Bus/Metro Car
ington, District of Columbia
Entertsinment Laundry Team Expenses Airine Fees (Baggage st} Subway
= 04/06/2012 Fixed Meals 54100 54100
‘Washington, District of Columbiz = Lunch Meeting Room Fees Eguipment Repair Bus Taxi
[l » osoesz011 Hotel _Transportation
{ SHERATOM SLATES, Al ELED $209:85
- Tolls
- Receipt i ired T
pt image require Train
[ 04 0 Iote"
4 (1] | »
TOTAL AMOUNT TOTAL REQUESTED
$1,137.85 $1,137.85

* Receipt image required icon — receipt must be attached to complete the

report
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Complete and Submit
Expense Report

Uploading a receipt image

Attach Receipt

Click Browse and select a_png. jpg. jpeq. pdf. tif or tiff file for upload. 5 ME imit per file
For best results. scan images in black & white with a resolution of 300 OPf or lower.

File Selected for uploading:

Penguinzjpg

* Uploading the receipt image
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Complete and Submit
Expense Report

Add a new out-of-pocket expense item

@ New Expenze Import Detailz = Receiptz Print / Email =
Expenses | View 7| 1«
J Date ~ Expense Amount Requested
. Adding New Exxpense
N Fixed Meals B

04/19/2012 Visshington Distrctof Coums $35.00 $35.00 —
O Fixed Meals

Qa/te/012 Washington, District of Columbia $TL00 $TLO0
U oy FiredMeals $TLO0 STLOD [E

‘Wazhington, District of Columbiz 3
L gamermpy  Fined Meals $TL00 57L00
‘Washington, District of Columbia

O Fixed Meals

04/15/2012 Visshington, Distictof Caiumeis 7100 §71.00
O Fixed Meals

04/14/2012 Visshington Distrctof Coums 7100 $§71.00
[ Fixed Meals

04/13/2012 Vizshington, Distictof Coiumais 7100 57100
[ Fixed Meals

basaan Washington, District of Columbia STL00 $TLO0
U s FiredMeals $TL00 §7L00 ¥
4 ] |

TOTAL AMOUNT TCTAL REQUESTED
$1,137.85 $1,137.85

Mew Expense

Expense Type
Taxl

Vendor Name

Payment Type
Cash

Comment

Transsction Date
05/08/2011

From Location

Amount
55.00

USD | w

Business Purpose

To Location

[ persana Expense (do not
reimburse)

‘

d L

Allocate

Attach Receipt

Receipt Store

‘Cancel
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Complete and Submit
Expense Report

Submit expense report for approval

Final Review O X

User Submit

By clicking on the "Accept & Submit’ button, | certify that

1. Thiz iz 2 true and aoourate scopunting of expenses incunred to scoomiplizh officiz] business for Wayne State University and there are
no expenses claimed a5 reimbursable which relate to personal or unalliowsable expenses.

2 Al reguired receipt images have been sttached to this report.

3.1 have mot recenved, nor will l receive, reimbursement from any other source(s) for the expencses caimed.

SSUnmeE

4. In the event of overpayment or if payment is recefeed from another source for any portion of the expenses daimed |

Accept & Submit Cancel

respoinsibility for repaying Wayne State University in full for those expenses.
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Complete and Submit
Expense Report

Expense report summary

Report Submit Status - Conference

This report was submitted successfulby.
Approver: Trairndd, Traind

Expense Report

Report Total : 51,152 85

Le=s=s Personsl Amount : B0 0D
Aumepant Clainmeed - 51,152 85
Amount Rejected : B0 0D

Company Disbursements

Amount Dwee Employes : o
Amount Dwse TEST Conp Card : 2200 BE

Total Paid By Company : F1.152 85

Employee Disbursements

Ammount Oaed Companny B0 0D

Taotal Oreed By Emiployes : 0. 0D

Close
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Complete and Submit
Expense Report

Expense report submitted

My Concor  Request Trawel Expense Profile Help Log Out

Expenze Report List
Active Reports

View = || Create & Edit 'I Import ‘

I Report Name Comments Status Payment Status Report Date Total Requested Amount

i Conference Submitted & Pending Approval -
Presentation of the research findings W5U Train, Traind

Met Pz 05/24/2012 §L152.88 §11%285
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Complete and Submit
Expense Report

My Concur  Request Travel Expense Profile Help

On your smartphone i
book your travel |
and manage your

Log Out

You have no upcoming trips, See trip library for complete list,

Homepage status of transactions

i Active Work
(o) Mew Expenze Repart

Expense Reporks (1)
Report Mame Status Payment Status Report Date Requested Amount |
. Conference ‘Submitted & Pending Approval - Traind, Traind Mot Paid 0524/2012 USD 1,192.85
Departure City ¥} P jon of the ressarch findings WSU
Arrival City [f) i#  Awvailable Company Card Charges
Card Name Card Number Card Status Total Unexpensed o
Select nearby siports | " enr o o resannam A Linn snn o <
Departure [fd < [ »
depatt w F00EM w 13w (<] e Report | New Expense Report T
Return 74 Charge Expense Transaction Date AmoL &
depart E:00pm +3
Fet w o T 0 () FRO SPORTS CLUB, BELLEVUE, Wa Undefined 05/14/2011 USD &,
[P N 1 % BEARCREEK GC 431, WODDINVILLE, WA Undefined 05/1142011 usD 300,
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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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SRR Training opportunities

TravelWayne

Introduction to TravelWayne — 101

* 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 expert 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 .



\$yz//
mgPAE  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’s Expert User(s) for assistance.
They are ready to help you get started.
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