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AGENDA

AOverview of the Process
ATravel Requests
ABooking Travel
ACollecting Receipts
AExpense Reports

Alntegration of PCards
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What am| hhelpingto accomplis




Unified PCard and Travel System

Units may need to cross train support staff on b&Gard
and Travel in addition to streamlining processes.

APCarcand Travel processed DNEplace
AUser centric



What Is a User Centric System?
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accessibility and autonomy, and potentially reduces wait time

A A shared process increases flexibility and traveler options

A System still has the same capabilities to support®i@archolder
and/or traveler



TRAVEL PROCESS
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REQUEST BOOK RECEIPTS EXPENSE
TRAVEL TRAVEL ARE UPLOADED REPORT




PCARD TRANSACTION PROCESS
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PCARD IS SWIPED RECEIPTS TRANSACTION LOADED EXPENSE REPORT
TO MAKE PURCHASE ARE UPLOADED INTO UF GO AS (NON -TRAVEL
AVAILABLE EXPENSES PCARD ONLY)




What Does the System Include?

Current State (myUFL or PeopleSoft):

A Travel Authorizations
A Now called a Travel Request

A Travel Expense Reports
A PCardReconciliation

A Generic Employee Reimbursements



SAP Concur Requests

mﬂﬂ

Hello, Michelle

I Request Type *

Expense

Approvals Reporting =

Report Type *

I | UFLOR Travel Report

I ‘ UFLOR Domestic Travel Request

UFFND International Travel Request

I ‘ UFLOR Travel Report v ‘

v ‘ I I | UFLOR Non-Travel (PCard Only)

UFLOR Domestic Travel Request

I I ‘ UFLOR Non-Travel (General Reimbursement) _ ‘

UFLOR International Travel Request

I

h_________J



What Does the System Include?




A Currently most areas use some method
for collecting the information for travel
authorizations such as:

A Web form

TRAVEL REQUEST
(AUTHORIZATION) A Email or PDF

A Teams message

A Drop by to tell the Travel
Processor (BA/Delegate).



Travel Request Header
Edit Request Header

TEST Request to Expense Request ID: 33LH

Request Id Request Type

J3LH UFLOR Domestic Travel Request
Request Name Trip Type

TEST Request to Expense 02. Out-of-State
Business Purpose Benefit to Grant or University @

Business Meeting/Event Test

P

Final Destination Location Will this trip include personal travel?

Newark, New Jersey MNo
Taking UF Property Comp Travel @

No No

Cancel

Traveler Type

Employee

Business Travel Start Date

03/02/2022

Business Travel End Date

03/03/2022

Personal Travel Dates @)




Travel Request Header: ChartFields

Business Unit

(UFLOR) University of Florida

Fund
(101) E&G-GEN REV - MAIN CAMPUS

FLEX

CRIS Code

Comment

Department o Budget Reference
(64404000) FA-DS-DISBURSEMENT SERVIC. .. (CRRNT) CURRENT BUDGET
Program Project |D-Activity ID-PCBU

(6100) General Administration

UFID Source of Funds

Cancel




Travel Request: Estimated Expenses

Test1 $2,550.00 @

Not Submitted | Request ID: 33JR

Request Details w Print/Share Attachments w

EXPECTED EXPENSES

(] AlertsT| Expense type T

Details T,

Copy Request Submit Request

AmountT|  Requested T]

O g2 Conferences/Seminar/Workshop Registration

BFF Conference

02/14/2022

$750.00 $750.00

m Lodging

Florence, ITALY

02/14/2022 $1,200.00 $1,200.00

] Car Rental

Florence, ITALY - Florence, ITALY

02/14/2022

$600.00 $600.00

Estimated Total: $2,550.00



International Travel Request

International Travel Attestation
International Travel Attestation X

By submitting this travel authorization request, | certify that the travel authorization is true and correct and is an accurate
representation of my intended travel plans as they relate to UF business. Further, | confirm that | have reviewed and
acknowledge the following UF policies/directives:

«  UF Policy on Export Control (https://policy ufl. edu/policy/export-control-compliance/)

«  UF Directives on International Travel (hitps://www fa ufl edu/directives/travel-authorizations/)

«  Taking UF Assets Abroad (https //www fa ufl edu/directives/completing-foreign-travel-or-shipment-

requests/#:~ text=The%20Foreign%20Trave! the%20United%20States)

«  UF Policy on Intellectual Property (https://generaicounsel ufl edu/media/generalcounselufiedu/documents/inteliectual-

Property-Policy.pdf)

| certify that | will abide by all UF policies/directives while traveling on UF business. Violation of UF policies or directives
while on travel may result in disciplinary action.

Must be completed by Traveler Ik Accept & Continue



WORKFLOW HANDOFFS

Travel Request

Started by the traveler, completed by the delegate, submitted by traveler
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WORKFLOW HANDOFFS

Travel Request

Started, completed, and submitted by the traveler
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SYSTEM DEMO



QUESTIONS
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BOOKING TOOL

A Currently across UF, Travel is booked
using any tool of choice.

A Both Travelers and Delegates decide
whether to use a service such as
Expedia.

A UF GO offers a centralized way to book
with built-in features and added
benefits.



SAP Concur Requests Expense Travel Reporting v

+ 10 11 11 06

New Authorization Available Open Cash
Requests Expenses Reports Advances

TRIP SEARCH ALERTS
Rule Class @ Tripit creates a schedule with all your travel details in one place, accessible on Android or iPhone
Business Travel Simply connect your Concur account to Triplt Not right now
&, Booking for myself | Book for a guest COMPANY NOTES

X8 = = &

KNOW BEFORE YOU GO

Mixed Flight/Train Search WORLD TRAVEL SERVICE welcomes UNIVERSITY OF FLORIDA to Concur Travel
Round Trip One Way Muts City For reservations or ticket changes, please call (855) 967-2818 or email blueteam@uworldtrav.com during our
From © normal business hours. (Monday — Friday, 8:00am to 6:00pm ET)
Departure city, airport or train station Read more
Find an airport Select multiple airports MY TRIPS (O) _)

To©

Arrival city, airport or train station

Find an airport | Select multiple airports You currently have no upcoming trips



Benefits of the Booking Tool

A Unlike other outside booking tools, UF Go will automatically
alert users of allowabllity

A This builtin policy compliance prevents errors that can delay
approvals

A If travelers choose to initiate request, can have more control
over aspects such as flight time and more

A Centralizes campus wide booking

AWorld Travel Agent support

A Ability to share itinerary

Aa hy S & i @HKekepatkeklodpoints and miles
A Use the Air Card in the Booking Tool
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