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TRAVEL APPLICATION

Generadl

HELPFUL HINTS

A traveler is responsible for submitting their own travel requests and expense reports.

PROCEDURE

To submit a travel request or an expense report that was created by a delegate, log into Firefly and click on the Concur tile.
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The Concur main screen appears.
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TRAVEL REQUEST CREATED BY A DELEGATE

To review a travel request, click on the Request tab at the top left of the screen.

Support | Help ~
SAP Concur @ Requests Travel Expense Approvals App Center

Nebiaska + 00 1l 00

Lincoln

Profile ~ &

08

New Required Authorization Available Open
Hello, CTraveler Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
+ & = @ As a University of Nebraska employee, you are eligible for a free Triplt Pro subscription Nt

o You haven't signed up to receive e-receipts.@ Sign up here
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| RoundTrip |  Oneway ‘ Mult City |

COMPANY NOTES

Travel requests created by a delegate will have a green box with a checkmark at the left of the row.

Support | Help ~

SAP Concur Requests Travel Expense Approvals App GCenter

Profile ~ &

Manage Requests New Request Quick Search

Active Requests (12)

View v

Request Name v|  Begnswith v |
| ‘ Reqylfst Name | RequestiD | Status ‘ Request Dates v Date Submitted Total | Approved a... | Remaining ...|  Action
] iego-SAP Conference 3608 Submitted & Pending Supervisor Approval - Test, Supervisor 0201112019 05/1612013 $1,170.00 50.00 30.00
P Conference Approver]
0211512019
] Aflanta, GA - HR Conference 37MH Not Submitied 0912412018 51.401.00 50.00 50.00
HR conference sponsored by
SHRM. 09/27/2018
] Manhattan, KS 36UV Approved 0810412018 051612013 211.00 5211.00 $19255  Expense
Meeting at KSU
0810512018

Review the information on the request header for accuracy.

Support | Help ~
SAP Concur

Requests Travel Expense Approvals App Center

Profile ~ &

Manage Requests New Request Quick Search

Request 37MH D £ T T )

Status: Mot Submitted

Request/Trip Name: Atlanta, GA - HR Conference Amount: $1,401.00

Reason/Business Purpose: HR conference sponsored
by SHRM

Request Header | Segments | Exenses | Amproval Flow | Audit Trail
RequsstiTrip Hams RequestTrip Businsss Start Date RequsstTrip Business End Date Requsst/Trip Purposs Destination City
Atlanta GA - HR Conference | |ns¢24en1a |:|| |nar27.9ms |:|‘ |Conference Attendes ‘v‘ |Al\ar|ta Georgia
Destination Country
UNITED STATES v
Trip Type Does this Irip contain personal travel? Personal Dates of Travel
Domestic [v] [ v |
Cost Object Type Cost Object User Defined Personnel Area Emplayee ID
100 Cnek Cantar [o ] [iminzaanian Ennen Tol [ |y ~ [l preeen
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Click on the Segments tab to review the information on the segments tab.

Travel  Expense

Requests

Quick Search

Manage Requests

New Reguest

Request 3/MH

Request/Trip Name: Atlanta, GA - HR Conference
Reason/Business Purpose: HR conference sponsored

by SHRM.
Reguest e
Add Segment

CLICK ICON TO CREATE SESMENTG @ @

@ Air Ticket

Outbound

Approval Flow | Audit Trail

Expenses

Round Trip

From:

To: Hartsfield Intl (Airport - ATL;

Date: Monday, Seplember 24, 2018

Comment

Return

Lincoin Municipal (Airport - L

One Way

Support | Help -
Appravals  App Center
Profle ~ @)
-
Status: Not Submitted
Amount: $1,401.00
Amount :
MK, Lincoln, Mebraska
Alianta, Georgia

Date: Thursday, September 27, 2018

Comment

To review other estimated expenses, click on the Expenses tab.

Requests. Travel

SAP Concur [¢]

Manage Requests Mew Request Quick Search

Request 3/MH

Request/Trip Name: Atlanta, GA - HR Conference

Reason/Business Purpose: HR conference sponsored
by SHRM.

Request Header Segmen(sl Expensesl Approval Flow | Audit Trail

Expense

Approvals

| + New Expense | «
[] Date | Expense Type | Amount Requested
] oorezois Airfare 5325.00 5325.00
[] oorennig Lodging $800.00 5800 00
] osrez0ig Meal (including tip] 5276.00 5276.00

TOTAL AMOUNT ‘ TOTAL REQUESTED
CA_ANA NN &4 _AnA AN

Support Help ~

Center
App Profile ~ @

m Print / Email v Delete Request Submit Request

Status: Not Submitted
Amount: $1,401.00

Expense Type: ‘

To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit
an existing expense, click the expense on the left side of the page.

01. Transportation 03. Food/Meals 06. Other

Fuel/Gas Meal (including tip) Misc Travel-parking/tolis/etc

State/Private/Rented/Chartered Registration/Conf Fees
Plane

04 Mileage

Team/Group Costs

TaxilShutile/Train/Bus
Zero § Trip

Click on attachments to view any attachments or add an attachment such as a conference brochure.
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Support Help ~

SAP Concur . Requesis Travel Expense Approvals App Center o .
-

Manage Requests New Request Quick Search

Request 37MH

Status: Not Submitted

Request/Trip Name: Atlanta, GA - HR Conference Amount: $1,401.00

Reason/Business Purpose: HR conference sponsored
by SHRM

Request Header | Segments | Expenses | Approval Flow | Audit Trail

| + New Expense | «

— Expense Type: |

[] Date ‘ Expense Type Amount Requested

[ oeman0ts Airfare 5325.00 532500 To craate a new expense, click the appropriate expense type below or type the expanse type in the field abova. To edit

an existing expense, click the expense on the left side of the page.

[] o0sr42018 Lodging 5800.00 5800.00

[] o0orz42018 Wesal (including tip) $276.00 $276.00 01, Transportation 03. Food/Meals 06. Other
FuellGas Meal (including tip) Misc Travel-parking/olls/etc
State/Private/Rented/Chartered 04 Mileage Registration/Conf Fees
Plane

Team/Group Costs

Taxi/Shuttle/Train/Bus
Zero § Trip

TOTAL AMOUNT ‘ TOTAL REQUESTED
nA_nn SA_ANA O

After reviewing the travel request and making any necessary changes, click on submit request.

Support Help ~
SAP Concur . Requesis Travel Expense Approvals App Center — .

Manage Requests Mew Request Quick Search

Request 37MH ey

™o SupmEa
Request/Trip Name: Atlanta, GA - HR Conference Amount: 51,401.00
Reason/Business Purpose: HR conference sponsered
by SHRM.
Request Header | Segments | Expenses | Approval Flow | Audit Trail
‘. =+ New Expense | &«
— Expense Type |
[ Date | Expense Type Amount Requested
[] vorz4zotz Airfare $325.00 $325.00 To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit
an existing expense, click the expense on the left side of the page.

[] oeraz018 Lodging 5800.00 5300.00
[ 0842018 Meal (including tip) 5276.00 5276.00 01. Transportation 03 Food/Meals 06 Other

Fuel/Gas Meal (including tip) Misc Travel-parking/tollsietc

State/Private/Rented/Chartered 04. Mileage Registration/Conf Fees

Plane

Team/Group Costs

TaxiiShuttle/Train/Bus
Zero § Trip

TOTAL AMOUNT ‘ TOTAL REQUESTED
¢4 _Ana nn ¢4 _Ana nn

EXPENSE REPORT CREATED BY A DELEGATE

To review an expense report created by a delegate, click on the Expense tab.
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Support | Help ~
SAP Concur Requests Travel Expense Approvals App Center °

Profile ~
-

Manage Requests MNew Request Quick Search

Active Requests (12)

Request Hame v| | Begins With vl | |
D ‘ Request Name | Request 1D Status ‘ Request Dates v Date Submitted Total | Approved a... | Remaining ... Actfion
O San Diego-SAP Conference 36U6 Submitted & Pending Supervisor Approval - Test, Supervisor 021172019 08/18/2018 $1.170.00 50.00 $0.00 -
SAP Conference Approver1
02/152019
D Aflanta, GA - HR Conference 37TMH Submitted & Pending Supervisor Appraval - Test, Supervisor 09/24/2018 08/26/2018 $1.401.00 $0.00 £0.00
HR conference sponscred by Approver1
SHRM. 09/27i2018
| Manhattan, KS IBUV Approved 08/042018 08/16/2018 $211.00 $211.00 §192.55 Expense
Meefing at KSU
08/052018
M Dallzs_TX AN Annroue i NEN1D0IE NFALZNR SRINNN. SRR0.00 SEANON Exnense

Expense reports created by a delegate will have a green circle with a checkmark stating it is ready for review. Click to open
and review the expense report.

Support Help ~
SAP Concur Requests Travel Expense Approvals App Center 'Y

Profile ~
-

Manage Expenses

Manage Expenses

ACTIVE REPORTS Report Library > =
NOT SUBMITTED NOT SUBMITTED NOT SUBMITTED
Dallas, TX Travel Mac Books
08/26/2018 02/24/2018 08/24/2018

e
Create New Report $934.69 $0.00 $50.00

@ Ready for Review ) Exceptions

NOT SUBMITTED NOT SUBMITTED NOT SUBMITTED SUBMITTED 08/17/2018

Phoenix A7 Donor trin Kearmev NE Manhattan KS

Review all the information on the expense report. Make edits if necessary and when complete, click on submit report.
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Support | Help ~

Profile ~ &

Manage Expenses

Dallas, TX

+ NewExpense | ImportExpenses  Defalls*  Receipts v Print / Email v
Expenses View & | new Expenss ‘ Available Receipts
[ |patev | Expense Type Amount Requested A
Adding New Expense Expense Type ‘
0810272018 Meal (including tip) 31958 $19.58 pense, cick the ap xpense type below or iype the expense type in the field above. To edit an existing
Red Robin, Dallas, Texas i expense on the Ief side of the page
(] 08/01/2018 Airfare $30154 530154 Q Rgcen:\-j Used E;pque Tj-oes
United Airlines, Lincoln, Nebrask
O 081012018 Lodging/Conference Rate $589.25 $589.25 Meal (including fp} Lodging/Gonference Rate
Hilton Hotels, Lincoln, Nebraska pirfare FueliGas
(] 0810122018 Meal (including tip) §7.45 $7.45 Office Supplies
WcDanald's, Lincaln, Nebraska
ST All Expense Types
O 0810172013 Meal (including tip) 318.87 $16.87
Pancake House, Lincoln, Nebras )
< 01. Transportation 05. Office Expenses & Supplies
Airfare Copy Charges
Bus Rental Educational Supplies
Car Rental Office Supplies
FusliGas Supplies (Auto & Repair)
State/Private/Rented/Chartered Plane 06. Other
Taxi/Shutile/Train/Bus Baggage & Arport Fees
02. Travel Expenses Incidentals
Lodging Job Applicant
Lodging/Conference Rate Laundry/Dry Cleaning
OTAAROLNL S OTANFEGUESIED) Rental of Conf Facilties Wisc Travel-parkingiolisietc
$934.69 $934.69 03. Food/Meals Phone/Fax/internet .

Delete Repart

A final review pop-up message appears. Review the information and click on Accept & Submit.

Final Review

User Electronic Agreement
By clicking on the *Accept & Submit button, | certify that:

1. This s a frue and accurate accounting of expenses incurred to accomplish official business for the University of
Nebraska or the Nebraska State College System and there are no expenses claimed as reimbursable which relate
to personal or unaliowable expenses.

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

3. | have not received, nor will | receive, reimbursement from any ofher source(s) for the expenses claimed

4_In the event of averpayment or if payment is received from another source for any parfion of

the expenses claimed | assume responsibility for repaying the University of Mebraska or the Nebraska State College
System in fullfor those expenses.

Cancel

Requests. Travel Expense Approvals App Center

SAP Concur

Manage Expenses

Manage Expenses
ACTIVE REPORTS

Kearney, NE Dallas, TX

08(16/2018

]

Create New Report 57250

$934.69

$1,018.45

Pending Financial Approval

The expense report is shown as pending financial approval. When finished with requests and expense reports, click on profile
at the top right of the screen and sign out of Concur.

Support | Help ~

Profile ~ &

Report Library >

T SUBMITTED SUBMITTED 0872672018 SUBMITTED 081772018

Manhattan, KS
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