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Background and Objectives

» In early 2022, SAP Concur was chosen to replace the current
home-grown system for processing travel requests and travel
or business expense reimbursements

» Roles for access to and workflow in Concur are slightly
different than our current system

» It is imperative for departments to understand and then assign
the roles to appropriate people to provide the best experience
to all users

> Attendees should be able to make better decisions about
setting up user access after this presentation
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CURRENT SYSTEM ROLES- REVIEW
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Current System Roles- Duties

» Traveler- Employee
= Prepares Requests and Expense Reports or
= Provides information to Travel Admin to prepare forms
» Traveler- Non-employee
= Provides information to Travel Admin to prepare forms
» Travel Admin
= Prepares Requests and Expense Reports on behalf of employee or non-employee travelers
=  Affirms that travel requests and expense reports are compliant with UMB policies and procedures
» Supervisor

= Affirms that travel is appropriate for the job duties

» Fiscal Approver

= Affirms that the costs of travel are within the budget and scope of the specified funding sources
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Current System Roles- Access Method

» Traveler- Employee
" |ntegrated with eUMB HRMS

» Traveler- Non-employee
= Added directly in system by Travel Admin

» Travel Admin

= Requires full training
= Assigned to a dept via eUMB access form

» Supervisor
= Assigned to a dept by Travel Admin via travel setup table in eUMB HRMS

» Fiscal Approver

= Assigned to a dept via eUMB access form
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Current System Roles- Assignment Method

» Travel Admin and Fiscal Approver

= Multiple people hold the roles for each dept

= Any person holding the role can perform the approval for the dept
» Supervisor

= Specific Supervisor is selected from the list of supervisors on each
request or expense report
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In TBE:

Current System Roles- Who has them?

Electronic Travel/Business Expense (TBE) Form Home Page

My eTravel/Business Expense Worklis
Work the Travel/Business Expense forms that have been routed to you.

Start an eTravel/Business Expense Form
Start a new Travel/Business Expense form.

Make changes to an eTravel/Business Expense form that has been recycled or needs to be
updated. Only forms that have not had final approval or been processed into the system will
be accessible.

Evaluate an eTravel/Business Expense Form

Evaluate an eTravel/Business Expense form that has been routed to you for approval. Only
forms awaiting your approval will be accessible. This page will allow you to search for a
specific travel form.

View an eTravel/Business Expense Form
View a recently submitted eTravel/Business Expense form, including information about its
handling so far. This is a read-only view.

eTravel/Business Expense Reports
Run Online Queries to generate eTravel/Business Expense related Reports.

Then:
UMB eForm Travel Queries/Rpts

Travel Request Queries

finerary By Date Ranag Traveler ltinerary By Date Range

International Travel ltinerary by Date Range International Traveler Itinerary By Date Range

Travel Expense Queries

e [Brietss Do s by POE List of Travel Expense by Project & Account

Travel Expense Claims Detail List of Travel Expense Details

Travel Expense Claims Detail with Travel ltinerary List of Travel Expense Claims Details with Travel finerary

Travel Workflow Queries

Aging Report List of Travel Request & Expense Workflow Status

Travel Setup Queries

Travel Supervisors List

List of Travel Supervisors by Department

Travel Administrators List List of Travel Administrators by Department
Travel Approvers List List of Travel Approvers by Department
Depts without Travel Admin List of Departments without Travel Administrators

Depts Without Travel Approver List of Departments without Travel Approvers
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CONCUR SYSTEM ROLES
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Concur System Roles- Duties

Traveler- Employee

= Prepares Requests and Expense Reports or

= Provides information to Traveler Delegate to prepare forms
Traveler- Non-employee

® Provides information to Traveler Delegate to prepare requests
NEW Role- Traveler Delegate

= Prepares Requests and Expense Reports on behalf of employee or non-employee travelers
NEW Role- Travel Assistant/Arranger

= New functionality- Books flights, hotels, car rentals or trains on-line in Concur for travelers
Travel Admin [Approver]

= Affirms that travel requests and expense reports are compliant with UMB policies and procedures
Supervisor [Approver]

= Affirms that travel is appropriate for the job duties
Cost Center Approver

= Affirms that the costs of travel are within the budget and scope of the specified funding sources
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Concur System Roles- Duties

Additional information regarding the duties can be found in a
summarized table on the Office of the Controller's website:

https://www.umaryland.edu/media/umb/af/fs/travel/Concur-role-descriptions-posted.pdf

Role Responsibilities Who Can For Which For Which For Which How Do | Request
Hold This Traveler Types = Traveler Types Traveler Types This Role?
Role? Can | Initiate? = Can | Submit Can | Approve?

For Approval?



https://www.umaryland.edu/media/umb/af/fs/travel/Concur-role-descriptions-posted.pdf
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Concur System Roles- Access Method

» Traveler- Employee
" |ntegrated with eUMB HRMS

» Traveler- Non-employee
= Added by Travel Admin via “User Authorization” access form

» Traveler Delegate
= For employees- Added by Employee Traveler via Profile settings
= For Non-employees- Added by Travel Admin via “User Authorization”
access form
» Travel Assistant/Arranger
= For employees- Added by Employee Traveler via Profile settings

= For non-employees- Same as the Traveler Delegate per the “User
Authorization" access form




—

| | I UNIVERSITY of MARYLAND
Ul BALTIMORE

Concur System Roles- Access Method cont’d

» Travel Admin- Primary

= Requires instructor-led training

= Assigned to an employee based on Department via “Primary Travel
Admin” access form

= Assigned to non-employees via “User Authorization” access form

» Travel Admin- Delegate

= Requires instructor-led training
= Assigned to Approver role via “User Authorization” access form

= Assigned to the same departments via Primary Travel Admin delegation
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Concur System Roles- Access Method cont’d

» Primary Supervisor

= Assigned to an employee by Payroll Rep via timesheet setup table in
HRMS

» Supervisor Delegate

= Assigned to an employee via Primary Supervisor delegation

» Primary Cost Center Approver

= Assigned to a Department via “Primary Cost Center Approver” access
form

» Cost Center Approver Delegate
= Assigned to departments via Primary Cost Center Approver delegation
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Concur System Roles- Assignment Method

» Travel Admin

" Primary is assigned to each employee and non-employee
» Supervisor

" Primary is assigned to each employee

» Cost Center Approver

" Primary is assigned to each department
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Concur System Roles- Who has them?

» On-line view of Supervisor and Travel Admin is under Profile> Request Approvers
or Expense Approvers (they can’t be different)

Administration | Help~ Default approver for your Requests

SAP Concur Requests Travel Expense Approvals Reporting~ App Center

Profile ~ &

shitner@un

1 ; ~ =
1aryland_edu - Gregory Bitner

aregory

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Request Approvers

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards shitner@umaryland.edu - Gregory Bitner abostic@umaryland.edu - Atheena Bostic

Default approver for your Requests Default approver 2 for your Requests

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Assistants/Arrangers Default approver 2 for your Requests

Request Settings
Request Information abostici@um ary land_edu - Atheena Bostic
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Vehicle Configuration
Favorite Attendees




Administration™ | Help
-—
SAP Concur Requests Travel Expense Approvals Reporting ¥ App Center .
t h Profile Personal Information Change Password System Settings Concur Mobile Registration
em?

Your Information Request De|egates

Personal Information

Profile =

Company Information Delegates | Delegate For
Contact Information
| o e ED
Email Addresses
> O n - | i n e Vi eW Of Tra Ve | e r Emergency Contact Delegates are emplayees who are allowed to perform work on behalf of other employees.
Credit Cards

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.

D | t 1 d Travel Se'ttiﬂgS Can Can View Receives Can Can Preview For Receives Approval
e ega e S I S u n e r [0 Name Prepare Receipts Emails Approve Can Approve Temporary Approver Emails

Travel Preferences

International Travel [ IEEEcCixhiicens O O ||

P rOfi | e > Re q u est Frequent-Traveler Programs sooste@umaniEnded 2]

Assistants/Arrangers

[]  Jensen,Jonn O O (] ml=
Delegates or Expense Request Settings S L
Reguest Information

Delegates (they can’t be O Meeecaro s oy B 0 om O 0

Request Preferences =5
d iffe r‘e nt REq“?St Approvers []  Pogliano, Laura O = O O
Favorite Attendees Ipogliano@umaryland.edu

Expense Settings

> H ig h | ig hte d CO | u m n Expense Information - EI:'ZI'I'Ié_:;ea”‘a”d Echs H - - B 0zn062022 =

[ 0211002023

Expense Delegates

CheCkboxeS apply to Expense Preferences
Traveler delegates




Concur System

Roles- Who has
them?

» On-line view of Approver
Delegates is under
Profile- Request
Delegates or Expense
Delegates (they can’t be
different)

» Highlighted column
checkboxes apply to
Approver delegates

SAP Concur Requests Travel Expense Approvals Reporting ¥ App Center

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Request De|egates

Personal Information
Company Information Delegates | Delegate For
Contact Information

| oo Lo |
Email Addresses
Emergency Contact Delegates are employees who are allowed to perform work on behalf of other employees.

Administration* |

Profile ~

Help

Credit Cards Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request
Travel Sett ngs can Can View Receives Can Can Preview For Receives Approval
D Name Prepare Receipts Emails Approve Can Approve Temporary Approver Emails
Travel Preferences ]
International Travel [ JpEcstcAtiiens O O |
abostic@umaryland.edu
Frequent-Traveler Programs |
Assistants/Arrangers
D Jensen, John D D D |
s liensen@umaryland.edu
Request Settings |
Request Information []  WcGeoChavis, Sheli - 2 P O O O
cGee-Chavis, Shelvia v " v
Request Delegates smcgeechavis@umaryland edu |
Request Preferences |
Request Approvers O Pogliano, Laura O m O O
Favaorite Attendees Ipogliano@umaryland.edu ﬂ
Expense Settings —
O  Quell Luke O O O [ 020672023 | O
Expense Information lquell@umaryland.edu ——
| 0211012023 |

Expense Delegates

Expense Preferences



Administrationv | Help¥

SAP Concur Requests Travel Expense Approvals Reporting ™ App Center [

Profile =
-

‘ O n ‘ l I ' Sys | e m Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information

Personal Information

Company Information
- Contact Information

Email Addresses

Emergency Contact

Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Profile Options

Select one of the following to custemize your user profile.

Personal Information
Your home address and emergency contact information

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

Credit Card Information
You 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 Delegates
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.

System Settings
Which time zone 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 you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips and
enter expenses for you.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Request 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.

Vehicle Configuration
Vehicle Configuration

Prompts are pages that appear when you select a certain action
such as Submit or Print

Expense Settings

Expense Information

» On-line view of Travel
Assistants/Arrangers is i oot Pt . ol T i 1
under Profile> Travel e
Settings>
Assistants/Arrangers

Change Password International Travel: Passports and Visas Go fo top

Change your password.

@ Add a Passport

International Visas @ Add a Visa

Assistants and Travel Anﬂngﬂ' Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
[[] Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers @ Add an Assistant

Assistant Can book travel? Update/Delete

Can booktrave!? @) s i

Quell, Luke M. (Primary Travel Asst)

Credit Cards Go to top

You currently have the following credit cards saved with your profile.

@ Add a Credit Card
I 1
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Concur System Roles- Who has them?

» No on-line view of Cost Center Approvers
» Expect to have a report in the future
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Where are the access forms?
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€D Inthe event of COVID-19 iliness or exposure, report your case and check quarantine guidance here.

About UMB Academics Admissions Research Services University Life Give to UMB

UME Home / About UMB / Offices / Center for Information Technology Services / Forms

=

|" %NIVH‘\SITYu/ MARYLAND Q LoshnEn At

F the University System of Maryland.

ALTIMORE UM The Founding Campu

Center for Information Technology Services

IT Public Alerts - Calendar View About UMB Academics

Admissions Research Services Universiy Life Give to UM
'myUMB Portal maintenance on 2/7 at 7pm R

02/07/2023 7:00 PM - 9:00 PM User Authorization Forms User/Authorization Forms Home Page
From 7-9pm on 2/7/2023, the myUMB Portal will still be accessible; however, personal widget setting changes can't be made due to maintenance being

performed.

User Authorization Forms

" User Authorization Forms
ome Page

About CITS Forms

CITS Services

CITS is excited to announce that eUMB security forms is now available to submit online, utilizing electronic signatures by users and approvers in workflow. The current
Sl':v by Step How To Guide paper/PDF forms will be eliminated. (Users will be required to log in using Multi-Factor Authentication to access the forms.)
kpocx

The following eUME Security Forms will be available
CITS Calendar Access Management & Entitlement Email g:;“:“:“:‘:r:v:s‘s - Roles

Systems « UMBRelay Reque: + eForms User Authorization Form and System Access (¢Travel and PAF) —
Help Desk ner/SIMS Your Request History + RAVEN Access Request Form _
ppBanner/SIMS + Inbound Email Whitelist Ret - I ; LOCATED IN BALTIMORE
Training 7 UME RS ser Authorizstion Form " UNIVERSITY of MARYLAND UMB is The Founding Campus of the Universty Systam of Maryland
- + eUMB Financials User Authorization Form
€UMB & Quantum User Authorization BALTIMORE
T Security and Compliance e + Guantum Financials User Authorization Form

+ Quantum Analytics User Authorization Form

Project Updates « eUMB & Quantum « Submit your Form online
Key New Features
* VPN Access About UMB Acader Admissions. Research Services University Life Give to UMB
IT Stakeholders Updates — Miscellaneous Forms
+ The new online Form utilizes workflow to send emails for Approvals to both Department Chair and users (f submitted
JE— Affiliate (Non-UMB Employees) « New AWS Payer Account Request enter their initials on the form and submit their approval.

User Authorization Forms User Authorization Forms Home Page

« Deviation Request Form + Emails will be sent from the following email address for approvals: webdevelopment@umaryland.edu
UMB IT Policies + Users will have online access to their forms submitted to track the process from start to finish.

+ Users can attach additional documentation as needed in Word, Excel or PDF format.

User Authorization Forms Home i H

b e S pame User Authorization Forms
Need Help? Download the How to Submit your eUMB User Form Step by Step Guide BDOCX .

Step by Step How To Guide s

lipocx eForms User Authorization Form eForms Role Descriptions

Definition BiPDF

HRMS User Authorization Form HRMS User Authorization Role Descriptions BPDF
Your Request History HRMS User Authorization - Central Office HR Roles Form HRMS User Authorization Central Office HR Roles Descriptions

HRMS User Authorization - Central Office Payroll Roles Form | HRMS User Authorization Central Office Payroll Roles Descriptions MPDF

Quantum Financials User Authorization Form Quantum Financials - Step by Step Guide BDOCX
Quantum Analytics User Authorization Form ‘Quantum Financials - Roles Definition liPDF
Quantum Planning and Budgeting Form Quantum Planning and Budageting Instructions PDF

Quantum Central Office User Authorization Form

Coneur Primary Travel Administrator Form Coneur Step by Step Guide lipocx

Coneur Primary Cost Center Approver Form

Concur User Authorization Form
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Where are the access forms?

Concur Primary Travel Administrator Form Concur Step by Step Guide lipocx

Concur Primary Cost Center Approver Form

Concur User Authorization Form

Concur User Authorization Form is only used for Approver
Delegates, Non-employee travelers, and Affiliates who are
approvers or traveler delegates
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WHAT YOU NEED TO KNOW
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Traveler Delegate vs Travel Admin

» In current system the Travel Admin (TA) role performs duties of both Traveler
Delegate and TA Approver in Concur

» Depts need to decide who should really be the TA
= Must have full knowledge of Policies & Procedures
= Must be able to confront travelers who are out of compliance
= Think twice about admin assistants who are needed to just enter forms for others

» For employees- TAs who are also traveler delegates will have to touch forms
twice- as the preparer and approver- since employee can modify the form
after preparer creates form

» For non-employees- TAs cannot be a traveler delegate- system won’t let a
person “submit” and approve the same form as TA
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Approver Delegation

» Technically there is only one “Approver” role in Concur

» The Approver role is given to users who are a Travel Admin (TA), Supervisor or
Cost Center Approver (CCA)

» The Approver role a user receives is based on where the user name is
assigned- Ex. Default Approver, Default Approver 2, or Cost Center table

> We allow users to be:

= TA and Supervisor
= TA and CCA
= Supervisor and CCA

» No one should perform all 3 roles on a transaction
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Approver Delegation

» Major consideration for Approver delegates is that delegates inherit ALL
approver roles for the person who is delegating

» Example - Bodie is a user who is a Primary Travel Admin and a Supervisor. If
Bodie wants Miles to also be a TA then Miles will also become a Supervisor
for the employees that Bodie supervises

= Must be careful because a Supervisor should never be subordinate to a Traveler

» ldeally all delegation should go “up” the org chart

= The person with the least number of Approver roles should be named the “Primary

Travel Admin” or “Primary Cost Center Approver” who can delegate to others with
multiple approver roles

= Example solution- Miles should be the Primary TA who delegates to Bodie
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How does a delegate approve?

» Delegates for each approver “Act as” primary approver

= Not a common worklist like current system
» Delegates sign on as themselves via SSO (Single Sign On)

» Then they “start a session” where they “act as other user” and see
the Primary Approver’s dashboard

» Delegates do not see the forms to be approved until they start a
session as the Primary Approver

= This is reason why letting delegates receive emails is important
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How does a delegate approve?
> Ex- GB delegated 13

Support | Help~

—_
approver role to (R 0 020 02
MNew Required Authorization Awailable Open
Approvals Requests Expenses Reports

S M TRIP SEARCH ALERTS
> Logge d i n a S S IVI X g e = O © s an employee of University of Maryland, Baltimare, you are eligible for a free Triplt Pro subscription.

L] ATTH TRAVELERS: Use the Trip Search taks
> OO Re q u I re d abeve to estimate cosis for hetel, flight, and COMPANY NOTES
car reservations. LOOK BUT DON'T BOOK! You
need to submit a request for travel and receive
approval prier to booking.

Ticketing takes place in Eastem Time. IMPORTANT First Time User Information
A p p ro va S Reservations made after 11PM Eastern Time First time users MUST update user profile prior to booking in Concur
may nat be ticketed until after midnight, which - ) .
could cause the fare to be different. To access the UPK, please use this link: FIRST LOGIN: Setting Your Concur Profile Seftings

> IVI I ° Flease view the First Time User Checklist: Concur First Time User Checklist
u t I e e n u Fer enline suppert please call 866-302-1926 or
by email at ecommerceZilcorporate.com

Office of the Controller - Travel
LIVE CHAT : Te Chat with an e-Commerce
Specialist NOW: Click to Chat for Support Read more

options at top MY TASKS

Mixed Flight/Train Search

Required Approvals —> Available Expenses —> Open Reports -
Round Trip Cne Way Multi City
Great! You currently have no approvals. You currently have no available 01718 Test OOTC approval
ain station expenses. $80.00

Findanalport | Salect mufliple alrporis

01/03 Test- copy function
To@ $20.00
Arrival city, ai rt or trai i

Findanaiipont | Select muRliple alports
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How does a delegate approve?

» Start session as GB- click on Profile and click in Search by field

Support | Help~

SAP Concur Requests Travel Expense Approvals Reporting~ App Center o [}
rofile =
' -

- :
[" UNIVERSITY of MARYLAND - 0 Susan McKechnie
U | BALTIMORE
MNew Req| _ .
Appr Frofile Settings Sign Out
TRIP SEARCH ALERTS > Acting as other user @
€ 2s an employee of University of Maryland, Baltimore, you are elig| |l5=__-.-z~ by name or ID | Q,

AR = = o
T Bitner, Gregory S

shitner@umaryland.edu (Email}

ATTH TRAVELERS: Use the Trip Search taks

above to estimate costs for hotel, flight, and COM PANY NDTES — Tatum, Deborah L [JP—

ear reservations. LOOK BEUT DON'T BOOK! You dtatumi@umaryland.edu {Email)
need to submit a reguest for travel and receive
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How does a delegate approve?

» SMis "acting as" | p——= T
GB

' : LA
Acting as Bitner, Gregoys ~ @
0 , Gregory A

L~

: ] RSy MARLAND 01
= (01 Required R
Approvals COMPANY NOTES
= O n Iy A p p rova I S IMPORTANT First Time User Infarmation
First time users MUST update user profile prior to booking in Concur
M e n u O pt i O n at To access the UPK, please use this link; FIRST LOGIN: Setting Your Concur Profile Settings
Flease view the First Time User Checklist Concur First Time User Checklist
to p Office of the Contraller - Travel
Read more

TASKS

m Required Approvals -

JohnJ. | TAZOZ3JITEST
$600.00 — Travel
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What happens when Primary changes?

» A new Primary TA or CCA access form must be submitted
» The form will cause the existing primary to be overwritten

= This is desired when someone leaves but becomes a problem when the user should have

submitted a User Authorization form (to be a delegate) and submitted the primary form
instead

= Someone who understands this should be reviewing the access forms; access form only
requires Dept Head approval

» The new Primary approver must reassign the delegates that were established
by the previous Primary approver
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What happens when Delegates change?

> A new User Authorization access form must be submitted for new
delegate

» The Primary approver must delete the old delegate and add the
new delegate
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Where can | get help with roles?

» This presentation and link to recording will be posted for future reference
» Question- Who should | assign the roles to?

» Luke Quell- Concur Functional Project Manager- has been meeting with groups in
schools/depts by request (lquell@umaryland.edu)

» Susan McKechnie and John Jensen- Concur Functional Co-leads- are available for one-on-
one questions/emails (smckechnie@umaryland.edu or jjensen@umaryland.edu)

» Question- What forms should | use or any issues submitting forms?
» Help Desk (help@umaryland.edu)



mailto:lquell@umaryland.edu
mailto:smckechnie@umaryland.edu
mailto:jjensen@umaryland.edu
mailto:help@umaryland.edu
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QUESTIONS




—

| | I UNIVERSITY of MARYLAND
Ul BALTIMORE

Upcoming Events

» Wednesday, 3/8 at 10-11: Travel Talks (next bi-weekly meeting)
" Presented by OOTC Travel Team
= See OOTC Travel website for more details:
https://www.umaryland.edu/controller/disbursements/travel/



https://www.umaryland.edu/controller/disbursements/travel/
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