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1. How to Access iTravel+
Log in to my.utrgv.edu

1. Enter your username
2. Enter your password
3. Click “Sign In”

Under “Applications” click on the iTravel+ icon

\\

Read and Acknowledge the Login Warning

Login Warming

A

For any quastons plaase contact e UTROV Traes Services Ofice o
V020022 V60452104 o emat TR AT 0

View Your iTravel+ landing Page

SAP Concur

iTravel - - e At e oo

Agprovaly Requests Expenses

Note: Depending on your role and permissions you will see the different tabs (Travel,
Requests, Expense, Approvals and Reporting). Contact the UTRGV Travel Services Office
if you are unable to log in or get an error message.
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2. iTravel+ Profile Set up

In order for users to make reservations or have reservations made for them, their iTravel+
profile must be updated/completed.

Traveler’s information and Travel Settings

Note that required fields are noted as: [Required**], users must verify pre-populated
information and fill in all required fields in their profile

Login to iTravel+ through my.utrgv.edu, once on the landing page:
1. Click on “Profile” on the upper right hand corner
2. Click “Profile Settings”,
A. Click on “Personal Information”

Administrations | Helpv "{CUI’ mfofma[ioq P roﬂ |e O ptIO n S
1) 'prone ~ & Personal Information
Gricelda Leticia Saavedra Alvarez Company Information Select one of the following tg customize your user profile.
Profle Setings | Sign Out Contactinhpnaton Personal Information Q
Email Addresses ‘Your home address and e ency contact information
/2 Acting as other user @ EZZ?ZEEEWHC‘ Company Information

Your company name and business address or your remote
@ Act on behalf of another user

O Act as user in assigned group (Proxy) Travel Setti ngs location address
O Book travel fc y (Self- )
O Book travel for any user (Seff-assign) Travel Preferences Credit Card Information
Intemnational Travel You can store your credit card information here so you don't have
to re-enter it each time you purchase an ftem or service

Search by name or ID Q]

Frequent-Traveler Programs
Assistants/Amrangers E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from

First, middle, and last names are pre-populated fields from the employee’s HR

records; any discrepancies, must be addressed with HR to update your name in
iTravel+ prior to traveling.

/A Important Note

Your Name and Airport Security: Please make cerain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at
the airport. Due to increased aimport security, you may be tumed away at the gate if the name on your identification does not match the name on your ticket.

Title First Mame Middle Mame Nickname Last Name Suffix

w | | Gricelds

B. Company Location must be selected from the drop-down menu

Emplayee ID

Manager Employee Position/Title

Department Name Location [Required] Manager Employee ID

v

Brownsville/Harlingen UTRGY
Edinburg UTRGV

C. Select work address from the “Assigned Location” drop-down menu
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Work Address
Company Mame Assigned Location
Umiversity of Texas - Rio Gr || Please choose a company location. b
Strest Pleaze chooze a company location. -
) res United States of America
1201 W University Dr Main Location {, United States of America)
United States of America - TX
University of Texas at Arlington (Arlington, TX)
Ci University of Texas at Austin {Austin, TX)
) ity University of Texas Investment Management Company {Austin, TX)
|Edinburg University of Texas System (Austin, TX)
: University of Texas Rio Grande Valley Brownsville (Brownsville, TX)
Postal Code Country/Rg  University of Texas Southwestern Medical Center (Dallag, TX)
[ 1. University of Texas Rio Grande Valley Edinburg (Edinburg, TX)
|.?B 238 ” United St University of Texas at El Paso (El Paso, TX)
University of Texas Medical Branch at Galveston (Galveston, TX)
University of Texas Rio Grande Valley Harlingen (Harlingen, TX)
D. Updating your home address is optional
Home Address Go to top

Street

00 Convention Center

City State/Province

[Mealten [[Tx |

Postal Code Country/Region

|7as01 || unitea states of america v

E. Contact Information section — Enter Traveler’s mobile number under “Work Phone”
field and Traveler’s office number on “Home Phone”. This is due to Airlines

contacting “Work” number first for all flight updates.

Contact Information Go to top

Waork Phone[Required™] \Nork Extension Work Fax 2nd Work Phone/Remote Office )

95612345675 “ I I |
Home Phone[Required™] ) d N . )
9565652165 |

Fager :cher Phone )
\ I _|

_Mob\le Phone Country/Region _I_\"Iubile Phone )
\ ~ || 9562745479 |

“*You must specify either a home phone or a work phone.

F. Email Addresses and Emergency Contact information

a. By default, the employee’s UTRGV email address will be pre-populated.
b. Additional email addresses may be added, where user will be notified of any
reservations or required approvals related to their iTravel+ profile
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c. Emergency Contact information is optional.

Email Addresses Go to top

Please add at least one email address.
How do | add an email address?
How do | verify my email address?
Why should I verify my email address?
Travel Arrangers / Delegates o
© Add an email address
Email Address Verify Contact? Actions

Email 1 gricelda.saavedra@utrgv.edu o o Verified Disable Yes
Verification

Emergency Contact

Go o top
Name Relationship
‘.Ml Gonzalez .H.Spouse v.‘
Strest
.Contacl ] D Address same as employee

4

City State/Province Postal Code
[ |[= |[78541 |
Country/Region Phone Alternate Phone
‘. United States of America V.‘ ‘.955-274—5480 ‘ ‘ |

G. Travel Preferences —

a. Note that these preferences will be looked at when a reservation is made
and preference will be honored based on supplier’s availability

b. Add any Frequent Traveler Program for airline, hotel and car rental
companies — updated information must be entered in iTravel when any of
the frequent traveler memberships are renewed. Note: In order for the
points/miles to be honored the names on the frequent traveler program and
your iTravel+ profile must match.

Travel Preferences a

Go to top
Eligible for the following discount travel rates/fare classes
Olasacas (JGovernment [ Military [SenioriAARP
Air Travel Preferences @
Seal Seat Section  Special Meals
[indow v |[Forwara | Regetar i
Preferred Departure Airport Medical Alerts
[mre il
Hotel Preferences
RoomType S c M
(kg v | Elroam pitows [JRotiaway bed  [Jcrin|g
I prefer hotel that has:
([Jagym E3a pool Barestaurant [Jroom service EAEary Check-in
Accessibility Needs
&, Dvineeichair access (] gind acsessive
Car Rental Preferences
Car Type ‘Smoking Preference  Car
[Stoncerd Cor | Homsm P sysiom ]Sk rack
Message fo Car Rental Vendor @
Frequent Traveler Programs
Your Frequent Traveler, Driver, and Hotel Guest Programs © Add a Program
= Marroff Marriott International (EM) Marrioft (Al) (EM) Marriott Bonvoy Search this vendor 127182436 s 0

H. Unused Tickets, TSA Secure Flight information and Passport/Visas information:
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Any unused tickets available to the traveler will appear under the “unused
Tickets section.

TSA required information must be specified: Gender and Date of Birth.
TSAPre Check Traveler Number is optional.

When traveling internationally, travelers must enter their passport and visas’
information prior to booking.

Unused Tickets o

Southwest Ticket Credits

@ Add Ticket Credit

TSA Secure Flight °

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others
under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at
WWW.TSA.GOV.

Gender [Required] Date of Sirth (mmddiyyyy)[Required] DHS Redress No @ TSA Preey/ Known Traveler Number@
OMale @Female (e

| | I |
c

International Travel: Passporis and Visas Goto top

Adding your passport information to your profile will allow us to include it in your reservations. Having this infermaticn in your reservation can make international
travel a little easier

Passports € Add a Passport
[] 1 do not have a passport

International Visas @ Add a Visa

Assistants and Travel Arrangers — it’s highly recommended that all travelers select a

Primary assistant and additional Travel Arrangers as needed:
a. Click “Add an Assistant”

b. Type and select Assistant’s name
c. Indicate permission granted

i. “Can Book Travel for me” — Assistant is notified only when he/she
makes a reservation for the specific user
“Is my Primary Assistant for Travel” — Assistant is notified of all

reservations made in iTravel regardless of the arranger

d. Click Save

Assistants and Travel Arrangers Please select the individuals within your organization that

Please select the individuals wi

“ Goto top
you would like to give permission to perform travel

ithin your | functions for you.

functions for you.
D Refuse Self Assigning Assistants @

Juarez, Laura E.

Mever, CTM Admin - Do Not Delete

Assistant 9
Your Assistants and Travel Arrangers ( 1 © Add an Assistant
| saavedra Alvarez, Gricelda L |

J.

rel?
o Can book travel for me k fravel? ° rd
Iz my primary assistant for travel* k Ira\’el?o rd

B Bl

*Individuals/Groups with no work phone number in
their profile cannot be designated as primary
assistant for travel.

B - [ -

-

Credit Cards section must be completed only by employees that participate of the

UTRGV’s OneCard credit card program.
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Credit Cards Go to top

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

You currently have no credit cards saved.

K. Click “Save” before exiting to save all changes made in your profile.

Once the Traveler’s, Travel Assistant’s and Request/Expense Delegate’s profile are
completed, travel reservations may be submitted for university funded Travel expenses,
followed by an iTravel+ request and expense reports as applicable to obtain required

approvals.
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3. Assign and update traveler’s Request and Expense Delegates

Request Delegate: Allows an employee to act on behalf of another user on preparing,
submitting and viewing receipts for Travel Requests.

Expense Delegate: Allows an employee to act on behalf of another user on preparing, print,
view, edit and submit expense reports, this includes Travel, Business Expense Reimbursements
and Credit Card Reconciliation.

Login to iTravel+ through my.utrgv.edu, once on the landing page:
1. Click on “Profile” on the upper right hand corner
2. Click “Profile Settings”,
Click on “Request Delegates”

Profile Options

Select one of the following to customize your user pr¢

Adminisiration» | Help~

1  Profie ~ g

Personal Information
Your home address and emergency contact informati

Gricelda Leticia Saavedra Alvarez

9 Profile Settings | Sign Out

/3 Acting as other user @

Travel Vacation Reassignment

@ Act on behalf of another user
Goingto be out ofthe office? Configure your backup.

© Actas user in assigned group (Proxy)
© Book travel for any user (Self-assign)

Search by name or ID Q

Cancel

From the following screen users may assign / update their Request and Expense Delegates as
needed.

Request Delegates

Delsgates | Delsgate For

Delegates are employees who are allowed lo perform viork on behalf of other employees.

Expense and Request share delegates. By assigning permissions lo a delegale, you are assigning permissions for Expense and Request

Can Can Submit  Can Submit Can View Can Use Receives Can Can Approve Can Preview For  Receives Approval
[J Mame Prepare  Reports Requests Receipts Reporting Emails Approve  Temporary Approver Emails

No records found

Add a Delegate:
a. Click the “Add” option
b. Search for user by entering their name, email address or employee ID#
c. Click “Add”
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n

Request Delegates
Delegates = Delegate For
Oooce
Delegates are employees who are allowed to perform work on behalf of other

° Search by employee name, email address, employee id or login id

Laura JUETES m

£ Laura Juarez 15, ga
laura juarez@uirgv.edu
ograms | UserID: 6001033618 i

Receipts
Logon ID: laura juarez@utrgv.edu

< No records

d. To assign the selected user as a “Request Delegate” click the “Can Submit Requests”
option. Note that the “Can Prepare” and “Can View Receipts” options are automatically

be checked off. If you Request Delegate will also be your Expense Delegate, select the
“Can Submit Reports” option.

Delegates | Delegate For

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

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

Can Can Submit Can Submit  Can View Can Use Receives Can
D Name Prepare  Reports Requests Receipts Reporting Emails Approve
Juarez, Laura O O O (]
laura_juarez@utrgv.edu

e. To assign the selected user as an “Expense Delegate” click the “Can Submit Reports”
option. Note that the “Can Prepare” and “Can View Receipts” options are automatically

be checked off. If you Expense Delegate will also be your Request Delegate, also select
the “Can Submit Requests” option.

Delegates | Delegate For

Delegates are employees who are allowed to perferm work on behalf of other employees.
Expense and Request share

g .Eyg\g, to a delegate, you are igning permissions for Expense and Reque
Can Submit Can Submit  Can View Can Use Receives Can
|:| Name Prepare Reports Requests Receipts Reporting Emails Approve
[[] -uarez, Laura O O O [l
laura juarez@utrgv.edu

f. Save your changes

Delegates | Delegate For

Delegates an ees who are allowed to perform work on behalf of other employees.

Expense and Request share del

By assigning issi to a delegate, you are ing permissions for Expense and Re:
Can Can Submit Can Submit  Can View Can Use Receives Can
[ Name Prepare  Reports Requests Receipts Reporting Emails Approve
D Juarez, Laura D D D D
laura juarez@uirgv.edu

Example of selections for Request and Expense Delegates

10| Page



Delegates | Delegate For

L EREE

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

Expsnse and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expenss and Reques

Can Can Submit Can Submit Can View Can Use Receives Can
[ Name Prepare  Reports Requests Receipts Reperting Emails Approve
] Request and Expense Delegate
O O RequestDelegate
m] O Expense Delegate O

If user wants to verify what employees they are assigned to as Request or Expense
Delegate click on the “Delegate For” tab. This list will show the name of employees that
have assigned you as a Request or Expense Delegates.

Request Delegates

Delegates | Delegate For

This employee may act as a delegate for the listed employees.

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

Can Can Submit Can Submit  Can View Can Use Receives Can [
|:| Mame Prepare  Reports Requests Receipts Reporting Emailz Approve

D Rangel, Maggie
maggie.rangel@utrgv.edu
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4. Enable E-Receipt Settings

E-receipts are an electronic version of receipt data that can be sent directly to your iTravel+
profile to replace paper receipts. E-receipt availability vary depending on the vendor
participation. To enable E-receipts:

A.

Enable from your home page when you first log in to iTravel+ OR

SAP Concur

Requests Travel Expense

Approvals

Reporting v

App Center

iTravel+ + 00 00

New Required Authorization

Hello, Gricelda Approvals Requests

TRIP SEARCH ALERTS

& Booking for myself | Book for a guest @ Tripit creates a schedule with all your travel details in one place, accessible on Android or iPhona.

4+ = =

Simply connect your Concur account to Triplt

@ vou haven't signed up to recsive e-receipts @ Sign up here

B. Click on “Profile” on the upper right hand corner, Click “Profile Settings” and select the
“E-Receipt Activation” option

C. Once on the E-Receipt Activation page, click “Enable”

Requests  Travel  Expense

Praofile Personal Information

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

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

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

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

Other Settings
E-Receipt Activation

Approvals  Repo

Change Password  System Settings

Profile Options

Select one of the following to customize 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-Receipl Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendars

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

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

Personal Car
Personal Car

‘Concur Mobile Registration
Setup access to Concur on your mabile device

Concur Mobile Registration

App Center

Travel Vacati

System Settings
Which time zone are you il
clock? When does your w

Contact Information
How can we contact you a

Setup Travel Assistant!
You can allow other peopl
and enter expenses for yo

Travel Profile Options

Carrier, Hotel, Rental Car

Profile ~

Gricelda Leticia Saavedra Alvarez
e Profile Settings | Sign Out
'/: Acting as other user @
@ Act on behalf of another user

O Act as user in assigned group (Proxy)

O Book travel for any user (Self-assign)

| Search by name or ID |Q|

Cancel

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
Prompts are pages that appear when you select a certain action

such as Submit or Print

Change Password
Change your password

, read and click “I Agree”
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Profile Personal Information

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
Intemational Travel
Frequent-Traveler Programs
Assistants/Amrangers

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

Expense Settings

Expense Information

Fynensa Nalanatas

Change Password

System Settings

E-Receipt Activation

Save time on your expense reports. When you enable e-receipt syncing, receipts from participating suppliers will be added to yeur SAP Concur account and used te
pre-populate expenses for you. Enable

Concur Mobile Registration

Travel Vacation Reassignment

Please note that this setting does not control all e-receipts. E-receipts will continue to sync for any participating partners you have connected to your SAP Concur
account. Settings for these partners can be managed directly in the SAP Concur App Center under a partner's individual listing. For more information, contact your
company’s SAP Concur account administrator.

E-Receipt Activation x

Such information will be transmitted over the Internet including fo servers in the United States. As &
with any data transmitted over the Internet, there is a risk that information is subject to interception

by third parties, and you release SAP Concur and participating e-receipt suppliers from liability
related to such transfer, including interception of e-receipts by third parties or other events outside
their reasonable control

Participating fravel partners may be changed without nofice to you. To disable e-receipts from
participating travel pariners once enabled, see the E-Receipt Activation section of your profile
settings. Please note that this selting does not cenirol all e-receipts. E-receipts delivered by an
SAP Concur App Center partner with which you have connected your SAP Concur account, and
certain travel pariners, are controlled through the App Center or your travel partner integrations
seftings. For more information, contact your company’s SAP Concur account administrator.

=3 =3

D. A confirmation of E-Receipt Activation will display

Profile Personal Information

Your Information
Personal Informatien
Company Infermation
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Trauel Prafarances

Change Password

System Settings

E-Receipt Activation

o You have successfully enabled e-receipts vith participating partners. You may return to this page to disable this functionality at any time.

Concur Mobile Registration

Travel Vacation Reassignment

You have enabled e-receipts from participating partners to sync with your SAP Concur account. You may disable this functionality at any time. If you disable this setting,
SAP Concur will no longer request e-receipts from these partners.

Please note that this setting does not contrel all e-receipts. E-receipts will continue to sync for any participating partners you have connected to your SAP Concur
account. Settings for these partners can be managed diractly in the SAP Concur App Center under a partner’s individual listing. For more information, contact your
company’s SAP Concur account administrator. Disable
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5. Concur (iTravel+) Mobile Registration

1. Click on “Profile” on the upper right hand corner
2. Click “Profile Settings”
3. Select the “Concur Mobile Registration” option

SAP Concur [¢]

Profile

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
Intemational Travel
Frequent-Traveler Programs
Assistanis/Arrangers

Request Settings
Request Information
Requesi Delegates
Request Preferences

Request Approvers
Favorite Attendees

Expense Settings
Expenze Information
Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Aftendess

Other Settings
E-Receipt Activation
System Settings

Concur Connect
Change Password

Concur Mobile Registration

Personal Information

Requests Travel Expense Approvals Reporting ~

Change Password System Settings

Profile Options

Select one of the following to customize 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 elecironic receipts from
participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

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.

Personal Car
Personal Car

Concur Mobile Registration
Set up access to Concur on your mobile device

Travel Vacafion Reassignment e

Cencur Mobile Registration

App Center

Travel Vacati

Profile Settings |

>/ Acting as other user @
System Settings
Which time zone are you i

clock? When does your w @ Act on benalf of another user

Contact Information
How can we contact you &
Setup Travel Assistant|

‘You can allow other peopl
and enter expenszes for yo

Search by name or D

Travel Profile Options Cance?

Carrier, Hotel, Rental Car

Expense Delegates
Delegates are employees who are allowed fo 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 or Print.

Change Password
Change your password.

Gricelda Leticia Saavedra Alvarez

Sign Out

O Act as user in assigned group (Proxy)
() Book travel for any user (Self-assign)

Profile = a

Q]

4. Enter the email address for the link to download the app on a mobile device and lick
“Send Link”. Confirmation of sent email will display.

DO

Emai

WNLOAD THE APP

| a link to download the app on a mobile device

| gricelda saavedra@utrgv edu

nt

@ Email sent. Please check your email on your mobile device
and follow the instructions on how to install and login to SAP

Concur Mabile App.

14| Page



5. Open the email address in your device and download the app. Option will be provided
for App Store or Google Play. Download SAP Concur App.

¢ Back
7:45 wl T
SAP Concur
¢ - O W = Travel and expense solutions
[l
Your Concur Mobile easy setup ) (i)
noreply@concursolutions.... 743 AM
To You 4.8 4+ #50
o vk e ok rairs Cld L
Ext | Mail
e What's New Version History
This emal crignated cutside of Tre University of Texs Rio Grande Version 91000 5d ago

sy,

Plasss axerriss cauliom when cloing on nks or opening

HEW FEATURES
- Available expensas are automatically matched

ptachrnaety. with expenses in a repart when the report more
SAP Concur Preview
B Your trips, expenses, Search through
L e R approvals, and requests are global travel nety
just a click away

M 5 the ik pou requested tn downioad T BAP Concw motik apD

2 & 2

Today

axt: Sgn in

6. Open the SAP Concur Mobile App and tap “Sign In”

SAP Concur

Sign In

SAP Concur
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7. Enter your UTRGV email address click “Next” and tap in “Sign in with UTRio Grande
Valley SSO

Dane @ concursolutions.com  «A Done & concursolutions.com =4 O
SAP Concur SAP Concur
Sign I Sign Ir
<
Username, verified emal address, or 550 code gricelda. saavedralulrgv.edu

gricelda.saavedra@utrgy.edu

W Remember m

Forgot ussrname?

Sign in with UT Rio Grande Valley 550

Sign in with your password

M ® < E ®

8. Re-enter your email address, click “Next” and Enter your UTRGV password
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UTRGV UIRGV

Sign in i gricelda.saavedra@utragy.edu
Enter password

Please use your email address to sign-in

Password
“ Forgol my passwond

By pressing the Sign In button, you agree
to:

Can’t aCcess your account?

By pressing the Sign In button, you agree

Use the system and data only for official .
o:

umiversity transactions. Mever share your

PeIBwOnR] Of CCRe. Use the system and data only for official

Unauthorized use of this site is prohibited university transacticns. Never share your

and may subject you to civil and criminal password of access.

prosecution. Usage may be subject to

securily testing and manitering. Unauthorized use of this site is prohibited
and may subject you to eivil and criminal

IT Support Center prosecution. Usage may be subject to

security testing and monitoring.

©,  Sign-in options IT Support Center

9. View your Concur App home page, note the different tabs and options for Trips,
Expenses, Expense Reports, Approvals, requests, and update receipts

Experses
Expanse Asports
B iy

Approals

3 Reguests
M anisps @
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6. iTravel+ Booking to Request Process

Travel Process Overview
The process for travel to request where a booking, for airfare, hotel, or car rental is required by

the traveler is as follows. This process applies for both domestic travel as well as international
travel.

Travel Process overview (with Travel reservations)

Once the travel
request is
Once submitted, approved
the Request will be notification will be
routed for passive sent to the Travel

Once you
complete your Add required

reservation, the - e
system will Enter line items for :
i - the additional Itinerary
automatically

Log in to iTravel+*
and make your
airfare, car rental
and hotel
reservations

expenses including Conference Agenda
Request for the those okUt’Of’ Dean of Students

expenses you [POEEE Approval?
booked (airfare, 10C Approval®
car rental, hotel)

approvals Agency to issue
(supervisor, Dean airfare ticket and
of Students, 10C) confirm car rental
and hotel
reservations

generate a

Travel reservations are not confirmed until the travel request is submitted by the delegate and
approved by the cost center manager. Travel Requests must be approved prior to the trip start
date.

1iTravel+ How to Access iTravel+
2 Dean of Students Approval Forms
3 International Oversight Committee Approval Forms

Travel Request

e Integrated to the booking module

e Must be approved in order to secure airfare, car rental and hotel reservations that were
made in iTravel+
Required for all trips prior to first day of travel
Must include detailed information regarding the trip and the benefit to university
Must include all expected expenses (University paid and out-of-pocket)
Travel Requests do not encumber funds
Travel Requests should not be processed for inter-valley/ inter-campus mileage
reimbursements
e Travel Request Payment Types and suppliers

o University Paid: Citibank

o QOut-of-Pocket: Payable to traveler based on the selected iTravel+ profile
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Air, Car, and Hotel Reservations

SAP Concur
TRIP SEARCH

»0
CRD - Chvcage OMare it Arpert - Chvcage. &
Cesnt )
Teaaeae2 | swwan v | 900 am v [+ .e
[N
100040022 | sepan v B vi2 v Wt
8 Pt wp Omopoff cor o oot
& e » v
Sowr -yt
arpent sz
Company

& Betermnce Powt | Do
Locamon Coce

Retwence Poet | g Cooe
g St of Loy, I or Mmsancrm VA
pe—

e e e ]

Select Traveler’s Profile

1. Indicate your departure and destination airport

locations

2. Select the departure
3. Indicate if you would
4. Indicate if you would

Click “Search”

Verify Your Reservation Selections

RESERVATIONS
Monday, February 28, 2022
l e Flight  McAllen/Mission, TX (MFE) to Houston, TX

United 1787
Operated by United

Ammival: 08:27 AM
Poustor Gerge Dush Fbesccrtmertsl Arpat (4K
T €

ot o s St
100 27 s yover 88 Housion Gecrpe Bush MOerTONSmental Arport (1AM
Flight

Unitec 0803
Opacated by United

Houston, TX (IAH) to Chicago, IL (ORD)

Amival: 12:40 PM

Chcags Ovare ik Arpart (CRD

é Enterprise Car Rental at: Chicago US (ORD)
Pick-up at Chicago US (ORD)

Pick Up: 12:40 PM von #e0 20

Petp i Chicage US (OF

Confirmation: 1083393280COUNT.
Suna Contumes

Frequant Gusst Number QIOORI

Rate Cose 23CUC

Return: 03:39 PM 5 v ¢

Retuening 4o Cracag0 US (OR

Adaions! Detats

Rate 553 00 USO daty rate. snimted rales. 353 00 USO e cady rase. umbemited mwies. 312 54 USO exva houry 11
Total Rate: 5345 52 USO Corporate Oncount LTS5

Rental Ostatn
Ietarreciate | Car | Auksenaic ¥ ararmancn | Ax conclionny

Residence Inn Chicago O'Hare

7101 Chastuse St
R Mnow, 60018

Checking in: Mon Feb 28 Confirmation 95382334
1 pe

Room 1.0ays & Guests Suen Contimes

Freauent Cuest asmter 12716303
Checking Out: Fri Mar & s
[——

Oaty Rate $124 00 USO Yot e $504 00 USO

Rocen Detats
Room Descrpton AoenDescrotonCoseRMOCH0
Specal lamictons Noramstmg Eatchche f oampdom Tegoor

Cancetanen Pobcy

Cancetaben Fees may aophy
Munt Cancel 2 Oup'S) Prioe T2 At

o AGd 1o your Itmerary

and return dates and times
like to pick up a car rental
like to reserve a hotel room

5. If you do not need an airfare reservation, click on
) the Car rental or Hotel icons as needed

|| 6 Flight  Chicago, IL (ORD) to Houston, TX (IAH)

Unzed 2658
Operated by Unitnd

Confirmason: ALBSTO
ROy

Oeparture: 0339 PM

Chcage v it Auprt (ORD satemes

Cuaton 3 houn
Narare
Arrrval: 06:39 PM

oA Gacmgn Buah rbar cntnarta: Ampat (UM
-y

A5sasnal Detnss
Arat Bosng 737 MAX Y
CTam

Cotance 105 mins

Catm ECONOMY (5 e Vot ot Cont
L] 11 40 yonwe o MU GRargR Bush intercortrmatsl Aot (LK)
Flight  Houston, TX (IAH) to McAllen/Mission, TX (MFE)
Unied 1274
Comated by Uit
ODeparture: 08:13 PM Confirmation: ALBCTO

st Gmge Bush e ontnerts Ampot AN, S Combrmed
Teemest C

Curston 1ot 15 mndes

ey

Arrival: 09:34 PM

Meaten\ancn Amart WPE

Assesnal Detnts
Arat Boeng 737900
[

Catn ECONOMY (5)

Cotance 396 mies

Ves te Mo Sarvee

Add to your lunerary
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Travel Request for Booked Reservations

Once the reservations are made, the system will automatically generate a Travel
Request for the reserved expenses

A Awas 1 v
Chicago, IL 02/28-03/04 $1,551.04 8

Not Submitied | Request ID: 33YD

Request Details v  PrintShare v Altachmants v

EXPECTED EXPENSES
Alerts 7| Expense type T) Details 1) Date = AmountT]  Requested T}
Air Ticket McAllen (MFE) - Chicago (CHI) : Round Trip 02/28/2022 $580.72 $580.72
Car Rental Chicago, lllinois - Chicago, llinois 02/28/2022 $365.52 $365 52
Hotel Reservation Chicago, lllinois 02/28/2022 $604 80 $604 80

Estimated Total: $1,661.04

To complete or modify your Request Header:
A. Click on the report name OR
B. Click the “Request Details” drop down menu and select “Edit Request Header”

Chicago, IL 02/28-03/04 $1,551.04 8 ) SPI ... c
Not Submitted | Request ID: 33YD
Request Detals v Print/Share v Attachments v
Request PENSES
B
Request Timelne
Audk Trall Expense type T) Details T} Date ¥ AmountT] Requested T)
Air Ticket McAllen (MFE) - Chicago (CHI) : Round Trip 02/28/2022  $580.72 $580.72
-] Car Rental Chicago, Ilinoss - Chicago, lllinots 02/28/2022 $365 52 $365.52
=] Hotel Reservation Chicago, Ilinois 02/28/2022 $604 80 $604.80

Estimated Total: $1,5561.04
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Edit the Request Header

-@=m | Complete all required fields:

:‘.. ,’:_;: : ._,,’: ‘ ..;- T — ° Travel Type
[ | e Trip Type
b B ) ° Destination
o B o ° Travel advisory warning level
5 == a (for foreign travel only)
° Trip Start Date

° Trip End Date

° Dean of Students and International
— - i Oversight Committee confirmation # (when
P r— - applicable)
= ° Business Purpose
B ° Benefit to University
° Personal Travel selection

. Speedtype
e Trip Justification

Copy Over Changes from Request Header

When a change is made at the header level, apply changes to the request line by
selecting “Copy”

Confirm

Q At the request level, you changed the values in the following
fields

« Does this trip include personal Travel?

You can copy the new values into these same fields in all
expenses and allocations in this request. or you can save the
new values only at the request-level fields - leaving the other
fields unchanged
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Complete Required Information for Existing Expense Lines
To complete the required information for lines created from the reservation click on the

first line item

Om=m

Note that information for your airfare, car rental, and hotel, is generated based on your
booking selections
1. Confirm Reservation details
2. Add expense comments as needed
3. Select payment type for the line item
= University Paid
=  Qut-Of-Pocket
4. Move to the next expense to complete step 1- 3
5. Once you complete all your changes click “Save”
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Add remaining expenses

1. Click “Add” to add another expense/line to the travel request

Chicago, IL 02/28-03/04 $1,551.04 8 S - |
Not Submitied | Request .
EXP&DEXPES\SES e
Ales 1) Expense type 1) Owtats 1} [ A LYy —
ant McAsen (MF pos s $58
v ) he m) s E &
Rese X $604 64
Estimated Total: §1.551.04

2. Search or select the expense type

Enter Details for Selected Expense Type

New Expense: Incidentals $50.00 n

Type of Incidental * Justification *

Luggage v Luggage charges to and from Chicago

Travel Start Date * Travel End Date *

1]

02/28/2022 = 03/04/2022
Request Payment Type * Amount * Currency *
v 50.00 US, Dollar v

Out-of-Pocket

Comment

$25 each way on United Airlines

Use the justification and comments fields to include expense details, click “Save”

Expense line for meals
The U.S General Services Administration (GSA) meal rates are integrated to iTravel+ Request.

Meal allowable amount is based on Travel Start Date, Travel End Date, and Destination City.
Destination city must be modified to meet the conference/meeting location.

1. Enter expense “Comment”

2. Click “Save”

New Expense: Meals $0.00 ance

Travel Start Date Travel End Date

02/28/2022 03/04/2022
Destination City Amount wil calcudate whan you save Currency
US v | Chicago, Illinoss US. Dollar
Commeny

Request Payment Type

Out.of-Pocket Meals for trnip

ox=m -
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Note that the system automatically generated the meal allowable rate.

Chicago, IL 02/28-03/04 $2,236.54 8
Not Submitted | Request ID: 33YD
Request Detals v Prict’Share v Astachments @ v
EXPECTED EXPENSES
I
Alerts T, Expense type 7| Details 1) Date = Amountf] Requested 1)
Air Ticket McAllen (MFE) - Chicago (CHI) : Round Trip 02/28/2022 $580.72 $580.72
[~] Car Rental Chicago, Ilinois - Chicago, Ilinois 02/28/2022 $365 52 $365 52
= Hotel Reservation Chicago, Ilinois 022872022  $604 80 $604 80
-] Incidentals Luggage charges to and from Chicago 02/28/2022 $50.00 $50.00
-] Meals Chicago, Ilinois 022872022  $355.50 $355 50

Request documents may be viewed, attached, and deleted through the “Attachments” drop
down menu

Chicago, IL 02/28-03/04 $2,236.54

Not Submitted | Request ID: 33YD

Request Details v Print/Share v Anachmentso v

EXPECTED EXPENSES [ViowDocuments
m Attach Documents
Delete Documents

) AlertsT| Expense type T Details T|

0 Air Ticket McAllen (MFE) - Chicago (CHI)

Add Attachment:
1. Click the “Attachments” drop down menu
Select “Attach Documents”
3. Browse for the file

N

A Aerts: 1 Document Upload and Attach

Chicago, IL 02/28-03/04 $2,236.54 &

Not Submitted | Request ID: 33YD o

Request Details v Print/Share v Attachments 0 SN et per Sl

EXPECTED EXPENSES e

() AlertsT] Expense typeT| Details 1| “
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Delete Line items from the travel request:
1. Select the line(s) that need to be deleted
2. Click “Delete”
3. Confirm selection by clicking “Delete from Request”

Chicago, IL 02/28-03/04 $2,236.54 8 ory Rt

Not Subentiod | Request 1D 33YD

RequestOvtshs v PrraShars v Atachrars @ v
EXPECTED EXPENSES
EEKE 20 Contn O
5 Awastl  Cxpemsenpet] Detais 14 Owe & Amcuet 1], Requested 1}, Q These Expected £
Ar Ticket McAsen (MFE) - Chicago (CHI) - Round Trip 02282022  $58072 $580 72
@  CorRetal Chicago, Ilinos - Chicago, linoss 82 $HSS2  $:SS2
@ Hotel Reservabon Chicago, o 0282022 $0480 60480
@ Incdentss Luppane charges 1o and fom Chicago a2 $5000 $5000
& Moals Cricago, llinos 02282022  $35550 $355 50
-] Conferonce Regntraton fee 02282022 $200 00 $200 00
I o Incsertass Parking st hotel "Residence ian” by Marmion 0228202 $8000 $80.00

Another way to delete a line from a request is to open the request line item and delete it from
there.

1. Click the “Delete Expense” option

2. Confirm selection by clicking “Delete from Request”

Confirm Delete

Incidentals $80.00 & o

«

02/28/2022 A This expense will be permanently Geleted

Type of Incidental * Justification *

Parking v Parking at hotel "Resider Do Not Delete
Travel Start Date * Travel End Date *

02/28/2022 E 03/04/2022
Request Payment Type * Amount *

University Paid v 80.00
Comment
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Review expenses added to the Travel Request:

Once you have added all expenses to the request, including University paid and out-of-
pocket expenses, the estimated cost of the trip will be calculated:

: —_
EXPECTED EXPENSES
Aerts 7] Expensetype 1) Detais 1) Oate Amount 1L Reguessed 1)

=] ) s

= < &

=] s

® $ $

=

=

Estimated Total: $2,236.64

View Request Timeline

Travel Request workflow view will display all approvals related to the request; including Dean of
Students for student travel and International Oversight Committee for Foreign employee trips.
Note that the approval on the request are “Passive Approvals”

To view the travel request timeline:
1. Click “Request Details”
2. Select the “Request Timeline” option
3. View “Request Timeline”

Request Timeline

P Approval Flow (E&D) 9 Request Summary

PENSES

O Supervisor Approval
Rangel, Maggie D EXPENSE COMMENT  Car Re
Saavedra Alvarez, Gricelda 02/1
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Review Request Alerts
1. Error messages must be reviewed and completed prior to submitting the request —
o = marked as An action must be taken on error messages in order to submit the
request
2. Warning messages will not prevent for the request to be submitted — marked &

L L O

>

Alerts: 2

REQUEST

@ Missing required fleld: Does this trip include personal Travel?. View

A\ REMINDER: Please Include all estimated travel expenses for this trip request (1.e. meals, parking, etc.). These Include University Paid and Out-of-Pocket payment types. View

Chicago, IL 02/28-03/04 $2,236.54 #

Not Submitted | Request ID: 33YD

as

Submit a travel request
Once all lines and attachments have been added to the travel | request, click “Submit Request”

EXPECTED EXPENSES

Men ) Expesseype 1) [ [ Aot 1] Beguasied 1 '

Estimated Total $2.234 64
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Confirmation and Acknowledgement:

Request to Travel Electronic Agreement

By clicking on the ‘Accept & Submil’ button. | certify that

This is a true and accurate estimation of expenses that will be incurred to accomplish official business for the University of
Texas Rio Grande Valley. The travel will be completed by the lowest reasonable cost method and | will comply with all
University of Texas Rio Grande Valley Travel policies.

Cancel Accept & Continue

Read and certify the travel request acknowledgment
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7. Travel Process Overview (Without Travel Reservations

This is where the host agency is paying for all associated fees and/or the university has no expense
associated with the travel) This process applies for both domestic travel as well as international travel.
Please follow applicable steps 6 a - g above.

Add required

attachments: Once submitted, the

Itinerary Request will be
routed for passive
approvals
Dean of Students (supervisor, Dean of
Approval Students, 10C)

10C Approval

Enter line items for
Log in to iTravel+ and all expected

create a new travel expenses for the trip
request including those out-
of-pocket

Conference Agenda

Travel Request must be approved prior to the trip start date.
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8. Recall the Travel Request

Manage Requests Process Requests

v

A Alens 1
Chicago, IL 02/28-03/04 $2,236.54 [ orcions + | ect |
| Y
Pending Supervisor Approval | Request ID: 33YD
Copy Request
Request Details v Print/Share v Anachmentso v
EXPECTED EXPENSES
Alerts T|  Expense type T Details T) Date = AmountT] Requested 1]
Air Ticket McAllen (MFE) - Chicago (CHI) : Round Trip 02/28/2022 $580.72 $580.72
-] Car Rental Chicago, lllinois - Chicago, lllinois 02/28/2022  $365.52 $365.52

If changes are needed to the Travel Request, you may use the recall option and take
appropriate action.
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9. Requests and Expense Reports Approvals — Desktop

Once you log in to the iTravel+, tap on the “Approvals Tab”. Note that you will show the number Travel
Requests and Expense Reports pending your approval. Click on the corresponding tab you would like to
review and approve.

SAP Concur Requests Travel Expense Approvals App Center e
roile ¥

Approvals Home Requests Reports

Approvals

00 02

Requests Expense
Reports

Request Approvals
1. Select the "Requests" tab
2. Click on the request to review

Administration~ | Help~
SAP Concur Requests Travel Expense Approvals Reporting v App Center .
Profile ~
L
Approvals Home Requests Reports <
Trips Reguests Expense
Reports
Requests
Request Type Request Name Request ID Employee Request Dates Date Submitted Total
Travel 33y TrainerThree, Test 05/19/2022 05/10/2022 $247.50
052112022
__

1. Click at the "Request Header" to review the header information

2. Click on the line item to review the specific expense

3. Review Attachments

4. More Actions
Attending the Concur Conference $247.507
& TrainerThree Test | Pending Supervisor Approval | Request ID: 33YJ | A Required approval date: 05/11/2022 9:55 PM &

Request Details v Print/Share v Attachments ™

EXPECTED EXPENSES

Expense type T|, Details T, Date = AmountT| RequestedT| Approved T|
Incidentals Fuel for car rental » 05/19/2022 $50.00 $50.00 $50.00
Meals O'Hare Intl (Airport - ORD), Chicago, lllinois 05/19/2022 $197.50 $197.50 $197.50

5. Take action the request by selecting of the following options:

Approve & Forward

Send Back to Employee
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Expense Report Approvals

1.
2. Click on the Exp

Select the "Expense Reports" tab

ense Report to review

Approvals Home  Requests  Reports

Approvals

00

Requests

02
Boense

Reports

Expense Reports

Report Name

Report
Employee Date
[ osi17iz022
- professons! boares sxam sxpance rembusEmant U Femende

[ ——

ve use of Digtal Vs n college compasiton

2022

Amount Due Employee ~Requested Amount
5125000 $125000

$1.00000 $1.00000

3. Click on the Expense to review details

Psych_Grabner PGY4_Boards ReImD sumw e

Summay  Demize  Respse  Pint/E

S T

oate Amount | Exception
ouszz  s125000 A e
Date Expense Type

i Teaiing
Soard of Psyoniat

Al 1. 2022, 2 rave a0 business expanses suomited forrambursEmen sfar 60 63y from the

s € (Slmmary

Amount|
$125000

Approved

$125000

ansasion sate il be

picabie federal and statetax witnaiing. and IRS reporing requrements

Amount Dus Company

5000

x

‘Amount Dus Employee

5125000

4. Verify Expense Details and Ensure itemized receipt is attached

Psych_Grabner PGY4_Bo

Receipts +  Print/Email +

ards ReIMD isae rersree

e socio v | oo | ropnes s

- -
5. Click on “Allocate”
: =
Ex ew ' € | Expanse | Recsiptimage
rerican Board of Psychiatry and No Entered By Ivette Torres: s 22 5750 for a total of up to 51,250 to be used for board exam reimbursement. This applies only Dr. Grabner has full this max
ents. Training UTRGV Student Reimbursement (N ional development that will n Board of Psychiatry and N Haringen, Texas
$1,250.00 $1,250.00
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6. Funding source will display under “Speedtype”

Allocations for Report: Psych_Grabner PGY4_Boards Reimb

O Percentage

[ 100

71 Speadtype

(24000027} HH

Code

24000027

7. Click “X” to close window

Allocations for Report Psych_Grabner PGY4_Boards Reimb

Persentage

Tola$1,25000 Alocated $1,250.00 (100%)  Remaining $0.00 (0%)

8. After reviewing expense report, take action by clicking “Send Back to User” or “Approve”

SAP Concur [¢]

Requests  Travel

Expense | Approvals App Center

Approvals Home  Requests

ey ST S T
.

and RS reporing requirement.

Reparts
Psych_Grabner PGY4_Boards ReIMDb wae. ransree
I
coetora T ovsiZ 5125000 ) et o 1. 202 vl -
e« B | Rasapimeze
e sty an e "
seeemat
winholcing, anG IRS reporting requrements. Sduestions) Training o122 UTRGV Stusent Rembursement (N
e f— —
e
1,250.00

Senstitto Unversty

Professionsl cevloment tnstwil =

of up 10°$1.250 fo be used for board exam reimbursement. This applies only for graduating residents. Dr. Grabner has-full balance avallable fo cover this max

Eiar Vencor Name
American Board of Payeniatry and N

e

ity of Purchase Payment Type
Haringen Texas
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10. Requests and Expense Reports Approvals — Mobile App
Once you log in to the Concur mobile App, tap on the “Approvals Tab”. Note that you will show the
number Travel Requests and Expense Reports pending your review and approval.

SAP Concur = Approvals

REPORT APPROVALS

Jerry Escobedo $28.52
Apriz

Procurement Quarterly Meeting

Trips

Expenses
Expense Reports

0 Approvals

Requests

Report Approval Report Approval
A Warning: Travel Policy Violation. A w - -
Expense Reports not linked to approved Ex
Travel Requests are a violation to the T Approver Electronic
UTRGV Travel Policy (ADM 10-602). Prior (03] pp
to submitting this report, enter a e Agreement
justification under the report header jus w the o q
comments. If you have an approved Travel co o “‘Sﬂfglz“ﬁmﬁ,:msi?gﬁm'“" el
Request, make sure you link it to this Re
expense report prior to submitting it for Qi Dy clicking ‘Accept. I certfy that tha expense
- report and its accompanying receipts have been
approval @D reviewed and are in compliance with UTRGY
poliey.
Procurement Quarterly Meeti... $28 52 Proct 52
Apr 12, 2022 approval amount Apr 12, amount
Submitted by Jerry Escobedo Submit
Report total: $28.52 Report
Cancel Approve
Details Expenses Receipts Details Expenses Receipts.
Personal Car Mileage $28.52
Mar 7, 2022

123 space return
.
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11. How to upload receipts with the iTravel+ (Concur) mobile App

1. Open the Concur (iTravel+) mobile app, tap the “Receipt” icon and capture the receipt

Tripa

Experses
Expanse Aeports

Approvals

Reguests
[T

Note that System will analyze the receipt to make more information available for the expense
type and prompt you to verify the amount of the receipt.

Expenses

Analyzing receipt...

4

Average processing lime <1 min

Receipt

Receipt

Receipt

‘What is the amount on this receipt ?

19.90

ncorrect
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Amaunt

$19.90.

Aleohol Bev for Resale

Feb O

Expunsa Typs
| il
Siempre Natural - Edinburg, Texas Aiohatidey for Reshle

Diatw

February 8, 2022

ORFTIONAL

Wendaor

Siempre Natural

Lacation

Edinburg, Texas

Amaount

$19.90.

Expanse Type

Oiticial Docasson

Date

February 8, 2022

ORFTIONAL

Siempre Natural

Lacaticn

Edinburg, Texas
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12. Travel Expense Reports
1. Select the Request for the expenses that will be reimbursed.

SAP Concur Requests

Manage Requests

2. Confirm the travel request details and request ID and select Create Expense Report

Cutmaned Totat §773.99

3. View the Alerts Message to review the Report Header.

0 Aens 1

REPORT l

o The repon Deader 5 msSsng data n IS réQured 58i0s) ACohol Beverage purchases (s pant of e Dusness epense méal Ve

4. Complete the alcohol purchases section of the request and select “Save”.

@ Alcohol Beverage purchases (as part of the business expense meal *

None Selected v
Ths feid i3 mang reguired nicrmaton

None Selected

No

O

Yes
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5. Select Travel Allowance dropdown to select Manage Travel Allowance. The travel

allowance is used to calculate GSA rates.

Manage Expenses View Transactions

JS-Feb18 $0.00 @

Not Submitted

Report Detalls v PrinUShare v Manage Receipts v

REQUEST

6. Click on Create New ltinerary.

Travel Allowances For Report JS-Feb18

Cash Advances

!

Travel Allowance v

Manage Travel Allowance ]

o»l.) 20N 1NN

1 L9210 Now trarary

3 Expenses &

7. Enter the departure city and arrival dates for first day of travel and Save

8. Enter the departure city arrival dates for the last day of travel and Save

o
I

Departure City

Date e
I & |
Arrival Cry

Date Time

9. Review and select the two line items then select Next.

v

Departure City » Arrival City

McAlien, Texas

0271972022 08:00 AM
v Dallas. Taxas

A1 9007 1200 Pur
022172022 1200 PV

Arrival Rate Location

DALLAS COUNTY, US-TX US
HIDALGO COUNTY, US-TX US

10. Review the details of the new line items under Available Itineraries and select Next.

Travel Allowances For Report. JS-Feb18

o-‘-.s e ineranes
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11. Identify what meals were a provided during travel. The system will update the
allowance as per the departure and arrival times. When complete select Create
Expenses.

Exclude | AN Breakfast Provided Lunch Provided Dinner Provided

12. The details will be listed on Expense Report by date and Expense Type (meals.)

Add Expense
Alerts Tl ReceiptTl Payment Type Tl Expense Type Tl Vendor Details T, Date

Out of Pocket Meals Datasz. Texas 0272172022

Out of Pocket Meals Dalas, Texas 02/20/2022

13. Click on Add Expense to include Incidentals
14. Select Incidentals to include out of pocket travel fees.
e Include any information with a red asterisk as they are required fields.

Requested T,

$51.75

$53.00

$104.75

e The payment Business Purpose and Benefit to University are copied over from

the travel request.
e Keep the Payment Type set to Out of Pocket.
e The amount can be modified.
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15. Attach receipts by clicking on the image to the right.

[

Attach Receipt Image

16. When complete, click on Save Expense or to continue with additional out of pocket

expenses, click on Save and Add Another.

Save Expense Save and Add Another

17. The expense report will list line items by date and total the amount that will be

reimbursed to the employee.

REQUEST

Approved

$773.50
Alerts T,  ReceiptTi Payment Type Tl Expense Type T, Vendor Detalls T}
Out of Pocket Meats Datas, Texss
Out of Pocket Meals Dalas. Taxas
Out of Pocket Incidentals JTEDS

McAlen, Texss

Submit report.

Submit Repaort

Date =

0272172022

027202022

02/19/2022

Requested T}

§51.75

$53.00

$20.00

—  $124.15
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18. Click on Accept & Continue on the User Electronic Agreement

User Electronic Agreement X

SAP Concur Requests Expense Approvals Reparing ~

Manage Expenses View Transactions Cash Advances Process Reports

Manage Expenses

REPORT LIBRARY View

s —taa LA _

Status is submitted and includes the
current workflow step.

Pending Cost Center/Project'Grant
Approval

19. New travel expense is located on the Expenses tab > Manage Expenses
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13. Business Expense Reimbursement Report
1. Select the Expense Tab

SAP Concur Requests  Expense

2. Select Create New Report title.

Poicy

*Travel v

“Travel

*Credt Card Reconcilkiation
' "‘Business Expense RembDUrsemen!  «em— ‘

3. From the Policy dropdown menu, select Business Expense Reimbursement

4. Populate all required fields marked by red asterisks
5. Select “Create Report”

Create New Report x
eate F o0
* Required heid
Policy Repent Tota
*Business Expense Reimbursement v
Report Name * Business Purpose * Benett 1o Universiy *
L. MARES-BUSINESS DINNER ss/Entertainment Expense v 1-Related to Employee and Student recruitment requ v

Speectype * Acohol Baverage purchases (3s part of e business expense meal * JSSUECAtON
Y v | (21000059) Procurement No v Business dinner on 2/1/2022-prospective empioyees
ra
Comment

additonal details or clarfication of business purpose. |
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6. Add Expense

Manage Expenses View Transactions Cash Advances

L. MARES-BUSINESS DINNER $0.00

Not Submitted

Report Detalls v PrinUShare v Manage Receipts v

Add Expense

7. Select expense type

Add Expense

0 +

Available Expenses Create New Expense

‘ Search for an expense type

~ Recently Used
Books & Ref Material
Official Occasion
Consumable Non-Office Supplies
Administrative Expense
~ 04, Operating Expenses

Administrative Expense

Concur will list your most recently used options or you can locate expenses by using the

search bar or scrolling
8. Populate required fields marked by red asterisk
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9. Attach receipt

* Required feld

< 0B
Detaity
o S @
Experae Type *
Oficial Occa

Transacton Date * Busness Pugose *

2 2 = Business Erertanment Expense
Bareft 1o Untversty * Erter Vercdor Nave

N5 expense will Suppont 10 Meet v Vagquercs

City of Purchase

v | McAlen Texas
Paymeet Type *

ut of v
Amcurt Currency

US. Dol

Antc ason

PIOIPICTve empioyes

reve

Note: *if this: is a SPECIAL OCCASION expense type, ple

»
~ ‘
-
, 52
w v i
v,

RECEWT INAGE g

the steps on the next page. If this is not a special occasion, select “Save Expense”.

9a. Click on Attendees to add persons.

9b. Click Add

Attendees

Official Occasion $100.00

©

ase add everyone in attendance using

Note: Adding attendees to a special occasion is a requirement. Attendees can be employees or

nonemployees.
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9c. Click on Attendees to select current employee or non-university employee.

Add Attendees

9
D ) &
Recent Attendees Attendees Attendee Groups

Attendee Type Attendee Name

Faculty/Staff v Search by first or last name

Facuity/Staff

Guest Close

Prospective Employee

Employees can be searched on the “Attendee Name” field and selected.

@& Attendee added: Linda Mares

Once chosen, the system will confirm he/she has been added.

l Prospective Employee o I Search by first or last name 1

More Search Opbons Can't find an attendee? Create New Altendee

To include non-university employees, click on “Create a New Attendee”

Choose the Attendee Type, first and last name and title, then select Create Attendee.

* Required field

Attendee Type * Last Name *
Prospective Employee v Doe
First Name *
John

Altendee Title *

(o )

Cancel Create Attendee

Choose the Attendee Type, first and last name and title, then select “Create Attendee”.
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9d. Review the final attendee list and select “Save”.

Attendees

Official Occasion

$100.00

Attendees: 3

Attendee Name =

Areliano, Salvador

Doe, John

Mares, Linda A

Attendee Title T,

Institution/Company T, Attendee Type T} Attendee Count T} Amount T}
Faculty/Staff 1 §3333
Prospective Empioyee 1 $3334
Faculty/Staft 1 $3333

9e. Expense details listed.

Official Occasion $1
Detaity Nemzatoos
& Anendess (3 @ Alocate
Experne Typm

Oficial Occasion

Transachon Oute *
02012022

Bereft 1 Universty *

This expense will support 10 meet

Payract Type *
Out of Pocket

PIOSPOCHVS amployee Ginmer

Comment

addnonal detalds

Click on “Save Expense”
10. Business expense report has been created

00
V.U

o) |

Conce “

Buswess Puocse *

BusinessEnterainment Exponse v
Erter Viencor Narre

Vaqueros
Cay of Purchase

¥ v | McAllen, Texas

Cuneecy *
US, Dollar v

Manage Expenses

View Transactions

Cash Advances

L. MARES-BUSINESS DINNER $100.00

Not Submitted
Report Details v Print'Share v Manage Recaipts v
Alerts Tl  Receipt?l Payment Type 1)
2 Out of Pocket

ﬁ Copy Report Submit Report
Expense Type 1) Vendor Details 1) Date & Requested T,
T Neguens 02012022 $100.00
Arendees (3 McAlen, Teas
$100.00
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Click on “Submit Report”

11. Click on Accept & Continue of the User Electronic

User Electronic Agreement X
By cicking on e ‘Accept § Submi’ buicn, | certidy that
1 Ths is 2 fue and accurate accounting of expenses incumed 10 accomplish ofical business for UTRGY and here are
no expenses ciamed s rembursabie which relate 10 personal or unaliowadbie expenses
2 Al required recept images have been afached 1o this report
3. 1have not receved. nor will | receve, resmbursement fom any ofher source(s) for the expenses clamed
4 In Be event of overpayment or f payment s received from ancther source for any porfion of the expenses camed |
sume responsdilty for repying UTRGV in &l for hose expenses
Cancel Accept & Continne
12. Concur will verify once again the amount due to the employee
Report Totals l * |
Company Pays Employee Pays
$100 00 sO 00
VUV VUV V.UV

Erpicyee Campany

Amourt Toty Dve Emgioyee Owed Company

Requested Amount: Total Pad By Company Total Owed By Employee:

$100.00 $100.00 $0.00

-
13. Concur will provide a report status when complete
L— "
Help ~

SAPConcur [C]  Requess  Expense Acting as Sanchez, Joanna ¥ &‘

Manage Expenses View Transactions Cash Advances

Manage Expenses

REPORT LIBRARY View Actve Reports v

SUBMITTED 02212022 SUBMITTED 02212022 h

JS-Feb18 L. MARES-BUSINESS DINNER Status |S Subm|tted and
$124.75 $100.00 includes the current work

S —— S S — flow step
Approval Approval

N

14. Newly submitted expenses is located on the Expense tab > Manage Expenses
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14.

Credit Card Reconciliation Process Overview

As transactions
take place, the
Card Holder
uploads receipts
through the
iTravel+ Mobile
App 2

Credit Card
Holder and

Expense Delegate
complete their
iTravel+ Profile 1

By the 7t of each
month, all Credit
Card Transactions

will be available

through the Card

Holder’s iTravel+
Profile

iTravel+ Credit Card Reconciliation

The Expense
Delegate will
reconcile Non-
Travel related 3
transactions by
creating a new
“Credit Card
Reconciliation”
Expense Report

Expense Reports
are submitted
and routed for

Cost Center,

Grants,
supervisor and
special approvers
(IT, Assets,
Procurement)

1.

iTravel+ Profile Set up

2. Reference Material: iTravel+ How to Download the Mobile App

1. iTravel+ Upload Receipts through the Mobile App

3. Travel related transactions must be attached to Travel Expense Reports

Select the Credit Card Holder’s Profile

whN e

4.

SAP Concur
NS e ete Gricelda Leticia Saavedra Alvarez
, Profie Sette
Approvals » | Sy
00 01 & Acting a3 other user ©
Roqmsts Exparse # Act o0 baball of ancther use
Repos

At a5 wner in assgred group (Prowy

(2 Je a

Vakdez, Jose A

D
1 User © 8901137059 v

L9930 10 sex s Guagy au S

Expense Reports
B Name rogee

ST p— Swwnorn. Linse Ve

Once logged in to iTravel+ click the “Profile” option
Type the credit card holder’s name

Select the credit card holder’s profile

Click “Start Session”

Note: These steps are not required when the reconciliation is being completed by the credit
card holder

Review Available Transactions

?."11‘4.;'1‘ E xpenses

REPORT LIBRARY Vew  Owe fange v

No Regorts.

At ys Dute Eiange 15 see more separts

[3)

AVAILABLE EXPENSES Ver 4 Expernes v

===

Ruceipt 1, Paymant Type 1} Cxpense ype 14 O Ao 1
HOMEZ SUTES
why Conmatly Biled Cradit Cand Conterercn Regnt aton e 07062021 $192 00
VicAen, Teses
KOKOS UPTOWN CAFE
Universty Conmaty Biled Crost Cand Contesersn Regnts aton e 12002021 w2n
Vhben Tasse
ty Conmaly Biled Cradt Cond Conterence Regrtraton foe PURCH TRAN CERT CC 221201 $50 00
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1. Once you have selected the credit card holder’s profile

2. Click the “Expense Tab”

3. Scroll to the “Available Expenses” section
All expenses listed as “Available Expenses” are transactions that have not been added to an

Expense Report (Travel or Credit Card)

Review Available Receipts

(3

ANLABLE RECEPTS

“Available Receipts” section displays all receipts added by the card holder through the iTravel+
mobile App or also added directly to their profile through the “Upload Receipt Image” option.
1. Once you have selected the credit card holder’s profile

2. Click the “Expense Tab”
3. Scroll to the “Available Receipts” section
Receipts listed are available to be added to Expense Reports (Travel or Credit Card)

Create a new expense report

Mo o

1) Actng os Vibtez Josar ~ &‘

1. Once you have selected the credit card holder’s profile

2. Click the “Expense Tab”
3. Select the “+Create New Report” tile
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Complete the Expense Report Header

(3]
=

1. From the “Policy” drop down menu, select the “Credit Card Reconciliation” option
2. Complete required fields

Report Name
Business Purpose
Benefit to University
Speedtype

Alcohol Purchase
Justification

3. Click “Create Report”

Note:

* The Speedtype, Business Purpose and Benefit to University selections will default to the
line item expenses but user may still modify at the line level with different values than
those indicated at the header

* Use the “Comment” field to include additional information for reconciliation purposes
that will be available to the approvers

Add Credit Card Transactions

SAP Concur Requests  Expense

Help +

Adtling as Valdez, JoseA ~ &‘

Dec 2021 CC Reconciliation $0.00 i

Not Submitted

No Expenses

Add expenses to this report 1o submit for reimbursement

Click the “Add Expense” option
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Select Credit Card Transaction

Add Expense

o .

Availabie Exponses  Croato New Exponse

. TOPGOLF
Usvenly Cotal  Ofcial Occasion  PHARR 050-2 $55259
E0d Crott Cavt bt

KOKOS
UPTOWN CAFE Ry
Meklen, Yoo

Usveney Cortsty  ConerancaRegas
SoeaCnstCos  foo

sty Coraaty TOPGOLF
ined
PRRPSOTI I PHARR 050-3

Usventy Comaty  ConferenceRegit MOME2SUTES . .
CoecCostCot  foo Metden. Yers ;

Dislayed expanses 5. Total §

s

1. Select the “Available Expenses” tab
2. Select the non-travel related expenses
3. Click the “Add To Report” option

Dec 2021 CC Reconciliation $1,102.32 i

Not Submitted

Report Details v Print/Share v Manage Receipts v

oAltrls 1. Receipt?) Payment Type 7} Expense Type T} Vendor Details 7, Date Requested T,
2 University Centrally Biled Credit Card e Official Occasion JOROOLE EXUBR 1502 121022021 $55259
- Oatas Texas
— PTOWN
@ University Centrally Biled Credt Card Conference/Registration fee KOKOS UPTOWN CAFE 121092021 $12223

McAlen, Texas

University Centrally Biled Credit Card Undefined ;?:G?"F KRS 666 120062021 $42750
=

&

$1,102.32

View Added Transaction Lines
1. Note that the selected expenses are now listed as line items on the expense report
2. Click the first expense listed
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Complete Required Information

o

oy H 0

Select / verify the “Expense Type”

Update Business Purpose and Benefit to University (if different than the one indicated at
the header)

Enter the expense justification

Add additional information at the “Comments” section

Attach itemized receipt for the expense

Allocate the expense (if different than the Speedtype indicated at the header)

If Expense Type is “Official Occasion” attendees list is required (this replaces the
Substantiation Form)

.

NousWw

o Alex Valdez 12032021 Am...

-

5MB limit per file

Add Itemized Receipts

1. Click the “Attach Receipt Image” option

A. Select a receipt previously uploaded by the credit card holder OR
B. Click the “Upload Receipt Image” option
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Allocate Expenses

Add Allocation

+ *

New Allocation Favorite Allocations

Spesdtype * Q

Y v | (21000060) HUB Program Office

Once you click on the “Allocate” link; you may add a different Speedtype than the one
indicated at the header

1. You may do it by percent or specific Amount

2. Click “Add”

—. 0 0 - .
o _©

Indicate the “Amount” or “Percent” for each Speedchart

Another allocation (Speedchart) may be entered

Once selected, allocations may be Edited, Removed or Saved as Favorite
Click “Save”

PwnNpE

Add Attendees for Official Occasions Type

Attendees
Ofmcial Occasion $552.59

== o

Click the “Attendees” link
1. Click “Add”
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Use “Recent Attendees” list or
Search for “Attendees” or
Add an “Attendee Group”

vk wnN

Add Attendees

12
=

1. Note that the expense total will be divided into the number of attendees
2. Click “Save” to add attendees to the expense line
3. Note that the number of attendees is listed at the line item

Create Expense ltemizations

Official Occasion $552.59 @

Corporate Card

Iltemzations

Amount emair
$552.59 $552.59 $0.00

Use the “Itemizations” tab to slit expense type by amount

Save Expense Line Changes

Official Occasion $552.59 @
Corporate Card
Details temizations

& Atendees (8) @ A

Once you have selected the attendees, Click “Add to List”

-

Move to the next expense to complete the following credit card transaction and enter:

* Required information
* Allocate Expense

* Add Attendees

* Add Itemizations

When you reach the last expense click “Save Expense”
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Add Attachments at the Expense Report Header

Dec 2021 CC Reconciliation $1,102.32 i

Not Submitted
Report Details v  PrinUShare v Manage Receipts o
Add Expense Manage Attachments e

Documents may also be attached at the header level:
1. Click the “Manage Receipts” drop down menu
2. Select “Manage Attachments”
3. Browse for the file

View, Add and Delete Attachments at the Expense Report Header

Dec 2021 CC Reconciliation $1,102.32 @

Not Submitted

Report Details v PrinUShare v Manage Receipts o

Add Expense Manage Attachments e

1. Click the “Manage Receipts” drop down menu
2. Select “Manage Attachments”
3. Delete attachment
4, Add more to the Attachment
5. Zoom in and zoom out on the document
View Report Totals
Report Totals E]I
Dec 2021 CC Reconciliation $1,102.32) | wr. & L.
$0.00 $1,102.32 $0.00
Not Subrﬁ P E:f,‘.‘f’é::’c..a st
Card)
Report Det Print/Share v Manage Receipts v
Report :qz s o
Report Header
2 fReceipt 1L Payment Type 1L
Report Timeline [ Requested Amount Total Paid By Company: Total Owed By Employes:
(= $110232 $1.102.32 $0.00
Audit Trail H D University Centrally Billed Credit Card
Allocation Summary |
— e =3

1. Click “Report Details” drop down menu
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2. Select “Report Totals”
3. Report Totals is displayed

Dec 2021 CC Reconciliation $1,102.32

Not Su ed

Report Details v PrinuShare v Manage Receipts v

Report

Report Header

Report Totals ReceiptT, Payment Type T Expense Type T,

Report Timeline

Audit Trail p University Centrally Billed Credit Card
Allocation Summary 2

Official Occasion

Attendees (8,

Allocation Summary e

Code 1}

p—— $1.1

Amount

$826.03

- $276.29

View Report Timeline
1. Click “Report Details” drop down menu
Select “Allocation Summary”
3. View “Allocation Summary”

N

Revie Report Alerts

O Aerts: 2

EXPENSE Undefined 12/06/2021 $427.50

@ The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report. View

e A\ You must attach a receipt image to this expense. View

1. Error messages must be reviewed and completed prior to submitting the report —

marked as
[ ]
as

View/Edit the Report Header

Dec 2021 CC Reconciliation $1,102.32 & )

Not Submitted

Report Details v PrintShare v Manage Re

sceipts v
Report

Report Header Q

Report Totals RoGWDt1,  Payment Type T,

Report Timeline

Audit Trail . Official Occasion
University Centrally Billed Credit Card o
Allocation Summary

To view / edit the Report Header:
A. Click on the report name OR

Attendees (8,

Expense Type |

An action must be taken in order to submit the report
2. Warning messages will not prevent for the report to be submitted — marked

A

CopyReport | Submit Report

Vendor Details | Date Requested 1|
S $55259
TOPGOLF PHARR 050-2 12rom02t i
Dalas, Texas
temized

B. Click the “Report Details” drop down menu and select “Report Header”
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Copy Over Changes on Report Header

Update Other Items?

0 You changed the following fields

« Business Purpose

Do you want to also update your expenses, itemizations, and
allocations in this report with the same changes?

Do Not Update Update

When a change is made at the header level, apply changes to the lines by selecting

“Update”

Submit Report

[Dec 2021 CC Reconciliation $1,102.32 | @

SORYiees

Not Submitted
Report Detalls v PrintShare v Manage Receipts v
Alerts 1, Receipt1],  Payment Type 1, Expense Type 1) Vendor Details 1, Date Requested 1}
Official Occasion TOPGOLF PHARR 050-2 > o)
-] University Centrally Billed Credit Card = 121022021 ABocated
Aencees (8 Datas, Texas =5,
-] | . | University Centrally Billed Credit Card Conderence/Registration fee KOK%,:‘:O\ B CATE 12052021 1222
T X
- University Centrally Billed Credit Card Conderence/Registration fee OPGOLF PHARR 0503 120672021 $427 50
Oakas, Texas
$1,102.32
H " H 2
Click “Submit Report
Report Totals .
User Electronic Agreement
By clicking on the ‘Accept & Submit' button, | certify that Company Pays Empioyee Pays
1. This is a true and accurate accounting of expenses incurred 1o accomplish official business for UTRGV and there are = $11023> -
70 expenses claimed as reimbursable which relate 10 personal or unallowable expenses 0.00 1,102.32 0.00
2. ANl required receipt images have been attached 1o this report Cagloyee 2::’;::‘0.- Conpery
3. 1 have not received. nor will | receive, reimbursement from any other source(s) for the expanses claimed Py

4. In the event of overpayment of if payment is received from another source for any porion of the expenses claimed |
assume responsibilty for repaying UTRGV in full for those expenses

@ —
1022
Cancel Accept & Continue

1. Read, Accept & Continue the User Electronic Agreement
2. Submit Report on Report Totals screen

Tors! Paid By Compary

$1.902.32
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Recall Report Changes

[Dec 2021 CC Reconciliation $1,102.32]

Ponding Cost ContorPromctGrant Appeoval o Confirm

Dusis v PrewShare v Manage Rece

Memst, Receiptly Paymest Type?,

Oute Requested
A Are you sure you want 10 recal this repont?
955259
® Aot
® ContaranceRagatratia sn
. o ContarancaRagatrasen tee a7
110232

1. Open the Expense Report and click “Recall Report”
2. Click “Yes” to recall report
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15. Credit Card Reconciliation Timeline

7th of each month

Credit card transactions
Credit card statement is become available under the
generated credit card holder “Available
Expenses” 1

215t of each month:

Expense reports for

5th of each month

credit card transactions
must be approved 2

! nitial email is sent to the credit card holder advising the credit card transactions are
available to be expensed

2 This includes approvals from Cost Center Manager, Grants, Special Approvers (IT,
Procurement Office, Etc.)

Note: Additional email reminders are sent on the following dates to users that have not
completed their reconciliations:

11 of the month Reminder that reconciliation is due on the 215t of the month

21° of the month Reminder that reconciliation is due same day

25™ of the month Reminder that reconciliation is past due, and escalation will take place
30t of the month Reminder that reconciliation is past due, and card may be suspended
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16. Glossary

Expense Delegate: Allows an employee to act on behalf of another user on preparing, print,
view, edit and submit expense reports, this includes Travel, Business Expense Reimbursements

and Credit Card Reconciliation.
Request Delegate: Allows an employee to act on behalf of another user on preparing,

submittng and viewing receipts for Travel Requests.
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17. Contact information
Who should | contact?
e iTravel+ Access and Profile set up
o Employee
o Guest

e Booking Reservations

e Travel Requests

e Business Expense Reimbursements

e Travel Expense Reports
o Reimbursable expenses
o University paid / Card Holder

e Credit Card Reconciliation
Travel Services

travel@utrgv.edu
956-665-2168 / 956-882-3822

ProCard Office
procard@utrgv.edu
956-665-2168 / 956-882-3822

Travel Services Office
Vendor Set up Office

Travel Services Office and Corporate Travel Planners

Travel Services Office
Accounts Payable Department
Accounts Payable Department
ProCard Office

ProCard Office

Accounts Payable Department

accountspayable@utrgv.edu
956-665-2700

Vendor Set-up
vendorreguest@utrgv.edu
956-665-2161
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