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Hello Summer! Bring on the hot dogs, fruit salad, and iced coffees while you submit an expense report for
recent travel and make plans for the next trip. Below are details on recent changes for the new fiscal year,
training opportunities, dealing with Concur issues and new support resources. Also, if you have travel or
Concur tips that you would like to share, send them to travel@tennessee.edu.

Updates and Reminders.

Fiscal Year-end Travel Submissions

Expense reports for trips ending June 30, 2022, or earlier must be in the ‘approved and in accounting
review’ status by close of business on July 6, 2022 (TOMORROW), to be posted to the fiscal year 2022.
Track your expense report by visiting the report, select the Report Details drop-down menu and click
Audit Trail. The last entry, often made by Concur System indicates the date the report reached the
processing queue and enters the ‘approved and in accounting review’ status.

Mileage Reimbursement Rate Increase Effective July 1, 2022

As of July 1, 2022, the State mileage reimbursement rate will increase from $0.585 per mile to the IRS
standard rate of $0.625 per mile for employees using a personally owned automobile for business
travel per UT FI0705 — Travel policy. Additionally, mileage reimbursement for employees receiving a
vehicle allowance, courtesy car or assigned a university car, as defined in UT FI0705 — Travel policy, will
increase from $0.18 per mile to $0.22 per mile. This change is reflected in Concur and no action is
necessary for travelers. For mileage rate history, see the Finance and Administration Travel page,
under Helpful Information and see the Submitting Mileage Claims article

Upcoming Training and Support

The summer Concur training series is set for the week of July 25 and will offer sessions for approvers,
business managers, delegates, and travelers. Please see the attached flyer for topic dates and times, as
well as the information on the next Open Q&A series that begins in August. Registration opens in
K@TE in early July under the Concur Topics or Concur Open Q&A event. If you have a topic you would
like to learn more about, let us know at travel@tennessee.edu.

Travel Card Training Timeframe

Obtaining a travel or procurement card is a two-step process requiring an approved request submitted
in Concur and successful completion of the appropriate K@TE training within six months of the
approved request. Training taken more than six-months before receiving an approved request is
invalid should be taken again.

o [|f you need to retake the Travel Card or Procurement Card curriculum that you completed
previously in K@TE, click on the “Search Learning Opportunities” icon on the K@TE Home page
and search for the curriculum you completed previously. When you find the curriculum in
question, a message will appear that indicates you have already completed this course. Click on
the “Request” or “Register” button.

o Then, click on the “Request” button again in the pop-up window that appears. You will then click
on the “Open Curriculum” button to start completing the curriculum again.
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LEARN: Training Opportunities

Travel Training and Support Offerings for Summer 2022

Spend the week of July 25 with the UT Travel team meeting Concur for
the first time or building your travel knowledge. Training sessions have
been condensed to a one-hour format, unless noted otherwise, and will
be recorded and posted at Learn More About Concur. NOTE: All sessions
are scheduled for the eastern time zone.

Concur Open Q&A

Join the UT Travel Team on Wednesday’s at 2 pm on the following dates.
August 3, 10, 17, 24, 32 | September 7, 14, 21, 28 | October 5, 12, 19, 26,
November 2, 9, 16, 30 | December 7, 14 (10 person minimum to conduct)

Traveling for the University

Learn more about the University’s travel system, policy related to travel
and the resources available to assist you. 1.5 hours

Monday, July 25 at 9:30 am

What’s New with Concur

Learn about recent changes to the system and planned upgrades for the
future, including the new Request module design.

Monday, July 25 at 2 pm

Travel Card Overview

Open to any individual interested in learning about the University’s Travel
Card Program and how it can reduce the out-of-pocket burden for
employees, guests, and students who travel on behalf of the university.
Monday, July 25 at 3:30 pm

In-state Travel

Travelers or delegates processing expenses for in-state travel will learn
how to claim expenses for day, overnight and mileage only trips,
including when and how to claim a travel allowance.

Tuesday, July 26 at 9:30 am

Out-of-state Travel

Travelers or delegates will learn when and how to submit requests for
out-of-state travel and claim (out-of-pocket and travel card) expenses, as
well as when and how to claim a travel allowance.

Tuesday, July 26 at 11 am

International Travel

Travelers and delegates will learn approaches for preparing for
international travel with your campus office, submitting a request to
travel, and claiming expenses.

Tuesday, July 26 at 2 pm

Conference Travel

Travelers and delegates will learn the details of preparing for conference
travel, including collecting required documentation, requesting approval
and guidance on claiming expenses.

Tuesday, July 26 at 3:30 pm

Updated: 07-05-2022 vi1.l

Registration

Enroll by visiting the Concur
Topics and/or Concur Open
Q&A areas of the K@TE learning
management system. Zoom
details will be provided in the
confirmation email.

Preparation

Have a working knowledge of
the University’s FI0705 —
Travel, FI0531 — Travel Cards
and related policies.

Attending Sessions

Use a headset with microphone
for optimal audio. Cameras are
welcome but not required.
Consider reserving a conference
room and attending with
colleagues to create a focused-
learning environment.

Additional Training
View recorded sessions and
access curriculums.

Stay Connected

Subscribe to the travel listserv
for information on system
changes, travel tips, and more.

HR128 Credit

All sessions, with the exception
of Open Q&A sessions, are
eligible for credit.

Questions

Browse for answers to in the UT
Travel knowledge base,
travelfag.tennessee.edu or ask
travel@tennessee.edu.

LEARN: Training Opportunities | 1 of 2




https://tiny.utk.edu/LearnAboutConcur


https://tennessee.csod.com/samldefault.aspx?returnurl=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253dca241b2d-a9d8-4119-a3de-39ba1c32c188


https://tennessee.csod.com/samldefault.aspx?returnurl=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253dca241b2d-a9d8-4119-a3de-39ba1c32c188


https://tennessee.csod.com/samldefault.aspx?returnurl=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253de7be4cbf-c871-488f-a308-1b6a9c06e940


https://tennessee.csod.com/samldefault.aspx?returnurl=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253de7be4cbf-c871-488f-a308-1b6a9c06e940


https://policy.tennessee.edu/policy/fi0705-travel/


https://policy.tennessee.edu/policy/fi0705-travel/


https://policy.tennessee.edu/policy/fi0531-travel-cards/


https://policy.tennessee.edu/


https://tiny.utk.edu/LearnAboutConcur


https://listserv.utk.edu/cgi-bin/wa?SUBED1=TRAVEL&A=1


https://travelfaq.tennessee.edu/


mailto:travel@tennessee.edu





TRAVEL LEARN: Training Opportunities

Booking Travel with World Travel

Travelers and delegates interested in using the Concur Travel (booking) service provided by World Travel. In this session,
attendees will realize the benefits of using Travel, review the basics of making travel arrangements (airfare, car rental,
lodging), learn best practices and how to troubleshoot common problems.

Wednesday, July 27 at 9:30 am

Approvers and Preview Approvers.

Streamlined course to introduce the Concur travel platform and prepare all levels of approvers, including preview
approvers, with the technical skills to evaluate, approve or return requests to travel, card requests (travel or
procurement), and expense reports.

Wednesday, July 27 at 11 am

Guest Travelers

Intended for individuals tasked with managing travel for guests to the University, including non-employed students and
designated guest travelers. This session will discuss aspects of managing guest travelers and demonstrations will cover
onboarding and managing guests via IRIS in preparation for booking and processing travel in Concur. 1.5 hours
Wednesday, July 27 at 2 pm

Financial Postings for Business Managers.

Overview of changes to financial documents related to Travel in SAP (IRIS) with the implementation of Concur, including
the new SAP-based expense report.

Thursday, July 28 at 9:30 am

Concur Reporting for Managers.

Intended for individuals in a manager role (direct & /or indirect reports) and their delegates, this session will introduce
the Concur reporting platform and review standard report offerings.

Thursday, July 28 at 11 am

Centrally Held Cardholder How-To

Intended for travel cardholders using their assigned card to facilitate travel for others, such as guest travelers. This
session reviews the process for reconciling travel card transactions using the appropriate expense item types, attaching
supporting documentation and resolving alerts.

Thursday, July 28 at 2 pm

Group Travel

Intended for travel entry professionals (delegates) processing travel for student or employee groups. This session will
discuss creating bulk requests, tracking submissions, benefits of a travel card and tips on processing expenses.
Thursday, July 28 at 3:30 pm

Tips from the Processor Team

Interested in learning how to ‘return proof’ your expense report? Want to learn tips on speedy travel reimbursements?
Join members of the UT Processing Team to gain insight on improving your submissions.

Friday, July 29 at 9:30 am

Requesting and Managing Cash Advances

While the UT Travel Card is the University’s recommendation for offsetting out-of-pocket expenses, there are specific
scenarios and campus philosophies that are best met by requesting a cash advance prior to travel. Join this session to
learn about these scenarios, how to request an advance, manage advances for group travel, and how to return an
unused advance.

Friday, July 29 at 11 am
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You have already completed this training.

¢ New K@TE Knowledge Base

Tips.

While visiting the Travel FAQ site, be sure to check out the new K@TE Knowledge Base. This searchable
site includes a comprehensive collection of resources to assist learners that are new to K@TE as well as
active learners reviewing transcripts and searching for new learning opportunities, including LinkedIn
Learning topics. If you manage external course offerings, there is also a section to assist public
clientele, including dedicated materials for IPS and UTIA programs.

New Policy Website

The new policy website launched earlier this month replacing PolicyTech with a fresh design, sharable
pages and accurate search capability. Be sure to update any links to PolicyTech materials as these will
be retired later this summer. The new website will continue to evolve as policies are revised and
redrafted, and is designed to be a “one-stop shop” for obtaining information on University-wide
policies, as well as campus-specific procedures.

Is Concur Down?

As UT Travel Team continues to address Concur platform outages or impaired functionally, we will be
leveraging multiple outlets to keep you, delegates and travelers informed. This includes adding a
Known Issues section to the Company Notes area in Concur that links to the System Status page
pinned at the top of the FAQ articles. This area will list any known issue and the recommended
workaround, if applicable. In case of a complete outage, information is also posted on the UTSA Travel
page and distributed via the UT Travel listserv.
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Close and then reopen the report to see the updated Alert Summary.

o Trip Business Hard Stop Alert When Using Cash Advance Return
Note the intended trip purpose in the Report Header Comments field and update the Trip
Business Purpose to Multi Purpose.

¢ Managing Unsubmitted Travel Card Transactions
All travel card transactions, including reimbursement credits, must be reconciled by submitting an
expense report. Per UT Travel Card policy, these transactions must be submitted within 30-days of the
affiliated trip’s end date. Transactions made in advance of travel, such as airfare and conference
registration, can be submitted prior to the trip occurring or added to an expense report and held for
submission with additional travel expenses. Any travel card transaction listed under the Available
Expenses section that is 30-days past the transaction date will prompt a UT Travel Reminder for
Outstanding Credit Card Transactions. Once past 30-days, the UT Travel Reminder message will
escalate to include the cardholder’s direct manager.

¢ Continuing Finance Travel Page Updates
Revisit the Finance and Administration Travel page to access resources available under the main
Concur, Travel Card and Helpful Information icons. Each icon provides one-click access to how-to
materials for using Concur, managing your travel card and travel reimbursement rates. Visitors will also
find a quick guide to understanding expense report statuses.
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If you have questions about the listserv or need assistance using the Concur platform, please contact the
travel team.

UT Travel Team
University of Tennessee

travel@tennessee.edu

To unsubscribe from the TRAVEL list, click the following link:
http://listserv.utk.edu/cgi-bin/wa?SUBEDI=TRAVEL&A=1
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