
Travel – Process 
Overview



New ways to Contact Us:
https://travel.utah.edu/

Travel Advisor Contact Information
Email: uofutravel@cbtravel.com

Phone: 308-920-4417

mailto:uofutravel@cbtravel.com


New Training
Travel.Utah.edu



Keywords/Concur Modules 

• Request: Created before a trip as a form of registration. Creation is required by policy for 
any University business related trip. Translates and links provided information to an expense 
report. 

• Booking/Travel: Tab used to secure transportation and lodging reservations for a 
travel. 

• Expense Report: Submitted upon the return of a traveler. Used to facilitate 
reimbursement and reconciliation of trip related transactions. 

• Delegate/Arranger: Terms commonly used on campus to describe someone who 
completes travel arrangements on behalf of someone else. Access can be granted via request 
to travel office or by the traveler themselves. 



Workflow

Request – Booking - Expense

Note: Its important to first ensure you are on the correct profile before starting the process. 



Request



Request

Things to Know
• International requests must be registered 3 weeks prior to the start date of 

the trip
• Excepted expense is required for submission this is generally used as a 

placeholder
• If the book with agents option is selected provide flight information either 

on expected expense or comments section
• A majority of the information on a request can be adjusted on the expense 

report. 



Booking

Options
• Book via Concur
• Book with Travel Agents
• Out of Pocket



Expense Reports -

• Report Header -> adjust trip dates, trip type, leave comments
• Report Totals -> shows amounts due employee vs company card
• Report Timeline -> approval flow of the report
• Allocation Summary -> chartfield the expense report is being charged to
• Manage Requests -> add/link an approved request to an expense report
• Audit Trail -> who made changes to the report   

Navigation



Expense Reports



Travel Allowance - (per diem)  



Expense Reports 
Best Practices

• Start your Expense report from an approved Request.
• Create the report as soon as you have an available expense.
• Verify the payment methods of your transactions (out of pocket vs company card).
• Alcoholic beverages may not be purchased using state-appropriated or federal funds, so these charges must be 

deducted and/or allocated correctly.
• If reimbursement is involved ensure the report is being submitted under the correct profile. 
• Ensure all expenses are allocated to the correct chartfield before submitting the report.



Tips & Tricks  

Mobile App
• Best way to upload receipts on the go

Print/Share
• Downloadable detailed summary of expense report
• Receipts included

Delegation
• Profile settings -> Expense Delegates
• View/adjust who you are a delegate for and add delegates to your profile

View:
• Found under request and expense tabs



Thank You!
Further Questions

Melaney McKellar: melaney.mckellar@admin.utah.edu
Miles Stump: miles.stump@admin.utah.edu

mailto:melaney.mckellar@admin.utah.edu
mailto:miles.stump@admin.utah.edu
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