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Concur is the university and state college travel application within which employees from
each campus will utilize the same travel tools. All travel requests, expense reports, and
approvals will be processed through Concur.

Concur travel request, expense and approval applications provide a complete travel
program along with Concur travel booking. Assistance for Concur travel booking,
managed by Fox World Travel Inc., can be accessed from the company notes section
within the Concur application.
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Melody Stark NU Travel website
traveloffice@nebraska.edu https://nebraska.edu/travel
melody.stark@nebraska.edu
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Q: What website shows the Per Diem per city?

A:


https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter300p003.html/category/21867/#wp1178855
https://nebraska.edu/offices-policies/concur-help/campus-travel-trainers
https://nebraska.edu/offices-policies/concur-help/campus-travel-trainers
https://nebraska.edu/offices-policies/concur-help/campus-travel-trainers/accounts-payable
https://nebraska.edu/offices-policies/concur-help/campus-travel-trainers/accounts-payable
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University of Nebraska travel needs, finding us the best rates, making emergency travel
changes, etc. Fox World Travel Inc. has 24/7 domestic and international emergency
help lines to get travelers prompt assistance when they find themselves stranded, to
help change tickets, and to address other problematic travel situations that may arise.
They also provide a price match guarantee.

. How was Fox World Travel Inc. selected as the NU travel management company?

Fox World Travel Inc. was selected as the University’s travel provider through a

competitive RFP process. We are currently during a multi-year contract with this travel
management company.

TRAVEL POLICY

Q:
A:

> O

What does the University of Nebraska travel policy entail?

The NU travel policy includes pre-travel requirements; protocols for transportation,
lodging and meals; guidelines for international travel and travel with students; expense
reimbursement; and other key areas related to University travel, many of which are
operationalized through the Concur software.

. What does the Travel Policy do?

The NU travel policy, operationalized through Concur, creates a uniform process — from
travel approval through reimbursement - for faculty and staff traveling on University
business and employees processing related expenses. It also ensures compliance with
federal and state statutes and relevant requirements for international travel.

. What are some ways in which the new NU travel policy differs from other previous

policies on individual campuses?

A Travelers are required to submit their own travel requests and expense reports. A travel

delegate (travel coordinator) may create/save a travel request or expense report;
however, Concur requires the traveler to sign into the application to submit the
document.

Approvers are required to log into Concur to approve travel requests or expenses (this
is no longer able to complete via emaiil).

Travel coordinators are titled "delegates” in Concur and will need to be set up by each
traveler (no longer set up by SAP Security).

TO WHOM DOES THE NU TRAVEL POLICY APPLY?

Q:

A:

Q:

Does the travel policy regarding reimbursements apply to non-employees such as
campus visitors, prospective employees, contractors, speakers, or Nebraska
Medicine/clinical partners?

Yes. All travel expenses processed through the University of payment/reimbursement

should be submitted in accordance with the NU travel policy. Otherwise, expenses
may not be reimbursed.

What if | am traveling on a grant? Do | have to abide by the policy, including the use of
Concur?









CONCUR SOFTWARE
QZ What is Concur? Why is it being deployed?
A: The Concur software is associated with SAP, the software that runs most business

operations on all NU campuses and our statewide operations. The pre-trip Concur
functions have been in place for 10+ years. However, the Concur expense function is
new and is being treated as an upgrade that will facilitate automation (reducing
laborious paperwork) for both business office employees and for travelers.

Until now, the University of Nebraska has had no standard process for submitting travel
expense reports across all NU-related entities. The resulting disparate practices for
report submission and tracking resulted in a people-, paper-, and time-intensive
process that did not fully take advantage of current technologies. The Concur
software system is the dominant market leader in the travel and expense reporting
space with over 400 universities and 40,000 other entities in their customer base. Big Ten
and other higher education clients include Michigan State, Purdue, Penn State,
Colorado, the University of Oklahoma, the University of Michigan, MIT, Harvard, and
Princeton. Local clients include Kiewit, Berkshire, First National Omaha, and Mutual of
Omabha.

Additional information about using Concur is available at the travel help website.

. Do I have to book my international rail service, international air service or other forms

of international transport in Concur?

. Often booking inter-country airlines/rail services (or other forms of transport such as

ferries, etc.) can be more economical when booked within that country. However,
more and more modes of transportation are being uploaded into Concur every day.
Travelers are encouraged to check and see if their needs can be met through a
Concur operator, however, if this is not possible, travelers may book outside the Concur
system.

MAKING TRAVEL ARRANGEMENTS USING CONCUR

QZ Do | have to make all my travel arrangements through Concur and/or Fox World Travel
Inc.?

A:

Q:

Travelers are strongly encouraged to book airline reservations through Concur and Fox

World Travel Inc. Fox World Travel does have a price match guarantee program.
Detailed information on this guarantee can be found here.

Travelers are required to purchase international flights through Concur unless relevant
flights are unavailable through the software.

. To qualify for the lowest price do | have to take flights that require multiple stops or

require exceedingly long layovers?

A’ No. The NU travel policy assumes that consideration of the ‘lowest price’ considers the

traveler’s business purpose, time spent in transit, and other special needs. There is a
comment section in Concur that can be used to explain your choices.

Do | have to pay for conference registration fees out of pocket before a trip?
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https://nebraska.edu/offices-policies/concur-help
https://nebraska.edu/-/media/unca/docs/concur-help/quick-reference-guide/price-match-guarantee-and-airfare-comparison-for-domestic-travel.pdf









https://nebraska.edu/travel
https://nebraska.edu/offices-policies/concur-help
https://nebraska.edu/offices-policies/concur-help



https://nebraska.edu/-/media/unca/docs/concur-help/tip-sheet/attach-approved-req-to-exp.pdf
https://www.concur.com/newsroom/article/how-to-calculate-mileage-with-concur-drive










