
Travel Program

Meeting: DFA Conversations  – February 28, 2019

Executive Sponsor: Bill Sibert

Concur Application: Dan Dwyer

Program Administrator: Sherry Guernsey



Agenda

• Components and benefits of Concur
• How it works 
• Pilot experience
• What to expect during onboarding
• Learn more about Concur
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Components & Benefits



The Expense Report that Writes Itself
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Video link: https://youtu.be/7V12G-s_fd0

https://youtu.be/7V12G-s_fd0


Primary Components of Concur
• Request – dept. pre-trip approval process & cash advances
• Travel – book airfare, hotel, car rentals & rail
• Expense – create expense reports
• Risk Messaging – duty of care communications

• Mobile apps
– Manage bookings, expense reports
– Consolidated itinerary
– Flight schedule information and alerts
– Receipt capture with optical character recognition (OCR) technology

• Travel Agent Services (Corporate Travel Planners)

• Integrated new Travel & Meal Card
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Concur Benefits for Cornell Travelers
Tracking Cash Advances
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Concur Benefits for Cornell Travelers
Booking and Expense Integration
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Benefits for Booking Travel in Concur
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• Online or agent assist bookings available
• Automatically receive Cornell discounted rates
• Ability to book hotels with conference room rates
• Track unused airline tickets
• Automatically generates itinerary - used for determining and

calculating your per diem



Cornell Travel & Meal (T&M) Card
– Corporate-liability card where university will pay the bill
– Direct pay airfare without processing invoices
– Automatic feed of transactions into expense reports
– University harvested rebates to support traveler services
– Does not preclude traveler from earning reward points/miles 

from hotels and airlines.
– Conference registration processing by traveler
– Guest and visitor travel with unit held card
– Tax exempt number printed on card

Eligibility: Two trips per year

Concur Benefits for Cornell Travelers
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Concur Benefits for Cornell Travelers
The Mobile Apps
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Concur Benefits for Cornell Travelers
e-Receipts
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Concur Benefits for Cornell Travelers
Streamlined computation of mileage and per-diem
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Concur Benefits for Cornell Travelers

Strong delegation support 
– Travelers who don’t make travel arrangements or enter expense 

report data today will not be required to with Concur tomorrow.

Flexibility without mandate 
– While mobile apps, corporate credit card and electronic receipts 

will appeal to many travelers, they are not required to benefit 
from Concur.
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Q&A

Planning and Program Management  - ITAC Meeting - 14 -
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How It All
Works Together



Concur Roles
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A person who travels on behalf of university business.

An individual who books travel on behalf of a traveler.
(aka: Arrangers/Assistants)

The traveler's Supervisor who is listed in Workday.

An individual responsible for the accuracy for the account 
charged and that the expenditure is appropriate for 
the account function on a Request and Expense report.

A person who is responsible for reviewing and approving 
expense reports for policy compliance.

A person in DFA who will issue the cash advance.

A central role within DFA who will oversee the system.

An individual who utilizes the Concur Business Intelligent 
Module for reporting purposes.

Traveler

Travel Arranger

Supervisor/HR 
Supervisor/BI Manager

KFS Org Manager/Cost 
Object Approver (COA)

Expense Processor

Cash Advance Approver

Administrators

Report Users

Expense Delegate An individual who can create an expense report on behalf of a 
traveler. 



Concur Workflow
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Request

*HR Supervisor
*KFS Org Manager

Expense Report

*KFS Org Manager
*Expense Processor
Additional routing for 
Recruitment-Athletics 
and Executive Travel



Q&A

Planning and Program Management  - ITAC Meeting - 19 -
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Pilot Experience



21

Concur Metrics

2018 Travelers Trips

System Count % Count %

Legacy 7280 88% 21,228 82%

Concur 986 12% 4,755 18%

Total 8039* 100% 25,748 100%

* 227 travelers submitted 
trips in both Legacy and 
Concur systems during 
2018
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Faculty Activity Metrics

Number of
Faculty

Number of
Colleges/Units

Number of
Transactions

Bookings 25 5 208
Travel & Meal Card 42 6 1510
Expense Reports 81 8 694

As of 1/8/19
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Pilot User Survey Results

As of 1/8/19 – 232 responses, 15 faculty
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Concur Travel Project
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What to Expect During Onboarding



Cornell Travel & Meal Card
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• Communication to travelers and assistants (multiple emails)
• Enable access to the system
• Travel & Meal Card application, to those eligible
• Training, support and monitoring

High-Level Steps for Onboarding
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• Options and flexibility
– Unit Implementation Partner (TBD)
– Our experience is that working closely with your staff can 

provide the best first experience with Concur
– Keeping the people who assist others with travel informed is 

best the way to transfer knowledge
– Communication, train-the-trainer & support options

Communication with Staff & Faculty
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• Introduction to Concur (Unit Implementation Partner)
• Welcome to Concur with training information
• Watch for your Travel & Meal Card, if eligible
• Begin using Concur Now!
• Follow-up survey 60 days after training

Onboarding Communications
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Learn more about Concur



Training & Guides

• FAQs
• Getting started in 8 steps
• Short videos
• One-page quick start guides
• Recorded Zoom sessions

http://blogs.cornell.edu/travel/
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Blog http://blogs.cornell.edu/travel/

Yammer search for Concur

Problems concur-support@cornell.edu
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