Travel

Introduction

The Travel section of the Best Practices Handbook is intended to explain the general policies and procedures
developed to accomplish the travel needs of all schools and departments within the Boston University community.
This section applies to all individual travel expenses on behalf of Boston University School of Public Health.
Four key elements to understanding travel
1. Concur
1a. Booking travel
1b. Submitting an expense report
1c. Add card charges to expense report
1d. Add an out-of-pocket expense
1e. Approval flow
1f. How to approve expense reports
1g. Understanding delegates
1h. Adding delegates
2. Preferred vendors
3. Travel restrictions
4. Reimbursement
5. Unassigned charges

6. Reconciliation

7. International travel

Helpful Links

Travel Training Website
BU Preferred Travel Vendors

Travel Policy
Concur Expense Guide
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http://www.bu.edu/travelservices/resources/training/
http://www.bu.edu/travelservices/files/__restricted/entire-bu-community/BU-Preferred-Vendors-TM-Revised-01.09.18.pdf
https://www.bu.edu/travelservices/files/2019/08/Travel-Policy-August-2019.pdf
https://www.bu.edu/travelservices/files/2019/08/Travel-Policy-August-2019.pdf
https://www.rpi.edu/dept/finance/docs/travel/Concur%20Expense%20Guide.pdf

Travel

1. Concur

Concur is a digital solution that BU purchased and uses as their travel and expense management system. It allows for
easy online bookings for travel, increased visibility into expenses, and quick reimbursement turnarounds for out of
pocket expenditures.

Accessing Concur

» BU | BUworks Central

- Homepage Lint of Services Search ~t
Working Time Work Environment Please take a moment to ensur
136 @ current and if you have not alrd
Record your working imes. plan your time off, and D e U iy & ned to
@Bplay yOur guots baances Ploase select the Personal Informaten
Travel Resmbarsements
e Bost nh olec
- Benefits and Pay G- on University ¢ s Race and Eny
2y . govemment agencies This data is cond
100 0, Rewvew e University s Travel Poilcy, apply for a Travel
Dnplay e plans in wihuch you are currenty enrolled Credt Cand. and manage Travel and Expense
and enroll In new benefit plans Reimbursements via Concur
Display your salary stalement and your direc! depasit « Related Links
Ao aton

s Campus Services Job Opporunites

To access Concur go to BUworks Central Portal Web-Site Page and follow the menu path below:

Menu Path: BUworks Central Portal - ESS - Travel Reimbursements=> Manage Business Travel
Arrangements and Reimbursements =

Helpful Links

Concur- FAQs

TRAVEL - 2


http://www.bu.edu/travelservices/resources/faq/concur-faqs/

Travel

1a. Booking travel

Within the Concur homepage, you will have special features activated for your profile. Locate the Trip Search area.
Select “Booking for Myself” or “Book for a Guest” then choose the icon that relates to the type of travel you will
need.

Flight

1. Select your preferred flights by schedule or price

2. Review and reserve the flight segments before completing the reservation
or adding car and hotel to the travel itinerary

3. Remember to select your seats

4. Please note selection colors - Green means the fare is within policy; yellow
means the fare is outside of the policy — selecting this will ask you to
provide a reason; red means the fare is outside of the policy and you will not
be allowed to confirm this segment

Car - Hotel - Train
1. Chose the appropriate icon, enter your parameters, and select search
4 & = B @® A wi= §F O 4 & = B @

Train Saarch
Hotel Search

L-ar Search

Helpful Links

TIP: Be sure to complete your travel
with the purchase button on the trip

Travel Quick Start Guide ! ,
confirmation tab.
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http://www.bu.edu/travelservices/files/2016/03/Concur-Travel-Quick-Start-Guide-for-BU.pdf

Travel

1b. Submitting an expense report

1. Click on the expense tab
2. Click +Create New Report

Wanage Expanie a
Active Reports Reger Livary +

I
I
| L .
[ T+ ! There are no Active Expense Reports.
: Create New Report : Click Create New Report io creale a new report

3. Fill out all Report Header fields (especially the required ones indicated with red line)
4. Click Next

Create a New Expense Report

mos s K  Furpoas

Fuzmir: Hama B i i St T 4 et

I. = - |.:............

Type to search by:

s B pi

5. If you need to re-access the Report Header after creating your report, click on the details button
6. Inthe details drop down menu, select Report Header to take you back

Aairg Sa Capeean

Helpful Links

Start an Expense Report
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http://www.bu.edu/travelservices/files/2014/10/QRG_TM_How-to-Start-an-Expense-Report.pdf

Travel

1c. Add card charges to expense report

Items purchased on the travel card appear after ten business days in these two locations.

On the Concur homepage in the Available Expenses tab

Hello, KARA

TRIP SEARCH

& Booking for myself | Book for 8 guest

LR BNC

F I~

Air/Rail Search
& RApund Trip One Way Wulk-Sepmest
Depudituifie Tty i
Fred b pirpen | et restliphy drpents
Al Ciy @

Under the Expense tab in Concur

Mconcur &

Travel Expense

MY TASKS

m Required Approvals =

Greatl You currenlly have no spprovals

+ 00

Hew Requirad
Approvals

00

Requests

Available Expanses 2

0617 UBER TECHHOLOGIES INC
§5.62

&1 UBER
S

011 UBER
§10.83

0601 UBER TECHNOLOGIES INC
§6.39

04/28 UBER
510495

Autharization

07 00

Available
Expenses

m Open Repors >

You currenlly have no scive repos

Manags Expenses Wiew Transactions

Available Expenses

Expense Detad

UBER TECHNOLOGIES INC 866576
UBER 866-576-1030, CA

UBER 866-576-1030, CA

Process Repors

Expenss

Taeal (513500 - 513700)
Tad (513500 - 513700)

Tand (513500 - 513700)

Source

Date »

05012015

02002015

0282015

Amount

31774
31372

51005
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Travel

1c. Add card charges to expense report (continued)

1. To move transactions into a report, select the box next to each transaction
2. Click the blue Move button and hit To New Report

IManage Expenses View Transactions

Manage Expenses

ACTIVE REPORTS Report Library -
Ve tate w T Tt B |

' )

' [

' [

' ' THERE ARE NO ACTIVE EXPENSE REPORTS.
' + : Click Create New Report {0 create a new report

'

' Create New Report

; !

' [

' [

G AP G Ny S DX -

AVAILABLE EXPENSES

< VENETIAN/PALAZZO ROOM RSV LAS Accommodations (513500, 5 e 06/2772015 $334 88

o Smount

| United Airlines 800-932-2732, TX Airfare (513500, 513700) (=] 06202015 $1,224 95

3. If you already created an expense report and want to add the expenses to that report instead, select the box
next to each transaction
4. Click the blue Move button and select To Current Report

fvailable Expenses b
Egeeoan Frpansa Scurce fmoum

| UBER TECHNOLOGIES INC 8655761035, CA Businass Maals (513500, 513700) S BT
UBER 368-676-103%, CA Tam (513600, 613700) =] 662G 085
USER 865-576-1033, CA Tasi (513500, 513700) ) 0520205 B13TZ

5. Once all expenses related to the trip are entered into the expense report (including receipts) - press submit
to begin the approval process

Helpful Links

How to Add Card Charges to a Report

TRAVEL -6


http://www.bu.edu/travelservices/files/2015/12/How-To-Add-Card-Charges-To-A-Report.pdf

Travel

1d. Add an out-of-pocket expense

There are times when you have out-of-pocket expenses that you need to submit for reimbursement. Some
examples include tip for cleaning service and parking meters.

To submit an out-of-pocket expense
1. First either open an existing expense report or create a new one
2. With the report open, click New Expense. (If there are no expenses on the report, you may not need to click New

Expense.)

3. Onthe New Expense tab, select the desired expense type

¢ preane Ve

0t Traved Enparaes
Accorwmocatons 313408 113700
rioler bt Foes (313900 513700
Moder FRasat e (510500 50070
wcoesan (513500 $1700
Loundry (373500 S1370¢
Mncstanens Tiave (S134600 $0070
07 Teavaporaton
Axte S15500 S1)™"0
A Faos 5000 S0
Lo Ravds (313500 505700
Far 1500 1"
Missge 313500 $13™0
PatrpMaters 313500 313700
Pt Traeapert (315800 5137

Tow 310400 S00™9

0 Fos
e Carvency Cxcange Foes 512500 513700
Pasporta’ Ve Fem S1350¢ S11™00

04 Otver
Ardcie Puticaton Fee 315000
ATHLETICE ONLY - Mame Competion 353410
Foots Perdcan ($1340

f1sudset Traraschor

f1oedgedt Trarnschor Rebew

Vaterian S1001¢C

fon Rertarsstse Pervors Ciperne 142400
MoArraon s Sebergbos Toum 10400
Bare rth Sugpies S0000

%ore Comprent 39%

T eahies (10500 A1

TRANL OFFEE LB OMLY Teostm Tramaseter
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1d. Add an out-of-pocket expense (continued)

4. Complete the required and optional fields

5. Click Attach Receipts to upload supporting documentation

Attach Receipt x

Ciick Browse and select a .png, jpQ. jpeg, pdf, .himil, A5 or tiff file for upload. & MB imit per file

File Selected for uploading: =

Mo file seiecied

Cancel

6. Click Allocate to allocate the expense

7. Click Save

New Expense

Avaiable Recept

Expensa Type

Transachon Date Business Purpose Enter Vendor Name

TolRoad Charges (313300,

v ‘

E | |

e AR BP Bebgd C i
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1e. Approval flow

Expense reports in Concur start out with a three-step approval flow

1. The cardholder’s direct manager/supervisor level

2. Cost object approver

3. Accounting review (which is done by the Travel Office)

Once an expense report is submitted, it will appear in the

TIP: The cost object approver(s) will not be
displayed until after the supervisor approver
has approved the report.

Active Reports section of the Expense tab in the Report Owner’s Concur Profile. The report will also list the approval

stepitisin. For example

A. If with Supervisor - “Submitted & Pending Approval " (displaying supervisor's name)
B. If with Cost Object Approver - "Pending Cost Object Approval”

Ao T P ]
Manage Expenses

ACTIVE REPORTS

Hmpori Library —+

DT T T T
+ : L iy
Create New Report 5. 61,272 .24 £303.02
A b -
& a ———y 5 g Py
[ wmwrvee_________saew B seerns ________snzoews i sesrre_________ssoes [ weerres_ srieces |
ST 284.74 §1,025 26 £1,195.98
Q L]

To view the approval flow, open the expense report, select the Details drop down, then Approval Flow.

Report
Report Header
Tokals

90 &0

At Traal

L= o

=

e

Helpful Links

Understanding the Approval Flow
Status of Expense Report

Approval Flow for Repor: Colorado Recruitment K

FRDSTART Approved

R SR O T a8 a0a)
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http://www.bu.edu/travelservices/files/2016/11/Understanding-approval-flows.pdf
http://www.bu.edu/travelservices/files/2017/01/Checking-the-Status-of-Your-Expense-Report.pdf

Travel

1f. How to approve expense reports

From the Concur home screen, Reports pending approval can be found in three places
1. Upper left - “Approvals”

2. Upperright - “Required Approvals”

3. Under“My Tasks”

o + 02 00 (
Fsras Facparea] Sarthoruramion Fewn

AATT i [ — [Err— ez
RECH AlLERTS 9
. B Bripk crreers mennd ol dresmee, b son reas e jeamseal agT.
Torwrwel | B pE Senpip DOANOC] WOl ConcuUr SO0 10 Tripht o
b= w B M i P S L B o s -GS . S L P

MY TASKS

Raguined Sppravals 3

mgul-h-E!wm-’ E

WAl LT S 1) BvRdabie a6 L4
Ll 1.4

HARA &
2 0

Hew 10 Approve Rlapedk
Equen

0445 sl
S100

Select one of the options and the following display will appear, showing the available reports to approve

Apprirs Homa Ropaesis Roporis
Approvals
00 00 02
Trigs [T Exparea
Rits

Expanis Reparts

Fuparat Famenid Nlue Fraphges

Eeguesiid Livranl

L
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1f. How to approve expense reports (continued)
1. To begin approving, select and click the Report Name (*How to Approve Reports”)

00 00 02

Expenes Reports
2. Next click on the Details drop menu and select Report Header to review the details

How to Approve Reports s s

et - ey
e T— Saport ——
ik la S, 5 by 5480 08 4508 Aspon Tass
Thosdery Shansd

[k} Purl! Ay Des Cmpuny [ R "
PN Apperem Fios ] (LE L

(1]

3. Click Save or Cancel to exit Report Header screen

T O

Report header for: How to Approve Reports

fbapscrt Kiarse ftmport Biaport Kary

Iz I*zpae
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Fici P 41.1 cm
Araeamt Ao i Ao P A 5 Fuwk
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Dcepet. i, e
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B F 15113000 Treesd & Exparna P
I - b D iy i irveoden rualipls
i I welud Shauy . b

TIP: Review the start and end dates of your trip, as well as the
General Ledger account and Fund Center number being
charged!

TRAVEL -11



Travel

1f. How to approve expense reports (continued)

4. Click on the Print/Email drop down menu and select BU Detailed Report

CONCLR Rquasts Toreni Exparse | Appmwpls | Raporing =

Aol Hoies Risgiirsts Repints

How to Approve Reports s wu

™ Pt  Emadl =
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- K SumrRary
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‘}a LBER Boaion b hossin

5. Review the Allocation Summary and then exit the window
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A 5157001 frms TECHNOLOGIER Mo Do CHOF #
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TIP: Scroll past the BU Detailed Report to get to the
Allocation Summary. This is the fastest way to view each of
the allocations contained in the report.
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1f. How to approve expense reports (continued)

On the left hand side, click on each expense line item you would like to review

7. After reviewing the expense entry level information, review the receipt image - this must be repeated for each
expense

8. Expand expenses by selecting the radial to the left to view itemizations

R
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9. If changes need to be made, click the Send Back to User button and enter a detailed Send Back Comment so the
user knows the reason

10. If the expense report passes audit, click the approve button

Helpful Links

TIP: All accommodation expenses and meals

with alcohol must be itemized.
How to Approve Reports
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http://www.bu.edu/travelservices/files/2015/09/How-to-Approve-Reports.pdf

Travel

1g. Understanding delegates

Delegates are employees who are allowed to perform work on behalf of other employees. Once you have been set
up as a delegate for another employee, you can prepare a report for them or approve expenses (depending on the
role)

1. Click the Profile drop down menu in the upper
right hand corner

2. Adrop down will appear below “Acting as other
user”. Depending on the number of people you
are set up as a delegate for, a list of available
users may populate.

3. Select the user from the list, then hit start

session
+ 0 ]
Maw Reaagl Profile Settings Sign Out
Apprdg
/% Acting as other user @
rreevN
details in one place Cancal Start Session °
4. The upperright hand corner will now display “Acting as ___" and that employee’s name

TASKS

Helpful Links

Understanding Delegates
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http://www.bu.edu/travelservices/files/2016/09/Understanding-Delegates.pdf
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1h. Adding delegates

First you must be within the Concur Home Page

1. Click on Profile located on the right hand side of the Concur Home tab
2. Select and click profile settings to display Profile options
3. Select and click on expense delegates

Drafila Ninrinne

b wpanse Delegates

Delegates are employees who are allowed 10 perform work on bahalf of other [N U,

empioyees Wt b s 0w e =7 Dn g powir 0 e 8 5w b s
Woen M s eeraday st

7 s e e [y
B e e e el e B i I
- s P e v o —— SN B wa® b S -

(apmnas 7 retmem be ]
) T s P e e o s el s Py e res p—d
P L e

4. Within the Expense Delegates tab, select delegates (to assign individuals)
5. Click the Add button to locate, search and select individuals you would like to give access

CONCUR  FRequests  Expense  App Cenler

ur Information

ersonal Information
ompany Information
antac! Information

mail Addresses

+ Cpiiiy
EOUesT 22TUNgs

TIP: Click Delegates tab, NOT Delegate For. The
Delegate For tab lists the employees you may act
as a delegate for.
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1h. Adding delegates (continued)

6. Selectthe desired level of permission to be granted via checking the box
7. Click Save to finalize delegate set up

[ concum

Risguirits Expeaiiaa App Canta

Expense Delegates
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Approval delegates and expense delegate set up are the same. The only difference for approval delegate is checking

the “Can View Receipts,” “Can Approve,” and “"Receives Approval Emails” boxes.

ANENSE LEIcEdLES

alegates  Delegale For

& E3ED

slegaies are employees who are pllgesd to perform work on bebalf of other employess

cpanse and Request share delegaiss. By smigning pemimicns io 8 delegais, you sre smigning permimiors for Expsrse snd Reguest
E—— J—

Can Can Submit  Can Submit Can View Receives Can Can Approve
Name Prepare  Reports Requests Receipts Emails Approve | Temparary
1 m

Helpful Links

How to Add Expense Delegates

Cain P [Fod]

Appreneer

I
Rl v
Approrval Email
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http://www.bu.edu/travelservices/files/2014/10/QRG_TM_How-to-add-Expense-Delegates.pdf
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2. Preferred vendors

Air _ Car Rentals
American Airlines Train/Bus Avis Budget Group
JetBlue Airlines Amtrak Dollar Rent-a-Car
Porter Airlines Boston Coach Enterprise/National Rental Car

Emirates Airlines Thrifty
Hotels

Club Quarters Boston Financial Marriott Courtyard Brookline
Colonnade Hotel Marriott Courtyard South Boston
Doubletree Guest Suites (Soldier Field Road) Nine-Zero - Kimpton Hotel
Sheraton Boston Omni Parker House
Holiday Inn Brookline Residence Inn Fenway
Hotel Commonwealth Fairmont Copley
Hotel Marlowe - Kimpton Hotel The Inn at Longwood Medical
Hyatt Regency Cambridge Loews Boston Hotel
Club Quarters (note — hotel outside of BU) Furnished Quarters (note - long-term stays)

Helpful Links

BU Preferred Travel Vendors
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http://www.bu.edu/travelservices/files/__restricted/entire-bu-community/BU-Preferred-Vendors-TM-Revised-01.09.18.pdf

Travel

3. Travel restrictions

Air Travel

= Airtravelis reimbursable for economy airfare only (traveler is responsible for upgrade)

= The University will not reimburse or pay for a flight that is purchased with a traveler’s own rewards (i.e. Frequent
Flier Miles)

= Excess baggage charges and flight insurance are not reimbursed by the University

Air Travel under a Sponsored Program - Federal Travel*

* Federal regulations prohibit charging Business Class (or First Class) accommodations

* Travelers must comply with the Fly America Act, which requires travelers to use a U.S. flag air carrier or a foreign
carrier that operates under a U.S. Flag air carrier code-sharing agreement and identifies the U.S. flag air carrier’s
designator code and slight number

= Reimbursement for the cost of food and alcohol is not allowed on federal awards

*For further information, contact Post Award Financial Operations (PAFO).

Rental Vehicles

= Do not obtain additional insurance coverage offered by domestic rental companies
* Mileage will not be reimbursed for rental vehicles
* Fines for traffic violations or parking tickets will not be reimbursed

Miscellaneous

* Laundry and dry cleaning during business travel of less than 5 days are not reimbursed
= Expenses related to personal/vacation days while on a business trip are not reimbursed

TIPS:

* Complete airfare bookings at least 14 days prior to scheduled trip departure.

* Ifrenting cars internationally, obtain liability and collision coverage.

*  For all meal expenses, alcoholic beverages must be separated on the expense report
and charged to a non-sponsored discretionary account (automated in Concur).

Helpful Links

Travel Policy
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https://www.bu.edu/travelservices/files/2019/08/Travel-Policy-August-2019.pdf
https://www.bu.edu/travelservices/files/2019/08/Travel-Policy-August-2019.pdf
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4. Reimbursement

Transactions from the travel card feed into your Concur within ten days of the purchase date. You cannot, however,
submit your expenses until after the trip/event has taken place.

Once your expense report has been submitted on Concur it will go through a three-step approval process. If the
report has no issues, it will be approved and sent for payment.

If you have Direct Deposit, payment will be released the morning after you receive Concur’s email stating payment
has been sent. If you do not have Direct Deposit, checks will be mailed on the Friday following receipt of Concur’s
email.

TE RER O
'RQ“‘-‘>

REIMBURSEMENT

Helpful Links

Direct Deposit Sign Up
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http://www.bu.edu/travelservices/files/2016/04/How-to-Sign-up-for-Direct-Deposit-for-Expense-Reimbursements.pdf
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5. Unassigned charges

All card transactions must be assigned to an expense report within 30 days of the transaction date regardless of
when the Cardholder returns from a trip.

Please refer to table below for any charges that are not assigned within an expense report.

Within 30 days of transaction date

Cardholder will be notified via email to assign and process transactions in
the expense management system.

Within 45 days of transaction date

Notification will be sent to cardholder and financial approver requesting
that all transactions be assigned and processed in the expense management
tool.

Within go days of transaction date

Notification will be sent to appropriate Dean or Vice President to escalate
the issue (notifications to President or Provost may be warranted in certain
circumstances.)

Transactions not assigned to an expense report within 6o days will be reviewed by the Travel Department, and the
Cardholder’s Travel Card will be placed on “hold” status until charges are assigned. "Hold” status means that new
charges cannot be made using the Travel Card until the hold is released. After 120 days, as required by IRS

Accountable Plan rules, these amounts will be considered taxable compensation to the employee on Form W-2 and

subject to the appropriate tax withholding.

Helpful Links

Travel Card Policy

Cy
c‘;" AaS0
D Ades ¢

e, ..
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https://www.bu.edu/travelservices/files/2019/08/Travel-Card-Policy-August2019.pdf
https://www.bu.edu/travelservices/files/2019/08/Travel-Card-Policy-August2019.pdf
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6. Reconciliation

This section explains how to reconcile your Concur expenditures with Business Warehouse (BW).

In Concur

1. Gotothe Approval tab
2. Select Reports
3. Goto View and select the period you would like to reconcile

aports you Apprived thes Cuarter

Reports you Approved last Quarter
Reports you Approved last Year
Al Bapoit By ]

4. Inthe drop down section, select "Employee Last Name” — “Contains” — Type the last name of the cardholder
you are looking to reconcile and click “Go”
5. The amounts found in the "Requested Amount” should be reconciled to the BW report
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6. Reconciliation (continued)

In Business Warehouse (BW) Reporting

1. Runa“Transaction Detail” report
2. Inthe Variable Entry screen type your Fund Center and click OK

Avalable Variants: [ =]

General Variables.
Variable==

*  Posting Date
Funds Center
Revenue (2) / Expense (3)
GL/ Commitment item
Actual (1) / Commitment (2)
Business area
Unit Number
Funded Program Type
Funded Program
Grant
Fund
FI Statistical Indicator

3. Click on Filter and “Edit” under the "Document Type” characteristic
4. Select Value “Concur Invoice,” click Add, and press OK

vl T aive By
faressves
Cuparmmnt Aoty
1 88¢ rmtier

2 Dodumant Nmter

bueds

Show M Vakes
e A1 Ve
e A4 Vanes

i A1 Vaaes

Varwie Berven |[(Gown [ Sove A0 | Swmia Taew

=1 [t towet Vorsen

)

Camcca year
Zes Comyel Ne
Fnin Perudiaw

TIATH ovae

Show Al Vatees
Soaw Al Vakes
Vhew AL vabes

1hew 20 Veres

X = Reporting Home - Busives.. X = B ek Toassation Det. % O Trassing « Trowel Servens |

‘.

Current Selection Description

Show Variable Personalization

07/01/2017 - 12182017 07/01/2017 - 121872017

2442

mjm Rim g

(s pym giugin e

*
[m}]

Select values for Document type (0AC_DOC_TYP)

Show Al Vatas -

Show Al Vekes w
Thew L4 Vahrs

S —

Show tool [Single values | =| Show view: [All

Al

Maximum Records.
[ select al
Documenttype: Teuts =]
i
Hot assigned
Alumni Gifts
BUMC Wail

Biling Doc Transfer

Cashier

Customer Credit Memo
Customer invoice
Endwmnt Share Basis
GIL Account Document

Grant Cost Transfer

Grant NonCost Transf =

Enter a value for

Documenttype: [ ]

Real (Budget Relevant)

[Cx]
Selections
[selectAl @ @

Type Description

‘= | Concur nvoice:

[Z][=] crange orser [7] 2]
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6. Reconciliation (continued)

5. Ascreen with all Concur entries posted in BW will show up. Click on “Export to Microsoft Excel”

BOS
UNIVERSITY

Transaction Detail
————
[Variable Screen |[ Open || Save As... | Dispisras [Table | [info |[ Print Veersion | Export to Microsoft Excel || Exportto POF || Fiter || Settings |
| S——
~ Columns LEIT S
o e Funds Centers= Funded Program = GL/Commiment tem = Posting date = Text = Document type*= Fldocnumber=  FSRASR Number = Vendor nvoice = s
~ Rows 24 -~ o0 rrocrau tr stooso conssuerorFice tznseot7 (s concurinvoice (I 0000D00DO0131835 10237
* Funds Center s13s00 TRaveL-pomesTc 12052017 [ -+~ concurnvoce [N ¢ 0000000000131885  2,030.61
= Funded Program Result 213298

6. In your Excel spreadsheet, filter on “Vendor” and select the same last name you chose in your Concur expense
report

Transaction Detail
e Actuals

Funds Center « | Funded Program ~ GL/Commitment item + | Posting di ~ | Text + |Document ty ~  Fldoc.numt . Vendor T Vendor Invoice |+ T
¢ SP FUNDED_PROGRAM_NR '51 0030 CONS SUPPL-OFFICE 120052017 Concur Invoice 51 00055383 'DDDDDDDDDM 31885 | 10237
£ SP FUNDED_PROGRAM_NR I’51 3500 TRAVEL - DOMESTIC 120052017 Concur Invoice r21 00055923 'DUDUDUDDDEH 31885 | 2,030.61

You can now reconcile each line on both reports. Transactions not found in BW reporting should be added at the
bottom of the excel spreadsheet and reconciled once they have been approved in Concur.

TIP: Please allow 3 to 5 business days for expenditures to post in BW
Reporting once they have been approved in Concur.
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7. International travel

There are many important issues to consider when traveling internationally. Below are some of the helpful resources
and information available to BU travelers. Before traveling internationally, we encourage consulting with the Global

Programs office.

You should consult the BU International Travel Risk Policy before making any plans to go abroad, as it provides
valuable tools designed to ensure your health, safety, and security while traveling, such as

* Guidance on how to register your international travel plans
with us for planning and emergency support

= Restrictions on travel to high-risk destinations _for certain
travelers

»  Requirements and minimum standards for insurance and
emergency evacuation coverage

* What happens when an evacuation instruction is given

* Guidance on export controls

Please note that health insurance coverage is strongly encouraged for international travel and that all Boston
University employees are covered by an evacuation/emergency travel assistance plan when travelling abroad on
University business.

TIP: As a basic guide to help you organize your preparation, use our
international pre-departure checklists for Faculty and Staff and for
Students.

Helpful Links

International Travel Resource
Manage International Travel
Pre-departure Checklist
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http://www.bu.edu/globalprograms/
http://www.bu.edu/globalprograms/
http://www.bu.edu/policies/international-travel-risk/
http://www.bu.edu/globalprograms/manage/health-and-safety/
http://www.bu.edu/globalprograms/manage/international-travel/registry/
http://www.bu.edu/globalprograms/manage/international-travel/high-risk-destinations/
http://www.bu.edu/globalprograms/manage/international-travel/insurance/
http://www.bu.edu/globalprograms/manage/international-travel/insurance/
http://www.bu.edu/globalprograms/manage/legal/export-controls/
http://www.bu.edu/travelservices/services/booking/international-travel/
http://www.bu.edu/globalprograms/manage/international-travel/
http://www.bu.edu/globalprograms/files/2015/02/Pre-Departure-Checklist_Short-Version.doc
http://www.bu.edu/globalprograms/files/2015/02/Pre-Departure-Checklist_Short-Version.doc
http://www.bu.edu/globalprograms/files/2015/02/Pre-Departure-Checklist_Short-Version_Student.doc

