System and Policies
What is Concur?
Concur Travel and Expense is a web-based system that integrates a travel booking solution and expense reporting tool.
How do I access Concur?

Concur.jefferson.edu or via the Pulse and Hospital intranet links.

Must I use Concur to book all travel arrangements (air/rail/hotel/rental car)?
Yes.  

Are there any exceptions?
Students and non-Jefferson employees only (though users may be given “guest booking” permissions to book flights for non-employees).

Employees may book outside of Concur, if more economical accommodations are available elsewhere.

Must I use Concur to reconcile all business expenses and submit for reimbursement?
Yes.
Are there any exceptions?
Students and non-Jefferson employees only.
When must I submit my business expense reconciliation?

Expense reports must be submitted no later than the 5th of the following month.

May I submit my expense report earlier?


Yes, but it is recommended that only one expense report is submitted each month.



May I create more than one expense report per month?

Every effort should be made to limit expense reports to one per month, as there is an incremental fee associated with multiple expense reports per month. 
How will I be reimbursed?

Reimbursements will now be processed through Accounts Payable and no longer be included in your paycheck.  If you have direct deposit configured for payroll, AP will deliver an ACH payment to the “Balance of Net Pay” account.  If you do not have direct deposit configured, a check will be mailed to you.  Checks cannot be picked up. 
When will I be reimbursed?

You will generally be reimbursed in the pay cycle following the approval and acceptance of your expense report.

Should additional information be required or should there be a surge in processing volume (end of fiscal year, for instance), there could be a delay. 
What bank account will the reimbursement funds be deposited into?

Reimbursed funds will be deposited into your net pay account, via an ACH electronic transfer. If you have only one account, all reimbursements will be transferred to that account. If you have two or more accounts, the highest deposit order number will indicate your net pay account. (Example: Where bank account 1234567 is deposit order 1 and account 987654 is deposit order 4, your net pay account is 987654 deposit order 4) (Note: The deposit order number will not affect the amount or percent provided to each account.)
Where can I change the deposit order number?

The deposit order number can be changed on Employee Self Service, under Payroll and Compensation, then Direct Deposit. (Note: Only 1 change can be made per day.)

When can I expect the reimbursement funds to be available in my bank account?

Reimbursed funds are distributed in semi-weekly pay cycles, every Tuesday and Thursday evening. If you have direct deposit, it may take up to 4 days for a reimbursement to clear your bank. If you are receiving a check it may take 7 to 10 business days for it to be received in the mail. (Checks cannot be picked up in AP)
Is there a mobile app?
Yes. Concur for Mobile is available for Blackberry, iPhone, and Android devices.
Is there a fee for the mobile app?
No. There is no charge to install or use the mobile app.

Who should I contact for help?


First, please browse the help menus listed under “help” in the top right corner of Concur and visit our website for additional assistance at the link below.  http://www.jefferson.edu/university/finance/staff/travel/Concur1.html 

What if I want to send an email?



Concur@jefferson.edu
What if I want to call?

Concur Hotline: (215)503-2020
Travel Request
Must I submit a travel request prior to booking travel arrangements?


Yes.

How do I send my travel request or expense report to my manager?

Travel requests and expense reports are automatically routed to your default approver (the individual who is assigned as your supervisor in HR).
How may I request a cash advance?


Fill in the request amount and purpose on at the bottom of the travel request header.  


For what may I request a cash advance?

Anticipated out-of-pocket expenses only, where there exists no option for Jefferson to pay the vendor directly.  

May I have an assistant submit my travel request?

Yes, however, the employee is ultimately responsible for the actions of any delegate who may act on their behalf. 
Travel
May I have an assistant book my travel arrangements?

Yes, you may assign an assistant to book on your behalf.  You may assign travel arrangers under “assistants/arrangers” in “travel settings” in your profile.  

May I use my frequent flyer program?

Yes, assuming you do not select a more expensive flight than the lowest cost flight available.  You may store frequent flier program information in your profile. 

May I use loyalty clubs or incentive programs?
Yes, assuming you do not select a more expensive option than the lowest available.  You may store AAA, AARP and other programs in your profile.

What if I find a more economical airfare outside of Concur?
You may book the airfare outside of Concur but you must log the rates presented within Concur and attach them to your expense report submission.
At the top right of the airfare search results page, click on the “print/email” button to either print them to pdf or email them to yourself.  You will be required to submit them with your expense report. 
What if I can get a conference rate for a hotel that is better than listed in Concur?
You may book this hotel outside of Concur. 

What if I want to book travel for a non-employee to accompany me on my Jefferson trip?
You may book for your guest, after requesting the “guest booking” feature from the Program Administrator.  You will be required to book the guest flight separate from your personal trip and must pay for the guest trip via personal means at time of purchase. 

How do I pay for travel?
Employees may charge their air and rail tickets directly to the central Jefferson credit card (“ghost card”).

Corporate American Express Cardholders must charge all travel expenses to their corporate AmEx card. 
Expense Report
May I have an assistant prepare my expense report?

Yes, you may assign an assistant to prepare your expense report submission.  You may assign delegate permissions in your profile.  

May I have an assistant submit my expense report?

Yes, however, the employee is ultimately responsible for the actions of any delegate who may act on their behalf.
How do I assign one cost center to the entire report?
Your Concur profile is loaded with your default payroll charge code.  You can confirm this charge code on the expense report header page.  If you would like to assign all charges to an alternate cost center, select the appropriate cost center before clicking next.
How do I assign a different cost center to a single expense within the entire report?
Upon providing the details relating to the expense, click “Allocate” and select the appropriate cost center.
How do I assign a different cost center to a portion of a single expense?
Upon providing the details relating to the expense, click “Itemize” and provide a percentage distribution before providing each cost center.

How long do I have to submit expenses for reimbursement?

Expenses should be submitted within 60 days of being incurred or, when travel related, within 60 days of return from the associated trip.
What expenses are not reimbursable?


Please find a list of non-reimbursable expenses in the reimbursement policy, located at….

How is my expense report approved?


The Concur system has a workflow built in so it will route your report to the appropriate approver(s).
