TRAVEL REIMBURSEMENT

IMPORTANT CONTACTS: Please add your corresponding admin as a delegate in Concur:
1. Brita Alley brita.alley@ucdenver.edu — Interventional Cardiology, Electrophysiology, Advanced Imaging
2. Matraca Coleman matraca.coleman@cuanschutz.edu - General Cardiology/Heart Failure/Basic Research
3. Mindy Metcalf mindy.metcalf@cuanschutz.edu — Cardiology Advanced Practice Providers

ALL division expense reports and travel requests should be submitted via “SpeedType” with the approver listed as the
Divisional Financial Administrator, Kelley Brodsky. Please note that when using personal funds to pay for conference
registration or other related expenses, you will not be reimbursed until after the conference “trip” has concluded.

Routing/Reimbursement SpeedType * @ Submit Report to * @)

(61017067) 61017067 - Med-Cardiology - 10-20169-18748 x ~ | None Selected

Alternate Contact Employee i@

TRAVEL: Flights to conferences should ONLY be booked via Concur. You will need a SpeedType number. Please
contact your corresponding delegate to assist with flights, if needed. When traveling, you should use your credit card
for the following and submit receipts for reimbursement after your trip:

Examples of expenses to be reimbursed:

e Lodging deposits and stays (room & tax only) - must show a method of payment and zero balance due.
Recommend to book directly with the hotel and not 3™ party travel sites.
Tolls
Airport Parking
Food - Per diem rates are based on individual state law, no receipts need to be submitted. See rates here.
Ground transportation: Reimbursable ground transportation includes personal vehicles, public transit, or
ride-sharing services. You will only be reimbursed for the following:

o Travel to/from airport

o Travel to/from your hotel

o Travel to/from the conference location (if separate from your hotel)

You will not be reimbursed for:

e Personal expenses

e Flight reservations purchased outside of Concur or Christopherson Business Travel (CBT)
e Rental Cars

When reconciling expenses from conference attendance via Concur, please submit the following items:
e Conference agenda/schedule
e |temized Hotel bill with a zero-balance
e Receipts for ground transportation, parking, car rental, rideshares, etc.
e Meals that were not provided by the meeting (example: breakfast, lunch, dinner)
e SpeedType to be used to allocate expenses
OFFICIAL FUNCTIONS: An official function is defined as a meeting, meal, or other function that is hosted by an
organizational unit, attended by guests and/or associates or employees, and held for official university business: e.g.
dinner for grand rounds guests or faculty recruit.

UNIVERSITY OF COLORADO TRAVEL POLICY: https://www.cu.edu/psc-procedural-statement-travel
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1. Loginto my.cu.edu
2. Go to UCDAccess
3. Select Concur Travel & Expense System:
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6. Toward the bottom of the left-hand column, select Expense Delegates:

SAP Concur [C]

Roguests

Travel Expense Approvals App Cenber

Profike Parzonal ir

Your Informa

Peszoaal Information

lie

Favorfio Aflandass

Syslem Settings Concur Mobile Regitraton

Profile Options
Select one of the foliowing 1o cusiomize your user profile

Personal information
Your home address. and emeigency contad nformation

Company infermatian
Yowr company name and business addiess. of your remols
tacatlon aodrets

Credit Card Information
You car siore your credi card infarmation bere so you don'l have
0 re-nier @ each lims you pwchase an em or service

E-Receipt Activation
Enabla a-receipts 10 sildmaically récebne laclronic receipts Inaim
pariicpating vendors

Travel Vacation Reassignment
Zoing fo ba eat o7 the ofice? Configure your backup travel
mann e

Request F eferences

Solecl # oplicns that define when you recebve amall notifications
Prompt. are pages that appear when you select o certain action
such as Submil or Print

Fompany Car
| ompany Car

Travel Vacation Reassigrmenl

System Settings
Which time zone awa you n? Do you prefar 1o yse 2 12 or 24-haur
clock? When daes your warkday startand?

Cantact intermation
How can we contact you aboun your travel er&"mm{-’\ls'}

Setup Travel Assistants
You can aliow other people within your companies 1o book irips
and anber axpenses far you

Travel Prafile Options
Carthes, Hatel Rentsl Cas &nd alhver Wavel-relatad preferanoes

Expenie Delegates
Delagalss are emplcyens who are allowed 1o parform wark on
boha of other amployees

Expsnse Prefenences

Salact the optiors thad define when you recsive emal notifications
Prompts are pages thal appear when you select a cestain action
such a4 Submit or Print

Concur Mabils Registration
Sl up access to Concur on your mobile davica

7. On the screen that loads for Expense delegates, select the blue Add button:
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8. Begin typing the email dress of the delegate you would like to assign into the fillable field, and select from the
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9. When the expense delegate line appears, be sure to check the relevant boxes illustratedbelow:
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10. When the appropriate permissions are selected, make sure to click Save:
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