Occasionally you may need to arrange travel using your departmental funds for a traveler from a
different UO department. Traveler’'s Concur profiles are established with their home department

approvers and index.

However your department will need to approve the funding for this travel.

We would like to share an approval process that is working well for many departments. This
process cuts down on errors by not needing to change approvers back and forth with each Concur

report submitted.

Request:

In the header, enter the index that will pay for this travel.

In the “Comments to

Approver” box (I recommend CAPS): THIS TRAVEL IS FOR THE ABC DEPARTMENT. PLEASE
FORWARD TO (approver name for that index) BY CLICKING “APPROVE AND FORWARD”.
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THIS TRAVEL 12 FOR THE ABC GRANT. =

PLEASE FORWARD TQ (name) BY
CLICKING "APPROVE AND FORWARD"
BUTTON.

To Approve: Log into Concur and in the black navigation bar at the top, click on the Approvals

button.

Look for the report to approve, in this case a Request. Click on the Request tab to locate

report. Click anywhere on the line of the report to open and review. Please do not check the
box for a blind approval. Always review!
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Review: Traveler's Name, Purpose of Trip, Index, Comment.

KOpBL KOpsL2' b

Ha -~ Le2esLCY [OL [P YRC CLauf |oL
LS120U8| D962 O} |1IAS) psU 2nwweLsyPs pnziusez pniboze
Al Aon pe spaeuf SuA [BUL Of6L
COl|9poLepoL, {62681 A [%: ) 17 ~ | DOWe2)C | 1an6] A 1-OUjiUe COoucNL ook 00| -~ wo A
gednezp | ub pniboze 1teasieL |Abs 1ub (Abe Hom mij| Aon poog Aoni (uby posez (2 jub wengs betzous| L8ass

1)
115A8] L2k SqAIZOLA - Fom (rens)
Ciesio - YoN 44 1015048 B ironsols E cuicsdo’ o NULLED 21VIE2 ~
guq Dele gedneap |ub pnaiuezz 2[EL D96 Kednezn |ub Bnziuezz EUq DSIE De2puspou CuA De2AUSHou COoNUA
pednez] MewWwe: Eusl Jub peznusou

EU(BLSq BA M8NUG 18C0PA: 1HI2 LEVAET |2 LOK LHE YBC CEYML bIEVZE EOBMYED LO (MVIIE) BA CTICKIUG WbbEOAE YWD EOKMYED. BNLLOW

bLEAIONZ COWWEUS Nem gj
yednez| HesqgeL | 2elwsufe | Exbsuze nwwsth | wbbloas) Llom | wngu [1S) | |18AB] YQaI20LA
e
Bnzaiusaz pniboese: 16268LCY (OL (U6 YBC GLIUL 0L
Dofe: CHIcgdo - Pon -4
Kednsaf Wawe: EugsL Jub peapuspou sug YUONUE 2342000
2i9inz; 2npuieq ¢ beuqiud ybbloagrTsusdel ybbloas|

| wbblone ¢ Loumsnrg

gednear ¢3A9 ek el 20uq gock sednezs || wbbions

whbLoagje Hows gednsz(2 gebouyz

Tip: Some departments may not be aware that their travelers travel for other departments. A
quick email or phone call alert to a home department approval may be helpful for a successful
transaction.
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