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Automated and integrated travel requests

Streamline travel planning and ensure compliance

Employee travel is a significant cost and risk for most organisations. Before travel is
initiated, policy needs to be maintained, and employee travel plans need to be tracked
accurately to avoid risk and ensure employee safety. In addition, the process for
requesting travel needs to be standardised, whether the travel is booked online, through
an agent, or outside of corporate systems. Concur's Travel Request solution provides
the highest level of travel policy compliance and spending control, while streamlining
trip planning and expense reporting for employees and managers.

Travel Requests

Travel Request seamlessly works with your travel booking and expense process, and
automatically incorporates your travel agency into the process. Since Concur provides
an integrated and complete travel and expense platform, information flows freely
between the travel request, an online booking session, and an expense claim, making
employees' lives easier and improving reporting. Managers have visibility into their
employees'’ travel plans, and easily can approve, reject or request modifications to
planned trips.

* Robust workflow and policy enforcement ensures pre-trip approval matches your
travel policy

¢ Adaptable configuration of trip header, travel segments, and other trip expenses
captures the right data

e Insightful, integrated reporting provides intelligence on compliance, spending,
and travel trends
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Concur’s Travel Request solution streamlines
the entire travel planning process

FLEXIBLE BOOKING INTEGRATION

Customers can use Travel Request
by itself, with Travel, or with
Expense. Your travel agency can
also be integrated into the travel
planning and approval process, and
be automatically alerted once travel
is approved. Different options for
booking integration include:

e Employee-entered travel request
information is sent simultaneously
to the agency and the appropriate
manager for approval.

e Employees use Concur's
travel booking solution to find
and book preferred travel
options, automatically creating
a travel request.

e Travel Request is used to define
the purpose and overall cost
of the trip. Once approved, the
employee uses Concur’s travel
solution to book travel (coming in
the future).

e Agencies provide options for
travellers that populate travel
requests. Upon approval, the
selected option can be ticketed
(coming in the future).

With any of these options, expense
claims can easily be created, and
cash advances can be requested,
increasing visibility into spending
and easing the employee’s effort to
manage travel and expenses.
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Control expenses before they are incurred Simplify expense reporting

By providing the same level of control and workflow for Required trip data is tracked at the time travel is planned, and
pre-trip approval that is provided for expense management, can be pre-populated into expense claims, simplifying expense
organisations can ensure greater policy compliance to management. Consistent user interfaces and common data
eliminate unnecessary or wasteful travel. from travel planning to filing expense claims reduces errors

and re-keying of data.
Streamline trip preparation for employees

By integrating with travel agencies, online booking, and Improve |n5|ght
expense management processes, travellers only have to Upcoming expenses can be accrued before they are incurred,
enter trip details once, and have both approvals and travel and reporting can track differences between planned and actual

planning completed automatically. Emergency managementis  travel. Organisations have clearer forecasts of travel costs and

simplified, since organisations have insight into all travel plans.  volumes and can take proactive steps to manage expenses.
Complex allocations provide accuracy and visibility of cost
centres and project codes at the request or segment level,
ensuring effective cost control and streamlined client billing.




