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Relaunch of 
Travel
H T T P : / / W W W . T R A V E L . U C O N N . E D U

t r a v e l @ u c o n n . e d u

http://www.travel.uconn.edu/
mailto:travel@uconn.edu
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How do you log into 
Concur?
C o n c u r  i s  s e t u p  w i t h S S O  l o g i n  a c c e s s ,  
a l l o w i n g  y o u  t o  u s e  y o u r  N E T I D  a n d  
r e s p e c t i v e  p a s s w o r d  t o  a c c e s s  t h e  o n l i n e  
t o o l . A c c e s s  C o n c u r  b y  c l i c k i n g  t h i s  l i n k ,  
o r  d i r e c t l y  f r o m  t h e  T r a v e l  S e r v i c e s p a g e .

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fshibboleth.uconn.edu%2Fidp%2Fprofile%2FSAML2%2FUnsolicited%2FSSO%3FproviderId%3Dhttps%3A%2F%2Fus.api.concursolutions.com%2Fsaml2&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463538500%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=MFb3625zLuPtFnrrvMb1%2FJTANHVP0WpPHjsiwzYTB2M%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftravel.uconn.edu%2F&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463538500%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=A52D08Tn%2FB92Eqio0KgVXlTF%2FfiKssUsDgtOFogv9Jk%3D&reserved=0
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Need information or 
instructions on 
Concur?

U C o n n  s p e c i f i c  C o n c u r  
t r a i n i n g  m a t e r i a l ,  s u c h  a s :  
p r o c e s s / i n s t r u c t i o n a l  
d o c u m e n t a t i o n ,  FA Q ’ s  
( c o m p i l e d  f r o m  o u r  v a r i o u s  
t r a i n i n g  s e s s i o n s ) ,  R e c o r d e d  
Tr a i n i n g  S e s s i o n s ,  a n d  e -
l e a r n i n g  m o d u l e s  – a l l  c a n  b e  
f o u n d  i n  t h e  T r a i n i n g  a n d  
R e s o u r c e s s e c t i o n  o f  T r a v e l  
S e r v i c e s p a g e ,  o r  b y  c l i c k i n g  
t h i s  l i n k d i r e c t l y .  

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftravel.uconn.edu%2Ftraining-and-resources%2F&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463548494%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=0coITIZl3gPAqiHpQIhvYHBfVfQ62UHETzABk5lIco8%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftravel.uconn.edu%2F&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463548494%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Q%2FXpNE5EVXkTasA2%2F28MtbgMZFl8v0kf47KXnGsNKss%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftravel.uconn.edu%2Ftraining-and-resources%2F&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463558488%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=xowZONVfHfOo59hW266yyUFh8DM2jsPYIZIPjOUSOiE%3D&reserved=0


M
A

R
G

IE
'S

 T
R

A
V

E
L

4

M

Have you requested 
your UConn Travel 
Card?
U C o n n  Tr a v e l  c a r d s  c a n  b e  u s e d  t o  
p a y  fo r  A i r f a r e ,  h o t e l ,  c a r  r e n t a l  a n d  
o t h e r  t r a v e l  e x p e n s e s .  Tr a v e l e r s  c a n  
u s e  t h e i r  ow n  p e r s o n a l  c a r d s  i f  t h e y  
p r e f e r  n o t  t o  r e q u e s t  a  U C o n n  
Tr a v e l  c a rd .

T o  o b t a i n  a  U n i v e r s i t y  T r a v e l  C a r d ,  a  t r a v e l e r  

m u s t  c o m p l e t e  o n l i n e T r a v e l  C a r d  T r a i n i n g ,  

a c h i e v i n g  a  s c o r e  o f  8 5 %  ( o r  g r e a t e r ) ,  p r i n t  y o u r  

c e r t i f i c a t e  o f  c o m p l e t i o n ,  a n d  t h e n  c o m p l e t e  

t h e T r a v e l  C a r d  R e q u e s t  F o r m ( a t t a c h i n g  t h e  

T r a v e l  C a r d  c e r t i f i c a t e )  w h i c h  w i l l  a u t o m a t i c a l l y  

r o u t e  f o r  a p p r o v a l .  M o r e  i n f o r m a t i o n  r e l a t i n g  

t o  t h e  U C o n n  T r a v e l  C a r d  c a n  b e  f o u n d  a t  

h t t p s : / / t r a v e l . u c o n n . e d u ,  f r o m  t h e  T r a v e l  C a r d

s e c t i o n .  T r a v e l  c a r d s  u s u a l l y  t a k e  a p p r o x i m a t e l y  

1 4  d a y s  t o  a r r i v e  a t  U C o n n  v i a  m a i l .

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuconn-storrs.sabacloud.com%2FSaba%2FWeb_spf%2FNA1PRD0098%2Fcommon%2Fledetail%2F2019%2520TRAVEL-CARD%2520TRAINING%2Flatestversion&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463558488%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=yomu%2BY2Vs3xQDYFhYtZBxPHrF2%2F%2BigM9b3LnXqObpMo%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhclleap-prod2.its.uconn.edu%2Fapps%2Flanding%2Forg%2Fapp%2F197bce2f-aca8-4860-816b-c7e93dcef7a0%2Flaunch%2Findex.html%3Fform%3DF_Request&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463568480%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=sl5%2FXN6YlILOrWxSFIJRNmO8EVOYXMbDvp7deom07Gg%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftravel.uconn.edu%2F&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463578474%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=UsGX%2B4Cyfo76xpXVQ2tOiWHc4IM3zzldyAUJTCTN9G4%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftravel.uconn.edu%2Ftravel-card%2F&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463578474%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=461Q4QAbhZVx34qRusythkoX05DKeFxKDN0KzQfemdQ%3D&reserved=0
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R e f e r  t o  t h e  U C o n n  D o m e s t i c  
T r a v e l  R e o p e n i n g  FA Q s f o r  u p d a t e s  
o n  t h e  U C o n n  t r a v e l  r e o p e n i n g  
p l a n .

I n t e r n a t i o n a l  T r a v e l  r e m a i n s  u n d e r  
a  t r a v e l  s u s p e n s i o n  u n t i l  f u r t h e r  
n o t i c e .

F o r  t h o s e  t h a t  m a y  b e  i n c u r r i n g  
u n u s u a l  e x p e n s e s  d u e  t o  C O V I D - 1 9  
r e s t r i c t i o n s / c a n c e l l a t i o n s / c h a n g e s ,  
e t c . ,  r e f e r  t o  t h e  C o r o n a V i r u s  
R e l a t e d  E x p e n s e s s e c t i o n ,  a v a i l a b l e  
o n  t h e  U C o n n  Tr a v e l  p a g e :  
h t t p s : / / t r a v e l . u c o n n . e d u .

Can you travel?

https://travel.uconn.edu/wp-content/uploads/sites/481/2021/04/UConn-Travel-Reopening-FAQs.pdf
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcontroller.uconn.edu%2Fwp-content%2Fuploads%2Fsites%2F1123%2F2020%2F03%2FCoding-Expenses-Associated-with-Coronavirus_3.13.2020.pdf&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463608457%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=sm5qLYXoPYkGG1qKfTMeNQe4CcHUczx79As2tXu%2Fybg%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftravel.uconn.edu%2F&data=04%7C01%7Callison.hestick%40uconn.edu%7Ce089b0ea9e9e47b4bab408d881070701%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637401214463608457%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Q9N3s1nfk%2FPO%2Ff7irxBywSVlWGOvN5amF%2Bbohj29Zf4%3D&reserved=0
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Let’s welcome 
Anthony Travel!

University of Connecticut has engaged Anthony Travel
as our new full-service travel management provider 
with our own dedicated agents. Anthony Travel is a 
national leader in university & athletic travel 
management. They currently serve over 80 institutions 
of higher education. 

Group bookings are also now handled by Anthony 
Travel. More information can be found here: Group 
Booking Process. 

Unused tickets | UConn business tickets previously 
issued by Sanditz, and Key Travel should be exchanged 
by contacting our Anthony Travel dedicated agent.

UATP | The University is in the process of consolidating 
unused tickets from American Airl ines, Delta Airl ines, 
United Airl ines and Southwest Airways to one UConn 
credit that can be used any UConn traveler on UConn 
Business. More to come once this process is finalized.

Contact Information: 
Anthony Travel dedicated agent - Shannon Haley
Phone: (860) 325-2558
Email : UConnCampusTravel@anthonytravel.com

https://travel.uconn.edu/anthony-travel/
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5849b9bae4172/17659094?X-Blackboard-Expiration=1626307200000&X-Blackboard-Signature=Pf5vBzQ4LQTN5lkwbRe2AaaHKBVY0E91A4R4GUik2Ho%3D&X-Blackboard-Client-Id=301824&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27Group%2520Booking%2520instructions.pdf&response-content-type=application%2Fpdf&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20210714T180000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21600&X-Amz-Credential=AKIAYDKQORRYTKBSBE4S%2F20210714%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=600a036aa9faa3967199e92b9dfc8d9404dcf0f569e8b8c8ef95c3d4dd4e2c8b
mailto:UConnCampusTravel@anthonytravel.com
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Travel Discounts 
and Perks!
T h e  U n i v e r s i t y  o f  
C o n n e c t i c u t  h a s  e n t e r e d  i n t o  
r a t e  a g r e e m e n t s  w i t h  s e v e r a l  
t r a v e l  p r o v i d e r s .  T h e s e  r a t e s  
a r e  a v a i l a b l e  t o  b e  b o o k e d  
O n l i n e  v i a  C o n c u r  o r  v i a  
P h o n e / E m a i l  b y  c o n t a c t i n g  
A n t h o n y  Tr a v e l ,  U C o n n ’ s  
Tr a v e l  M a n a g e m e n t  C o m p a n y ,  
t o  b o o k  w i t h  o u r  d e d i c a t e d  
a g e n t .  F o r  a  l i s t  o f  l o c a l  
h o t e l s  p l e a s e  s e e U C o n n  
Tr a v e l  R a t e  A g r e e m e n t s .

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmedia.procurement.uconn.edu%2Ftravel%2Fimages%2Fdiscount%2FTravel-discounts.pdf&data=04%7C01%7C%7Cab8368e3abd745692be808d92767caa4%7C17f1a87e2a254eaab9df9d439034b080%7C0%7C0%7C637584148992757777%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=iFduimyfuUP20PhLkxD%2F2l%2FmyQgVE9r6ktfZmpybr9g%3D&reserved=0
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Travel News!

Passport Processing Times
• As you can imagine, more travelers are 

noticing their passports need to be 
renewed and the U.S. State Department 
and Postal Service are struggling to keep 
up with the demand. If you have plans of 
international travel in the next 12 
months, please review your passports 
and ensure that you have at least 6 
months beyond the date of travel and/or 
if your passport is set to expire in the 
next year, start the renewal process now.

Car Rental Shortage
• We encourage travelers to reserve car 

rental bookings as early as possible due 
to the car rental inventory shortage
which is currently affecting Travel 
industry. If you encounter a sold-out 
situation in Concur when trying to book, 
please contact our dedicated Anthony 
Travel agent to request assistance.
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Concur Tips

Travel Requests
• Airfare, Hotel and Car rental estimates 

must be added to the segments tab of 
any Concur Pre-approval Request for 
trips that will include those types of 
expenses, regardless of if UConn is 
paying for the expenses or not. 

Traveler Type
• Traveler types in Concur are fed into 

the system directly from Core-CT. To 
find out what the traveler type is 
listed in Core-CT, users can go to the 
Concur home page and click ‘Start a 
Request’ from the quick menu ‘New’ 
to check to see what the correct 
traveler type is as currently listed in 
Core-CT. After finding the information 
remember to cancel the request.
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Concur Tips

Personal car mileage
• Personal Car Mileage reimbursements 

require the deduction of commute. 
Ensure that you click the deduct 
commute checkbox (also click the 
deduct roundtrip commute checkbox
if you are both departing and 
returning home on that day).

120 days limit on reimbursement 
• To avoid having to reimburse the 

University for University Travel 
Card transactions or being denied 
reimbursement for out-of-pocket 
expenditures the employee must 
submit an expense report in 
Concur before 120 days after travel 
is complete.
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Concur Tips

Itemization
• Itemization allows you to break down 

the costs on a specific receipt. Hotel 
expenses require itemization to break 
down the room rate, taxes and any 
other nightly charges. Itemization can 
also be used to mark a portion of an 
expense as Personal/Non-
Reimbursable

Allocations
• The Allocation feature allows you 

to allocate/charge selected 
expenses to multiple KFS accounts. 

Object Codes
• Object codes have been mapped to 

Expense types in Concur. Travelers 
do not need to enter an object 
code in any fields in Concur.
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THANK YOU
H T T P : / / W W W . T R A V E L . U C O N N . E D U

t r a v e l @ u c o n n . e d u

http://www.travel.uconn.edu/
mailto:travel@uconn.edu
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