System Access to Concur

Please verify that you have Concur as an authorize application in RSpace

Submit a System Access Request to obtain application access

What You Need to Apply

After verifying eligibility with your supervisor, ensure you have the information required to
proceed with the application process. You will need:

Submit a T&E Reconciliation/Reimbursement/T&E Card Request to obtain a
departmental default chart string (COA) for the card application and Financial
Approver Assignment. FAST will provide you with that information, please allow 5
business days.

A PDF copy of your UC Learning certificate showing you've completed and passed
this eCourse "Travel & Entertainment Card Training."

Complete the Application

1.

The Cardholder should complete the card application via a Card Request in
Concur and certify that the T&E Card will be used exclusively for university travel
and entertainment expenses only (i.e., no personal expenditures allowed)

Card Request in Concur

Concur Card Request

Confirm you have entered the correct default COA and understand that you must
reconcile T&E Card expenses within 30 days of your Trip or Event completion.

If you have a business need for a card limit greater than the standard $5,000, you
must provide a detailed explanation of your business needs to justify an increased
limit.

Upload PDF copy of UC Learning certificate in Concur before submitting for
approval.


https://ucr.my.workfront.com/requests?activeTab=tab-new-helpRequest&projectID=54f8933d00063224a551c3cd65995576&path=5834e1fb00a56bd4aed901bd4099b594
https://ucr.my.workfront.com/requests/new?activeTab=tab-new-helpRequest&projectID=54f8933d00063224a551c3cd65995576&path=56be6d0a00030770d415ef514b852a83
https://uc.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2Fuc.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D514602%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Dtravel%25252520%25252526%25252520entertainment%25252520card%25252520training%2526startRow%253D0%26SearchCallerID%3D2
https://www.youtube.com/watch?v=FXK87s0Rlrw

Card Application Explained

Click on the + sign for more details
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Card Application Explained

Click on the + sign for more details

Create New Request
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Summary

Allow approximately 2 weeks for U.S. Bank to mail the card to your address. After receiving
the T&E Card and PIN, cardholders can update their PIN (instructions provided).

Concur Travel Training
Travel Policy G-28
PCard and T&E Payment Matrix



https://youtu.be/6wJFt5cQ_R4
https://entomology.ucr.edu/sites/default/files/2020-05/UC-FA-19-0464_G-28_TravelRegulations_Accessible.pdf
https://impact23.ucr.edu/card-payment-matrix
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