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Concur Travel –
Travel Assistant Role 
Now Available in 
Expense Delegate 
Setup 

Users will no longer need to set up 
their travel assistants separately from 
their expense delegates. All 
permissions may be given on one 
screen now. 

This screen is found by clicking 
Profile>Profile Settings>Expense 
Delegates. This should hopefully 
eliminate confusion caused by having 
to set each role up separately. This 
simplifies that process by putting it 
all on one screen.



Concur – Renamed 
Personal Expense 
Checkbox

The “Personal” checkbox in Concur has been renamed to “Unallowable 
Charge.” The purpose for this change to is to further reinforce that personal 
charges on travel cards are not allowed, and that personal charges should not be 
intentionally put on travel cards. Personal charges should be paid out of pocket. 
An example for when this could be used would be when a traveler unknowingly 
exceeds the GSA rate for a particular location. In this case, they’d need to mark 
any GSA overage as “Unallowable.”

This checkbox was intended to be rarely used, and only when it was truly 
unintentional or unavoidable. However, we’ve seen a steady increase in charges 
being marked as “Personal” where it appears it could’ve been easily avoidable. 
We want to avoid travelers becoming accustomed to using this feature, or 
misinterpreting the purpose of this checkbox and assuming that it’s ok to use the 
card for unallowable charges with the intent to pay it back later. 



2019 Mileage Rate

Mileage incurred on or after January 
1, 2019, will be reimbursed at the rate 
of $.58 per mile for regular business 
travel, a 3.5 cent increase over 2018 
rates. This rate is built into Concur 
and will be automatically applied.

However, continue to compare the 
cost of mileage vs rental vehicle for 
cost savings to the University.  
Depending on the amount of travel, 
rental vehicles are most likely more 
cost effective.





Questions? Please let us know how we can assist you!

Email us travel@tamuk.edu


