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Faculty & Graduate Student Travel Guide 

Travel arrangements at UMD - including pre-approval, flight, rail booking, and group travel 

arrangements - are made through Concur. Before you can make your travel arrangements, the 

first step in using Concur is creating a traveler or delegate profile. All travelers and delegates 

are required to create a profile in Concur prior to obtaining approval for travel events or making 

travel arrangements. The Concur profile contains critical information needed to seek approval, 

book trips, and process expense reports. The traveler's name in Concur must match the name 

on the ID used during travel (State-issued ID card, Driver's License, Passport). This is the name 

that will be on the tickets. Travel card and personal credit card numbers can be loaded into 

Concur to make the selection of payment types easy for travelers and delegates. When setting 

up your Profile make sure to verify your UMD email address and any other email addresses you 

want to add. Below you will find the steps of making your profile. 

➔ How to create a profile in Concur:
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After you create a profile, you may request a travel card. Using a travel card will allow you 

to pay for costs directly, rather than using your personal card and waiting for reimbursement. 

Please note that travel cards cannot be used to book travel for other University employees. 

Anyone requesting a travel card is required to complete an application and training process prior 

to issuance of the card. To request a travel card, you will need to go into Concur to do so. To 

complete an application, you must complete the application in Concur.  

Here are the steps to requesting a travel card. 

➔ How to obtain a travel card:
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Pre-approval is required for ALL UMD employees and sponsored visitors for out-of-state, 

overnight, and international travel. Pre-approval must be obtained from the UMD 

employee’s immediate supervisor using the Travel Request in Concur prior to booking travel or 

making reservations. Travelers can use a personal credit card through Concur for booking 

airfare, train, hotel, and other allowable pre-travel expenses. For airfare and train tickets, the 

expense must be processed through the Concur system for consideration for reimbursement. 

Below are steps to creating a travel request through Concur. 

➔ How to enter a travel request:
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➔ Booking Air/Rail Travel

Travelers and Delegates are expected to book the least expensive, practical itinerary regardless 

of the booking or payment method. UMD requires the use of Concur or the designated Travel 

Management Company, Collegiate Travel Planners (CTP), for booking air and rail travel. 

Concur automatically applies UMD-contracted discounts with Amtrak and Delta, American, 

United, and Southwest airlines. This does not apply to commuter rail systems. Southwest 

Airlines can be booked through Concur directly. If you book a flight with Southwest Airlines, any 

flight changes must be done directly with Southwest Airlines, not with CTP. Electronic booking 

using Concur should be the first option for booking domestic and non-complex international 

flights. 

Complex International travel is defined as a round-trip ticket itinerary containing more than 5 

segments (including surface segments) or a round-trip ticket itinerary containing more than 2 

business-required lodging stop-overs. Stop-overs required for overnight or next-day connections 

required by airline schedule are not treated as business-required. For assistance in booking 

complex international travel contact CTP. 

Tickets booked on Concur or through CTP using a personal credit card will not be reimbursed 

until travel is completed. Travelers and Delegates should book refundable tickets in instances 

when cancellation may occur. Nonrefundable tickets, while less expensive, have more 

restrictions. UMD will not reimburse for tickets that had no cost such as “free” tickets earned 

through frequent flyer miles, incentive programs, and gift cards/vouchers. 

If you decide to use the designated Travel Management Company, CTP is available to assist 

travelers with complex international travel and arrange for group travel events. To contact CTP, 

please look at the information below: 

CTP Travel Team Hours: Monday-Friday, 7:30 am-6:30 pm CT 

● Phone: 833-620-0714 (toll free)

● Email: umd@ctptravelservices.com

Air/Rail Booking Fees: Online booking with Concur = $3.50; Agent Assisted = $25.00 

CTP Group Department: Contact information should you have a need for any non-athletic group 

travel. Intercollegiate Athletics will continue to be supported by Anthony Travel. 

CTP Group Travel Hours: Monday-Friday, 8:00 am-5:00 pm CT 

● Phone: 800-810-2695 (toll free), 210-530-0857
● Email: groups@ctptravelservices.com
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➔ Booking Lodging and Ground Transportation

You may book lodging and ground transportation in Concur or with CTP, but if traveling to a 

conference or event that offers a discounted hotel rate, book the hotel room through the 

conference or event site to ensure the group discount is included and no additional fees are 

incurred. 

Stay in lodging with verifiable, reasonable, and appropriate rates as compared to other lodging 

options at the travel destination at that time. If rates obtained do not appear to be reasonable, 

CTP can assist in identifying appropriate lodging arrangements. UMD does not reimburse for 

premium lodging (suites, non-standard rooms) at the preference of the traveler. 

➔ Reimbursement for Travel Expenses

Travelers may be reimbursed for expenses related to official university travel that has been 

properly pre-approved. To get reimbursed, you must complete an expense report in Concur. 

Make sure to upload your receipts electronically to Concur via the website or via the Concur 

mobile app. Below are steps to help create an expense report. 

➔ How to create an expense report:
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These are steps for creating travel requests for non-University travelers. 

➔ How to handle a non-University traveler:
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➔ How to create a reimbursement request for a non-University traveler:
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For more information, please check out the information below: 

➔ Weekly Concur Demos

Attend a demo of the Concur system: Thursdays at 11:00am 

https://umd.zoom.us/j/92575410785 

➔ Help Desk

UMD employees can get live support via Zoom at regularly scheduled times each week. 

Concur Office Hours on Zoom: https://go.umd.edu/qbB 

● Tuesday, 10-12

● Wednesday, 10-12

● Thursday, 1-3

➔ Support

For assistance with Concur, you can email Travel and Card Services: concur-

helpdesk@umd.edu 

-or -

Phone support: 301-405-0607 




