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• Project Overview
• Booking Tool
• Payment Options
• Paying for Travel 

Examples



UF GO Timely Topics Series

Topics
• Completed

• System Overview and User Types
• PCard Transactions in an 

Expense Report
• Travel Request & Report / 

General Reimbursements Report
• Today: Booking Tool & Payment 

Options
• Next: Guest Travel

Format
• 60 – 90 minute recorded sessions
• Present on each of the topics for 30 –

45 minutes 
• Remaining time work through 

scenarios and answer questions



Project Goals

• Redefine the campus travel and 
reimbursement experience

• Seamless PCard integration
• Streamline and simplify

processes
• Elevate compliance
• Increase transparency and 

spend visibility
• Identify cost savings 

opportunities

APPROVALS

TRAVEL

EXPENSE

COMPLIANCE



Our Commitment to You

• Comprehensive website
• Ready, Set, UF GO newsletter
• Just-in-time training alongside system 

introduction
• User-friendly guides

https://cfo.ufl.edu/initiatives/uf-go/



Project Status

• Continue Timely Topics sessions
• College / Department visits
• Finalizing integration with myUFL

Status

• Preparation for a small pilot group
• Transition to production environment
• Stay tuned for wider campus implementation

Timeline



Key Changes

Be on the lookout for key changes!

Highlight potential impacts to your unit’s Travel and PCard 
processes



BOOKING TOOL



Primary User Modules*

*Also supports guest travel

REQUEST

Submit a Travel Request 
or request a cash 

advance

TRAVEL

Book travel on Concur 
platform, supported by 
World Travel Services

SUBMIT EXPENSES

Submit Travel, PCard, 
Employee Reimbursement 

expense report



Travel Request to Travel Report

Travel 
Request

Travel 
Expense 
Report



Current 
State 



Booking 
Travel Today
• 2-3 booking sites visited per trip
• 81 minutes booking domestic travel
• 32 minutes spent on domestic travel 

ERs and 76 minutes for international 
travel ERs

• PCard transactions entered twice in 
MyUFL (PCard Module + Expense 
Report)



Future State 



World Travel Service
UF’s authorized 
agency for all travel 
needs

Available online or 
by phone 

24/7 designated 
booking support and 
by-phone assistance 

Management of 
unused airline 
tickets

Adheres to UF travel 
policy



Booking 
Platform

• Comparable pricing to other booking websites
• Leverage overall UF spend
• Negotiated discount rates with major vendors 
• Itinerary feeds into Expense module
• Alerts users of UF policies and guidelines
• Management of unused airline tickets



Integrated Booking Tool 



Initial Set-up
Can be completed ONLY by the User



Personal Information

• Employee name information feeds directly from HR system
• If first or last name change is needed, it must be completed through the process 

developed by UF HR



Key Changes

Travelers must verify name in UF GO reflects legal name on 
traveling documents

• Name changes must be completed through UF HR
• Middle name can be modified directly in the UF GO profile 



Travel Assistant/Arranger

Travel Assistant 

• An employee who can arrange travel or 
have visibility into a user’s travel itineraries

• Travel Assistants are also referred to as 
Arrangers in UF GO

• A traveler can have more than one 
arranger/assistant

• An arranger/assistant can book for more 
than one traveler



Travel Assistant/Arranger

Ursa User 
Traveler

Delegate

Travel Assistant 

An employee authorized to 
prepare transactions on behalf 

of another person. Can also
arrange travel when authorized

An employee who can arrange 
travel or have visibility into a 

user’s travel itineraries



Ursa User 
Traveler

Delegate

Travel Assistant 

Shared services team member

Executive Assistant

Travel Assistant/Arranger



Key Changes

Travelers can designate a Travel Assistant in addition to 
having a Delegate in UF GO



Travel Profile 
Options

• Frequent traveler programs

• TSA Pre-check information

• Travel preferences (car rental 
type, hotel room type, aisle seat, 
etc.)

• Credit card information 

• Emergency contact



E-Receipts
When opted into, e-receipts are automatically collected



Continuing 
Guidelines…

• A Travel Request should be 
entered prior to booking

• A cost comparison is required 
when a trip includes personal 
travel

• University contracts should be 
used



BOOKING TOOL FUNCTIONALITY



Booking in UF GO

Ursa User

Delegate

Ursa User 
Traveler Acting as User, Ursa

Acting as User, Ursa

Travel Assistant 



Search Function

1. 2.



Available Flights Matrix



Flight Options

• Will warn traveler an option is out-of-compliance, may require additional 
justification as to why something is booked outside UF guidelines

• Recommend calling World Travel for complex travel or travel with a spouse 



Air 
Ticket

Ursa User

Ursa User



Itinerary
Information is 
compiled in UF GO 



Available Car Rental Matrix



Car Rental Options
• Preferred vendors will list at the top of the matrix
• A credit card is NOT needed to book a car rental reservation. It is needed 

at the time of pick-up



Hotel Map



Hotel Options

• Each hotel has their own rules and cancellation policy 

• Some hotels require a deposit while others do not



Key Changes

Booking tool will be required for airfare, car rental,          
hotel, and train/rail 

*Exceptions will be addressed on a case-by-case 

When attending a conference with block rates, hotels may be booked 
outside UF GO



PCard Transaction Import
Charges made with PCard are imported for reconciliation



Expense Reports



Receipts in UF GO

• Pictures of receipts taken via the in-app 
camera or emailed to receipts@expenseit.com
will help the system pre-populate:

• Expense Type
• Transaction Date
• Vendor Name 
• Amount

• Available in the system as soon as the receipt 
is uploaded

mailto:receipts@expenseit.com


Mobile App



Consolidation in One 
Platform

UF 
GO

E-Receipt
*Feed from 

Vendor

E-mail

Photo 
Upload

Mobile App 
or Computer PCard / Air 

Card 
Transaction

Itinerary 
Import
*From 

Booking Tool

Consolidation in One Platform



PAYMENT OPTIONS
(Air Card, PCard, Personal Funds)



UF GO
Payment
Options

• Virtual card embedded in UF GO

Air Card *NEW*

• Leverage existing payment method

PCard

• Flexibility to satisfy preference of 
users

Personal Funds



• Card is virtual; no physical card issued
• Can only be used to purchase airfare
• Limits out-of-pocket expense for traveler 

and/or cash advances
• Eliminates the need to book airfare on a 

department PCard
• No single purchase limit
• Central oversight of unused airfare   

tickets

Air Card 



Air Card 

• Available in all UF GO profiles to purchase airfare (UFFND trips should not use the 
UFLOR Air Card)

• World Travel provides booking information to the credit card company to match the 
charge with the traveler

• Can be used for Guest travelers

UFLOR Air Card
*1234UFLOR Air Card



Air Card 

Transaction will appear on the traveler’s profile approximately 5 days after 
purchase is made



Key Changes

UFLOR Air Card is an integrated payment method in UF GO for 
users to purchase airfare 



UF PCard UF preferred 
payment option!



PCard Charges in 
Travel Reports

once

• Charges may be pending until the traveler 
returns



Acting as User, Ursa

Travel Report with PCard Charges



Mitigating PCard
Risk

• Spend limits

• MCC codes

• Transaction audit

• Card suspension for non-
compliance, inactivity, and upon 
request

• Departmental internal controls

• NEW: Detect by Oversight (AI)



Personal 
Funds

• Flexibility based on users’ preference
• Reimbursement for personal payment occurs 

upon trip completion



Key Changes

The UF GO system is user-centric; 
this means travel charges should be paid under the user’s name

• Frequent travelers should incur expenses on their own PCard 
or personal funds

• There is a workaround to assist with the expense reports of 
infrequent travelers
• It breaks the holistic view of an individual’s travel and 

duplicates work



PAYING FOR TRAVEL EXPENSES 



The UF GO system is user-centric

A charge can only be 
expensed under the 

profile of the cardholder / 
incurred expense



The UF GO system is user-centric

Dan DelegateUrsa User

• Dan is the PCard holder
• Responsible for purchases 

on his PCard

• Ursa is the traveler
• Needs a Travel Request

A charge can only be 
expensed under the 

profile of the cardholder / 
incurred expense



SCENARIO 1: PCARD / AIR CARD



Travel Request 

Travel Request
• Airfare
• Hotel 
• Conference registration
• Meals 
• Additional expenses



PCard / Air Card  Scenario 

Ursa User

Travel 
Request

PCard/Air  
expenses
& meals

Travel  
Report



Ursa’s Travel Report



SCENARIO 2: WORKAROUND



Travel Request 

Travel Request
• Airfare
• Hotel 
• Conference registration
• Meals 
• Additional expenses

Dan Delegate



Workaround Scenario
Ursa User

Ursa’s 
Travel 

Request

Travel  
Report

Conference 
Registration

Travel  
Report

Dan Delegate

Expenses 
& Meals



Ursa’s Travel Report
Ursa User



Dan’s Travel Report

Dan Delegate



Possible 
Concerns 
• Duplication of expense 

reports (UF gets charged for 
each)

• Limited use of mobile tools 
and E-receipts

• Loss of itinerary information
• Loss of holistic travel 

visibility 
• Encumbrance liquidation



SCENARIO 3: PERSONAL FUNDS



Travel Request 

Travel Request
• Airfare
• Hotel 
• Conference registration
• Meals 
• Additional expenses



Personal Funds Scenario 

Ursa User

Travel 
Request

Trip 
Expenses

Travel  
Report



Ursa’s Travel Report



YOUR UNIT



How will 
these 

changes 
impact your 

current 
processes?

1. Travelers must verify name in UF GO reflects legal name in 
traveling documents 

2. Travelers can designate a Travel Assistant in addition to having 
a Delegate in UF GO

3. The booking tool will be required for airfare, car rental, hotel, 
and train/rail 

4. UFLOR Air Card is an integrated payment method in UF GO for 
users to purchase airfare 

5. The UF GO system is user-centric; this means travel charges 
should be paid under the user’s name

Key Changes Session 4



How will 
these 

changes 
impact your 

current 
processes?

1. New expense categories are mapped based on Request and 
Trip Type to existing account codes in the General Ledger

2. Estimated travel expenses that will be paid with a PCard will 
encumber on budget-based funds 

3. If a PCard charge is travel-related, it must be assigned to a 
Travel Report as soon as the charge is available 

4. Remaining cash advance must be accounted in the Travel 
Report using the Cash Advance Return expense type

Key Changes Session 3



How will 
these 

changes 
impact your 

current 
processes?

1. PCard charges will be processed by or while acting as a 
delegate for the cardholder

2. PCard expense reports can be submitted every 7 days, best 
practice is to submit every 14 days

3. Account codes will no longer be entered for PCard charges; 
Expense Types will be selected instead

4. Travel and PCard will have one Financial Approver for each 
Department ID

Key Changes Session 2



1. Multiple PCard transactions = One Expense Report

2. Only the user (ex. Traveler/PCard holder) can submit 
their own request and/or expense report

3. Supervisor must approve Travel Request

4. Travel and PCard will have one primary and one 
secondary approver for each Department ID

How will 
these 

changes 
impact your 

current 
processes?

Key Changes Session 1



Questions?

We hope you join us in our future sessions!
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