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AGENDA

UF GO Cost Comparisons

• Announcements & Reminders:
o New Concur Expense Module User Interface
o Travel Requests-Pre trip Approval

• UF Directives on Cost Comparisons
• Required Documentation
• Established Exceptions & the Exception 

Process
• How to Create a Cost Comparison
• Demo & Questions (if time permits)



HOUSEKEEPING

• Slides will be provided in the chat

• Recordings can be viewed on our 
website

• Instruction Guides are located on HR’s 
Toolkit website

UF GO Cost Comparisons

https://procurement.ufl.edu/uf-go/info-sessions-events/
https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/


Announcements & 
Reminders



New Expense Report User Interface (UI)

Introducing the New Concur Expense Report UI

• SAP Concur is updating the user interface (UI) for Expense Reports

• Why?
– Address user pain points around cumbersome navigation, overwhelming alert 

messages, slowness, and too many clicks to complete tasks
– Support accessibility and modern design standards to improve usability of the 

UI
– Increase user satisfaction by reducing the time it takes to add, view, update, 

& submit expenses

• When? October 15
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New Expense Report User Interface (UI)

Features & Benefits

• Typography design enhancements for a 
cleaner and more modern look

• Streamlined side-by-side display of the 
receipt image, expense details, and list of 
expenses for easier viewing

• New loading states to minimize full page 
reloads

• Re-designed alert messages to make them 
less overwhelming
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New Expense Report User Interface (UI)

Features & Benefits

• Icons with info pop-ups to quickly view 
additional details associated to expenses, 
such as attendees, itemizations, allocations, 
credit card transactions, and more

• Expandable side panel with a responsive 
layout that adapts to different device sizes

• Itemization flow enhancements for easier 
navigation and editing of parent and child 
entries
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New Expense Report User Interface (UI)

Features & Benefits

• Drag-and-drop receipt files for 
automating the creation of new 
expenses via ExpenseIt

• Clearer dialog messages for 
system errors to better explain 
causes and resolutions to system 
and connection issues
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New Expense Report User Interface (UI)

How do users opt-out of the new UI?

• Banner at the top of the expense report page will allow users to “Switch 
Back” to the classic UI 

• Users can also provide feedback on the new UI to Concur

UF GO Cost Comparisons



New Expense Report User Interface (UI)

How do users opt-out of the new UI?

• If user switches back to the classic UI, the banner will have an “Enable” 
button to re-enable the new UI
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Trip Pre-Approval

Travel Requests

Reminder:
• Please ensure Travel Requests are completed & fully approved BEFORE 

the Travel Start date!
• Include the information below on the travel Request when applicable:

– Primary destination listed on the header
– All other planned destinations listed in the comments, or somewhere on the Request
– All entities that will be visited
– Comp Travel expenses (including expenses the traveler plans to pay themselves and 

not be reimbursed for)

Any expenditures related to locations, entities visited, conferences 
attended, etc., that were not listed on the Travel Request, may not be 
reimbursed
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Trip Pre-Approval

Travel Requests

Required by Florida State Statute:
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https://www.leg.state.fl.us/Statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=travel&URL=0100-0199/0112/Sections/0112.061.html
https://www.leg.state.fl.us/Statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=travel&URL=0100-0199/0112/Sections/0112.061.html
https://www.leg.state.fl.us/Statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=travel&URL=0100-0199/0112/Sections/0112.061.html


Trip Pre-Approval

Travel Requests

Per UF Travel Directives:
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https://procurement.ufl.edu/uf-go/travel-and-expense/travel-directives/
https://procurement.ufl.edu/uf-go/travel-and-expense/travel-directives/
https://procurement.ufl.edu/uf-go/travel-and-expense/travel-directives/
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COST COMPARISON ~ UF DIRECTIVES

Any trip that includes costs for upgrades, 
convenience, and/or personal travel will require a 
cost comparison to ensure that the University is not 
paying for costs unrelated to or unallowable on 
official UF business. 

Click here to access the Travel Directives 
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https://procurement.ufl.edu/uf-go/travel-and-expense/travel-directives/


COST COMPARISON ~ UF DIRECTIVES
This includes:
 personal extended stay at the business location,
 personal deviations to a non-business location in conjunction with official 

business travel, as well as,
 non-reimbursable travel upgrades

University Travelers or their Delegates should obtain a cost comparison 
through UF GO’s online booking tool or the University’s authorized travel 
agent (WTS) at time of booking to validate the reimbursable portion of the 
business-only equivalency of the fare.

This cost comparison is to be included as supporting documentation on the 
Travel Expense Report when personal travel and/or upgrades are included.
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COST COMPARISON ~ UF DIRECTIVES

Cost comparison supporting documentation should:

 Represent the cost of the most direct route to and from the business 
location for the days of business travel only (i.e., reflect the business trip 
as though no personal travel is included)

 Select the least expensive airfare within the main cabin class (e.g., 
economy, coach) (Unless an upgrade is allowed, then choose the allowable class)

 Not be limited to results from a particular carrier or number of stops

Note: If an airline automatically grants an air class upgrade based on traveler 
status and there is no cost to the University, the Traveler should still provide a cost 
comparison and attach it to the Expense Report.    
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COST COMPARISON ~ UF DIRECTIVES
Established Exceptions

At times, it may be impractical to use the booking tools offered by the University due to system 
limitations. Alternate booking outside of UF GO or with the University’s authorized travel agent may 
be permissible for reimbursement for documented instances, including when: 

• A hotel offers a discount code to be used with a conference block where a hotel website must 
be used to enter the code directly 

 
• Rental properties (AirBnB, Vrbo, campgrounds, etc.) that cannot be found in the booking tool 

result in lowest cost to the University, a cost comparison should be included with expense report 

• Air travel or lodging accommodations to a location where Authorized Travel Agent cannot 
provide support (ex. travel to a remote location and cash-based economies) 

• A University Traveler uses miles/points to upgrade the airfare from coach/lowest cost to their 
preferred airfare class and this results in a less expensive airfare ticket than the amount the 
University would have paid for coach/lowest cost, a cost comparison should be included with 
expense report
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COST COMPARISON ~ UF DIRECTIVES

Established Exceptions continued
 
• A contract has been processed and signed through Procurement Services (i.e. group block for 

hotels) 

If a guest (non-profiled traveler) is booking their own business travel, they are not required to use the 
booking tool. 

When an Established exception applies, documentation of the exception (comments/ email, etc.) is 
required on the Travel Expense Report, but the Booking Tool Exception Form is not required.  

Violation of this directive may result in delay or denial of expense reimbursement, loss of 
approver/delegate responsibility, restitution for personal/unallowable PCard charges, and/or 
disciplinary action, up to and including termination of employment. 
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Let’s 
Simplify 

this!



WHY A COST COMPARISON REQUIRED?

To ensure that UF is only paying for business expenses and to ensure 
compliance with UF Directives.

Situations when cost comparisons are required:

1.  Personal travel is included with a business trip

2. Requests to book outside of the booking tool/ not with 
World Travel Service (WTS)

Cost Comparisons are required when requesting to book airfare, 
hotels, or rental cars outside of the Concur Booking Tool, either due 
to a 20% cost differential or for any reason where cost is a factor.
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WHAT ARE YOU COMPARING?
Personal Travel Exception to Booking Tool

Comparison Between: Comparison Between:
The least expensive direct flight which shows 
prices for only the business travel dates.  
Created using the UF GO Booking Tool or by 
calling WTS

The least expensive direct flight created using 
the UF GO Booking Tool or by calling WTS

VS. VS.
The flight that was actually booked for your 
trip, which includes personal travel days (i.e., 
several days before and/or after the business 
portion of the trip).

The flight that you are requesting to book which 
was found outside of the UF GO booking tool 
(i.e. directly with the airline).
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WHEN TO COMPLETE A COST COMPARISON

Cost comparisons are most accurate when completed at the same time the 
trip is booked.

When a cost comparison is not completed at the time of booking, or it 
doesn’t provide all the required information, the cost comparison will have 
to be created after the fact.

UF GO Cost Comparisons 



ESTABLISHED EXCEPTIONS

UF GO Cost Comparisons

Exception Reasons
Exception Form

Required?
Cost Comparison 

Required?
Financial Accountable 

Officer Approval 
Required?

Conference Hotel Discounted Rate No No No

Airbnb, VRBO, Campgrounds and other rental 
properties not found in the booking tool and 
result in at least a 20% cost savings

No Yes No

Air travel to a remote international location & WTS 
is not able to book No No No

Traveler books through airline to use miles / 
points for upgrade (*The value of the miles/points 
won’t be reimbursed)

No Yes No

A contract has been processed and signed 
through Procurement Services (i.e. group block 
for hotels) 

No No No

Guests who prefer to book their own trip No No No

* Any time an established exception is used, choose the relevant exception in the “Reservation 
Source” on the expense drop down and add additional comments when additional information 
provides clarification



BOOKING TOOL EXCEPTION PROCESS
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Additional Exceptions

Every effort should be made to use the University booking tool or by 
calling or emailing World Travel Service. In cases not covered by the 
Established Exceptions listed above, follow the procedures outlined in 
the UF GO Booking Tool Exception Process document.

UF GO Booking Tool Exception Process

Booking Tool Exception Form

Exception Reasons
Exception

Form
Required?

Cost Comparison 
Required?

Financial 
Accountable Officer 
Approval Required?

More than 20% cost savings No Yes No
Other Reason
(Any other reason.  Not an Established 
Exception and not a cost savings.

Yes May be required, if 
relevant Yes

https://cfo.ufl.edu/wp-content/uploads/2023/11/ufgo_exceptionprocess_final.pdf
https://cfo.ufl.edu/wp-content/uploads/2023/11/ufgo_bookingtoolexceptionform_final.pdf


HOW TO COMPLETE A COST COMPARISON

STEPS

Log into UF GO

Enter Business Travel as the purpose

Enter the From and To locations as well as the 
dates that are for BUSINESS TRAVEL only.

This should be how the traveler would have 
traveled if personal travel was not included during 
the trip
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HOW TO COMPLETE A COST COMPARISON

REVIEW THE 
LEAST COST

LOGICAL FAIR

OPTIONS 
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HOW TO COMPLETE A COST COMPARISON

REVIEW THE 
LEAST COST

LOGICAL FAIR

OPTIONS 

CLICKING ON “POLICY” 
GIVES MORE CHOICES
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HOW TO COMPLETE A COST COMPARISON

REVIEW THE LEAST COST

LOGICAL FAIRS

YOU CAN ALSO EXCLUDE 
CLASSES OF SERVICE IF THE 
FLIGHT DOES NOT QUALIFY 
FOR AN UPGRADE
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HOW TO COMPLETE A COST COMPARISON

WHEN YOU CLICK ON A 
ROW OF FLIGHTS,  ALL OF 
THE FAIRS FOR THAT FLIGHT 
WILL BE VISIBLE.

WE WOULD LIKE TO SEE 
THIS SCREEN
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HOW TO COMPLETE A COST COMPARISON

Include these items are on your documentation:

• Date the cost comparison was obtained

• Dates of business travel, including the allowable travel days before and after the trip

• To and From location

• Airfare Class for each leg of the flight

• Times of departure/arrival (these should be reasonable, i.e. don’t compare a flight 
that leaves in the late evening to one that leaves in the morning).

• Total cost of the flight(s)

UF GO Cost Comparisons

Documenting the cost comparison accurately is VERY important.



HOW TO COMPLETE A COST COMPARISON

FOR THE COMPARISON TO 
BE WELL DOCUMENTED, WE 
NEED ALL RELEVANT 
INFORMATION.

TAKE MULTIPLE 
SCREENSHOTS

INCLUDE THE DATE FROM 
YOUR COMPUTER 

UF GO Cost Comparisons

Documenting the cost comparison accurately is VERY important.



HOW TO COMPLETE A COST COMPARISON

FOR THE COMPARISON TO 
BE WELL DOCUMENTED, WE 
NEED ALL RELEVANT 
INFORMATION.

TAKE MULTIPLE 
SCREENSHOTS

INCLUDE THE DATE FROM 
YOUR COMPUTER 
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Documenting the cost comparison accurately is VERY important.



HOW TO COMPLETE A COST COMPARISON

World Travel Services (WTS) is the 
University of Florida’s Travel Management 
Company and authorized travel agent.

Cost Comparisons can also be completed 
by calling or emailing WTS.  Ask the agent 
to email you the airfare, hotel, or rental car 
quote that best meets policy.

ufl.travel@worldtrav.com
865-288-1901  (After hours code: S-5CWK)

UF GO Cost Comparisons

mailto:ufl.travel@worldtrav.com


OTHER COST-RELATED CONSIDERATIONS

Checked Baggage – Do both comparisons include 
a checked bag or just a carryon?  

Refundability – Are both comparisons refundable?

Airfare Discounts – UF receives discounts from some 
airlines.  This discount is not applied until 
just before the system issues the ticket.
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Demo



Questions?



Contact Form: PCard and Travel Support

We are happy to help!

CONTACT US!

UF Travel Department: 352-294-1114

UF PCard Team:  352-392-1331

https://uf.tfaforms.net/729
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