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Office Hours Summary Notes
Procurement
· Procurement will update the P-Card reconciliation schedule on the P-Card website.
· Enterprise Car Rental – in connection with Travel & Expense Management
· Enterprise rental car program now follows an updated direct billing and reservation process. 
· Undergraduate student drivers must use the pool program and obtain PO approval before rentals. 
· Faculty and staff should continue using T&E cards or personal reimbursement methods for rentals. 
· ServiceNow ticket submission required for undergraduate rental car reservations paid by PO. 
· Driver qualification remains a critical step before vehicle reservations.
Accounts Payable
· Annual purchase orders must reach suppliers promptly to prevent payment and processing delays. 
· Create purchase orders before placing orders to maintain compliance and avoid payment issues. 
· Direct suppliers experiencing Transcepta issues to the Accounts Payable team for support. 
· AP team continues to respond to inquiries and supplier communications within 24-48 hours.
Travel Updates
· New Concur video library now available, featuring travel booking and training resources. 
· Concur mobile app streamlines receipt management and expense reconciliation. 
· Review AI-generated hotel receipt categorizations in Concur for accuracy. 
· Submit travel requests early and include complete supporting documentation. 
· Approve pending Concur transactions promptly to avoid reimbursement delays. 
· Attach telecommute agreements to mileage reports when applicable.
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