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Major Considerations
1. Why eLearning?

50,000+ employees – too large to do instructor led training
Training needed by initial group of power users, P‐Card 
holders, and frequent travelers on Day 1
Training needed by other employees piece‐meal
ELT provides “on demand” options

2. Voice‐Over vs. Non‐Voice‐Over Simulations
Voice‐over simulations for tasks that ALL employees must 
do for themselves
Designed for those who need extra help or might consider 
themselves “above” training

3. Balancing Act
Provide “just enough” detail to help the first time user, 
but not overwhelm them with process or policy
Simulations for all complex tasks, documentation for 
“one‐offs”
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Three Populations
1. Mandatory Faculty/Staff Tasks 

Employees must do for themselves
Delegates cannot do for them (could coach)
Materials:  documentation and voice‐over simulations 
(Based on SA/HR experience)
“Quick Start” Links on HTML page

2. Employee (Delegate) Tasks (Optional)
Setup, booking travel, and expense reporting tasks
Materials:  documentation & simulations
Framed Within:  1 hour end user eLearning course

3. Approver Tasks (Required)
Expense report approval tasks and relevant U‐M Business 
Process & Policy
Materials:  documentation & simulations
Framed Within:  30 minute approver eLearning course
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Two eLearning Courses

Concur Expense Approver
Content
Approval notifications
Approval processes
Cash Advances
Expense Reports

U‐M approval policies

Required annually
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Concur User
Content 
Booking Travel
Creating Expense Reports
Managing Receipts
Notification for submission

Recommended for:
Those booking their own travel 
and/or creating their own 
expense reports
Those designated as a delegate
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MyLINC
New Procurement Front Page
New catalog
Single category
Room to grow
Highlighted 
resources
Direct users to 
HTML “wrapper”
Available to all 
employees
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Concur Training & Resources
My LINC
Concur Training and 
Resources page is 
the gateway to:

eLearning courses

Simulations

Procedures

“Quick Start” 
materials at the top
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Concur Training & Resources
Procurement Services Website
Concur business process information
P‐Card cycle
Expense Type > M‐Pathways Account mapping
http://www.procurement.umich.edu/travel_expense‐sys.html

Concur best practices / Frequently asked questions
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Questions?
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