
How to Create and Submit a Travel Request

Using Concur, you can submit a travel authorization request with your anticipated travel

expenses which will then route to your supervisor for approval.
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Step 1:

To create a request, using

the quick task bar select

Start a Request

Step 2:

On the Create New

Request page, complete

the required fields as

marked by a red asterisk.

Step 3:

Once completed, select

Create Request
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Step 4:

Once created, add

expenses to the request by

selecting Add

Step 5:

Select the most

appropriate expense type

from the list

For example,Hotel

Reservation for lodging

expenses

Step 6:

On the new expense

screen, complete the fields

as needed
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Step 7:

Once you’ve entered in all

the information, click

Save

Step 8:

Attach any trip documents

you may need for your

approver’s review by

clicking the Attachments

dropdown

Step 9:

ClickUpload and

Attach. You can now view

or manage attachments

under the same

Attachments dropdown
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Step 10:

If you would like to copy

the request for similar

travel, select Copy

Request

Step 11:

If you want to delete the

request, click the trash can

icon to the right of the

request title

Step 12:

Once you’ve entered in all

of your anticipated

expenses for the trip,

submit for approval by

clicking, Submit

Request




