Request

This guide will take you through the steps for submitting a Request. Per OU Travel Policy, Requests must be approved by someone of Higher
Institutional Authority before Out of State or International travel occurs.

Accessing Concur

1. Goto Travel.ou.edu and login with your 4x4.
Requests

2. Click Requests from the main menu.

3. If you have previous Requests, they will be displayed and will show the status of each Request.

4. To create a new Request, click New Request from the top of the screen.

5. Note that only the fields with a red bar are required and the other fields are optional.

6. Enter the Event Name/Nature of Business, Business Travel Start Date, Business Travel End Date, Final Destination City, Trip Type,
Traveler Type and Request/Trip Purpose.

7. Inthe field of Does this trip contain personal travel?, either select Yes or No.

8. If choosing Yes, enter in the dates of personal travel in the Personal Dates of Travel field.

9. If additional information for the Request needs to be provided, enter that in the Comment field.

10. If additional information regarding the funding source for the trip needs to be listed, enter this information in the Funding Source field.

11. If expense estimates for your trip are needed, enter these amounts in the Airfare Estimate, Lodging Estimate, Per Diem Estimate,
Registration Estimate or Other Expenses Estimate fields. Please note that if specific segment estimates are given, they will not auto
calculate in the Total Trip Estimate field and must be manually calculated.

12. If only a total estimate for the trip is needed, enter that total amount in the Total Trip Estimate field.

Help ~

SAP Concur Requests Travel Expense App Center °

Profile -

Manage Requests Mew Request Quick Search

Request =

Status: Mot Submitted
Event Name/Nature of Business:
Funding Source:

Request Header | Approval Flow || Audit Trail

Event Name/Mature of Business Business Travel Start Date Business Travel End Date Final Destination Cityly
[ a8c conference [10012012 B [10042019 FH| [Boston, Messachusets

Trip Type Traveler Type Request/Trip Purpose Does this trip contain personal travel 7 Personal Dates of Travel Commenty, o

Out of State Travel A | Non Grant - OU Employee ~ Conference Attendee/Participant b | No ~

Funding Saurcs[{.,_p

D Offline Approval?

Airfare Estimate Lodging Estimate Per Diem Estimatef» Registration Estimate Cther Expenses Estimate Total Trip Estimatefy?

% The UNIVERSITY of OKLAHOMA Concur@ou.edu



mailto:Concur@ou.edu

Request

Workflow Approval

13. If you are going to submit the Request and obtain approval through the workflow process, click on the Approval Flow tab at the top of the
Request to see who the Request will be routed to. By default, your travel supervisor from PeopleSoft HR will populate as the Manager.

Request 9KFR (s P

Status: DT -
Event Name/Nature of Business: ABC Conference

Funding Source: $1.500 from departmental account...

Regquest I—esc'r".l.cit Trail

14.
15. Click Submit Request to submit the Request for approval.

Offline Approval
16. If you are going to attach evidence of approval offline, click the Offline Approval? box on the Request Header.

Request 9KFR —
Event Name/Nature of Business: ABC Conference —

Status: Not Submitted

Funding Source: $1,500 from departmental account...

Request Header || Approval Flow || Audit Trail

Event Name/Nature of Business Business Travel Start Date Business Travel End Date Finzl Destination Cityy»
[ ABC Cantersnce 02222019 | [oorzriz01 | [Boston. Massachusetts
Trip Type Traveler Type Request/Trip Purpose Does this trip contain perscnal t's\-‘&l"[;.,:; szmsnt[a? Funding S:u'c&[a?
Out of State Travel v MNon Grant - OU Employee b Conference Attendee/Participant - | No w Discounted registration fee obtained for 51,500 from departmental account.

speaking st the conference. Reguesting 1,500 from Dean’s office.

17.

18. Click Save.
19. You will be prompted to attach evidence of prior approval.

Request HEEdE'g Approval Flow Audit Trail

Action Required: Please attach evidence of prior to travel.

20.
21. Click on the Attachments button and select Attach Documents.

Concur@ou.edu
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Delete Request Submit Request

Status: Mot Submitted

22.

23. Locate the file evidencing the approval by clicking on Browse.
Document Upload and Attach 0%
ou may attach scanned images.

“fou may choose up to 10 files to attach to the request.
For best results, scan images in bladk & white with a resclution of 300 DPI or lower.
Click Browse and select a .png, .jpg, .jpeg, .pdf, tif or tiff file for upload. 5§ MB limit per file.
Files Selected for uploading: -
Mo files selected
Close
24.

25. Once the correct file has been selected, click Upload and then Close out of the pop-up box.

Document Upload and Attach

“You may attach scanned images.
“fou may choose up to 10 files to sttach to the request.

For best results, scan images in black & white with a resclution of 200 DPI or lower.

Click Browse and select a .png, .jpa, .jpeg, .pdf, .tif or _tiff file for upload. 5 MB limit per file.

Files Selected for uploading:

Browse. .. ' Upload ’
Coifskepath\Agends-Event Informstion. pdf

Remove

=)
26.

27. Click Submit Request to finalize the Request.

m m Attachments = Print / Email =

Delete Request { Submit Request )

Status: Mot Submitted

28.
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30.
31.

32.
33.
34.
35.
36.
37.

38.
39.

40.

41.

42.

43.

Manage Requests
29.

To review previously submitted Requests, click on Requests from the main menu and previously entered Requests will appear.

SAP Concur [G] = Requests = Travel  Expense

Manage Requests New Request Quick Search

Active Requests (1)

View v

Regquest Mame ~ | Begins Vith ~ |
|:| | Request Name | Request ID | Status
|:| ABC Conference IXHR Approved

Click on the Request and available options will appear, depending on the status of the Request.

Select the Cancel button to cancel from the Request screen.

Select the Save button to save any changes made to the Request.

Select the Attachments button to View or Delete attachments appended to the Request.

Select the Print/Email button to print or email a summary of the Request.

Select the Delete Request button to delete the Request. A pop-up box will appear to confirm the deletion of the Request.
Select the Submit Request button to submit the Request.

Attachments - Prnnt / Email Delete Request Submit Request |

For previously approved Requests, select the Create Expense Report button to create an expense report related to the Request.
Select Cancel Request to cancel the Request if it is no longer applicable, such as in the case of a duplicate Request. A pop-up box will
appear to confirm cancellation of the Request.

Select Close/lnactive Request if the Request is no longer needed due to the trip being cancelled. A pop-up box will appear to confirm
closure of the Request.

Select the Recall button to recall the Request. A pop-up box will appear to confirm the recall action of the Request.

Create Expense Report Attachments » Print / Email » Cancel Reqguest Close/lnactivate Request |
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Create an Expense Report
44. An expense report for Out of State or International travel cannot be created without an approved Request. The Request must either be

45.

% The UNIVERSITY of OKLAHOMA

approved through workflow or evidence of offline approval must be attached to the Request. Once there is an approved Request, click on
Requests from the main menu. Approved Requests that have not been expensed to a report will have the option of Expense under the
Action column. Click the Expense hyperlink to create the expense report and see the document on Expense Reports for more information.

Help =
SAP Concur @ Requests Travel Expense App Center

Profile = &

Manage Requests MNew Request Quick Search

Active Requests (1)

Request Mame w Begins With w | Go |
|:| Request Hame Request ID Status Request Datez ¥ Date Submitted | Approved ... | Remaining... Action
I:‘ ABC Conference SKFR Approved 09/23/2019 081272019 50.00 50.00 @
£1,500 from departmental account.
Requesting $1,500 from Dean's Comment: Discounted registration fee obtained for speaking at the conference. 0902712019
office.
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