Creating and Submitting a Travel Request

Effective October 2023, an approved travel request is required for all employees to submit a
travel expense report with a trip type of In-State-Overnight, Out of State, and/or International

Travel.

Traveler must add Expenses and Fixed Allowance (per diem) expenses to requests to help
estimate the total cost for your trip.

1) From the SAP Concur Home page, select Start a Request from the Create button
dropdown
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2) On the Create New Request page, complete the required and optional fields as directed
(required fields are indicated with a red asterisk), and then click Create Request
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3) On the Expected Expenses page, click Add to enter your expense details
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In the list of expense types, select the expense which most closely matches your anticipated expense.

Not all expense types are listed, use Other Travel Expenses if you do not see the expense type listed. For
per diem, use Meals- Individual Daily Per Diem (this is used for domestic and international travel).

4) For this example, select the Meals — Individual Daily Per Diem expense type
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5) Complete the required and optional fields as directed. The Estimated Amount field is
read-only and will be automatically populated based on the City, Duration, and the GSA
(domestic) or US State Department (International) rates for the arrival city.
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After saving the expense, you will see the calculated Amount based on the fixed
allowance
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6) Repeat the process using the Add button to list all expected travel expenses
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7) Once all expected travel expenses are listed, click Submit Request
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8) Review the Request User Agreement and select Accept and Continue
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| certify the estimated expenses contained in this Travel Request are within the university guidelines and are a true
and accurate representation of the expected cost of this travel activity on behalf of Texas Christian University
(TCL).

Cancel Accept & Continue

9) After submitting your travel request, you may recall (prior to the final approval), copy or
cancel your request if your travel plans change or you need to make a change to your

request
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