Concur Travel and Expense Management
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Administration> | Helpw
SAP Concur E Requests. Travel Expense

Profile = &
Manage Requests Process Requests
Manage Requests
REQUEST LIBRARY View Active Requests v
THERE ARE NO ACTIVE REQUESTS
+ Click Create New Request to create a new request
Create New Request

s_‘ To begin, log into udel.edu/concur using your UD credentials

mmy © Select the Requests tab at the top of the Concur home page

e ©  Select Create New Request e

teserved




Create New Request x

N

* Required field
Request Type *

*UD-Travel Request

Request/Trip Name * Request/Trip Start Date * Request/Trip End Date *

\ | MMDDAYYY | MMDDAYYY

Request/Trip Purpose * Destination City * Destination Country *

‘ None Selected | & v | Search by Country/Region

Approval Required? * @ Emergency Travel? @
‘ Yes | No

Traveler Type * Trip Type * Will this trip include personal travel? *

‘ 02. Staff/Grad Student | None Selected | None Selected

Personal Dates of Travel Trip Details * © Spesdtyps *
‘ | Y ~ | Search by Code

Project ID

| Y ~ | Search by Code

UD User Field Work Order #
‘ Y ~ | Search by Code | | Y v | Search by Code

Cancel

In the Request Header, complete all required fields marked with a *
Click Create Request




Administration» | Help~

SAP Concur [C] | Requesls | Travel  Expense trofie « @
-

Manage Requests Process Requests

New Ul test @

Not Submitted | Request ID: BFVE

Request Details v Print/Share w Attachments w

E D EXPENSES

No Expected Expenses

Add expected expenses to this request to submit for approval

W SAP Concur

Travel Policy

Click Add to create estimated expenses for Airfare, Hotel, etc. as applicable




T T Required Fields will vary
MNew Expense: Air Ticket based on New Expense type ar @
e ., [F——— — (Hotel, Card Rental, etc.)

Outbound

e w
Raturn

FaFdlr =

SAP Concur

« Complete all required fields marked with a *
s © Click Save
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Administration> | Help~

SAP Concur @ Reguesis Travel Expense

Profile ~ &

Manage Requests Process Requests

Copy Request

New Ul test $900.00 @

Not Submitted | Request ID; 6FVE

Submit Request

Request Details v Print/Share Attachments v

EXPECTED EXPENSES

| ExpensetypeT| Details T| Date = AmountT|  Requested T|

Wilmington, UNITED STATES - New York - Moynihan Train Hall, UNITED STATES

Railway Ticket Round Trip

09/19/2022  $300.00 $300.00

Hotel
Reservation

New York, New York 09/19/2022 $600.00 $600.00

$900.00

SAP Concur

« When your expenses have been added, click Submit Request
« The request will route to the Cost Object Approver(s), then to your Direct Supervisor



Resources

Procurement Services

procurement@udel.edu



http://www1.udel.edu/procurement
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