
Creating a Travel Request

Concur Travel and Expense Management
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To begin, log into udel.edu/concur using your UD credentials

• Select the Requests tab at the top of the Concur home page
• Select Create New Request
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• In the Request Header, complete all required fields marked with a *
• Click Create Request
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Click Add to create estimated expenses for Airfare, Hotel, etc. as applicable
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• Complete all required fields marked with a *
• Click Save

Required Fields will vary
based on New Expense type
(Hotel, Card Rental, etc.)
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• 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
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http://www1.udel.edu/procurement
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