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QUICK GUIDE: SUBMITTING TRAVEL DOCUMENTS 
SUBMITTING TRAVEL REQUESTS 

• You will receive an e-mail when your document is ready to submit.  
• On the main menu, Concur will put documents awaiting your submission in 

the Open Requests section: 

 

 
• Find the request with the green checkbox.  

 

• Click on the request title. 
• Review the request, including the header and expenses. 
• For Cash Advances the traveler must type “I agree” in the Cash Advance 

Comments field before submitting the Travel Request. The traveler is 
agreeing to the following responsibilities: “Upon receipt of the advance, I 
will ensure the funds are in a secure location at all times. I will repay any 
unused advance back to the University in full within 15 working days after 
completion of the trip.” 

• If any field on the header or in the expenses are incorrect, you can change 
the information.  If you are changing a field in a specific expense, click on 
the “Save” button once you are done making the change. 

• You can see any comments your delegate has entered by hovering your 
cursor over any of the blue circle comment icons: 
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• Once you have reviewed the request and agree it is correct, click the 
“Submit Request” button. 

• You will receive the following message: 

 

• Click the “Accept & Submit” button if you agree with the statement. 
• Click “Cancel” if you do not and make appropriate changes. 
• Once you submit for approval, Concur will take you to the Active Requests 

page, which will show you the Request Name, Request ID, Status, Request 
Dates, Submission Date, and the total dollar amount of the document.  The 
Status column will show you where the document is in the approval flow. 
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SUBMITTING EXPENSE REPORTS 
• You will receive an e-mail when your document is ready to submit. 
• On the main menu, Concur will put documents awaiting your submission in 

the Open Reports section: 

 

• Click on the report title. 
• Review the report, including header, itinerary, and expenses. 
• If any field is incorrect, you can change the information.  If you are changing 

a field in a specific expense, click on the “Save” button once you are done 
making the change. 

• You can see any comments your delegate entered by hovering your cursor 
over any of the blue circle comment icons: 
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• You can see the attached receipts by hovering  the cursor over the blue 

circle checkmark icon . 
• You can review any FOAP reallocations by hovering the cursor over the blue 

allocation icon: 

 

• Once you have reviewed the report and agree that it is correct, click the 
“Submit Report” button. 

• You will receive the following message: 

 

• Click on “Travel User Agreement” to review the certification statement.  
• Click the “Accept & Submit” button if you agree with the statement. 
• Click “Cancel” if you do not and make appropriate changes. 
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• Once you submit for approval, Concur will give you a snapshot of your 

Expense Report that tells you how much will be paid once the report makes 
it through the approval queue: 

 

• Click “Close” to return to the “Manage Expenses” page. 
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