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Reference GuideH

INTS 
 
¶ The purpose of a travel request is to obtain pre-travel authorization. Per University policy, a travel request must be 

submitted and approved prior to booking any travel accommodations and prior to travel. 
¶ Expenses cannot be submitted without an approved travel request. 
¶ A travel request provides detailed information on where a traveler is going and why, the travel accommodations 

needed (e.g., airfare, hotel, etc.) and the costs that will be incurred.  
 
PROCEDURE 
 
After launching Concur from within Firefly, click on the requests tab.  
 

 
 
The requests tab shows any Active Requests that were previously created. This includes requests that have been saved, 
submitted and/or approved. 
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The Request Header is an outline of the trip information, including the trip dates, purpose, and destination. The fields with | 
(red left border) indicate the information is required. 
 

 
 
Segments: includes estimated costs for air ticket, hotel reservation, and car rental. Add a segment by clicking on the 
corresponding icon.  
 

 
 
  




