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AIR TICKET 
 
The fields with | 
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CAR RENTAL 
 
The fields with | (red left border) indicate the information is required. 
 

 
 
 
The fields with | (red left border) indicate the information is required. 
 
Enter the following required information: 

 
x Amount: enter the estimated total amount the car rental will cost. Enter the total amount – not the daily rate. 
x Pick-up City: indicate the city where the vehicle will be picked up 
x Drop-off City: 



REQUESTS: AIRFARE, LODGING, AND CAR RENTAL 

Travel Quick 
Reference Guide 

Updated September 25, 2018 

 

Copyright © University of Nebraska Board of Regents 
 

Page 5   

 

 
ALLOCATE, DELETE OR MODIFY A SEGMENT 
 
A segment can be allocated, deleted or modified on an un-submitted travel request. Click on  to remove the segment 
or  to update the segment. 
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Tip: the allocation can be by percentage or amount 
 

 
 
Enter the Cost Center or WBS for each allocation and click on . 
 

 
 

On the expenses tab, the allocation will be indicated by a  icon. Hover over the icon to display the allocation. 
 

 


