
Concur Overview & Basics: 
Submitting a Pre-Trip 

Request



Concur Overview
What is Concur?

• Online system for:
 • Travel arrangements
 • Submitting travel expense reports
 • Reconciling T&E Card transactions

• Used by:
 • Faculty, staff, delegates, and affiliates

Provisioning Process

• Applies to all University community members using Concur

• Roles provisioned include:
 • Travel Arranger
 • Financial Previewer
 • Financial Approver

Important Notes

• Accountability structures (travel workflow routing) must be set up when these roles are provisioned

• Routing assigned in EACS requires an overnight update
 • Changes are not reflected in Concur in real time



Pre-Trip Request Overview
• Purpose of Pre-Trip Request: 

• Supports Duty of Care for all university travelers (faculty, staff, students, guests)
• Enables direct billing via the university’s preferred travel agency (Anthony’s Travel)
• Streamlines expense reporting by associating trip costs easily

• Submission Process:
• Travelers or their Travel Arrangers must submit a Pre-Trip Request before creating 

an expense report
• System Integration:

• Information from the Pre-Trip Request automatically populates the expense 
report

• Trip details can be updated as needed



Step-by-Step: Submitting a Pre-Trip Request

Log into your 
R’Space and click 

on ‘Authorized 
Apps’



Click on the 
Concur icon



Once logged in, you will arrive at the 
Concur homepage.

Use the drop-down menu to create a 
pre-trip request, expense report, or 
enter travel booked through other 
vendors. Concur uses this information 
to pre-populate your expense report.

If you have permission to approve 
reports, you will find them here.

This is where you can view all pre-trip 
requests. You can access them using 
the tab above or the tab below, which 
provides a preview of each request.

This tab displays all of your Concur 
travel reservations.

Any T&E or Ghost Card (Concur 
company card for airfare) charges will 
appear here.

This tab contains your expense reports 
and indicates how many have not yet 
been submitted.

This section allows you to book 
reservations for lodging, airfare, and 
rental cars directly through Concur.
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Click on 
Requests.



The Manage Requests page is 
where all pre-trip requests are 
located.

Use the View drop-down menu to 
filter your pre-trip requests by 
status.

The Search box allows you to 
locate a specific request using the 
Request ID (see next slide for 
reference).

Click here to create a new Pre-Trip 
Request.
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Select Travel Request 

Create a trip name for 
your request

Select the traveler type 
if they are a UC 
employee or a guest 
traveler
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Select the trip 
type (please refer 
to G28 Policy 
regarding 
OCONUS travel)

Select the 
purpose of this 
trip
 

Enter additional 
information for 
the trip 
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Include the start and end 
dates of the trip.

If any personal travel will 
occur during the trip, be sure 
to include those dates as well.

Enter your trip destination.

Check and EFT (direct deposit) 
are the most commonly used 
payment methods.

• For guest travelers, 
always select Check 
as the payment 
method.
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Click the drop-down 
menu and select your 
department’s financial 
approver.

• Once selected, 
Concur will auto 
populate the rest 
of the 
accountability 
structure. 

Enter the COA funding 
provided by the analyst. 

Click Create Request to 
proceed. 
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Click this button to add 
your expected or 
estimated expenses.

Your estimated 
expenses will then 
populate in the request.
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Once all expenses 
have been entered, 
click Submit 
Request.

17. A pop-up window 
titled UCR Travel 
Request User 
Confirmation will 
appear. Click Accept 
& Continue to 
submit your request 
for approval.

16

17


