How to Create a Travel Request

1.

Go to Concur
Visit utep.edu/travel/concur and
select Launch Concur

Sign in with your UTEP Credentials

View the Home Page

Once signed in, you’ll be taken to the
Concur Home Page, which serves as
your main starting point

Click Create Request to start
creating a Travel Request.

Switch over to the person you want
to create a travel request for with
the delegation feature.

Signin

Usermname, verified email address, or S5O code

LAUNCH CONCUR
G) Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business

FXY Concur @ | BR

Hello, Brittany 4

August 17, 2026 !

Brittany Ramirez

Create Request Create Expense Report
2 Start an approval request for travel Begin an expense report to track
or expenses. business related expenses.

@ Settings
€ Act as Another User ~
Company Notes ActAs @

() Myseur

Traveling ional or

ing campus equi ? (@) A Delegate for another user who has
granted you this permission

Please click here to complete the Export Conirol Certification form prior to booking your travel.

Need to remove UTEP Equipment from Campus, click here.

Cancur Training Talkit

Read More
Available Expenses (2) See All Expense Reports + Approvals Requests (3) +
Sheraton Hotel $1,259.00 Testing Trip 3 $1,938.00
August 17, 2026 August 24, 2026
2 - \J - Request 33KF
= -
Sheraton Hotel $1,259.00
August 17, 2026 Testing Trip 2 $1,998.00
August 24, 2026
No Reports No Approvals Reauest 3360

When you have reports, youl see them here. When you hiave approvals, you'l see them here
Testing Town $1,487.00
August 11, 2026

Request 33K7




How to Create a Travel Request — Complete the new request form

6. Two Request Policy options are 7 3
. Create New Request
available: G
Request Policy* Request/ Trip Name * “
. . *UTEP T&E Request policy (NIT) w
* UTEP T&E Request Policy is
. *UTEP Juarez Request Polic
intended for all other travel. T T o
. . . squest palic equest/Trip En ate * equestTrip ur|':>ose’t
e UTEP Juarez Request Policy is UTEP TEE Request poley (1) __
. ] MM/DD/YYYY B v
intended for day trips to Juarez where
no overnight expenditure will be _ - N -
. . . Departure City Destination City Destination Country/Region
incurred. This request policy may be . v | [ Soarch by CountopFRegion .
used for a single day trip or multiple
trlps overa glven perIOd 0 Traveler Type * Trip Type * e (Will this Trip contain personal travel?
within a single fiscal year Emplogee v I x . .
Personal Dates of travel @ Additional Information 0/500
7. Traveler Type:
*  Employee — select this option if
a n employee |S travel'ng Business Unit 1 Department 2  Speedtype 3
. (UTEP1) El Paso (301100) Budget and Payroll Sves ~ X (19021300) Budget & Payroll Sves v X
without students - —
s Group —select this option if an f— ‘
. . . (3105) DES Designated Tuition v X
employee is traveling with
StUdentS I Cancel Cleate Request

8. Will this Trip contain personal travel?
* Only select yes if the traveler is combining personal travel with official UTEP travel
* Ifyesis selected, also complete the Personal Dates of travel field



How to Create a Travel Request — Complete the new request form

9. Select the Department you want to
associate with the request, then select
the appropriate SpeedType (Cost
Center or Project ID)

10. Fund Code is auto populated based
on the Speedtype selected

11. Click Create Request when all fields
are completed, you will now be
redirected to the travel request to add
in your travel allowances

Need Help Finding Your Department
Code or SpeedType?

Use the Cost Center/Project Lookup
Dashboard under the Resources tab at

utep.edu/travel/concur @

r

Create New Request

Request Policy *

*UTEP T&E Request policy (NIT)

Request/ Trip Name *

*UTEP Juarez Request Policy

| *UTEP T&E Request policy (NIT)

Request/Trip End Date *

Request/Trip Purpose *

T T T T MM/DD/YYYY B v
Departure City Destination City * Destination Country/Region
v Search by Country/Region v
Traveler Type * Trip Type * Will this Trip contain personal travel?
Employee W £
Personal Dates of travel @ Additional Information 0/500
O ”
Business Unit * epartment * 2 Speedtype*
(301100) Budget and Payroll Sves X (19021300) Budget & Payroll Svecs v X

(UTEP1) El Paso

|FL|nd Code *

(3105) DES Designated Tuition

[V, | -SSR F Y| , R ————

Cancel

Next Up: Adding in travel allowances (meal per diems) - Learn how to add meal per diems to your Travel Request



app.powerbi.com/groups/me/apps/fd137b47-dcbd-4f89-aad6-a78b91e6dc4c/reports/4d6df137-8764-48ea-8297-a12fadb6a183/0030b9462edcb887d0be?ctid=857c21d2-1a16-43a4-90cf-d57f3fab9d2f&experience=power-bi
app.powerbi.com/groups/me/apps/fd137b47-dcbd-4f89-aad6-a78b91e6dc4c/reports/4d6df137-8764-48ea-8297-a12fadb6a183/0030b9462edcb887d0be?ctid=857c21d2-1a16-43a4-90cf-d57f3fab9d2f&experience=power-bi
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