Notify Your Team to Review & Submit

Once all expected expenses,
Travel Allowances, and Cash
Advances have been added, the
Travel Request is ready for
review.

Notify the employee that the
requestis ready

1. Select Notify Employee

2. Aconfirmation will appear
letting you know the
notification was sent

3. The employee will receive
an email letting them know
the Travel Request is ready
to review, certify, and
submit

Home / Requests / Manage Requests / Chicago Conference

Chicago Conference $450.50

Not Submitted | Request ID: 33XJ | 11/09/2026 - 11/13/2026

Request Details v Print/Share v  Attachments v

Manage Travel Allowance v

O Info

A notification has been sent to the employee.

Delete Request

©

Request Ready for Submission | & summarize

AutoNotification@concursolutions.com @« & ~
To: @UTEP-TEST-MAILBOX Tue 10/20/2026 10:41 AM

Some content in this message has been blocked because the sender isn't in your Safe

5 Trust sender  Show blocked content
senders list

EXTERNAL EMAIL: This e-mail is from a sender outside of the UTEP system. Please
forward suspicious emails by using the report button in Outlook or emailing security@utep.edu

L SAP Concur

Request Ready for Submission

Request Name Chicago Conference

Request Date 08/26/2026

Link To Request Processing
hitps://www.concurselutions.com

€ Reply ~ Forward

Next Up: The Employee’s Point of View - See how the employee reviews, certifies, and submits the Travel Request
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