Travel Request - Status Tracking

* Once submitted by the Traveler the Travel Request tile will show the status and which area the request is pending approval
from.
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Travel Request - How to check the status on requests
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Within the Travel Request, navigate
to the Request Details link directly
below the Request name. Select
Request Timeline from the drop-
down menu.
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| Department Approval

| Supervisor Approval

‘ Supervisor Approver

| Budget Post Validation
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Icon Indicator meaning:

Pending approval step will
display a blue clock icon
Approved approval step(s) will
display a circle with a blue
checkmark

Future pending approval step(
s) will display an empty circle.

Request Summary Sort ~  Filter v

Request Comment 0/500

Thursday, August 20, 2026

Status: sent Back to Employee
Status Updated: Concur System
Aug 20, 2026 4:17 PM

Comment

Concur System Aug 20, 2026 4:17 PM
Line: 1, Split: 1 - ,,Budget Check Exception: OPE,SpeedType = 19021300, Account = 62491 Available funds
exceeded. Current Available Balance = -10266.18 and Expense amount for this Budget is: 662,

Status: pending External Validation
Status Updated: Brittany Ramirez
Aug 20, 2026 4:17 PM

Status:  submitted
Status Updated: Brittany Ramirez
Aug 20, 2026 4:17 PM



Travel Request Status Tracking — International Travel

* Every Travel Request with an international destination routes to
Export Control for approval, the step is added automatically.

* Requests to restricted regions also route to the International
Oversight Committee (I0C).

* These workflows did not exist in PeopleSoft, they are built into
Concur. | Department Approval

* Use the Request Timeline to see where the request sits, and plan
for the extra step when timing your submission.
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