The Employee’s Point of View to submit their Travel Request

| User Submit Agreement
e By clicking on the ‘Accept & Submit' button, | certify that:

Travel Compliance: This is a true and accurate estimation of expenses that will be incurred to accomplish official
business for UTEP.

The employee will receive an email after you
select Notify Employee, prompting them to
review and submit the Travel Request

Request Ready for Submission [ Summarize

T T e T
AutoMotification@concursolutions.com s o~

To: @ UTEP-TEST-MAILBOX Fri §/18/2026 £:51 AM

1.

2.

Open the Request Ready for
Submission email

Select the Request Processing link
This will open the Travel Requestin
Concur

Review the Travel Request

Make sure the information is correct
Select Submit Request

Review the Electronic Agreement
This is the employee’s certification of
the Travel Request

Select Accept & Continue

Request Submitted

The Travel Request will now move
through the approval process

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

Request Ready for Submission

Trust sender

Requesz Name Chicago Conference
Request Dat= 08/26/2026
el LlnI(TDRequa:t Processing I
= Reply > Forward

Show blocked content

|4 54P Concur

|

[y Requests / Manage Requests / Chicago Conference

Chicago Conference $641.50

Not Submitted | Request ID: 33W9 | 11/02/2026 - 11/06/2026

Request Details v Print/Share v Attachments v

CASH ADVANCES: 1

Amount
$500.00

Expected expenses

Expense type T

( TR-Rental Car

Travel Allowances

Details [T

Manage Travel Allowance v

Chicago Heights, llinois

e BRI ELTES S Copy Request  Delete Request

® Add
Date |7 Amount |T Requested [T Actions
11/02/2026 $250.00 $250.00  «ee
11/02/2026 - 11/06/2026 $391.50 $391.50 .- v

Chicago Conference
11/02/2026 | 33W9

$641.50
B

Pending External Validation
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