Concur is the new travel application for the University of Nebraska. The system was built using the new university-
wide travel policy.

HELPFUL HINTS

e You must complete a travel request prior to each travel status instance (each trip). The travel request should

be approved prior to making any travel arrangements (airfare, hotel, conference registration, etc.)
your mobile device can be found he

e Expense reports need to be submitted as soon as possible to allow for Accounts Payable/Payment Services
to review and if needed, return for changes. Expense reports cannot be initially submitted after the 60-day
deadline. Note:. if the expense report is returned for changes by Accounts Payable/Payment Services, the
traveler can re-submitthe expense report, even if it is past the 60-day deadline.

SUBMIT A TRAVEL REQUEST (PRE-TRIP AUTHORIZATION)

You must complete a travel request prior to each travel status instance (each trip).

1. Log into Firefly and click on the Concur Request, Travel, and Expense tile.

2. Click on Requests and follow the instructions listed here.

a. You can create the request or have a delegate (travel coordinator) create the request; however you
as the traveler will have to submit the request. This step cannot be delegated.

3. Once the request is submitted, it will go through an approval process — both supervisor and financial
approvers must approve the request. If this is an international trip or use of state/charter plane, another
layer of approval is needed. These steps are automated — no action is required by the traveler.

4. You will receive an email confirmation when the travel request has been approved. You may now book any
travel arrangements.

BOOK YOUR TRAVEL (AIRFARE, HOTEL, CONFERENCE, ETC.)

1. Contact Fox World Travel to book your travel (recommended, however not required). You will need the
four-digit code from your approved travel request. This code is located on the approved travel request.
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