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How to Initiate Travel Request Requiring a

International Travel Questionnaire
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Attention All Concur Users (Select Read More for Additional Information)
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Concur System is operating normally.
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2. Type the trip name

Create New Request

* Required field

Trip Name * (@ Trip Type * User Type *
(Quesﬁonnaim Demo | None Selected None Selected

Trip Start Date * Trip End Date * Reguest Policy *

MM/DDIYYYY MMDDYYYYY *UC-General Request Policy

Destination City, State * Destination Country * Request/Trip Purpose *
Search by Country/Region None Selected

How will you book your travel? Does this trip contain personal travel? * additional information @)

None Selected None Selected

Fund * 1 Cost Center/WBS 2 Functional Area ™

(D101260) Research Security & (1660600000) Res Security&Ethics (5) INSTITUTIONAL SUPPORT

Grant * Internal Order @

NOT RELEVANT

Comment @
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3. Click on "International" in the Trip Type

Create New Request

Trip Name * @ Trip Type * User Type *

Questionnaire Demo None Selected None Selected

* Required field

Trip Start Date * None Selected Reguest Policy *

MM/DD/YYYY Domestic *UC-General Request Policy

International

Destination City, State * R t/Trip P *
ination City, State Non-Travel equest/Trip Purpose

S — yrrves None Selected

How will you book your travel? * Does this trip contain persenal travel? * Additional Information 0

None Selected None Selected

Fund * Cost Center/WBS * Functicnal Area *

(D101260) Research Security & (1660600000) Res Security&Ethics (5) INSTITUTIONAL SUPPORT

Grant * Intemal Order @
NOT RELEVANT

Comment @

Cancel

Create Request
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4. Click on "Faculty" in the User Type

Create New Request

Trip Name * @ Trip Type * User Type *

Questionnaire Demo International None Selected

X

* Required field

Trip Start Date * Trip End Date * None Selected

MM/DDYYYY MM/DD/YYYY Adi
fjunct

Board Member

Destination City, State * Destination Country *
1y try Emeritus Faculty

Search by Country/Region

Faculty

How will you book your travel? * Does this trip contain persenal travel? *
Grant Non-UC Trainee
None Selected None Selected

Group

Fund * Cost Center/WBS * Functicnal Area *

(D101260) Research Security & (1660600000) Res Security&Ethics (5) INSTITUTIONAL SUPPORT

Grant * Intemal Order @
NOT RELEVANT

Comment @

[SWNW Create Request
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5. Indicate when the travel starts

Create New Request

Trip Name * @
Questionnaire Demo

Trip Type *

International

User Type *

* Required field

Faculty

Trip Start Date *

MM/DDYYYY

Trip End Date *

MMDDIYYYY

Request Policy *
*UC-General Request Policy

Destination City, State *

Destination Country *

Search by Country/Region

Request/Trip Purpose *
None Selected

How will you book your travel? *
None Selected

Does this trip contain personal travel? *
None Selected

Fund *
(D101260) Research Security &

Cost Center/WBS

(1660600000) Res Security&Ethics

Additional Information °

Functional Area ™

(5) INSTITUTIONAL SUPPORT

Grant *

NOT RELEVANT

Internal Order @

Comment @
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6. Indicate when travel ends

Create New Request

Trip Name * @

| Questionnaire Demo

Trip Type *

International

User Type *

Faculty

* Required field

Trip Start Date *

| 09/26/2024

Trip End Date *

[|MM/DD/Y Y

Request Policy *

| *UC-General Request Policy

Destination City, State *

Destination Country *

Search by Country/Region

Request/Trip Purpose *

None Selected

How will you book your travel? *

None Selected

Does this trip contain persenal travel? *

None Selected

Fund *

(D101260) Research Security &

Cost Center/WBS *

(1660600000) Res Security&Ethics

Additional Information 0

Functicnal Area *

| (5) INSTITUTIONAL SUPPORT

Grant *

NOT RELEVANT

Intemal Order @

Comment @

eate Request
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7. Enter destination City, State

The questionnaire only applies to Foreign Countries of Concern as defined by the US Government and are
the following countries: China, Russia, Iran, North Korea

Create New Request

Trip Name * @ Trip Type * User Type *

Questionnaire Demo International Faculty

Trip Start Date * Trip End Date * Request Policy *

09/26/2024 : [ogrzwzoztzl *UC-General Request Policy

Destination City, State * Destination Country * RequesyTrip Purpose *

( Search by Country/Region None Selected

How will you book your travel? * Does this trip contain personal travel? * Additional Information @
None Selected Mone Selected

Fund * Cast Centerivas * 2 Functional Area *

(D101260) Research Security & (1660600000) Res Security&Ethics (5) INSTITUTIONAL SUPPORT

Grant * a Internal Order @

NOT RELEVANT

Comment @

Create Request
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8. Indicate that Request/Trip Purpose

Create New Request

* Required field
Trip Name * @ Trip Type * User Type *

Questionnaire Demo International Faculty

Trip Start Date * Trip End Date * Reguest Policy *

09/26/2024 09/30/2024 *UC-General Request Policy

Destination City, State * Destination Country * Request/Trip Purpose *

IPu Dong (Airport - PVG), Shanghai, CHINA CHINA (CN) (None Selected

How will you book your travel? Does this trip contain personal travel? * additional information @

None Selected None Selected

Fund * 1 Cost Center/WBS 2 Functional Area ™

(D101260) Research Security & (1660600000) Res Security&Ethics (5) INSTITUTIONAL SUPPORT

Grant * Internal Order @

NOT RELEVANT

Comment @
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9. Indicate how travel will be booked.

Create New Request

* Required field
Trip Name * @ Trip Type * User Type *

Questionnaire Demo International Faculty

Trip Start Date * Trip End Date * Reguest Policy *

09/26/2024 09/30/2024 *UC-General Request Policy

Destination City, State * Destination Country * Request/Trip Purpose *

Pu Dong (Airport - PVG), Shanghai, CHINA CHINA (CN) IConference

How will you book your travel? Does this trip contain personal travel? * additional information @

(Nane Selected None Selected

Fund * 1 Cost Center/WBS 2 Functional Area ™

(D101260) Research Security & (1660600000) Res Security&Ethics (5) INSTITUTIONAL SUPPORT

Grant * Internal Order @

NOT RELEVANT

Comment @
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10. Indicate if this trip will include personal travel.

Create New Request

Trip Name * @
Questionnaire Demo

Trip Type *

International

* Required field
User Type *

Faculty

Trip Start Date *

09/26/2024

Trip End Date *

09/30/2024

Request Policy *
*UC-General Request Policy

Destination City, State *

Pu Dong (Airport - PVG), Shanghai, CHINA

Destination Country *
CHINA (CN)

Request/Trip Purpose *
Conference

How will you book your travel? *

Does this trip contain personal travel? *

Iwill book via Concur, once my Request is approved

(None Selected

Fund *
(D101260) Research Security &

Cost Center/WBS

(1660600000) Res Security&Ethics

Additional Information @

Functional Area ™

(5) INSTITUTIONAL SUPPORT

Grant *

NOT RELEVANT

Internal Order @

Comment @

11. Hit Create Request and Begin Entering Expenses

Create Request
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