
Approving a Travel Request 

Objective: This section will go over how to approve a request as the cognizant Cost Center 

Approver or Department Head 

1. Select Approvals at the top of the screen, then click on the Requests tab to view all the 

Travel Requests that are pending your approval. Select the Travel Request you wish to 

review. 

2. You will be at the Request Header where the traveler entered the general information of 

the Travel Request.  Review the information and add a Comment if desired. 

3. Click on the Segments tab and the Expense Summary tab to review the travel expenses 

estimated by the traveler. 
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4. Go through each expense type and review all the fields 

5. Enter a comment to any expenses in  the comment  field of each expense type if desired. 

Note: Approvers have the ability to reduce (only) the estimated expense  requested.   

6. Review any attachments relevant to the Travel Request (i.e. workshop agenda, FTMS 

form), click the Attachments button, then Check Documents. You can also attach any 

relevant documentation to the Travel Request by clicking Attach Documents.  

7. If you need to allocate any (or all) expenses to another cost center, select an expense 

and click the Allocate button.  
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8. A popup screen for Allocations for Request will appear.  Select the expense types that 

need to be allocated. Then click the Allocate Selected Expenses button.  

9. The cost center that was entered on the Request Header will appear with 100% 

allocation.  Click on Add New Allocation to add a new cost center, and adjust the 

appropriate percentage of the allocations. 

10. Once you have made all appropriate allocations, click Save.  A popup will appear to 

notify you that since the allocations have been changed, the approval workflow will reset.  

Click Yes to confirm the change.  
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12. Upon review of the Travel Request: 

• If the request is satisfactory,  select Approve from the options at the top right corner of 

the screen, then proceed to step 13.   

• If the request needs to be modified, select Send Back Request and make sure to provide 
a comment to the traveler of what needs to be corrected.  

11. You will now see an indicator on the expense(s) that are being supported by multiple 

cost centers. 

Note: To add an additional approver to review the Travel Request, click the Approval 

Flow tab, then + button, and type in the Approver’s name. The Individual must have an 

approver role in Concur in order to be added. 
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13. Read the popup containing PPPL User Confirmation and then click Accept to certify.  
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