
User begins process 
in Request

Does user select 
Option 1 to book 
travel? (will book 
online in Concur)

Is this in-state 
travel?

Supervisor 
approval not 

required.  Concur 
autoapproves

Supervisor approval 
is required—

supervisor approves
yes

yes

no

Request is complete; 
user needs to use the 

book link on the 
request to book travel

Does user select 
Option 3 to book 
travel? (will book 
online in Concur, 

already has verbal 
approval to travel)

no

Does user select 
Option 2 to book 
travel (will book 

outside of 
Concur)

Is this in-state 
travel?

Supervisor 
approval not 

required.  Concur 
autoapproves

Supervisor approval 
is required—

supervisor approves

no

yes

yes

Request is complete; 
user needs to book 
outside of Concur.  

Expense link appears to 
the right of the request

no

Does user select 
Option 4 to book 
travel (will book 

outside of Concur, 
already have 

verbal approval)

no

Yes

Does user select 
Options 5 or 6 to book 

travel
no

User will need to cancel booking 
and start over in request, 

selecting something other than 5 
or 6

User will not receive 
book link, will not be 

able to tie request 
to travel booking

User starts in Request (preferred method) page 1 of 1

yes



User begins process 
in Travel (1)

User starts in Travel (NOT preferred method)—page 1

(1) user should begin in Request if they are booking for themselves or other OU 
employees.  The information herein is ONLY for the situation where they 
started there in error initially.  (note:  when booking guest travel (non-

employees, the user SHOULD begin in travel)

User books travel in 
Concur without first 

completing a 
Request

User will be given a deadline to 
get approval (before tickets will 

be booked)

User will be taken to 
Request to complete 

a travel request

Does user select 
Option 1 to book 
travel? (will book 
online in Concur)

Is this in-state 
travel?

Supervisor 
approval not 

required.  Concur 
autoapproves

Supervisor approval 
is required—

supervisor approves
yes

yes

no

Does user select 
Option 3 to book 
travel? (will book 
online in Concur, 

already has verbal 
approval to travel)

no

Does user select 
Option 2 to book 
travel (will book 

outside of 
Concur)

Is this in-state 
travel?

Supervisor 
approval not 

required.  Concur 
autoapproves

Supervisor approval 
is required—

supervisor approves

yes

no

yes

yes

no

Does user select 
Option 4 to book 
travel (will book 

outside of Concur, 
already have 

verbal approval)

no

Yes

Request is complete, 
but system will not 

tie request to travel.  

Request is complete, but 
user will receive “book” 

link on the request

Continued 
on A

no

User should pull 
Request back and 

change the booking 
option to 5 or 6 (if 
booking deadline 
has not passed)

Has travel 
booking deadline 

passed?
no

Travel booking/
reservations will not 

be made; traveler 
will have to start 
over (in Request 

unless guest 
booking)

yes



A

Does user select 
Options 5 Urgent 

Request from Travel 
Booking (Verbal 

approval)

Request will auto 
approve

Does user select 
Options 6 Urgent 

Request from Travel 
Booking (needs 

approval)

Is this in-state 
travel?

Does supervisor 
approve within time 

limit required by 
travel?

All booking expires; 
user will have to 

start over (in 
Request)

Request and booking are 
completed.  User will see 

Expense link beside request 
once travel booking is 

complete.

no

yes

yes

yes

no

yes

no

User starts in Travel (NOT preferred method)—page 2

Is Request 
completely 

approved by 
travel booking 

deadline?

yes

no


