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Travel Process Components
1. Concur Request 

• Create a Request Header (trip overview)
• Gather estimates for anticipated expenses
• Complete and submit a travel request

2. Approval Process 
• Appointment advisor
• ARL program managers
• ORAU funding approver

3. Activity / Event
• Attend, participate

4. Expense Report 
• Submit within 10 days of activity end date
• Required for all approved requests
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Concur Travel Request

Prior to creating and submitting your Concur Travel Request:
• Discuss your trip and travel plans with your advisor

• Review your travel balance. The balance reflects travel & research (non-travel) funds.
o Open your Concur dashboard home page. Select the menu item Budget Dashboards from under the 

Reporting option.

• Visit the ORAU Travel Center website and review the travel policy guide. (orau.org/travel-central)
o ORAU Travel Center - For ORAU Research Participants

• Contact your ORAU program team if you have questions.
o ARL-RAP: ARLFellowship@orau.org
o NPP: NPPTravel@orau.org
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Access Concur Using Your Zintellect Account

Open the Zintellect application 
and select Login to enter your 

User ID and password. 
The Help, Login and Register 

options are condensed to a menu 
when the viewing screen is 

narrowed.
Contact ORAU if assistance is 

needed.
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Access Concur Using Your Zintellect Account

On the Zintellect Dashboard, click the View Travel button to review 
active requests and to access Concur.
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Review Active Travel Requests / Access Concur

Click to 
access 
the 
Concur 
Travel 
module.
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Concur Profile Setup
Your Concur Home page will open.  Click on the button in the top right corner and select Settings from the menu. 
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Concur Profile Settings: Required Fields

Your profile information will enable you to book reservations using the Concur booking tool and will also 
enable the OMEGA World Travel (OWT) agents to complete travel arrangements on your behalf.  If you are not 
requesting a hotel reservation through this request, you are not required to provide credit card information.  

Required Profile Information:
• Full legal name. Please verify that it matches your government issued ID
• Contact phone numbers
• Date of birth
• Gender
• TSA number, if you have one

Enter the required information and other preferences as desired. Click SAVE at the 
end of each section edited. Next, choose Home (       )  from the  sidebar menu.  

Required for hotel reservations booked through Concur OR booked by OWT:
• Credit card number
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The Home Page provides access to your activity within each travel process component. 
Use the side menu or the tabs shown below to create or manage travel activity.           

Concur Dashboard Features
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The Company Notes section posts includes important reminders and time-sensitive 
notifications.

Optional:
Links to external 
travel assistance 
applications

The side menu can be condensed using the 
hamburger icon at the top of the list. 



Create a Travel Request

Be prepared to include the following information in your request:
• A  Business Purpose statement that briefly describes how the 

trip supports your research appointment
• Travel start and stop dates for business travel 
• Travel dates for personal travel, if applicable 
• Destination city and state name
• If attending a conference:

o Conference name
o Links to conference web site
o Conference registration and/or presentation fees

• Method of travel 
• Estimation of Costs – The Concur application can be used to 

find estimates for travel and lodging 

Click Start a Request on 
The drop-down menu.
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Request Header: Trip Information Fields (part 1)

Complete the Travel Request Header
Fields with an * are required 
Scroll to complete all fields

Booking Type Options (Choose the type now.  Actual booking will be completed AFTER the request is approved.)
1. On-line in Concur: Use the Concur 

module to book at least one component 
of your trip. (Other components may be 
booked outside of Concur.)

2. Direct with Agency: A representative 
from OWT will assist you to book your 
travel (i.e., transportation, lodging, 
rental car) Required for travel by train. 

3. Other:  Make your own reservations. 
Travelers using this option will be 
responsible for ensuring selections meet 
travel guidelines. 
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Request Header: Trip Information Fields (part 2)
The Project and Task fields will auto-populate. 

If yes, the 
box below 
must be 
checked to 
indicate you 
understand 
the need for 
a cost 
comparison. 
Contact 
ORAU with 
questions.

When 
complete, 
click Create 
Request.
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Travel Expense Estimates

A travel request needs to identify the 
total cost for all estimated expenses, 
regardless who pays the cost up-front. 
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Travel Expense Estimates
• The Travel section of Concur can be used to review travel options and compare costs 

for the following common travel expenses:
• Transportation from starting location to destination(s) 
• Lodging
• Car Rental

• Other sources may be needed to determine estimated costs for expenses such as:
• Parking
• Conference registration / other conference fees
• Taxi/Uber/Lyft, etc.
• Train Fare

• Travel Allowance: Standardized costs for Meals & Incidentals are calculated by Concur

IMPORTANT!  DO NOT MAKE RESERVATIONS or BOOK TRAVEL AT THIS TIME!
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Travel Expense Estimates
Use the drop-down menu to open the Travel tool 
within Concur.

Select the Traveler Type “PARTICIPANT Travel.” 

To begin a search for your flight, transportation or 
lodging options, click the associated icon.  Concur 
provides only options that meet government travel 
regulations for reimbursement. 

Note: You will need to enter the flight numbers and 
costs for your preferred arrangements into the 
Estimated Expenses section of your request after you 
exit the Travel section.  It is helpful to jot this 
information down or take a screenshot of it for easy 
reference.
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Travel Expense Estimates: Airfare
To search for estimated flight costs: 

• Select Traveler Type: PARTICIPANT Travel
• Select the plane icon
• Choose Round-trip, One-way or Multi-city
• Enter your ‘From’ location and your ‘To’ location
• Enter the start and end travel dates
• Economy is the only cabin option
• Click Search Flights

DO NOT include an accommodation search 
with your flight estimate search.  This feature 
is designed for the booking process. 
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Travel Expense Estimates: Airfare

The following message will appear on this opening screen for each type 
of expense you research.  You may click OK and continue to view fights. 
DO NOT book or make reservations while gathering estimates.
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Travel Expense Estimates: Air Fare
• Several filters can be applied
• Note any icons next to prices

• Click on the row for a flight to 
see details. 

• Click Select Fare to view 
return flight options

DO NOT BOOK!
Note your 
desired flights 
and costs and 
return to the 
Travel Section 
home page.  
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Travel Expense Estimates: Lodging

Lodging: Select PARTICIPANT Travel and click on the bed icon.  Next, enter your 
search criteria and click on the Search Hotels button. 

The message below will appear on this opening screen.  You may click OK and 
continue to research hotel costs. DO NOT make hotel reservations at this time. 
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Travel Expense Estimates: Lodging

Lodging per diem limits 
can be reviewed by 
clicking the View Rooms 
button for each hotel. DO NOT BOOK! Note your preferred hotel and the cost, then return to 

the Travel Section home page.  
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Travel Expense Estimates: Car Rental

To search for car rental options: 
• On the Travel home page, enter the Traveler Type “Participant Traveler”
• Enter the Pickup and Drop-Off dates and times
• Click Search Rental Cars

The message below will appear on this opening screen.  You 
may click OK and continue to research hotel costs. DO NOT 
make rental car reservations at this time. 
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Travel Expense Estimates: Car Rental

• If an oversized vehicle is required for 
the purpose of the trip, a justification 
statement should be added when you 
add this expense to the request.

• In general, no additional rental car 
services or features are reimbursable. 
Travelers may purchase at their own 
cost. 

DO NOT BOOK! Note the cost and 
return to the Travel Section home 
page to search for other estimates 
or open the Request Section to add 
the estimated expenses to the 
request.
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Add Expected Trip Expenses to a Request

Use either of these links to access your 
newly created request.

 

1

Select the request block to open it and add 
your expected expenses.
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Add Expected Trip Expenses: Travel Allowance

Travel Allowance is the GSA calculated amount 
that may be used towards meals, incidental costs 
and lodging.
Meals and incidental amounts are reimbursed at 
.75% on the first and last days of the trip and at 
100% for the days in between. (Receipts are not 
required.)
Lodging per diem indicates a maximum per night 
rate and is reimbursed based on actual costs. 
Receipts are required, showing each nightly charge 
for room rate and for taxes.
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Add Expected Trip Expenses: Travel Allowance
Enter the requested itinerary information.  

• If you are NOT staying overnight, select the Without Overnight checkbox.   
• If you have an overnight flight or an international flight, check the Detailed Itinerary box.

The Quick Help pop-ups provide detail. 

(Continues on next slide.)
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Add Expected Trip Expenses: Travel Allowance
Note: 

• If your trip includes overnight stays at multiple locations, select Add Destination after each 
appropriate Start Location. 

Select Next to open the Travel Allowance Adjustment screen.
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Add Expected Travel Expenses: Adjust Travel Allowance

Use the check boxes to indicate when meals are known to be provided for you. (These can be adjusted on the expense 
report following the trip, if needed.)  Use the Exclude All Day option if the full day is a personal day.

(Continues on next slide.)
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Add Expected Travel Expenses: Adjust Travel Allowance

• Percent Rule: Initiates an internal calculation of  
the GSA allowable lodging limit. 

• Allowance Limit: Identifies 200% of the GSA 
hotel rate for the arrival location.  

• Reimbursement Amount: Identifies the 
reimbursement amount for meals & incidentals 
for the location. (First and last days are 
reimbursed at 75%.)  Do Not Remove the Checks 
from these boxes.

Click Finish or Save to continue.  An expense line for Travel Allowance will populate into the 
Expected Expenses screen.  The line can be expanded to see details for each day.
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Add Remaining Expected Travel Expenses

Click the Add button to access a list of reimbursable expense options.  At a 
minimum, your request should identify estimates (or indicate they are not 
needed) for the following items in addition to your travel allowance:
• Transportation to/from starting location to destination: i.e., airfare, rail 

tickets, transportation to/from airports, railway stations. 
• Lodging (whether there will be a charge or not)
• Transportation from lodging to event. Note: transportation for meals or 

personal activities is not allowable 

Conference expenses are described on the next slide.
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Add Remaining Expected Travel Expenses

When all anticipated costs are listed, Click Submit Request to initiate the 
approval process. You will be notified when your request is fully approved. 

Conference Registration and Associated Conference Costs
A registration fee is the only conference cost that will be included on the Travel 
request.  Other costs related to conference attendance are considered non-travel and 
should be submitted on a separate request using the Non-travel policy.  Examples 
include publication fees or membership fees paid to reduce registration costs.  

For conference registration fees, scroll to section 07. Other.

NOTE! Conference attendance and conference presentations are subject to additional 
program approvals.  Please work with your advisor and allow extra time for these actions. 
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Track Approval Status
Travelers may review the status of their request as it moves through the approval queue.  From within the 
request, choose Request Timeline from the Request Details menu.  The Approval Flow will open and indicate 
where the request is within the approval process. 

Appointment Advisor
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