
 A step by step guide
with screenshots

When to Close Your Travel
Request on 

CONCUR
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Only close travel requests where you have completed approved travel, submitted
an expense report, and have already been reimbursed. An amount will be listed
under the “Remaining Amount” column for any funds you did not use for the
travel.

Close travel request(s) if you can no longer travel and will cancel your trip(s).

Blanket Travel Requests must also be closed at the end of each fiscal year (June 30 ). th

A new blanket travel request is submitted for each fiscal year, so only close the
requests that have passed.

When in doubt, reach out to the
Travel Coordinator of the College

through email at
coetravel@fullerton.edu or drop in

during travel office hours 
(listed on the COE Travel Website) 

NOTES
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https://ed.fullerton.edu/about-the-college/travel.php


Closing Travel
Request

Closing Travel Requests on Concur
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Click “Home”

STEP 1

Select
“Requests”

STEP 2



Select “All Requests”
to see list view of all

requests

Closing Travel
Request
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Click on “Active
Requests”

STEP 3

STEP 4



Click Close
Request

STEP 6

Closing Travel
Request
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Click into a travel request
you have completed travel

for. It may still have a
remaining amount listed.

STEP 5

Do NOT Cancel
Request. It will be
completely deleted

from Concur

       NOTE



Click OK
STEP 7

Check that the remaining
amount column is now

empty for the travel request
you just closed

STEP 8

Closing Travel
Request
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End of the
Closing Travel
Requests Guide

If you have any questions, please email
coetravel@fullerton.edu or attend open office hours

listed on the COE Travel website

QUESTIONS?

https://ed.fullerton.edu/about-the-college/travel.php

