
During the current travel freeze, essential travel will need to be forwarded to the Provost/Vice 

Chancellor/Community Campus Director for approval after the traveler’s Supervisor, Cost Object 

Approver, or other department approvers.  

Travel that is not approved by the Provost/Vice Chancellor/Campus Director will not be reimbursed. 

 

The following steps can be used to forward the Request to the Provost/Vice Chancellor/Campus Director 

1) The supervisor, department approver, and User Added Approver will have the option to 

Approve & Forward the Request. 

 

 

2) If the Approve & Forward button is not available, go directly the Approval Flow tab and select 

the first available plus symbol to add the User Added Approver Field. Note that Cost Object 

Approvers will not have the Approve & Forward button. 

 

 

 

 

 



3) The approver should enter the Provost/Vice Chancellor/Community Campus Director’s name, 

email address or employee ID in the User-Added Approver field. 

 

 
 

 

 

4) If the travel request is not approved, select the Send Back Request button. 

 

 

 

 

 



5) A comment is required in the confirmation popup before hitting ok: 

 

 

6) The reason for the return will be visible to the traveler in an email and it will be associated with 

the returned request in Concur: 

 



 

 

 


