
Creating and Submitting a Travel Request 

Note: Effective 10/1/23 an approved Travel Request will be required for all employees in order 
to submit Travel Expense Reports with a trip type of In-State-Overnight, Out of State, and/or 
International Travel.  

1. From the home page, click Request and then Create New Request.
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2. Upon clicking Create New Request, you will select *TCU Travel Request in the Request Type.
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3. You will then be required to enter information specific to your trip for the following Request

Headers.










