
Concur Request – Guest Travel Authorization Form 
Concur Request is designed to notify Anthony Travel for making air travel reservations for guests, spouse and 
dependents. You can fill out a request form within Concur noting the air travel details which will be sent to Anthony 
Travel to finish the booking process.  You continue to have the option to book guest travel within Concur by selecting 
“Book for Guest” under the Trip Search section and enter the trip details. 
 
Create the Request: 

To create a new request: 

Click Requests tab > New Request (on the sub-menu). 

 

 

 

The request header appears: 
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Header Information: 
 

1. Complete all required fields and any optional fields in the header with as much information about the traveler as 
possible. This will assist Anthony Travel in the booking process.  If you would like Anthony Travel to contact the 
traveler, please include the contact phone number or email in the comment box. 
 

2. Select the appropriate payment type from the drop down field.  If any of 
the travel is paid by ND, please enter the correct FOPAL numbers.  If any 
travel is paid by traveler, please instruct traveler to provide credit card 
information to Anthony Travel at the time of booking.  

 
3. Select the appropriate traveler type from the drop down  

 

4. Enter your netID in the ND Contact NetID field. 
 

5. Click Save 
 
Segments: 
 
The segments tab contains the travel-based fields for air travel. 

6. Select the correct air travel ticket type, domestic or foreign, from 
the drop down 

7. The appropriate segment fields appear. Complete the fields – 
including the approximate requested amount, if known, of the 
segments – and click Save.  If you would like Anthony Travel to 
contact the traveler, please indicate the traveler’s contact 
information in the comment field. 
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8. You can also attach supporting documents to the request before submitting.  Click Attachments in the upper 
right corner of the Request form. Example – if you have several guests who are traveling for the same business 
purpose. 

 

Submit the Request: 
9. After all the fields are complete and appropriate documents are attached, you can click Submit Request. 
10. The form will go directly to Anthony Travel for processing.  No additional approvals are needed. 
11. You can now view the status of the request in your Active Requests list. 

 

 
 
 
 
 
 
 
 
 
 
Procurement Services Help Desk: 
+1 (574) 631-4289 
travel@nd.edu 
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