
Reques ng a Travel Card Through Concur 

1. Click on the Concur Travel le in the MyCU Portal 

2. Hover your mouse on the + sign toward the top middle of the page 

3. Click Start a Request 

4. Fill in the following informa on 

a. Request Type: CU Travel Card Services 

b. Request Nmae : YourLastName_TravelCardRequest 

c. Request Date : Today’s Date 

d. Card Service Request : 01. New Card Request – Travel Card 

e. Employee ID, Employee Name and Email should automa cally appear 

f. Submit request to: HR Supervisor (HCM Reports To) 

g. Speedtype: 11020671 

5. Click Create Request 

 
6. Click Add and select 01. New Card Request- Travel Card 

 
7. Fill in the following informa on 

a. First Name 



b. Last Name 

c. Employee ID 

d. Home Address 

e. Work Phone Number 

f. Billing Cycle Credit Limit: $3,500.00 

8. Click Save 

 
9. Click Request and select Request Timeline 

 
10. Confirm the Approver is your supervisor 

 
11. If it is not your supervisor, click Edit and search for their name 

12. Click Save 



 

13. Click Submit Request 


