
How to request a Zero Dollar Trip or a trip for insurance purposes only.  

Go to the New button and click Start a Request.  

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Fill out everything highlighted in red. Use the Comment box to write the Travel Justification. It should be 

2-3 sentences detailing the benefit of this trip to yourself and ASU.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Once filled out press Save and go to the Expense Tab.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Locate the Zero Dollar Trip on the far right side under 07. Misc Travel Expense.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click the Zero Dollar Trip button and press Save on the bottom right corner.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Go to the top of the page and click the Print/Email button. This button should generate a Trip Request 

Report. 

 

 

 

 

 

 

 

 

 

 

 

 



Once the Trip Request Report has opened, click the Email button located on the top right side. 

Email your trip to plans@concur.com. 
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