
 
Create a Card Request in Concur 

travel.tennessee.edu 

 

After logging in at travel.tennessee.edu, navigate to “requests” in the main menu.  

 

 

 

Click “New Request” under the main navigation bar.  

 

 

When this page appears, change “Request Type” (the first field) to UT Card Request 

 



 

Your card request form should automatically populate some of the information (such as your cost 
center). Verify the information is correct or enter the correct information and finish filling out the form. 
When you are finished with this section, click on the next tab “Expenses” 

 

 

On the right side of the page, click “Request a New Card” OR if you need to change the limit of an 
existing card, click “Increase/Decrease Limits” 

 

 

 



Fill out all information in the form. Provide your primary work address and work email address. Then 
click “save” at the bottom of the page.  

 

 

When you are finished, your request should be visible on the left side of the page. Click the check box 
beside of the request and then the orange “Submit Request” button at the top tight of the page. 

 


