MY STAFF CALENDAR IN FIREFLY — CONCUR TRAVEL Travel Tip Sheet

Updated June 17, 2019

The My Staff calendar displays employee leave, important dates (e.g.; service anniversary), and travel.

You can switch the view between direct reporting employees and all employees by changing the toggle button at
the top-right of the screen. Once a travel request is approved in Concur, the nightly batch process creates an entry
on the My Staff calendar based on the trip start/end dates.

Note: you must have the My Staff security role in order to view the My Staff calendar.
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