
 

 

How do I create a Travel Request? 
 

● Wrike user: Visit Wrike and sign in with your NCWIT email-based account 

○ https://www.wrike.com/login/ or install a desktop app 

○ Don’t have a Wrike account yet?  

i. Wrike is NCWIT’s official request, project, and task management tool.  

ii. If you have an @ncwit.org email address you can be invited by any other user to open a 

user account with that email address and begin immediately to collaborate with your 

colleagues on their projects and tasks (Collaborators can see and comment, but not 

create, tasks). 

iii. To increase your permissions from Collaborator to Full User, please start a Tech 

Request. You can do that via email, if you can’t do it in Wrike itself, by sending an email 

to: wrike+into126362430@wrike.com  

 

● Not a Wrike User?: visit the form  

 

● Start a new item with the big green dot + 

 

● Pick “Request” type of item: 

 
 

● Pick from the Request forms: “Travel Request”: 

https://www.wrike.com/login/
https://help.wrike.com/hc/en-us/articles/115004231249-Wrike-for-Windows-and-Mac-Desktop-App-
https://www.wrike.com/form/eyJhY2NvdW50SWQiOjEzOTM3MTgsInRhc2tGb3JtSWQiOjM4ODc4fQk0NzA4NjEyOTYzNTczCTljNjQzZGNkOTUyZDdlNzQ0MDhjYjUxZmVmZmNiOGFlYzU2ZjQ1MWEwNjFiYzY2Yzg3NGZlNzQ3ODFlMTJiZmI=


 

 

 
 

● Fill it out! 

○ When you Submit, your request will automatically go to the right people for further 

approval, prioritization and completion!  

○ Any questions, feedback, etc will be visible in Wrike and you will be notified based on 

your preferences in Wrike 

○ This Task will remain in-use until AFTER you travel and submit your expenses for the 

trip. 

 

What’s the status of my Travel Request? 

• Existing Requests (tasks) and their status are visible in Wrike in this folder where they go to 

live: 📂Travel Requests  

• You can visit this folder to see status and even comment on and change your requests. 

 

How do I request a CHANGE to my Travel Request? 

1. Find your existing Request (a task) in Wrike.  

2. Add a Comment with the change you need and an @mention of Jacqueline Westhead. 

3. Change the Status (at the top) to “Travel Change Needs Approval”:  

https://www.wrike.com/open.htm?id=265052470


 

 

 
3. Re-assign the task to Jacqueline Westhead. (if it’s not already assigned to her) 

 

What happens next with my Travel Request? 

● Any questions, feedback, etc will be visible in the Wrike task created by this request. 

● You will be notified about any updates based on your preferences in Wrike 

● This Task will remain in-use until AFTER you travel and submit your expenses for it 
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