Concur Manual Routing for Foreign Travel
Requests

Foreign travel requests must be manually routed through Concur to “TEES, 28Foreign One” desk and the
Department Head. TEES Compliance reviews all of these requests prior to approval for export control
requirements. For questions about this process, please contact Lisa Foster at lisa-foster@tamu.edu or
Brian Ridenour at b.ridenour@tamu.edu.

To manually add TEES, 28Foreign One to the routing, click on the APPROVAL FLOW tab.

Request 33
Status: Not Submitted
Trip Name/Destination.

Trip Purpose & Benefit:

Request Header | Expenses || Approval Fio

Trip Name/Dastinationfy> Trip Start Date. Trip End Date Travel Classification Traveler Type

Non-Employee/Student Traveler (Last Name,
Student Travel Activity Type Contracts/Grants Trip Purpose & Benefit Personal Travel Included?ly7 First Name)ly?
v | [no v No |~

Click on the plus sign, add TEES 28Foreign One as close to the beginning of the routing as possible. Start
typing TEES and a drop down box will appear, select TEES 28Foreign One.

Request Approver:

AKIN, LISA K o
(this step may be skipped)
Cost Object Approval:
4+
(this step may be skipped)
Authorized Approver - Foreign1:
TEES, 28FOREIGN ONI © O

(this step may be skipped)

Click “Save Workflow”.
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Request F3D9 e osa

Trip Name/Destination: Barcelona, Spain
PervasiveHealth

Trip Purpose & Benefit: Attending 11th EAl
International...

EEIETS m

Status: Submitted & Pending Approval
Amount: $2,071.99

Request Header & Expense Summary | Approval Flow | Audit Trail
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