College Concur Workflow for Travel Pre-Approval
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Confirm funding information through Dept. Coordinator/ Dept. Chair

Submit travel request
- How to create a New Travel Request

- How to create Request Header

Verify travel is allowable and meets the University Policy.
Confirm budget/ account information and approve travel

Alicia will review chart fields and funding sources

Will "notify" the Dean the request or expense report is
ready for review

Gives final approval on travel request and TR# is issued


https://csuf-afit.screenstepslive.com/m/75002/l/1289964-travel-request#creating-a-new-travel-request
https://www.youtube.com/watch?v=IZ7CX1X3tGQ



