
Traveler enters one $750.00

Authorization Request 

Request flows 

through Concur 

approval process  

workflow based 

on admin setup.

FAMIS/

Masterpiece 

posts $750 

encumbrance on  

acct string 

entered on the 

request. 

Employee fills 

out expense 

report by line 

item and 

allocates to 

the 

appropriate 

account 

string(s) for 

expenses

Request flows 

through Concur 

expense approval 

process  workflow.

POST 

EXPENSE

FAMIS/

Masterpiece 

posts 

$565.00 on 

expense acct 

string(s) as 

allocated in 

the expense 

report

LIQUIDATE 

ENCUMBRANCE

FAMIS/

Masterpiece posts 

$750.00 to 

liquidate 

encumbrance on 

the acct string 

entered on the 

pre-trip request.

Traveler 

books trip 

and travels

The Authorization Request ID is 

attached to the travelers expense 

report. This authorization identifier 

will be used to identify and liquidate 

the encumbrance in FAMIS.

Expense Report

9/19/10 – 9/24/10

 $565.00

(marked final “F”)

TAMUS Employee Travel

Preapproval and

Encumbrance

Process

2011

1/21/2011

Approved

requests
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Future Texas A&M University System Pre-trip Approval Workflow

Supervisor
Traveler

Department HeadSupervisor(s)

Supervisor(s)

Contracts & Grants Foreign

Is this a contracts 

and grant 

account? If no, 

then skip this 

step

Is this foreign 

travel? If no, then 

skip

Standard process - Workflow starts with the traveler and is electronically sent to their supervisor as 

defined in SSO (Primary Manager). The workflow continues to the next supervisor up to the department 

head. A department head is determined when an adloc change occurs between a subordinate and a 

supervisor. After the department head approval, the workflow continues to the Contracts and Grants office 

(when applicable) and ending at the Foreign Office desk (when applicable). 

Page 2

In this scenario, the 

department head option would 

be set to “1”. The “1” indicates 

the workflow would stop at the 

first department head. 

Request flows 

through Concur 

approval process  

workflow based 

on admin setup.

If you do not make any changes in SSO or 

BPP, this will be the default setup for an 

adloc



Below is a standard workflow process as described on the previous page with a 

bookkeeper added to the workflow – The bookkeeper is a virtual desk and is added 

by selecting the “bookkeeper” option for this adloc. 

Supervisor

Traveler

Department HeadSupervisor(s)

Supervisor(s)

Contracts & Grants Foreign

Is this a contracts 

and grant 

account? If no, 

then skip this 

step

Is this foreign 

travel? If no, then 

skip

On the adloc screen (306) in BPP, you will select 

“Y” for “add bookkeeper”. The virtual “bookkeeper/

department desk” would be inserted prior to the 

department head. For audit trail purposes, no direct 

login is allowed on this account and delegates must 

be assigned to this account.  If you select the 

bookkeeper option but you do not assign delegates, 

the bookkeeper desk will not be created.
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Request flows 

through Concur 

approval process  

workflow based 

on admin setup.



Multiple levels of department head approvals – This drawing depicts the option of 

having more than one department head approval. The “Dept Head” option in BPP 

would be set to 2. Also, in this drawing, both department heads selected the 

bookkeeper option.

Supervisor

Traveler

Department HeadSupervisor(s)

Supervisor(s)

Contracts & Grants Foreign

Is this a contracts 

and grant 

account? If no, 

then skip this 

step

Is this foreign 

travel? If no, then 

skip

AVP, VP, 

Deans, or

Next “Supervisor”

 in line as defined in SSO.

“Y” on “Add bookkeeper” option in BPP to include 

“bookkeepers/department desk” for both adlocs. The 

“bookkeeper/department desk” would be inserted prior to the 

department head. For audit trail purposes, no direct login is 

allowed and delegates must be assigned to this account or 

the workflow will not proceed.

Choose “01” option for one 

extra level of approval above 

the department head. 

Choose “02” option for two 

extra level of approvals. 

Choose “03” option for three 

extra level of approvals, etc...
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Request flows 

through Concur 

approval process  

workflow based 

on admin setup.



Traveler

Department Head Contracts & Grants Foreign

Is this a contracts 

and grant 

account? If no, 

then skip this 

step

Is this foreign 

travel? If no, then 

skip

Standard process without supervisors - Workflow starts with the traveler and flows straight to the 

department head. Department Head is determined when an adloc change occurs in SSO. After the 

department head approval, the workflow continues to the Contracts and Grants office and Foreign Office 

only when applicable.

“Y” for “Skip Intermediate” option in BPP to 

exclude Supervisor(s) approval. 
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Request flows 

through Concur 

approval process  

workflow based 

on admin setup.



Example from TAMU FMO

Adloc 02-120052 (Dept Head - Phair) – Standard workflow with “Dept Head” level = 2" and “Y” on “Add bookkeeper” option in 

BPP for this adloc – The “skip supervisors” option was not chosen.

Adloc 02-120007 (Dept Head - Crawford) using the standard workflow with no bookkeeper.

Traveler

Groce
(adloc 02-120052)

Level 6

Phair
Dept Head

(Adloc 02-120007)

Level 1

02-120052-Auth-1

Crocker

Supervisor
(Adloc 02-120052)

Level 5

Contracts & Grants

Is this a contracts 

and grant 

account? If no, 

then skip this 

step

Is this foreign 

travel and a 

country with a 

travel warning? If 

no, then skip

Crawford
Dept Head

(adloc 02-120007)

Level 1

Metcalf

Supervisor
(Adloc 02-120052)

Level 4

Merritt

Supervisor
(Adloc 02-120052)

Level 3

Foreign1

(Lori’s 

Office)

Foreign2

Is this a 

faculty

Traveler. 

No, so skip.

Foreign3

(President’s 

Office)

Is this foreign 

travel? If no, then 

skip

If

Warning

country

“Y” on “Add bookkeeper” option in BPP to 

include “bookkeepers/department desk” for 

this adloc. For audit trail purposes, no direct 

login is allowed and delegates must be 

assigned to this account or the virtual desk 

will not be created. 

“N” on “Add 

bookkeeper” 

option in BPP for 

this adloc
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Request flows 

through Concur 

approval process  

workflow based 

on admin setup.



1 2 3 4 5 6 7 8 9 10 11 13

If 

*travel 

level 

not > 

1 

then 

skip

If 
travel 
level 
not > 
2 
then 
skip

If 

travel 

level 

not > 

3 

then 

skip

If 

travel 

level 

not > 

4 

then 

skip

If 

travel 

level 

not > 

5 

then 

skip

If 

travel 

level 

not > 

6 

then 

skip

If 

travel 

level 

not > 

7 

then 

skip

If 

travel 

level 

not > 

8 

then 

skip

Traveler

All

Travelers

Have at 

least

One

Workflow

approval

step

Texas A&M University System 

Concur Preapproval (Pre-trip) Authorization Request Workflow Steps

12/15/2010

*Travel level is assigned to each employee based on how many approvals are needed within their organization.

All travel requests, regardless of travel level, would be tested for Contracts and Grants and Foreign travel. 

If 

contracts 

and grant 

= no

then

skip

If 

foreign1 

= no

then

skip

12

If 

foreign2 

= no

then

skip

If 

foreign3 

= no

then

skip
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14

If 

foreign4 

= no

then

skip



Add Bookkeeper
Valid values are Y/N.  By default, No bookkeeper approval desk will be inserted into the approval chain.  Bookkeepers 
are intended to be administrative slots in the approval chain.   The approval bookkeeper desk is inserted just prior to 
the dept head.  The actual assignment of employees to this bookkeeper desk will be done in SSO using the new SSO 
Concur Bookkeeper role.  Employees who have this role will be able to approve their adlocs travel requests that have 
stopped at this desk.  

Dept Head Levels
Valid values are 0 - 3.  
1 is the default to route authorization request up to the employee’s 
department head. DH is determined when an adloc change occurs 
from a subordinate to a Primary Manager.  

Increasing this value will ADD more people to the approval chain.  
A ‘2’ will route the approval through the employee’s dept head and 
to the NEXT dept head as indicated by the next adloc change.

A 0 value stops the chain just prior to the department head. 

Skip Intermediate Supervisor
Valid values are Y/N.  By default, No intermediate 
supervisors will be skipped.  This option can be 
used to skip all supervisors between the employee 
and the department head.  Although, the 
bookkeeper option would still insert a bookkeeper 
desk.  The intent is to give adlocs the option to 
streamline the pre-trip approval straight to the 
department head. 

TAMUS Travel System Setup in BPP for:
Department Head identification

Bookkeeper/Department Desk option
How many department head approvers
Whether to skip supervisor(s) approval

(screen 306 - maintained by payroll)

Page 8

Request flows 

through Concur 

approval process  

workflow based 

on admin setup.
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Primary Manager
Valid value is a check mark.  
Ensure every employee has the 
“Primary Manager” 
appropriately designated as 
indicated. 

If the Primary Manager is not 
currently on the employee’s 
record and/or  the employee 
has other approvers for 
LeaveTraq, the Primary 
Manager needs to be added as 
a Reader. 

TAMUS Travel System Setup in SSO for:
Primary Manager Validation

Request flows 

through Concur 

approval process  

workflow based 

on admin setup.
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If the employee’s primary manager is not already setup in SSO, the primary manager should be added as type “Reader” and the 
primary manager box checked when the add is being done. 

For example, B.J. Crain did not have Dr. Loftin marked as her Primary Manager. To accommodate the travel workflow, Dr. Loftin was 
added to B.J. Crain’s record by adding him as a “Reader” Manager. The LeaveTraq process is not affected since Richard Fry is the 

approver for LeaveTraq. 

TAMUS Travel System Setup in SSO for:
Adding a Primary Manager that is different than the LeaveTraq ApproverRequest flows 

through Concur 

approval process  

workflow based 

on admin setup.



Page 11

TAMUS Travel System Setup in SSO for:
Adding the “Bookkeeper” Role (COCONCR-AD-BKKPR)  in SSO indicates this person 

is a delegate on the Concur bookkeeper desk for the adloc indicated. 

A
D
LO

C
 IN

D
IC

A
TE

D
 IN

 

D
E
S
C
R
IP

TI
O

N

An employee can receive more than one adloc bookkeeper role. 

Request flows 

through Concur 

approval process  

workflow based 

on admin setup.



TAMUS Travel System 
FAMIS Employee Validation Screen

&
“What-if Scenario’ Screen

This screen will not accept any changes – changes occur in SSO for Primary Manager and BPP(306) for adloc changes

Adloc Changes
Once you are satisfied with the adloc 
choices and you want a permanent 
change, please contact your payroll 
representative. The changes must be 
made by payroll on the 306 screen.

The changes will affect the ENTIRE 
adloc, not just this employee.  

This screen is used to validate an individual employee’s Authorization Request workflow approval chain. 
In this example, the approval chain for Gregory (UIN502001411) is ->Edward->Bookkeeper->Freda
Edward is the immediate supervisor (indicated by Primary Manager blue check mark in SSO). Freda  is the 
department head as indicated by the H in the TY column. Assumed since her adloc is different than 
Edward and Greg. The employee, Gregory Nolen would have 3 approvers approving his travel request and 
would be assigned a travel level of 3. The approver at desk 2 is the department bookkeeper desk. Scott, 
not shown, is the delegate on the bookkeeper desk and was assigned this role in SSO. The role is CONCR-
AD-BKKPR with a description of 01-271030-FAMIS SERVICES. 

Request flows 

through Concur 

approval process  

workflow based on 

admin setup.
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How to View Those Assigned Bookkeeper Roles

This screen will not accept any changes – changes occur in SSO for Primary Manager and Bookkeeper Adloc Role
BPP(306) for adloc changes

Request flows 

through Concur 

approval process  

workflow based on 

admin setup.

To see the bookkeepers assigned in SSO, move the cursor to the bookkeeper role and row and hit PF7: 

Page 13



TAMUS Travel System 
Employee Authorization Request 

Validation Report

This report is similar to the FAMIS 862 screen but lets you see all the employees for this adloc
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TAMUS Travel System 
Adloc Setup Information

This screen lets you see the data that was entered and/or changed on the BPP 306 screen

Request flows 

through Concur 

approval process  

workflow based 

on admin setup.
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