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Instructions for TAMUQ employees to leave contact info in the HRIS before they travel outside Qatar:
1- Login to the HRIS with your Neo account: https://hris.qatar.tamu.edu/hr/
contact IT if you have problems connecting.
2-You will be on your Employee role.
3-click Leave and Travel module.
4-Your leave and/or D/R record will open up, click Out of Country tab 
5-Complete your travel info  as shown below then click Submit.
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Add Out of Country Trip Information

Trip Purpose: | Personal j

College Staion, Texas

L Lo

Trip Destination:

Trip Start Date: | 27-Mar-200 3
Trip End Date: | 08-Apr-200 3

Please enter details on where you are going to stay
and how to get a hold of you at your destination.

Specify where your family will be while you are out of the country,
SO we can contact them in case of emergency.

I can be reached at (974) 555-5555. Iwill check my e-mails OC(:‘

Trip and Contact Details:
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