
How to send a Wire Transfer 

 

**Wire Transfers cannot be sent to Domestic Banks**   

 

You must obtain the traveler’s Foreign Bank account information BEFORE creating the 
Travel Reimbursement.  This is the information required by Banking Services in order to 
send a wire transfer.  All fields * must be completed. 

 

 

Once you have obtained this information from the traveler, create the TR. 

Under the Payment Information tab, click the down arrow in the Payment Method box 

 



And select W – Wire Transfer 

 

Click Show next to WIRE TRANSFER 

 

Complete the required fields with the banking information already obtained from the 
traveler. 

 



Once the TR has been audited and approved by Travel Services, it will route to Banking 
Services to send out the wire transfer.  Once this has been processed, the TR will read 
“Final”. 


