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APPROVER GUIDE - Approving
This guide will show approvers how to approve and/ or approve and forward Requests and Expenses, since both follow the same process. It also explains how much time an approver has to approve the Request or Expense. Please make sure to read through the entire document.
 
Approver timing:
Approver has the following time to approve. After that time, it moves to the next in-line manager for their approval. They will then have the following time to approve and then it will move up, and continue to go up the chain to the President, therefore it is important to approve in a timely manner.
	
	Cost Object Approver 
(budget approver)
	HR Manager

	Type of Approval
	Time in Queue
	No action from approver, the system will
	Time in Queue
	No action from approver, the system will

	Request
	6 days
	Automatically approve and it moves to HR manager
	6 days
	Automatically move to the next in-line manager

	Expense
	10 days
	Automatically approve and it moves to HR manager
	10 days
	Automatically move to the next in-line manager




Approval flow - Requests:
[image: ]

Approver can approve 3 ways:
I. Email – approver receives email and clicks on link
II. Login directly to Concur online tool
III. Mobile App

I. APPROVE VIA EMAIL
Once your direct report submits a Request or Expense Report you will receive an email.

1. Click on the link in email (if approver does not get email, check junk folder)
[image: ]
2. CSU select campus page opens. Select “San Luis Obispo” for your campus & click on “Login”
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3. Sign on with Cal Poly single sign on
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4. Concur opens. To review submissions you will need to go to Approval Home page, to do so, you can either…
a. Click on Required Approvals below black bar;
b. Scroll down to  MY TASKS  and click on Request Approvals or Available Expenses to go to Approval Home page; or
[image: ]

c. Click on Approvals on main tab (black bar)

5. On Approvals Home, click on either Requests or Expense Reports tab. Find the Request or Expense Report you want to review. Click on either the name or ID to access the details. [image: ]



6. Request details open
a. Request Header provides trip information, such as dates and type of travel
b. Expense Summary tab provides budget information
c. Attachments button will allow you to see any documents attached to the Request

[image: ]

II. APPROVE VIA CONCUR TOOL
1. Login to my.calpoly.edu portal
2. Click on Concur Travel (left side)
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3. Concur opens and click on Approvals (same box for Requests and for Expense Report Approval)
[image: ]

III. APPROVE VIA MOBILE APP
1. Open app (See mobile app guide to download app)
2. Select Approvals
[image: ]

3. Select what you want to review, Request or Expense
[image: ]

4. Select the specific Request or Expense Report you want to review 
[bookmark: _GoBack][image: ]
5. Click on each expense type to review detailed information
6. If you have questions or concerns, click on Send Back; type your question or concern and the Request or Expense Report will go back to the traveler along with your comments. They will need to resubmit.
7. If you approve, click on Approve
[image: ]


Questions? Contact the Poly Travel office at PolyTravel@calpoly.edu or 805-756-2232
image2.jpg
I CAL POLY
OHO
\ DISCERE FACIENDO
-

Strategic Business Services





imagee.png
‘Al Request & Expense Reports

cost Object
Approver

reviews travel

budget

HR Manager
reviews travel
business need

Request for banned state andor
nternational travel ONLY




image6.png
SAP Concur [C]

Requests

The Californi
State University

Hello, Bernadette

TRIP SEARCH

& Booking for mysel | Book for & guest

Adminswation - | Help +

Expense Approva

Reporting

App Cent

+ U] 1 07 08

Requies | Aunorzaton  Avalable
Approvals | Reauesis  Expenses

Repots
COMPANY NOTES

Welcome to Concur Travel, the corporate online travel tool for California State University

Please take & moment 1 review your profle and ensirethat your information is complete.

& = -]
Mixed FigntTrain searcn
rmo

550- 530 s O Arpon- San s Obapo &

MY TASKS

©0
EE— 01 i
w221
wn
Svortis
. @n
MY TRIRS (0) =3
@i
You curnty have o pcoming s
e

Available Expenses—>

(CAL POLY.SL OBISPO BKZ2..
1931

CAL POLY.SL OBISPO BKZ2..
s1931

CHEVRON 0096169
s055

LARKSPUR LANDING SACR..
s15485

76-sE137973
sam

For questions reqarding travelreservations or changes (0 ai that has already been ticketed please contact your

OpenReports =

0225 TEST- 1219
ey

01te TEST- 1219
S67300

0109 Tostfor Aaron
5106000

0104 Testfor Aaron

1921 TEST EXPENSES.




image7.png
SAP Concur

Approvdls Home Roquests Reports

Approvals

00 00

Trps Exponse
Reports

Requests

emperee

ReguenDsten




image8.png
Administration

SAP Concur : Expense | Approvals

P

Approvals Home  Requests  Reports

Request 36)M puse:omm

Status: Pending "Reports To" Approval2.

b

Reg g Name: CONFEREN Amount: 52.925.00

2~ Remue
— @ =

(@No approvers were found for cost object 125600 - SBS-Payment Services (SL-SLCMP-SL001-125600).

RequestTrp Name. o Type How il you boo your tip? TravelStatDate

Travel End Date

TP [pe—— e s T 7
PRO— [—— e metogtosvomas s Canmets ToFm ApmarsPrcesot
St gt =

[(stcup stcup oy s ] ) st s s s s opn] ] (580 5500 Se ot Sev |~ o

ciass Project




image9.png
CALPoLY | My Portal

Home | MoneyMaters  Personalinfo  Ubrary  Staffand Facuty Training
My Apps Directory Information Rt o dshosc
£ emaiscatendar Search this directory fo CalPoly sedent focuky, and s, depariment, club, and uni
QA iroyoneone Please enter avalue
Y #ragminseaton Simple Search
Svich o Advanced Search

iy sudencaaminsation

Csuport el Categry

Adminstration

a .
o (0 7] () (==
@ <o

Student Asssant
Management

B Acces Revew

=4
@
i}
5}

Elsctronic Workdion

Technica Sanvice
Request

Faciities Requests
paiyCard Services
Emai Distribution Lists
Csvou partal

E5M Campus
Markstplace.

Docusign

O caray st





image10.png
1 00

Hello, Bernadette New | Pt Ao Asle | o
TRIP SEARCH COMPANY NOTES

& Dokl | Bckbrs st Welcome t Concur Travel,the coporate online trave tolfr Calfoni State Uriversty

= Plss ok moment 0 v o prfie nd et your oo i compiee

H e =0

Mos FigheTran esrch

== e et e s o 5 s .o i e
550 stan O -mmom s ]y TASK

o~ [ s >

e

sonon sises

mmmmw mw«m >

You curentyhave o vsiatle 01 Testfor Aaron
expnses

Ratly 5. | NAEP Cafocenc K.

1121 TEST EXPENSES
MY TRIPS (0) >

1005 it
[ ——— s

1025 TEST2-EXPENSES




image11.png
© s
D Expenses

0 Expense Reports

© Aoprovls

Roquests




image12.png
om + s

< Approvals





image13.png
i cricket 12a76m + s

Back Requests

Fein, Brian
i Feos- TEST




image14.png
il cicher = P s

Back Requests.

Fein, Brian $300.00

TunFans
Tesr

O summary >

No Segments

Expected Expenses

Other Accommo.
Nonfan 11 .





image1.png




image3.png
From: autonotification@concursolutions.com
Sent: Wednesday, September 12, 2018 5:24 PM
To: Cody VanDorn

Subject: Request Pending Your Approval

SAP Concur [C]

You have a request pending your approval

Request From Bemnadette M. Monterrosa-Birdsong
Request ID 37V

Request Name TEST REquest

Request Purpose

Total Posted Amount 1,100.00 USD

Link To Approve Request

http://www.concursolutions.com
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