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Approving a Concur Travel Request

Approvers will receive an email from AutoNotification@concursolutions.com when there
is a Concur Request or Expense Report requiring approval. You can click the link in the
email to open Concur or access Concur from your Cal Poly Portal page.

Wed 2/18/2021 443 PM
CC C5U Concur Travel <AutoMotification@concursolutions.com:=
Expense Report Pending Your Approval
To Stephanie L. Albright

Iﬂ If there are problems with how this message is displayed, click here to view it in a web browser,

SAP Concur

Expense Report Pending Your Approval

You have a report pending your approval.

In Concur, the Requests or Reports to approve will show under Tasks/Required Approvals
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Click Required Approvals to open the list of Requests or Expense Reports to approve.

The Approvals Page will show how many Requests and Expense Reports you have to approve. Click the
Name of the trip (in blue lettering) to open the Expense Report to open.

SAP Concur Requests Travel Expense Approvals

Approvals Home Requesis Reports
Approvals
02 01

Requests Expense
Reports

Expense Reports

Report Name Employee

@ Volleyball Bay Area Fundraiser Tognazzini, Jenna

You can now review and approve the Expense Report

Budget Approvers:
1. You will want to review the traveler information and the chartfield string.
a. To review the traveler information, click Details/Report Header

SAP Concur Requests Tra

Approvals Home Requests Repaorts

Volleyball Bay Area Fundraiser womzi, sema

Details ~ Print / Email ~

Receipid =

Report Header
pense Type

Jotals r Rental

Audit Trail

7 @ea r Rental Fuel

Approval Flow

Comments

Allocations
Allocations
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2. Review the travel information and the chartfield string. Approvers can update the chartfield

string on a travelers Request until it is fully approved.

Report header for: Volleyball Bay Area Fundraiser

Policy Report Id Report/Trip Name
*CSU-Expense Policy hd 5382EF76B7C64A1ASFEC Volleyball Bay Area Fundraiser

Trip Type Travel Start Date Traveler Type
1-In-State 08/01/2021 2-Staff

Trip Purpose FPersonal Dates of Travel-If none enter NA Are you travelling to a banned state? Are you fraveling with students?
Athlefics na No

Business Unit Fund Program

l (SLCMP) SLCMP - Cal Poly S | ~ ] | (SL0D2) SLO02 - 948-485 Reil | - ]

l (120124) 120124 - Ath|etics-v| vl

| (R1000) R1000 - Cal PDI}-Corp| vl

Class Project

| (CUD40) CUD40 - User Defines | v ] | (Z80841) 280841 - CPC-W. Ve | v ]

Comments To/From
Approvers/Processors

Once reviewed and any changes are made to the chartfield string, click SAVE

3. You will be back on the main page of the Request. Next check the approval flow under

Details/Approval Flow

Volleyball Bay Area

Summary Details « Receipis =

Prin

Report
Report Header

Expenses

Totals

Audit Trail

pense Ty

r Rental

Approval Flow

Rental

Lomments

Allocations
Allocations

5. The Request Timeline will open and show the approval flow for the Request. You can add

additional approvers using PLUS (+) Tab
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Approval Flow for Report: Volleyball Bay Area Fundraiser X

—» Budget Approval:

¥ 120124 - Athletics-Volleyball Women (SL-SLCMP-SL002-120124)

User-Added Approver:
Qo X%
"Report To"” Approval2:
Offermann, Ashley 5 0

(this step may be skipped)

e el Em o o e m Eom e

6. Click + to edit approval flow. You can add at any step in the process and you can add as many
*approvers as you would like.
*Approvers must be a Concur budget or manager approver to be available as a Concur approver.

M mm e e e e m g e e e e g e e e e ey

=
User-Added Approver:
| monter Q X

Monterrosa-Birdsong, Bernadette M. (bmonterr@calpoly.edu)
*Campus : San Luis Obispo

| Search Approvers By W l

LHATETITIEIMT, ASTIIEY S o

‘thiz step may be skipped)

7. To add, click +Add Step then start to type in the LAST NAME of the approver you wish to add.
When the name comes up, click on the name to add. Do not just hit enter as it will clear the field
instead of add the name. Then click SAVE Workflow
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8. You can also review any attached documents

Volleyball Bay Area Fundraise

Summary Details = Receipis = Frint / Email =

! Receipts Required
XPENSES

| | Transacti

Q5. 002207
QO 0s01202

View Receipts in new window

View Receipts in current window |

Attach Receipt Images

9. Once reviewed, you can APPROVE the Request to move it to the next approver.

Manager/Supervisor Approvers:
1. You will want to review the traveler information, travel dates, and Trip Purpose on the Request Header.

Report header for: Volleyball Bay Area Fundraiser

Policy Report Id Report Key Report/Trip Name
*CSU-Expense Policy E] 5382EFT6BTCG64A1A9FEC 289382 Volleyball Bay Area Fundraiser
Trip Type Travel Start Date Travel End Date Traveler Type
1-In-State 08/01/2021 08/02/2021 2-Staff
Trip Purpose Personal Dates of Travel-If none enter NA Are you travelling to a banned state? Are you fraveling with students?
Athlefics na No No
Business Unit Fund Department Program
l (SLCMP) SLCMP - Cal F'ol)-'8| v] | (SL002) 5L002 - 948-485 Reil | vl l (120124) 120124 - f-.thletics-\-f| vl | (R1000) R1000 - Cal PolyCorp| vl
Class Project
| (CUD40) CUD40 - User Define: | v ] | (z80841) Z80841 - CPC-W. Ve | ~ ]

Comments To/From
Approvers/Processors

2. Follow Steps 3-8 above to review approvers and view Comments and Attached Documents.

3. Once review and approved, click APPROVE to complete

Expense Report: Approver



	Approving a Concur Travel Request

