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Presenter
Presentation Notes
This training will cover Approvals and Delegates
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Presenter
Presentation Notes
Approval Flow and Time Limits for Approvals. 3 approver process, 3rd approver only required when Banned State or International travel are selected. If the Cost Object Approver and the Manager Approver are the same, it will only go to them once for approval.
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Presenter
Presentation Notes
Approvers will receive an email notification when they have approvals in Concur. Approvers can review and approve from their computer or from the mobile app under the Approval Tab. Request and Expense approvals are listed separately. 



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r /

Presenter
Presentation Notes
If an Approver has a PREVIEWER, the Approver can see when the Previewer has reviewed the report (in Request and in Expense)
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Presenter
Presentation Notes
Capabilities of Cost Object (budget) Approver and Manager Approver in Concur. 
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Presenter
Presentation Notes
Request Approval  - review Request Header including the Chart Field String and attachments. The Approver can Save (if any changes were made or documents attached), Send Back Request (add comments for the return EX: Please add conference agenda), Approve, or Approve and Forward (to add additional approvers.
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Presenter
Presentation Notes
Expense Summary Tab review. Can review each line item, including any comments added by the User. 
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Presenter
Presentation Notes
The Submitted Request Approval Flow Tab can now be reviewed by the User and by the Approvers. Approvers can also use this area to add additional approvers. Approvers can be added “before” or “after” the next approver in the process flow. 
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Presenter
Presentation Notes
Audit Trail can also be reviewed by the Approver and by the User. 
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Presenter
Presentation Notes
Expense Report (after travel) Details Tab includes the Report Header, Totals, Audit Trail, Approval Flow and Comments. 
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Presenter
Presentation Notes
Expense Report Receipts tab  - Approver can review all receipts
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Presenter
Presentation Notes
Cost Object Approver is reviewing funding source and budget. This approver can be changed or update by the Poly Travel office with manager approval.
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Presenter
Presentation Notes
Manager/Supervisor is reviewing business need for travel. This approver is designated by Human Resources. 



MOBILE APP



• Download from Google Play or App Store:
SAP Concur

• Single sign on using Cal Poly login
• Primarily used for Expenses and Approvals, 

cannot book travel
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Presenter
Presentation Notes
SAP Concur can be downloaded from the App Store but is not required for the use of Concur. It is best used for adding receipts (taking pictures) and Approvals on the go.



CONCUR  MOBILE  APP  EXPENSES
View Expense 
Reports & Status

Capture Receipts
View Transactions

Add Expenses to 
Expense Report
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Presenter
Presentation Notes
Expense screens on the App. Used by the traveler to review receipts and add items to an Expense Report. Expense Report must be started on the website, not in the App.



• Approve both Request & Expense Reports
• Separated like web tool​

• Pay attention to icon alerts
• Can review:

• Receipts​
• Attachments​
• Warnings/ Alerts​
• Allocations​

• Approve or Send Back only
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Presenter
Presentation Notes
Approvers can review receipts, attachments, alerts and allocation. Cannot make changes with the app. Only  Approve or Send Back.
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Presenter
Presentation Notes
Approver screens on the app. Approvers can review these items on the mobile app.



DELEGATES
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Presenter
Presentation Notes
A User (traveler or approver) must set up their Delegates. The Delegate cannot set themselves up for a User. The User logs in to their Profile in Concur and clicks either Request Delegate or Expense Delegate on the left hand side of the page. Type in the name of the person, click Add. Setting up Request Delegate will give that person Request and Expense delegation rights. You do not need to do this for both Request and Expense – only need to do once.
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Presenter
Presentation Notes
Options for Delegates. Each traveler/Approver must add their Delegates. An admin or supporter cannot add themselves as a Delegate for a traveler or Approver.� If the User (traveler) is NOT also an Approver, they will only have the green side available to them to assign Delegate role. You can assign multiple Delegates with the same or with different rights. Only MPP level can have Approval rights in Concur, even as a Delegate. Any level can Preview for an Approver.
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Presenter
Presentation Notes
A Delegate will need to “Act on Behalf of another user” to view the Requests, Expense Reports, or Approvals for the manager. The Delegate will have a drop down under Profile Setting to select that role. Once in as the manager, will have all of the same capabilities as manager EXCEPT approval. After reviewing the report, the Delegate can Send to Approver for final review and approval.



a f d . c a l p o l y . e d u / t r a v e l / c o n c u r /

Presenter
Presentation Notes
To Logout as a Delegate click Done acting for others.



THANK YOU
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1 Departments may have more restrictions which they will need to enforce
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Profile:  set up
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