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Approving A Request

As a request approver, you can review and approve a travel request before an employee incurs their travel expenses.

1. From the SAP Concur home page, from the Required Approvals pane, click Authorization Requests.
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From the SAP Concur Home page,
in the Required Approvals pane,
click Authorization Requests.
2. Click the Request Name for the request you want to view.
Help~
SAP Concur @ Approvals Reporting = App Center
Profile = .
-
Approvals Home Requests Reporis
View Requests Pending your Approval w
Request Name T Employee Name T,  Request Dates = CommentT]  Status T| Date Submitted T|  Total T, Approved amountT, Remaining amount T}
Submitted
Claiellicleqate Pigeon, John 05106/2022 - 05/09/2022 & Pending 60022 $20000  5200.00 5200.00
1D: 347w Supervisor
Approval
| Click the Request
U S=E 05/08/2022 550000 50000 $500.00

1D: 349A

Name for the request

you want to review.




3. Review the details of the Expected Expenses and any attached documents before approving the request.

Help~

SAP Concur Approvals Reporting ~ App Center

Profile « &

Approvals Home Requests Reports

Trip to Seattle $500.00
& Kayla Cleveland | Submitted & Pending Supervisor Approval | Request ID: 349A

Request Details v Print/Share ~ Attachments w Manage Travel Allowance

EXPECTED EXPENSES

] ExpensetypeT| Details T, Date = AmountT| Requested T| Approved T
0  Lodging/Hotel Columbia, South Carolina 01/02/2022 $500.00 $500.00 $500.00

Estimated Total: $500.00
4,

Click the Request Details dropdown menu if you want to review the Request Header and Timeline, Audit Trail,
and Allocation Summary.

Help~

SAP Concur Approvals Reporiing v App Center

Profile « &

Approvals Home Requests Reports

Trip to Seattle $500.00
& Kayla Cleveland | Submitted & Pending Supervisor Approval | Request ID- 349A

Request Details Print/Share ~ Attachments ~ Manage Travel Allowance

Request PENSES

_'.-I "_u_r =g A |y T Details T, Date = AmountT|  Requested T|  Approved T]

O  Lodging/Hotel Columbia, South Carolina 01/02/2022 $500.00 $500.00 $500.00

Estimated Total: $500.00



5. To send the request back to the employee, click the More Actions dropdown menu, and then select Send Back

to Employee. A Request Approver can select this option when the request does not conform to company policy.
Help~

Profile = &

SAP Concur Approvals Reporting ~ App Center

Approvals Home Requests Reports

Trip to Seattle $500.00 =33

& Kayla Cleveland | Submitted & Pending Supervisor Approval | Request ID: 349A
‘ Edit Approval Flow

Click Send Back
to Employee.

Approve & Forward

Request Details Print/Share ~ Attachments w Manage Travel Allowance Send Back to Employee

EXPECTED EXPENSES

] ExpensetypeT| Details T, Date = AmountT| RequestedT| Approved 1]

0  Lodging/Hotel Columbia, South Carolina 01/02/2022 $500.00 $500.00 $500.00

Estimated Total: $500.00

When sending a request back to an employee, you are required to enter a comment, which explains the reason for
returning the request.

Send Back to Employee
Comment History

No comments.

Add Comment
Reason for Sending Back the Request*

The holel expense amount excesds company policy please modify the amaunt o provide documentation on holel rabes
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Click Send Back.




6. To approve the request, click Approve.

Help~

SAP Concur Approvals Reporting ~ App Center °
Profile - o~

Approvals Home Requests Reports

Trip to Seattle $500.00 More Actions v

& Kayla Cleveland | Submitted & Pending Supervisor Approval | Request ID: 349A

Request Details v Print/Share ~ Attachments w Manage Travel Allowance

EXPECTED EXPENSES

] ExpensetypeT| Details T, Date = AmountT| Requested T| Approved T

0  Lodging/Hotel Columbia, South Carolina 01/02/2022 $500.00 $500.00 $500.00

Estimated Total: $500.00
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