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CONCUR EXPENSE Manual:  Adding an Approver 

 

 

While in the report, click on Details, then Approval Flow. 
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Use the blue arrows to add the new Approver where they should be in the routing flow. 
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In User-Added Approver field, start typing in Group (for a GROUP approver) select from drop down list that 
is populated. 
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When selected, approver appears in field. 
 

 
 

User-Added Approvers are the only approvers that can be deleted. 
If report is complete (receipts have been attached, allocations are completed, all expenses have been 

added, comments are in etc) click Submit Report to forward report to approver. 
If the report is not ready to submit, click Save Workflow to keep the added approver in the Approval Flow. 

 

 

 
 


