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“Add-A-Step” Approval Workflow Process
User Guide



The Add-A-Step process allows the traveler to add a level approver to the approval
flow before or after the required approval.

Section 1: Add a Step Before or After this Step — Travel Request

1. Create and Complete a Travel Request The Manager Approval is
pre-populated with the traveler’s
manager which has already been
identified based on the traveler’s
Concur profile.

2. Click the Approval Flow tab.

3. Click the up arrow to Add a Step
Before this Step This process allows you to add
another person to review a
transaction before it goes to
designated Manager Approval

Travel Request 34DF Save Workflow Attachments - Print/Email ~| Cancel Travel Request
Trip Title (Short Description): Conference Status: Sent ack to Employee
Amount: 512 016.00
Approval Flow
User-Added Approver:
ﬂ X
Add a step before this step
Manager Approval:
Matthews, Michael ¥ |&| ¥
4. A new field User-Added Approver Note: The person you are selecting to
will appear click inside the field and be added to the Approval Flow must
begin typing in the Last Name of the be a Travel Request Approver.
Approval Flow Therefore, you may need to complete

the (Approver “At Large”) Form and
submit to Disbursements.

Travel Request 33WV Save Workflow || Attachments +| Print/Email | Delete Travel Request |[ETIS 8 i ERTTE S

Trip Title (Short Description): Nurisng Conference

Approval Flow

Status: Mot Submitted

User-Added Approver:

I+
x

tAtkinson, tBryan (aol480@wayne.edu)
Employee ID: taol430
Org Unit 2-Dept ID: Accounts Payable



Section 1: Add a Step Before or After this Step — Travel Request

(continued)

5. Click the down arrow to Add a Step
After This Step

Travel Request 33WV

Trip Title (Short Description): Nurisng Conference

Travel Request Header Segments Approval Flow Audit Trail

Note: Complete steps 4 above to
add the person to the Approval
Flow after the Manager Approval

Save Workflow Attachments - Print/ Email -

Delete Travel Request ‘ Submit Travel Request

Status: Not Submitted

Manager Approval:
Matthews, Michael

|

User-Added Approver:

| Bl

Add a step after this step
6. Click on the individuals name from
The Search Approvers By drop down menu
Travel Request 33WV Save Workflow | Attachments - | Print/Email - Delete Travel Request ‘
Trip Title (Short Description): Nurisng Conference Status: Mot Submitted
Travel Request Heade Segments Approval Flow Audit Trail
Manager Approval:
[Matthews, Michael ] B
User-Added Approver:
thinsor (ao1: | i‘ i‘ L‘

7. Then Click the Submit Travel Request Tab

Final Review

Travel Request Submit Confirmation

Are you sure you want to submit this Travel Request?

Submit Travel Request [T

You have successfully completed the Add a Step Before or After this Step Process!!!



Section 2: Add a Step Before or After this Step Expense Report

1. Create and Complete a Expense Report The Manager Approval is
pre-populated with the traveler’s
manager which has already been
identified based on the traveler’s
Concur profile.

2. Click the Details tab and select Approval Flow

My Concur Request Travel Expense Profile Help Log Out

View Charges  View Reports  New Expense Report  View Receipt Store  Approve Reports
Expense Genter - Traind Traini : 2

Fun Conference Delete Report Submit Report
@ New Expense || () Quick Expenses | Import || Defails ~| Receipts = | Print/Email ~ [E] Hide Exceptions

Exceptions Report B
Expense Date Amount  Exception Report Header
N/A Remind¢ Totals 1ort as you selected your reason faor travel is to “attend a conference’,
Audit Trail
Expen: Approval Flow w Expense Receipt Store
O Date ~ e Comments
&)
i Adding New Expense Allocations fpen== 7
¥ Allocati o create a new expense, click the sppropriate expense type below or type the expense type in the field above. To edit an existing
[] 083172012 CarRental ocations xpense, click the expense on the left side of the page.
) Enterprise
Travel Allowances &
_odging ~.Other -.Other ..Transportation ¥
New Itinerary
Hatel Conference Registration Fee  Telephone Expense Airline Fees (Baggage etc) L
Available Itineraries B 3
Meals and Entertainment Duplicating Travel Visa Bus
Expenses & Adjustments
Breakfast Individual Membership Fees Team Expenses Car Rental
Reimbursable Allowances Summary
Business Meal (attendees)  Internet Fees Equipment Repair Gasoling
£ Dinner Laundry Practice Fees Parking
| TOTAL AMOUNT TOTAL REQUESTED i
» $225.00 $225.00 Frtertainment (attendeesl  Mastin Team Meals Parenna | Car Milaans

3. Click the up arrow to Add a Step Before this Step

Approval Flow for Report: Fun Conference

Manager Approval:

Add a step before this step

Submit Report Save Workflow Cancel




Section 2: Add a Step Before or After this Step Expense Report

(Continue)

4. A new field User-Added Approver
will appear click inside the field and

begin typing in the Last Name of the

person needed to be added to the
Approval Flow

Approval Flow for Report: Fun Conference

User-Added Approver:
t

I+
*

TMatthews, TMichael (ay4857 @wayne.edu)
Emplayee ID: tay4887

Org Unit 2-Dept ID: Accounts Payable

Train10, Trainl0 (travelwayne@wayne. edu}
:Employee 1D: Train10

:Org Unit 2-Dept ID: Addiction Research Institute
Trainll, Trainll (travelwayne @wayne eduj
Employee 1D: Trainll

Org Unit 2-Dept ID: Nutrition & Food Scence

o

«l
I+
%

Train12, Trainl2 (travelwayne@wayne edu)
Emplayee ID: Train12
Ora Unit 2-Dept ID: Uroloav

Submit Report Save Workflow ‘Cancel

5. Click the down arrow to Add a Step

After This Step

Note: The person you are selecting to
Be added to the Approval Flow must
be an Expense Report Approver.
Therefore, you may need to complete
the (Approver “At Large”) Form and
submit to Disbursements.

Approval Flow for Report: Fun Conference

User-Added Appraver:

IE3
x

Train10, Train10 (travelwayne@wayne. edu)

Manager Approval:

«l
[+
x

Submit Report Save Workflow Cancel

Note: Complete steps 4 above to
add the person to the Approval
Flow after the Manager Approval

Approval Flow for Report: Fun Conference

I+
x

User-Added Approver:
t

+
[+
x

Thatthews, TMichael (ay4387 @wayne.edu)
Employee ID: tay4887

Org Unit 2-Dept ID: Accounts Payable

Train10, Trainl0 ftravelwayne@wayne.edu)
Employee ID: Trainl0

Org Unit 2-Dept ID: Addiction Research Institute

o

Trainl1, Train1 ftravelwayne@wayne.edu}
Employee ID: Trainll

Org Unit 2-Dept ID: Nutrition & Food Science

Train12, Trainl2 ftravelwayne@wayne.edu)

Employee ID: Trainl2

Ora Unit 2-Deot ID: Uroloay

Search Approvers B ~

[RESEEE Cancel

Final Review

User Submit

By clicking on the "Accept & Submit’ button, I certify that:

1. This is a true and accurate accounting of expenses incurred to accomplish official business for Wayne State
University and there are no expenses claimed as reimbursable which relate to personal or unallowable
expenses,

2, All required receipt images have been attached to this report,
3. Thave not received, nor will I receive, reimbursement from any other sourcefs) for the expenses claimed.

4, Inthe event of overpayment or if payment is received from another source for any portion of the expenses
claimed I assume responsibility for repaying Wayne State University in full for those expenses.

Accept & Submit Cancel

You have successfully completed the Add a Step Before or After this Step Process!!!



