
HOW TO ADD AN APPROVER
This job aid to provide step-by-step instructions for Travel Approvers to 

manually add another approver (ad hoc approver). 



To manually add an approver (“ad 
hoc” approver), click on the 
“Approval Preview” button.
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Click on the manager 
icon of your approval 

level to add an approver.

In the pop-up window, 
click on “Add Approver” 

then enter the User ID or 
name of the approver 

you want to add.
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After the approver has been 
added, click on Save.
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