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).

UNIFIED ' Business Applications
Supporting Education



All Tasks (74) i= Approve/Reject

‘ Search Q ‘ [
. ~  Approve/Reject Travel Request:34MC for C_.____ _ :e 4500000831
Approve/Reject Travel
Request:34MC for C Workflow System Status: Ready

Priority: Medium

Workflow System Medium “
To manually add an approver (“ad
Created on Jul 24, 2023, 4:58 AM

hoc” approver), click on the

Review Attachments
{4 Q ”
Approve/Reject Travel Approval Preview” button.
Request:34L7 forV' ' " 7
0 0 1

Workflow System Medium o @ @
Approve/Reject Travel Travel Details
Request:34L6 for V
Workflow System Medium This is to inform you that the following Travel Request has been submitted for your review and approval.

[Trip Number |[34mc |

Employee Name | Ji

Employee Number||O___. ___
Approve/Reject Travel [Cost Center || West Valley Occup Ct|
Request:34L4 for Vi . Trip Name P_test_02
Workflow System Medium Trip Purpose P_test 02

[Trip Start Date  |(07/24/2023 |

Trip End Date 07/24/2023

Travel Destination ||In State
Approve Travel Reauest v =———— | v

Y = Approve  Reject [}

2



Approval Flow Preview ¥
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In the pop-up window,
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Approval Flow Preview v

e Employee Name: Al
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Travel Request Approval Preview

After the approver has been

added, click on Save.
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