Approvers point of view on Mobile App

1.

View Pending Approvals: The
Home screen displays all
requests and reports awaiting
your review.

Open an Iltem: Select a request
or expense report to review the
details, expenses, and
attached receipts.

Review & Take Action: Review
the available information, then
select Approve or Send Back
as needed.
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4.

Approvers point of view on Mobile App

Review Expenses:
Select an expense
to view its details
and receipt.
Check Warnings:
Open the Warnings
banner to review
any flagged items.
Review Details:
Open the Details
tab to view the
travel request or
expense report
information.

View Receipts:
Open Receipts to
view all receipts
attached to the
report.
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/A The Transaction Date is Greater than 90 days.
Please be more timely in your expense submissions.
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Amount

$67.76 usb

Expense Type*
NT-Food for Educ or Research

Trip Type
Non-travel

Traveler Type
Employee

Report/Trip Purpose
NT-Business Meeting/Entertain

Transaction Date*
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Alerts X

/\ INFO: This expense report was submitted by a
delegate/proxy.

/N INFO: This expense report was created by a
delegate/proxy.

/A The Transaction Date is Greater than 90 days.
Please be more timely in your expense submissions.
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Policy*

Expenses

*T&E Expense Policy

Report/Trip Name*

Delegate mobile app test

Report/Trip Start Date

Tue, Mar 24

Report/Trip End Date

Tue, Mar 24
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Approvers point of view on Mobile App

8.

Take Action: Select Approve

to approve the request or

expense report, or select Send
Back if changes are needed.

Add a Comment: If sending it

back, enter a comment

explaining what needs to be

corrected or updated, then

send it back to the submitter.
. You can still comment
even if you are going to

approve the
request/report.

10. Approval Complete: Once

approved, the request or
expense report is removed
from your approval queue.
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Approver Electronic
Agreement

You are approving the report
"Delegate mobile app test" for 67.76
By clicking 'Accept’ | certify that the
expense report and its accompanying
receipts have been reviewed and are
in compliance with Company policy.

Comment

Please Comment

Cancel Approve
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