Concur Approver Training

Reviewing and approving travel requests and expense reports



Approvers Training

Are you an approver for travel requests and expense reports?

Why Your Approval Matters

As an approver, you help ensure that:

* Travel supports a valid business purpose.

* Expenses comply with UTEP and Concur policies.
* Funding sources are appropriate and available.

* Submitted expenses are accurate and properly documented.
* University funds are used responsibly.

What Approvers Can Do

* Approve submissions

* Return submissions for correction

* Review receipts and supporting documentation
* Verify business purpose and funding information




Approvers Training

Are you an approver for travel requests and expense reports?
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Approvers Email for Travel Request Submission

Approvers receive this notification via email

YO u Wi ll b e n Otifi e d Vi a e m a i l From: AutcMotification & concursclutions.com <AutoNotification® concursol utions.com=>
Sent: Friday, September 18, 2026 §:48 AM
a b O u t a re q u e St/ re p O rt To: UTEP-TEST-MAILBOX <UTEP-TEST-MAILBOX@utep_edu>

Subject: Request Pending Your Approval

pending your approval.

AP Concur w

it Wi l.l. ta ke yO U tO th e You have a request pending your approval.
request/report that you need Request From

. Request D 33NK
to reVI eW. Request Name Athletice Recruiting Trip - Test

Request Purpose

Total Posted Amount 1.895.00 USD

Link To Approve Request
https:/fwww.concursolutions.com




Approvers Email for Travel Request Submission

Approvers receive this notification via email if any expense/travel report gets recalled

If a traveler, recalls a
report/request you will be
notified about it via email.
This is how the email will
look.

Request Recalled - Danielle Martinez = & Summarize

AutoMotification @concursolutions.com L & & ~ [5
To: @ UTEP-TEST-MAILBOX Fri 7/2472026 1:12 AM
@ some content in this message has been blocked because the sender isn't in your Safe senders list. Trustsender  Show blocked content

| You don't often get email from autonotification@concursolutions.com. Leam wihiy this is important

“SAP Concur

-

This request has been recalled by the user and has been removed
from your approval queue.

Request From Cianielle Martinez

Requast Name Travel Request Load 3
Request Purpose additicnal information fisld
Reczlled By Diiana Espino

Link To Request Processing

:{voewi.conoursolutions,

<, Reply ~ Forward




Approvers POV on Web Browsers

Approvers point of view, when reviewing approvals on the mobile app

Approvals

Select Approvals
from the left
navigation menu, or
select anitem
directly from the
Approvals
dashboard card on
the home page.
View and manage
all travel requests
and expense
reports that are
awaiting your
review and
approval.

= HFX¥Concur

@ .
Hello, Brittany
> October 7, 2026
=8
reate Request
- btart an approval request for travel or

Approvals Home
Requests

Reports

Available Expenses (11)

El Paso Airport Mileage
September 15, 2026

El Paso Airport Mileage
September 15, 2026

El Paso Airport Mileage
September 15, 2026

Lone Star

September 9, 2026

PARKING
September 7, 2026

Create Expense Report
Begin an expense report to track
business related expenses

Traveling International or removing campus equipment?

Please click here to complete the Export Control Certification form prior to booking your travel.

Need to remove UTEP Equipment from Campus, click here.

Coneur Training Tonlkit

See All Expense Reports (4 See All
P ports (4) + A Approvals (3) see All
$13.00 testing incidentals $415.50 G Heather Wilson $6.08
September 1, 2026 New Orleans
September 1, 2026
$13.00 Expense Testing $1,871.42
August 20, 2026 e Heather Wilson $138.00
A Warning Washington D.C Travel
August 27, 2026
$13.00
Testing Trip Britt $1,607.42
Iris Niestas $50.00
August 19, 2026 O
test
$146.32 @ September 14, 2026
Britt's Purchase $99.59
$7.50 August 19, 2026

Read More

Requests (7)

Testing test 6

September 21, 2026
Request 33KK

Test International Town

September 21, 2026
Request 33KG

Testing incidentals
September 14, 2026
Request 33MY

Testing 5 Trip
August 25, 2026
Request 33KH

+

$730.00

$570.00

$28.50

$360.00




Approvers POV on Web Browsers

Approvers point of view, when reviewing approvals on the web broswers

Approvals Interface
* The Approvals interface is organized into separate tabs for Travel Requests and Expense Reports.

* Select atab toview and manage items awaiting your review and approval.

Approvals

02 01

Requests Expense
Reports

Expense Reports

Employee Report Date Amount Due Employee Requested Amount
$50.00

Report Name

O test Iris Miestas 09V08/2026 $50.00




Approvers POV on Web Browsers

Approvers point of view on approving travel requests

Reviewing and Approving Travel Requests

Select the Request Name or Request ID to open and review the travel request details.
Review the request information, estimated expenses, and any supporting documentation before making a

decision.
For a quick approval, select one or more requests from the list and click Approve to approve them directly

without opening each request individually.

Requests Expense
Reports
Requests
Request Type Request Name Request ID Employee Request Dates Date Submitted Total
(] 8_’] Travel Mew Orleans A 33MR Heather Wilson 09/0L/2026 09/04/2026 $6.08
- . Mew Orleans traveling from Washington D.C. 09/04/2026
M 8_’] Travel Washington D.C Travel A 330 Heather Wilson 08/27/2026 08/26/2026 $138.00
- . Washington D.C Travel-president 08/28/2026




Approvers POV on Web Browsers

Approvers point of view on approving travel requests

Reviewing a Travel Request

Select the Request Name or Request ID to open the travel request.

Review detailed request information, including trip details, estimated expenses, attachments, and approval

status.

From the request, you can Approve the request, Edit Approval Flow to modify the routing path, or Send Back

to Employee if updates or additional information are needed.

Home / Approvals / Requests / New Orleans

A, Alerts: 2

New Orleans $6.08

& Heather Wilson | Pending Department Approval | Request ID: 33MR | 09/01/2026 - 09/04/2026

Request Details v Print/Share Attachments v

Expected expenses

|:| Comment|T Expense typelT Details [T

|:| E| TR-Mileage El Paso Int'Airport, El Paso, TX 79925, USA - 500 W University Ave, El Paso, TX 79968, USA

W

Edit Approval Flow | Send Back to Employee

Datel¥ Amount|T Requested|]

09/04/2026 $6.08 $6.08

Estimated Total: $6.08
Cost Object Approved Amount: $6.08




Approvers POV on Web Browsers

Approvers point of view on approving travel requests, sending back to employee

* Select Send Back to Employee if corrections are needed.
* Provide the reason for returning the request in the comments field.
* The employee will be notified and can review your comments, make the required changes, and resubmit the request.

Send Back to Employee

Comment History

DatelTimel® Entered BylT Comment)T

Edit Approval Flow ‘ Send Back to Employee ‘ 08/31/2026 Gaby Test Mew Orleans traveling from Washington D.C.

Add Comment

Reason for Sending Back the Request*

Cancel




Approvers POV on Web Browsers

Approvers point of view on approving travel requests, editing the approval flow

* Select Edit Approval
Flow.

* Clickthe three dots
(---) and choose Add
Above This Step or
Add Below This Step.

* Search for and select
the desired approver,
then click Save.

* The new approveris
added to the approval
workflow in the
specified location.

Edit Approval Flow ‘Send Back to Employee

Edit Approval Flow

@ Budget Prevalidation

Concur System

September 4, 2026

@ Department Approval

@ ATTP-EB. COTTON TRUST - PRESI (UTEP1-
100000-30010010)

Andrea Cortinas

':\ ’:' Supervisor Approval

Add above this step

( ’:' Executive Approval
Add below this step

Brendan Gallagher

':‘ ‘:' Budget Post Validation

a Cancel

Edit Approval Flow
@ Budget Prevalidation

Concur System

September 4, 2026
@ Department Approval

100000-30010010)

Andrea Cortinas

Supervisor Approval

@ ATTP-E.B. COTTON TRUST - PRESI (UTEP1-

New Approver

Approver Name *

[ Brittany Ramirez - UTEP-TEST-M... v | X

Executive Approval

Brendan Gallagher

Budget Post Validation

a Can Cel




Approvers POV on Web Browsers

Approvers point of view on approving travel requests

Click Approve to approve the request.

When the Approver Agreement appears, select Accept & Continue.
The request will proceed to the next step in the workflow.

Edit Approval Flow | Send Back to Employee

Approver Agreement

By clicking 'Accept’ | certify that the items in this Request have been reviewed and are in compliance with UTEP's
Trawvel and Business Policy.

LT Accept & Continue




Approvers POV on Web Browsers

Approvers point of view, on how to see all travel requests

* Navigate to Approvals > Requests.
* This page displays both current and previously approved requests.

* Useitas areference to review and track your approval history.

>
‘ &’ Approvals

| Approvals Home

I Requests I

Reports

quesi

rel

rel

Home / Approvals |/ Requests

Requests

I Limit results to Requests Pending your Approval v | Select fitter  Request Name v

Requests Pending your Approval

Alert Comment|T NamelT

r'y E' New Orleans

'y =

Washington D.C Travel

Dyt

Employee/]

ID: 33MR Heather Wilson

1D: 33LQ

Heather Wilson

Email}T

Start Date}¥ Required Approval Date T

09/01/2026

08/27/2026

Search: | Enter request ID

Total [T

$6.08

$138.00



Approvers POV on Web Browsers — Expense Reports

Approvers point of view, when reviewing Expense Reports

Expense Report Approvals

* Selectthe Expense Reports tab to view expense reports awaiting your review.
* Clickthe Report Name to open the expense report and review the submitted expenses, receipts, and report

details.

* The expense report details page provides the information needed to review the report and take appropriate

approval actions.

@ Approvals

02 01

S Requests Expense
Reports

Expense Reports

Report Name Employee

test Iris Niestas

Report Date Amount Due Employee Requested Amount

09W08/2026 $50.00 $50.00



Approvers POV on Web Browsers

Approvers point of view, when reviewing Expense Reports

Expense Report Details

* Selectthe Report Name to open the expense report and review detailed report information.

* Review submitted expense entries, attached receipts, report totals, exceptions, and other supporting details.

* From this page, you can Approve the report, Approve & Forward it to another approver, or Send Back to
Employee if corrections or additional information are needed.

4 Back to Report List I

test e
es [Iris Niestas]

Summary Details w Receipts'® Print / Email Hide Exceptions
Exceptions X
Expense Type | Date Amount | Exception
NiA A\ \NFO: This expense report was submitted by a delegate/proxy.

MNiA A\ |NFO: This expense report was created by a delegate/proxy.
Expenses Vieww & | symmary
| | Transaction D... | Expense Type Enter Vendor ... | Additional Inf... | City of Purcha... | Payment Type Amount | Adjusted Clai... Report Summary
@ 08/14/2026 TR-Parking sap test Out of Pocket £50.00 £50.00 Report Totals

Amount Due Company Amount Due Employee

$0.00 $50.00




Approvers POV on Web Browsers

Approvers point of view, when reviewing Expense Reports

Additional Review Options

* Details: Access report information, totals, audit trail, approval flow, comments, and allocation details.

* Receipts: View attached receipts, open receipts in a separate window, or attach additional receipt images if

needed.

* Print/Email: Generate a printable version of the expense report for review or recordkeeping.

* View: Customize how expenses are displayed by changing the layout, grouping expenses by category or date,

and adjusting the reporting period displayed.

Vieww <

Receiptsw Print / Emailw

Receipts Required
View Receipts in new window
View Receipts in current window

Attach Receipt Images

Print / Email

4 *UTEP-Travel & Expense Detail Report }—

| Exception

A\ INFO: This expense report was submitted by a delegate

A\ INFO: This expense report was created by a delegate/pr]

Expenses As

List L
& Detail
Group By

Date

Expense Type

on D...

Expense Type

se Type

® Mo Grouping

Summary Details Receipts ¥ Print / Email v
Exceptions Report
Expense Type Report Header | gxception
MIA Totals A\ INFO: This expense report was
MIA Audit Trail A\ \NFO: This expense report was
Approval Flow
Expenses
E Comments
nse Type
Allocations 2
@ arking

Allocations

PE

TR-Parking

rking

Calendar

One week
Two weeks

Month




Approving on Mobile App

Reviewing and approving travel requests and expense reports on the go!



Approvers POV on Mobile App

Approvers point of view, when reviewing approvals on the mobile app

2:48

= EA! ;7 Concur

Approvals

Iris Niestas

0 Inventory Email Test
Sep 11, 2026
Iris Niestas

O EH&S Email Test
Sep 9, 2026
Berenice Herrera

&)

college science credit card
Aug 26, 2026

Miguel De La Pena

0 Delegate mobile app test
Aug 25, 2026
Laura Test
O Las Cruces - Recruit
Aug 24, 2026
@ S) &
Home Expense Approvals
[ O

L

Q

See All

$49.00
$49.00
$1,010.36
$67.76

$50.00

“n

Request

The home
screen
surfaces
every
approval
awaiting your
review.

—

2:48 &

< Report

Nl

/\ 3 Warnings

Delegate mobile app test $67 76

March 24, 2026 - March 24, 2026

reimbursable total

Pending Department Approval

Details Expenses

NT-Food for Educ or Rese...
March 24, 2026
Dunkin '

Al

[ @

Receipts

$67.76

<

Open arequest or
report to review its
details, expenses,
and attached
receipts.



Approvers POV on Mobile App

Approvers point of view, when reviewing approvals on the mobile app

2:48 & N O 7l €@

< Expense

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

& This expense has linked sources
4" Al-assisted

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*

11 @] <

Open the
Expenses tab
and select a
line item to
see its full
details and
the uploaded
receipt.

—

Alerts b4

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

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

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

11 O <

Tap the
warnings
banner to see
each alert
and the
reason it was
flagged.




Approvers POV on Mobile App

Approvers point of view, when reviewing approvals on the mobile app

2:49 L HC
< Report
Details Expenses Receipts
[Z) comment 2
Policy*

*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

[ @ <

The Details
tab shows the
header
information
for the travel
request or
expense
report.

—

2:49 & N2 €

< Report

Details Expenses Receipts

Wl o bk
il
€, T Ko

ha
mwé@ WM

BT
3Pz 620

L
Tuta% X?evs-. 4
[ O <

Open
Receipts to
view every
receipt
uploaded to
the report.



Approvers POV on Mobile App

Approvers point of view, when reviewing approvals on the mobile app

2:48 &

LY &7 )

< Report

3
7,

Details Expenses

/\ 3 Warnings

Delegate mobile app test $67 76

March 24, 2026 - March 24, 2026

reimbursable total

Pending Department Approval

Receipts

" NT-Food for Educ or Rese... $67.76
. March 24, 2026

Dunkin *

Al

@] <

Choose
whether to
approve the
request or
expense
report, or
send it back.

—

L 86 ]

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

If you send it
back, add a
comment so
the submitter
knows what
needs to
change.



Approvers POV on Mobile App

Approvers point of view, when reviewing approvals on the mobile app

2:48 & N €

< Report

/\ 3 Warnings

Delegate mobile app test $67 76

March 24, 2026 - March 24, 2026
reimbursable total
Pending Department Approval

Details Expenses Receipts

% " NT-Food for Educ or Rese... $67.76
% March 24, 2026 B
Dunkin '

Al

11 @] <

Choose
whether to
approve the
request or
expense
report, or
send it back.

—

Nl @

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

If you
approve, you
can still add
an optional
comment.




Approvers POV on Mobile App

Approvers point of view, when reviewing approvals on the mobile app

Once approved, the
request or report clears
from your queue.

2:50 CXIED = X Q
= 5 Concur

Approvals
Iris Niestas
O Inventory Email Test
Sep 11, 2026
Iris Niestas
O EH&S Email Test
Sep 9, 2026
Berenice Herrera $1,
O college science credit card
Aug 26, 2026
Laura Test
O Las Cruces - Recruit
Aug 24, 2026
Brittany Ramirez $
0 Britt's Office Purchase (MD)
Aug 19, 2026
@ 8 &
Home Expense Approvals

[ O <

=l €3

Q

See All

$49.00
$49.00
010.36
$50.00

155.53

¥n

Request




Alternate Approvers

Approvers point of view, when reviewing approvals on the mobile app

Alternate Approvers have the same visibility and approval access as the
Primary Approver for documents pending approval.

Before approving a document:
1. Review the Document Detail Report carefully.
2. Verify the funding source(s) charged on the document.

3. Approve only documents containing funding source(s) you are authorized
to approve.

Important:

* Alternate Approvers are responsible for ensuring they have approval
authority for all funding sources listed on the document prior to approving
it.

* Funding source information can be found in the Travel Request or Expense
Report Detailed Report, which identifies all funding sources used and the
line items to which they were applied.




No Automatic Approval Skipping

Approval Workflows

Concur does not automatically approve multiple workflow
steps when the same individual is assighed to more than one
approval role. The approver must review and approve the
document at each assigned step in the workflow.

Examples:

* The same individualis assigned as both the Supervisor
Approver and Funding Source Approver on a Travel
Request.

* The same individualis assignhed as the Funding Source
Approver for multiple funding sources on a Travel Request
or Expense Report.

« The same individualis assignhed as both the Funding Source
Approver and Executive Approver.



Resources & Support

Help when you need it

Self-service resources Personal support

Training Website Office Hours

Concur timelines and training materials Drop-in help after go-live, online or in person

Bring a live document to office hours for a walkthrough.

Quick Guides

Step-by-step help for common tasks

Videos
Concur 101 and Travel Request walkthroughs

1:1 Support
FAQs Personalized help for high-volume users

Updated answers to common questions

Questions? Contact our team: travel@utep.edu




Thank you!

Concur was designed to help you spend less time managing travel O
and expenses and more time focusing on teaching, research, I
service, and supporting our students.
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