How to Edit Approval Flow & Approve a Request

Need another person to approve the 0 et Approval Flow

N Edit Approval Flow | i Send Back to Employee -
request? Select Edit Approval Flow to O i
add them to the approval process.

Concur System
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Edit Approval Flow @ Department Approval

1. Select Edit Approval Flow ' ©) swtewpraainion
2. Click the three dots (---) and Coneur System

September 4, 2026

choose Add Above This Step or ) Supariscn ppromat
Add Below This Step © oormentsoprova ‘,,L

[ ) New Approver

3. Search for and select the desired © s corron TRus . presi e e —_—

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

Andrea Cortinas

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

100000-30010010)
approver
4. Click Save

Andrea Cortinas

() Executive Approval

! Supervisor Approval ;
Add above this step
Add below this step

‘ Brendan Gallagher

() Budget Post Validation

! Executive Approval

‘ Brendan Gallagher

Request ready for approval?

! Budget Post Validation

o

Select Approve e

6. Whenthe Approver
Agree ment a p pea rS, se leCt ?i‘:‘l;i:z:lag BAuc;izi; ;2::: that the items in this Request have been reviewed and are in compliance with UTEP's

Accept & Continue.

Approver Agreement

The requeSt Will proceed to the e Edit Approval Flow | Send Back to Employee

next step in the workflow.

Can csI Accept & Continue
.
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