SAP Concur

ADDING AN EXPENSE APPROVER IN CONCUR

1. Login to CONCUR
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2. At the top right-hand corner, click on Profile. it Ropons

3. Click on Profile Settings.
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4. On the left-hand side, click on Expense Approvers.
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Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings
Expense Information
Expense Delegates
Expense Preferences

Expense Approvers
Favorite Attendees

Other Settings
E-Receipt Activation
System Settings

5. Type in the name of your assigned expense approver and click Save. Expense Approvers

A report will not route without an 31 3

Default approver for your expense reports.

assigned expense approver.
Search by employee name, email address, employee id or login id
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