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Introduction 
This appendix provides additional guidance and information on the University of Alaska’s (UA) 
tools for approving travel in the Concur Approvals module.  

Required Approvals  
According to UA travel regulation R05.02.060(3)(c), the  Travel Approver (or Approvi ng 
Official) is the individual authorized to approve travel and time away from workstation or the 
individual authorized to expend funds.  

Their responsibilities include  

1. 
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Request 
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Dashboard 

 

1. Home/Module Drop -Down Menu – Select Approvals to access the Approvals module 
2. Quick Task Bar – Snapshot of total Required Approvals 
3. My Tasks: Required Approvals 

1. Authorization Requests – Trip Requests pending approval 
2. Expense Reports – Trip Reports pending approval  

Approvals Module  
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1. Requests & Expense Reports Tabs – Quick view Requests or Reports pending approval 
2. Black Menu Bar – Select Requests or Reports to view all approvals including previously 

approved 

 

a. 
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Approve  
1. The approver receives an email notifying them of a Request or Report pending their 

approval 

 

2. Sign into Concur or click the link provided in the email  
3. Access pending approvals from either 

a. My Tasks: Required Approvals 





8 
 

Report  
1. Open the Report Header to view primary trip information  
2. Open the “Detailed Report” to view a full summary of all expenses, payment types, and 

associated allocations 

 

3. Select individual expenses to view their details 
4. 
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Email Notifications  
In addition to the initial email indicating a Request or Report requires their approval, approvers 
receive email notifications if a Request or Report is still pendin g approval after a designated 
amount of time. These notifications come from EmailReminderService@concursolutions.com  
and are not optional (i.e. users cannot opt out in their email settings). D elegates with the 

mailto:EmailReminderService@concursolutions.com
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Add Approvers  

Request 
1. Select “Edit Approval Flow” or “ Approve & Forward” from the More Actions drop -down 

menu which opens the Approval Flow 

  

2. Select “+ Add Step” in the desired position of the Approval Flow 

 

3. Under “User-Added Approver:” search for and select the additional approver 

 

4. Added approver now appears in the step after your approval 
a. Add more approvers by selecting “+ Add Step” 
b. Click the “Delete” to remove an added approver 

 

5. Save changes and then Approve 
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Report  
1. Select “Approve & Forward” 

 

2. Search for and select the additional approver 

 

3. Add any necessary Comments then “Approve & Forward” 

Alternatively  

1. Select Approval Flow from the Details drop-down menu 

 

2. Click the blue “+” to add an approval step 

 

 

3. “Save Workflow
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Delegate Approvals  
1.
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