How to Add a Request Approver and an Expense Approver in
Concur

Steps to Take

The Request and Expense modules do not share approvers, so you will need to go into each section to
assign permissions to an approver in each area. Assigning permissions for both Request and Expense is
essential to ensure your transactions are approved timely.

To set up a Request Approver, perform the following steps (which corresponds exactly the same to setting
up an Expense Approver):

1. Log into Concur using your Single Sign-On, see the How to Log Into Concur KBA for more guidance on
this procedure

2. Select the Profile Icon on the upper right of page

3. Select Profile Settings
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4. In the left task pane, in Request Settings, select Request Approvers
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Profile Options

Select one of the following to customize your user profile

Personal Information

Your home address and emergency contact information
Company Information

Your company name and business address or your remote
location address.

Credit Card Information

You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.
E-Receipt Activation

Enable e-receipts fo automatically receive electronic receipts from
participating vendors.

Travel Vacation Reassignment

Going to be out of the office? Configure your backup travel
manager.

Request Preferences

Select the options that define when you receive email notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print

Change Password
Change your password .

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips.
and enter expenses for you

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees

Expense Preferences

Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action,
such as Submit or Print

Concur Mobile Registration
Set up access to Concur on your mobile device

5. In the Request Approvers section, in the first search field, enter the Last, First name of the employee
who should be your Default approver for your requests, then select the employee. If your Supervisor
requires you to have a second Default approver (the backup to your primary approver), you will do this
same step in the second search field for the second employee.
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6. Select Save

7. Complete the same steps in the Expense Settings module by selecting Expense Approvers. There is no
need to select a Cash Advance Approver unless you will be traveling for University Business purposes.

The designated Default Approvers will now be able to approve any submitted reports and requests within
the Expense module and Request module

If you still have questions or need additional assistance, please submit a ticket
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