SUPERVISOR APPROVAL: APPROVE AND FORWARD

Updated September 25, 2018

Supervisor approvers can approve and forward a travel request to allow another individual to review. From within the
approvals screen, click on

The screen switches to the Approval Flowtab. Enter the employees last name in the User-Added Approverfield.

Tip: (Optional) Select the drop-down arrow for *‘Search Approvers By’ to search by email address or other
criteria.

User-Added Approver:
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Once the user-added approver is listed, click on .

After approving a travel request, it no longer appears in the pending approvals list.
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