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Updating Concur Report Approver

When a UCSB employee submits a reimbursement report through Concur, the
workflow defaults to the Department Expense Approver (DEA) for the employee’s
home department. When the funding source is managed by another department, this
approver should be changed to that department’s DEA.

Before submitting an expense report for review, make sure to update the approval
workflow first.

1. Navigate to the Report Details dropdown and select Report Timeline.
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2. To the right of Approval Flow, select Edit.

Approval Flow

3. Set Department Approval to be the desired DEA. For IEE, this is the Financial
Manager. Make sure to select the Save button in the bottom right corner.
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4. If a Concur report is returned to the employee for corrections, the Approver
Flow may reset and must be updated again (repeating the above steps) upon

submission.



