f& TRAVEL=STATE How to Add Approvers to the Approval Flow

When creating a Travel Request in MSU’s Concur system, Michigan State University employees can add Approvers to the
Approval Flow.
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Concur Request Upgrade
MSU has upgraded the Concur Request module to the next generation User Interface: For more informatien, training guides and
video's, visit the Education page on Travel@Stats.

« DOMESTIC TRAVEL AUTHORIZATIONS: MSU's sponsored demestic travel autherization process has returned to the
process used pre-pandemic.
n = INTERNATIONAL TRAVEL AUTHORIZATIONS: Employee, student, and approved guest international travel must be
registered in the Global Travel Registry and, as applicable, submitted as a Concur Request. All requests to elevated or

Read more
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3. Onthe Request  Rogust 52,155.50

screen, select t}:le Approved | Reguest ID: J76C
Request Details

pu" dOWn menu Print/Share v Attachments v

>Request reauest (PENSES

Tlmellne' Request Header Details T), Date = AmountT]  Requested T
=
Audit Trail 05/12/2023 $2,155.50 $2,155.50

Allocation Summary |

$2,155.50

Exhibit 3

REV 2: 4/23 1


https://us2.concursolutions.com/home.asp
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Request Timeline

4. Once you are on the Request Timeline page, select Edit. Request | $2,155.50
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Edit Approval Flow

5. On the Edit Approval Flow screen, select Add Step in the e |
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Edit Approval Flow x

+Add Step

6. In the User-Added Approver field, enter the name of the
Approver you want to be added into the Approval Flow.
Select the Approvers Name from the pull down menu
>Save.
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Request Timeline

Create Request | $2,155.50

7. The added Approver is now visible in the Approval Flow.
Approval Flow  Edit

Office for Global Health, Safety, and Security
Approver

User-Added Approver
Phillips, Edward C.

Department Approver
Deppong, Gregory J

Student Employee/Profiled Guest Approver
Fiscal Officer Approver

Cash Advance Admin Review
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Approval Flow Edit Request Summary
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adding an approver, select Add Comment, enter the department Add Comment

or unit required information and click Save.
C) Department Approver
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Guest Approver

() Fiscal Officer Aoorover
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Request Timeline

Creale Reques! | $2,155.50

Approval Flow  Edit Request Summary
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