
Approvers Training

CONCUR



Points to Consider
• When you approve a travel request, you are indicating the requested travel is 

for authorized business purposes and approving future reimbursement of 
related expenses.

• When you approve an expense report, you are indicating you have reviewed 
the expenditures for those things which you are responsible and the expenses 
are valid and authorized.

• Look for PFAND when approving: Procurement method, FOAP, 
Appropriateness of purchase, NSF error (funds are available), Description 
(sufficient)

• The Area of Travel on the request or expense report header determines the 
level of approval needed (i.e. “Out of State” selection will route request or 
expense report to the appropriate Dean or Vice President).

• To set up or modify the automated approval flow, you must fill out and submit 
an Approval Flow form to Disbursements (located on Disbursements website or 
in MyFSU under Forms tab).

• Only approvers can add other approvers to the automated approval flow.



Automated Approval Flow
Completeness 

Check 
Approver

Supervisor / 
Manager

Cost Object 
Approver

Out-of-state 
Approver

(if applicable)

International 
Approver 1

(if applicable)

International 
Approver 2

(if applicable)

Optional

Default Manager

Dean / VP

Budget owner(s) of Index(es) being charged

President

Provost (Academic Affairs only)
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