



As an Alias approver, you are responsible for approving expense reports and/or requests which meet certain criteria defined in the approval workflow. Approving Expense Reports and Requests as an Alias
 

Examples of Alias approvers are Compliance, Capital Projects, International Travel, IT and Sponsored Projects. 
The approval process as an Alias differs from other approvals in that pending approvals do not appear in the ‘MY TASKS’ area of the Concur home page. Instead, you must use the delegate function to act as the alias user.
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To act as a delegate. 
1. From the SAP Concur home page, click the Profile caret, select the ‘Act on behalf of another user’ radio button (if present) and then search for ‘ALIAS’. Depending on your role you may have a single or multiple results.
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2. Select the user you wish to approve for and then click ‘Start Session’
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3. Once you have successfully switched to delegate mode a green indicator is shown along with the name of the user you are acting on behalf of. 

4. Click the required approvals option in the ‘My Tasks’ section of the home page. On the Approvals Home page, the view defaults to Requests Pending your Approval. 
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5. Click the tab for the type of type of approval you wish to view, then click the item you wish to review. 


First, we will review the process for reviewing, approving, and sending back requests. 
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1. Click the name of the Request you wish to review and approve. 

2. Review the details of the expected Expenses and any attached documents.

3. Click the Request Details caret if you need to review the Request Header, Timeline or Audit Trail. You can also click the Request name to view the Request Header.
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4. Once you have reviewed the Request details and are ready to action the Request, you may click the Approve option or the More Actions caret to - 
· Edit Approval Flow or Approve & Forward (to add additional approval steps to the workflow)
· [image: Graphical user interface

Description automatically generated]Send Back to Employee (to return the Request to the employee if modifications or additional documentation is required). When sending a Request back to an employee, you are required to enter comments, explaining the reason you are returning the request/report.

Now, we will review the process for reviewing, approving, and sending back expense reports. 
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Description automatically generated]Click the name of the Expense Report you wish to review and approve.

2. Review the details of the included Expenses and any attached receipts or documents.
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3. Click the Details caret if you need to review the Report Header, Totals, Audit Trail, Approval Flow, Comments or Allocation summary. 
[image: ]

4. Once you have reviewed the Expense Report details and are ready to action the Report, you may click the 
· Send Back to User (to return the Report to the employee if modifications or additional documentation is required)
· Approve (to approve and advance the report to the next step in the workflow). 
· Approve & Forward Option (to add additional approval steps to the workflow).
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Note: When approving as an ALIAS approver, you must approve on the desktop version of Concur. The option to approve as a delegate is not available on the mobile application.  
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