Ambherst Approval Workflow - SAP Concur

Pre-Request

Pre-Travel Domestic Out-of-State/Overnight:

HR Supervisor
(system automatically
routes)

Approve and Forward by

Supervisor (optional)*

Pre-Travel Domestic Out-of-State/Overnight Blanket Approval for an Employee:
(Dept. Letter of approval signed by Chair required/attached)

HR Supervisor
(system automatically
routes)

Approve and Forward by
Supervisor (optional)*

Pre-Travel International:

HR Supervisor Additional Approvers IPO (high risk destinations)
(system automatically (optional) with Approve and (System automatically
routes) Forward by Supervisor* routes)

Export Control (System
automatically routes)

Prior Approval Expenses:

HR Supervisor Dept. Head, Director, Dean, VC, Provost
(system automatically (supervisor selects from an approver list)
routes) Click here to see approval and exception matrix requirements

Expense Exceptions:

HR Supervisor Director, Dean, VC, Provost
(system automatically (supervisor selects from an approver list)
routes) Click here to see approval and exception matrix requirements

Expense Reports

Submitted by the Reviewer for Travel and
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routes)

employee (optional) (system
requesting automatically
reimbursement routes)

*Supervisors have the option to have others approve in workflow based on the specific requirements for their department.

Employees can assign a delegate in Concur to another employee who has an approval role. Here is the job aid for assigning a delegate. If you would like to
delegate to an employee who does not have an approval role, contact afsecurity@umass.edu



https://www.umassp.edu/upst/travel-expense-program/forms-prior-approval-matrices
https://www.umassp.edu/upst/travel-expense-program/forms-prior-approval-matrices
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.dropbox.com%2Fscl%2Ffi%2Fpdncw381nlfwa6w9ttu0t%2FAssigning-a-Delegate.pdf%3Frlkey%3Dijxgx80ljg9cjale8qopm2oh7%26e%3D1%26dl%3D0&data=05%7C02%7Cepacosa%40umass.edu%7Cf350da5e68db453def1f08dc38a4b9e9%7C7bd08b0b33954dc194bbd0b2e56a497f%7C0%7C0%7C638447527352143533%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=No1G7XjiJ0%2BiHk6Do3NYlTi%2Fwl380zHl5VNTC%2B%2Fof1k%3D&reserved=0
mailto:afsecurity@umass.edu
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