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EX.010.090 - Assigning a Designated Approver
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to assign a designated approver. If you are an Expenses Approver at any level, you should specify a designated approver. Most often, a designated approver is needed because the system will not allow an approver to approve his/her own expense transactions. In this situation, or if the system cannot determine the correct approver for another reason, there are two options: 

1. If a designated approver has been listed on the employee profile, then a transaction will route to that named employee. 
2. If there is no designated approver, then the transaction will be routed to the Workflow administrator.

An overview of Expenses Workflow for Approvers is covered in Business Process document EX.010.501. Please reference this document for more information on how the Expenses system uses the Designated Approver function.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify who should specify a designated approver.
- Identify why a designated approver is most often needed.
- Assign a designated approver.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to assign April Harder as your designated approver. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000070] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x00000071] 
	Click the Profiles and Preferences link.


	3. [bookmark: ID0x00000072] 
	Click the Review/Edit Profile link.


	4. [bookmark: ID0x00000073] 
	Click the Organizational Data tab.


	5. [bookmark: ID0x00000074] 
	If you know the UserID of the employee you wish to name as a designated approver you can enter that value directly into the Designated Approver field.

If you need to search for the UserID, you can click on the Look-up button at the end of this field.

	6. [bookmark: ID0x00000075] 
	Click the Look up Designated Approver (Alt+5) button.


	7. [bookmark: ID0x00000076] 
	Click an entry in the User ID column to indicate which user you would like to select as your designated approver.


	8. [bookmark: ID0x00000077] 
	Click the Save button.


	9. [bookmark: ID0x00000078] 
	Now that you have assigned a designated approver, if you submit an expense transaction charged to a department or project that you are also an approver for, your transaction will route to your designated approver instead of yourself.

Remember, the system will not allow you to approve your own expense transactions.

	10. [bookmark: ID0x00000079] 
	An exception to the designated approver routing occurs when there are multiple approvers for a pooled approver level (either Reviewer or AP Auditor).

In this situation, the system can route a traveler's transaction to a fellow approver for that same approval level, without having the traveler approve his/her own transaction and without having to use a designated approver.

	11. [bookmark: ID0x0000007A] 
	Decision: Please make a selection from the options listed below.
1. Finish the topic without viewing Examples
Go to step 12 on page 3
1. View examples of how the designated approver functionality works
Go to step 13 on page 3

	12. [bookmark: ID0x0000007B] 
	Congratulations. You have just completed the Assigning a Designated Approver topic. Below is a summary of the key concepts of this topic:

- Anyone who approves expenses at any level should specify a designated approver.
- A designated approver is most often needed because the system will not allow an approver to approve their own expense transactions. 
- When an approver submits an expense transaction and has a designated approver specified, the transaction will route to the designated employee for that particular routing level.
End of Procedure. Remaining steps apply to other paths.

	13. [bookmark: ID0x0000007C] 
	This is an example of how Expenses Workflow may be set-up for your institution.

The next three slides contain examples of how the Designated Approver functionality works. The situations include:

- A Department Manager 1 submits an expense report to the department that he is also the approver for at this level.
- A Reviewer submits an expense report to the department that he is the sole reviewer for (non-pooled).
- A Reviewer submits an expense report to a department that has multiple approvers including himself (pooled).

	14. [bookmark: ID0x0000007D] 
	A Designated Approver is required or the transaction will route to the Workflow Administrator.

	15. [bookmark: ID0x0000007E] 
	A Designated Approver is required or the transaction will route to the Workflow Administrator.

	16. [bookmark: ID0x0000007F] 
	A Designated Approver is not required because another approver is listed for this same department.

Even though the designated approver is not used in this situation, it is recommended that all approvers have a designated approver in the event that one is needed for a different situation.

	17. [bookmark: ID0x00000080] 
	Congratulations. You have just completed the Assigning a Designated Approver topic. Below is a summary of the key concepts of this topic:

- Anyone who approves expenses at any level should specify a designated approver.
- A designated approver is most often needed because the system will not allow an approver to approve their own expense transactions. 
- When an approver submits an expense transaction and has a designated approver specified, the transaction will route to the designated employee for that particular routing level.
End of Procedure.
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