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REMOVE USER-ADDED APPROVER

To remove a user-added approver prior to the expense report being approved/submitted, click on the
Details dropdown menu and select Approval Flow.

Click the red X next to the user-added approver field to remove the additional approver. Click on
Save Work flow
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Save Workflow Cancel

Click on Approve. No further action is needed.
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Exception
A Varning Total Expenses exceed Total Pre-Trip Request estimate
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