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Financial approvers can approve and forward an expense report to allow another individual to review prior to the Accounts 
Payable (A/P) audit. From within the approvals screen, click on Reports. 
 

 
 
Select and open the desired expense report. Click on  and then Approve Flow from the dropdown selection.  
 

 
 
The Approval Flow pop-up window will appear. To add an approval step prior to the A/P audit, click on the right button. 
Note: if you hover over each button it will displays the corresponding action. 
 

 
 
 




