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On the Home Screen 
Click the Approvals link 

 

 

 

Click on the person 

 

 

  



TIPS FOR APPROVERS 
 

 

TO See Description Click Print 
Expense Report 

Click Yes to see image 

If it is proper charge with proper 
documentation click red “!” in blue 
area to approve 

 

 

 

 

 

 

 

 

 

 

 

 

Click button in front of Approved then the 
yellow Save button and you are done. 

 

 

 

Tip:  If your screen looks different, you can customize the view.  To Customize 
>go to your home screen.   
>Look all the way to the right under the BB&T log & you will find your name.  Select your name.   
>From the drop down select Personal Settings.   
>On the left column 4th from the bottom select Customization. 
>You may select whatever you wish.   

*Suggestion is under approver in right column click, Transaction coding, & Receipt Image 


