
Ad Hoc Watchers/Approvers may be added to 
Approval Flow using  this Tab

TIPS: 

Preparers may do this prior to Expense Report (ER) submission to Ariba

Preparers / Approvers may do this after ER submission to Ariba



Click Add Approver



1. Select appropriate UW employee using chooser drop 
down menu

2. Choose their role: Watcher or Approver
3. Provide a reason

TIP: Ad Hoc selection results in email notification to person selected
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Prior to ER submission, Ad Hoc role may be added as 
first or subsequent approver OR in parallel to entire 
approval flow



After Submission there are three options for Ad Hoc role placement
-- Parallel to entire approval flow
-- Before selected role
-- After Selected role

Click on selected role’s ‘circle’ for placement of Ad Hoc role when 
second or third option is chosen

Click OK or Cancel



Add another or Delete
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