
 

How to . . . 

Override approvals for expenses 

 

Purpose There may be instances where the Administrator or Superuser will need to 

manually approve expense sheets if they are unable to be approved 

normally.   

 

1) Navigate to Menu > Project Cost > Registration > Expense Sheets. In this window, use the search 

function to search for the Expense sheet you are trying to approve.  When you have located the 

sheet, note the Approval number found in the upper right of the expense sheet.   

 

 



 

2) Now navigate to Menu > Set up > Approval > Approvals.  In this window, enter the Approval 

number from the Expense sheet into the Approval No. fields.  Also be sure that only the box 

‘Show Lines’ is ticked.  Hit Enter and the table part will populate with the Expense sheets 

outstanding for the employee.     

 

 

 

 

 

 

 

 



3) In the table part, find the fields marked Approval Status and New Status.  Note that these fields 

may be further to right.  Once you find them, you can drag them over so they will be easier to 

locate in the future.  In the New Status column, use the drop down to select Approved, then hit 

Enter.  The expense sheet has been approved.  It may however still need to be approved by 

finance depending on your set up before it can be posted.   

 


