
US Bank 
Changing Approval Manager 

 

Once you have selected and approved your reconciled transactions, you will be brought to the page below to select your 
Approval Manager.   

Step 1:  

Click on “Select Approver.” 

 

Step 2: 

Type in the last name of the new Approver, and click “Search” 

 

Step 3:  

The new approver’s name should populate below, and you can select them, along with checking the box to “Set 
selection as your default approver” 

 


