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Sign into the Auto Approve dashboard and 
select ‘Users’ on the left hand menu

Auto Approve
Admin Out Of Office Guide



www.bfp.travel

Auto Approve
Set out of office

Search for the approver email of the 
approver who will be out of office
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Add the Date and Time for the start and 
end of the approvers leave

Add the temporary approver in the Proxy 
Email and Proxy Email Confirm boxes

Once complete select Add Entry

Auto Approve
Admin Out Of Office Guide

4

4

5

5



www.bfp.travel

Auto Approve
Set out of office

The approval requests will now go to the Proxy Email and will 
automatically switch off when the end date and time is reached.
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