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SUMMARY 
This job aid shows how to approve a new AP contract request. 
 

Step Action Visual 
1  There are two ways for the approver to 

access the requests to approve. 

• Each approver receives an email to 
respond to the request. The 
approver can select the link in the 
email to login and review the 
Request. 

• From the Overview page, select 
the Requests button or Requests 
link to access the Requests. 

 

 

 
1a If selecting the Requests link from the 

Overview page, then select the To 
Approve button to list the Requests to 
select from. 
 

 
2  From the AP Contract Initiation & 

Summary Form, select the Select link 
for the Approvals section.  
The Approvals section displays a list 
of all required approvers by 
department and/or name. 
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Step Action Visual 
3  Select the Edit icon to the right side of 

the Budget Analyst \ Manager 
subsection.  

 
4  The Budget Analyst \ Manager 

popup window will appear.  
In the Approval Decision/Status 
field, select the drop-down menu and 
select either: Approved, Disapproved 
or Action Requested.   
For selections other than Approved, 
you must provide a comment in the 
Action Requested \ Reason for 
Disapproval field.  
Select the Submit button.  

 NOTE: Once you submit, you will 
not be able to change the Approval 
Decision \ Status field when 
Pending. However, the contract 
manager can reset the Approval 
Decision \ Status. 
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Step Action Visual 
5  When you select Approved and then 

select the Submit button, the 
Approval Decision \ Status field 
changes to Approved and the 
Approval Assign Date field updates.  
Upon an Approved decision of the 
first approver, an email will be sent 
instructing the next Approver to access 
the request for an Approved, Action 
Requested, or Disapproved status. 

 NOTE: If an approver’s decision 
is Action Requested or 
Disapproved, the approval workflow 
stops, and the requestor must take the 
Action Requested and the approval 
workflow restarts if modifications are 
made.  
For a Disapproved decision, only the 
Contract Manager may change an 
approval decision and/or restart the 
approval workflow if directed by 
management. 

 

  
 
 

                


