
8.  Click on Forms Request Actions and select what action you 
would like to do. Please Note whatever action you choose, 
the action will be completed immediately. You will not have 

to click any button for the action to occur. If you have 
multiple items to approve, please click the Back To My Ap-

provals link.

How to Approve a Payment Request

 1.  Please navigate to My Approvals. 5.  Click the Form Number or Name links to view the 

various pages on the payment request.

2.  Change or confirm that your Type is Form Request. 6.  To review the different pages on the payment request form 
please click on following links Details, Supplier, Questions, 

Codes, Additional Information and Attachments. After 
you have reviewed all items click Save Progress 

(if you made changes)  and Next. 

3.  Select the payment request you would like to approve and 
click the Assign button found under the Action header. 

7.  Click on the Form Approvals link. This link brings you to 
the Forms Approval page. 

4.  After you assign the payment request, you can find the 
request in My Form Request Approvals. Click the folder to 

see it. 


