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Guide 3: The Approval process – for Approvers 
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� Clicking Approve will register your approval of the post 
� Clicking the Reject button will reject the requisition. 

• If rejecting the requisition, please note your reasons for doing 
this in the Comments



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� When you have finished checking the details, click close to return to the 
Tasks app 
 

� If appropriate, enter a message in the Comments field 
 

� Click Approve, Reject or Forward 
 
 



 

 
 
 
 

 
 
 
 
 
 
 
 
 

� Select the new approver and the approver to be replaced. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Enter/edit a message in the Administrative Comments field (if 
required) 

� Click Submit to forward the request to another user 
 
 
 



 

Section E: Tracking Approval Status 
 

� Go to the Job Approval Process tab to see the approval status for 
each approver 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
In this example, you can see that the Executive approval is complete.  HR 



 

�



 

� After making the necessary changes, from the Job Approval Process 
tab, click       and then select Re-Start Approval Chain*.  A new 
window will appear 

 
 
 
 
 
 
 
 
 
 
 
 
 

� Enter/edit the message (if required) and click Send 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� The original approvers will receive a new task. 
 

                                                        
* The Re-submit for Approval link next to the rejection line will only send this back to you for 

approval.  Therefore, you should not use this button 

 


