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STEP 2

Click on Requests

STEP 3
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STEP 4
Click on highlight
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STEP 5
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STEP 6

You can view the pending requests awaiting an approver to approve.
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g REq uests by Approver @ Below is a listing of all submitted requests. The
Eu‘ My Bills workflow button indicates progress on the items
workflow. For a detailed view on every requests workflow progress, please click the workflow button.
_,2’ Requests . Alternatively, use filters on the right to customize this view to your needs.
@ Pending Requests (m] Search Approver Q| Current Position Searc Action
2 All Requests 0 @[ﬂ] 0 Alex Administrator-XSBA  Board Secretary 'xbn A Send Reminder
W My Requests
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STEP 8

An email with a list of pending approvals will populate.

Email X
To* Alex ini: -XSBA (alexadminxsb pmail.com)
Subject * Class- Email to approver for registration approval

Approval Required

Dear Alex Administrator-XSBA,
The following registrations are pending for your approval:

Registrant Name: Spot Williams

Alane Mama: Tunina in L atin

cance! @

STEP 9

Click on send

Cancel
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STEP 10

Reminder Email is Sent

Email sent successfully.

A Send Reminder
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