i

CHS SHAREPOINT
ORDER SYSTEM
Approval Instructions

"

When an order is entered and you are an Approver for at least one of the accounts
entered, you will receive notification that you have an order to approve.

1. Approve by Email

2. Approve by Teams

3. Approve from the Order

4. Request a Change to the Order
5. Rejecting an Order
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APPROVE BY EMAIL

e You will receive an email with a link to review the order. You can approve or
reject directly from the e-mail. Click Approve and then Submit.

¢ Please note, if the first link does not work, the second link should
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APPROVE BY TEAMS

¢ You may receive a notification in Teams that you have an order for approval.
The notification will have a link to review the order. You can approve or
reject directly from the Teams notification. Click Approve and then Submit.
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APPROVE FROM THE ORDER SYSTEM

e If you click on the provided link to view the order from your e-mail or
Teams, you should see a Go to Task action link in the middle of the page

e Once you have reviewed the order you can approve or reject by clicking on
this link and selecting your response. Click Approve and then Confirm.
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REQUEST A CHANGE TO AN ORDER

¢ If you would like changes made to the order before you approve or reject (especially if the
cost center(s) need to be changed), request the changes through the Comments feature icon
in the top right corner.

* Request your change (NOTE - use the @ sign before the name of the person you are
commenting to). They will then receive an e-mail notification that there is comment to review.

Comments ~

@Gillies, Miriam G. please change the cost
center to 1112224444, Comment back to
me when this is cnmpletedl

@

Gillies, Miriam G. mentioned you

s | On the 146-7NGED Physician Assictant Studies list item in Ordars

@ Gilmbes, Mirism G. mentioned you
“Giliies, Mirkam G. please change the cost center to 1112224444, Camment
Bk 15 e wheen this. i completid.”

GO 1o comment




REJECT AN ORDER

e |f the account needs to change to an account in which you are not the approver,
please reject the order.

e If you decide to reject the order, please put a note in the comment box as to the
reason for the rejection.




