Mobile Approvals
What are Mobile Approvals?

Users have the option to take approve documents via the mobile application. The
mobile application is available in the Android and iOS App store. Prior to approving

documents via the application, you will first need to register your device. See page 8 of
the User Profile Management tip sheet for more information.

Approving via Mobile App
1. Begin by opening the mobile app on your device. Select the Approvals tab.
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2. On the Approvals page, select the document type for the document you wish to
approve.
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Mobile Approvals

3. Then, select the approval folder for the document.

(2]
< Invoices g
Folders

I Cancelled/Closed PO Exception 4 l

4. A list of documents in that approval folder will appear. Select the document you
wish to approve.
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Cancelled/Closed PO Exception
1B298006 454.34 USD
6/7/2021 11:22 PM
Not Assigned
1B299823 146.01 USD
6/15/2021 12:14 AM
Not Assigned
IB301119 159.00 USD
6/19/2021 4:00 PM
Not Assigned
1B302586 -392.00 USD
6/24/2021 7:32 PM
Not Assigned
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approve, select the Approve button at the bottom of the screen.
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5. This will take you to the Review page for that document. When you’re ready to

< Review

Folder: Cancelled/Closed PO Exception

-

1 of 4 Results next ¥
Invoices: 1B298006
Owner Carla Schubiger
Subtotal 454.34 USD
Terms Discount: 0.00 USD
Discount: 0.00 USD
Tax 0.00 USD
Tax2: 0.00 USD
Shipping 0.00 USD
Handling 0.00 USD
No. of line items: 1
Suppliers: VWR International LLG
Assigned To Not Assigned
> Addresses
> Accounting Codes
> Line ltems
> Other Approvers 1
Actions
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Comment
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Reject/Cancel
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