
Approving from Email Notifications

Expense Report Approvalsmay be done 
• using Action Required email notification

• delivered to approvers' default @UW email 

TIP 

• Pine Users can view ariba emails in html format by hitting the ‘>’  key twice

 
 



From Action Required email double Click Open under Actions to access 
ER summary screen for approval
TIP: 

Email Subject will list ER number, title and action required



1. Review each item listed under Expenses of ER

2. Use Detail button to review specifics for each item
TIP: scroll down to view entire ER comments/attachments below 

reimbursement amount



Detail of items allows you to :
– view budgetary information 

– view comments 

– add comments or attachments

Use Back button to return to ER summary



Use tabs to access details for ER Approval Flow and History



Sample Approval Flow
Approvals/Notifications are made in approval flow role order

Legend: 
Active= Role where action needed
Pending= Role awaiting action
Watcher=No action required

TIP: Click on role/name in flow to view authorizers for that role



This screen accessed by clicking History Tab and shows all 
activity associated with this ER



Review expense items and details; add clarification
comments prior to approval then select Approve or Deny
TIPS: 

•Options may vary (approve, deny, edit, withdraw) depending on role
•Deny, withdraws ER and sends it back to preparer for edits and resubmission 
through approval flow. 
•Use Deny with caution, preparer/compliance approvers may edit without 
denying
•Comments field may provide clarification and prevent denials
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