How to Approve a Document Quick Reference Guide

Introduction
Documents requiring approval from either you or your team can be accessed from the “Worklist” menu.

You have a personal worklist, and you may be assigned to one or more approval worklists. These
worklists contain a listing of all documents assigned to your team to complete or approve.

Documents requiring your approval are routed to the appropriate approval worklist. There, you can move
the document to your personal worklist for applying approvals. You will be able to view the worklists for
each approval role granted to you.

Documents that are rejected by an approver (rejected documents) will be returned to the previous
approver.

Possible Approval or Non-Approval Actions:

From the group worklist or your personal worklist, you can click Action Menu to see the possible
approval actions:

o Approve — Applies your approval to the selected document at the currently assigned approval
level. Once you have approved the document it is removed from your worklist and routed to the
next level for approval, if any.

e Unapprove — Removes a previously applied approval from the document. Unapprove can only be
applied to a document when the routing Reason is “Confirm” or “Remove Approval”’. Unapprove
allows you to take back your applied approvals.

e Reject — Indicates you do not approve the selected document at the current approval level. The
document is routed back to the approver who previously approved the document. A Reject action
can be applied at any approval level by any approver, as opposed to Unapprove, which can only
be applied on a document on which a Reject action has been applied.

o Reject All — Used to indicate that you do not want to approve the selected document at the current
approval level and want to remove the document from the approval process. This action will reject
all approval levels, including yours, and will route the document back to the owner for corrections.

e Reassign — Allows you to assign the work to another user. Reassign will display the User
Information page where you can select a user from the grid and confirm by clicking the Select
hyperlink. This will remove the work from your worklist and add it to the selected user’s worklists.

o Take Task — Enables you to take a document from an approval worklist to your worklist in order to
take action on.

o Return Task — Enables you to return a document from your worklist to the approval role worklist
where it may be taken by another user.

¢ Manual Route — Enables you to route the document to another user’s worklist. The work unit will
be added to the routed user’s worklist. However, the routed document will continue to exist in your
worklist.

o Bypass Approvals — Allows the document to be processed completely without needing to go
through the approval process. The ability to perform this action is based on your security settings;
few users will have this capability.

e Track Work in Progress — Enables you to view the workflow status of a document. The Track
Work in Progress page displays all past, current and future routings for the selected document.
You will also be able to view the approval log for the selected document by clicking Workflow
then Track Work in Progress.
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Refresh — You may refresh the worklist at any time by selecting the Refresh link. Any new

documents waiting approval will be added.

Recall — Displays the documents that a user has (recently) approved and that have not been
further approved. The documents listed in the grid reflect those that you have recently approved
and are still in Pending status, along with those documents for which your approval is currently
the last one applied to the document. If you choose to recall your approval, you may then re-
approve the document or perform a Reject action. The document must be submitted in order to
move into Final status.

If no further approvals are required, Advantage will post all transactions and cause the document phase
to become Final.

State of Maine Policy

The actions you can perform on worklist objects are based on the Security settings you are given. Office
of the State Controller (OSC) Accounting reserves the right to adjust the approval rules depending on
organizational needs.

For more information on this topic, please refer to the 801 Security & Workflow training manual on the

OSC website.
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