
 

  

 

 

 

Supervisor Approval 

To approve expenses: 

1. From the Home Page under the 
Outstanding Tasks heading, click on (No. 
of) Waiting Approvals. 

 

 

  

The Approval Tasks window will open. The 
approvals list displays transactions for all 
subordinates that require supervisor approval. 
The list can be filtered according to the Search 
Parameters (by user/subordinate, Expense 
Group, Reference ID, Activity. Merchant).  

 

TIP: Hovering over the  icon beside 
individual transactions will display the 
transactions details for review: 

 

2. Supervisor Actions – select the 
transaction(s) for approval/review and 
click the relevant action icon.  

 

The transactions can be actioned in bulk 
or individually. 

 

 
 
Supervisor Actions 

 

  

Individual: Click 
icon beside the 
transaction: 

Bulk: Select one or more 
transactions for action 
and click 

 

  

Approve – Selected Transaction(s) are approved and progress in Workflow. 

 
 

Review – The Transaction details are displayed.  A link to stored receipt images is also provided. 

 
 

Query – A query message box is displayed and requires a direct question / comment.  On clicking 
the OK button, the query is reversed in the Workflow back to the User with the Query note on the 
Transaction display. 

 

 
 

Reverse – removes the transaction from the Approval stage to the previous workflow stage 
(usually verification). No query or note will display on the transaction. 

 
N/A View Attached Notes – opens a new window displaying any additional notes associated with 

transaction (if available). 
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