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1 EMAILING APPROVED REQUEST              Revised 7/7/2022
  

Select the Request tab on the menu bar. 

 

 

 

Select Manage Requests.  This will give you a list of all active requests.  Find the Request that you need 
and click on it. 

 

 

 

Once the Request is open, click the Print/Share drop-down and select *AL-Request Printed Report. 
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The Request Report will open in a new screen.  The report will indicate the Approval Status, Total 
Approved Amounts for each Expense Type, Approval Flow and Audit Trail notes for the Request.  The 
report can be saved as a PDF, emailed or printed.  To email, select the Email button.  A window will 
open, allowing you to enter the email address and any comments you wish to add.  Once you have 
entered the necessary information, click the Send button. 

 

 

 


