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3. Approver	  Views	  Approve	  Authorizations	  List	  and	  HRA	  details:	  From	  the	  Approve	  Authorizations	  List,	  the	  Approver	  
clicks	  on	  the	  “Open	  Link	  Item”	  icon	  to	  view	  the	  details	  of	  each	  pending	  HRA.	  	  	  

	  

	  

The	  Approver	  reviews	  the	  HRA	  Authorizations	  Tab:	  	  Note:	  the	  “Effective	  As	  Of”	  date	  on	  the	  Authorization	  tab	  is	  
the	  actual	  requested	  begin	  date	  of	  the	  transaction.	  	  This	  field	  may	  be	  used	  to	  backdate	  New	  Positions	  or	  Position	  
Changes.	  	   
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4. Approver	  Approves	  the	  HRA(s):	  	  The	  Approver	  has	  two	  options	  to	  approve	  HRA’s.	  	  	  	  

Option	  1:	  	  Individual	  HRA’s	  can	  be	  approved	  from	  within	  the	  HRA.	  	  This	  is	  a	  3	  click	  process.	  	  The	  
Approver	  selects	  “Submit”	  from	  the	  “Action”	  drop-‐down	  menu,	  then	  clicks	  “Save/Close”	  to	  save	  the	  
Item,	  then	  clicks	  “Save/Close”	  to	  save	  the	  HRA.	  	  All	  3	  steps	  must	  be	  completed	  in	  that	  order	  to	  
successfully	  approve	  the	  HRA.	  	  	  

	  

Option	  2:	  	  Multiple	  HRA’s	  can	  be	  approved	  from	  the	  Approve	  Authorizations	  List.	  	  The	  Approver	  closes	  
the	  HRA	  he/she	  is	  reviewing,	  and	  is	  returned	  to	  the	  Approve	  Authorizations	  List.	   	  The	  Approver	  selects	  
“Approve”	   from	   the	   “Action”	   drop-‐down	   menu	  


