
 

 

 

 

 

 



 

Steps to follow: 

1. Select Ready to Approve from the Requests drop down 

list 

 

 

 



 

 

 

2. Click on Requester’s Name 



 

3.  Select Replacement if needed. 

4. Select Deposit required if needed. 

5. Choose Due Date if needed (date key should be returned by) 

6. Approver Notes – (see NOTE in top right corner) 

7. Select Approve or Deny 

8. Log Out 

 

 

 


