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iAccess Approvals

Overview of Quick Steps Procedure

Click the numbered circles on the left to move to the 
first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 
through each step and sub-step.

Begin

Step 2: Approve or reject 
absence requests.

Best viewed in IE or Adobe PDF Reader.

Step 1: Use the Approval Center.

1

Step 3: Approve or reject 
allowance requests.
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Under the APPROVALS 
menu, go to the Approval 
Center workspace. Navigate 
to the tab for the approval 
item you need to review.
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Step 2: Approve or reject absence 
requests.
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Step 1: Use the Approval Center.
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allowance requests.
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To use the Approval Center:

If you need to view more 
information about an 
approval item you are  
reviewing, click the View 
Details icon on the line for 
that approval item.

To approve a single item, 
click the Approve icon on the 
line for that approval item.

C

Follow the steps on the next slide 
to reject an approval item.

Click Approve All to quickly 
approve all the items in a tab.

B

D
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Step 3: Approve or reject 
allowance requests.
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In the wizard that displays, 
enter a reason for the 
rejection. This is required.

F
To reject an item, click the 
Reject icon on the line for 
that approval item.

E

Click Reject. 
G
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Step 3: Approve or reject 
allowance requests.

Follow the steps on the next slide 
to approve the absence request.

To approve or reject absence requests:
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Under the APPROVALS 
menu, go to the Absence 
Approval workspace. 

A

Select an absence request 
from the filter list, or from 
your notifications. 

B
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Click Approve.

C

Follow the steps on the next slide
to reject the absence request.

To approve the absence request:
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Click Reject.

D

To reject the absence request:

3

In the wizard that displays, 
enter a rejection reason.

E

Click Reject.

F



iAccess Approvals

Step 2: Approve or reject 
absence requests.

2

Step 1: Use the Approval Center.

1

Step 3: Approve or reject 
allowance requests.

3

On the right-hand side of the 
workspace, click the 
Messages pane. 

A

Follow the steps on the next slide
to reply to a conversation.

To approve or reject allowance requests:

In the input area, type your 
message and mention a 
specific person by typing 
@[name] as part of the text.

B
Click the paper plane icon or 
press ENTER to send the 
message.

C

To approve or reject allowance requests:

Under the APPROVALS 
menu, go to the Allowance 
Approval workspace. 

A

Select an allowance request 
from the filter list, or from 
your notifications. 

B

Follow the steps on the next slide 
to approve the allowance request.
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Click Approve. 

C

Follow the steps on the next slide
to reject the allowance request.

To approve the allowance 
request:

In the wizard that displays, go 
to the Valid Till field. Click 
the calendar icon to specify a 
date. 

D

If needed, edit the Quantity 
field. You can edit the 
number, but not the time unit 
specified.

E

Click Approve. 
F
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Step 3: Approve or reject 
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To reject the allowance request:

Click Reject.

In the wizard that displays, 
enter a rejection reason.

G

H

Click Reject.
I
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Step 2: Approve or reject 
absence requests.
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Step 1: Use the Approval Center.
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Step 3: Approve or reject 
allowance requests.

This concludes the 
iAccess Approvals

Quick Steps Procedure.3
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