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Approval Process

 You will receive an e-mail every week stating 
how many transactions are pending your 
approval

 Log into Access On-line and select “Manger 
Approval Queue”. 

 Final Approve or reject transactions.



How to approve transactions

Select “transaction management”



Select “manager approval queue”

How to approve transactions



How to approve transactions

Check Transactions that are ready to approve and 

hit the “Approve” button



How to approve transactions

Check the “No further approval 

needed” box and select the 

“Approve” button



How to Reject Transactions

If a transaction is not ready 

to approve, check the 

transaction and click on the 

“Reject” button



How to Reject Transactions

Select the reason you are 

rejecting or click other and 

type in the reason and return 

transaction to the cardholder 

by clicking on the “Reject” 

button



How to setup e-mail notification

Under “My personal Information”, select “E-mail 

Notification” which is under “Contact Information”



Correct e-mail address if 

a default was setup

Select the how often you’d like to 

receive notification and what day of the 

week

How to setup e-mail notification


