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How to approve or reject a proposal 
 

In order to make a decision on a Proposal, it has to be on a step that is requiring an action from you.  

After logging in as a User, find the Proposal from the My Tasks tab and click on the Edit Proposoal Icon. 

 

Once you are ready to make your decision, click on the Decisions Icon from the Proposal Tool box (check 

mark). 

 

Select the radio button that represents your decision and click Make My Decision to finalize. If you 

Reject, you are required to leave a comment of at least two characters in length as indicated by the 

orange help text.  If you Approve, comments are optional. 
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Some steps may require you to enter a Signature Pin in order to Accept or Reject a Proposal. If this is the 

case, clicking on the Make My Decision Button will create a Pop-Up window for you to enter this 

information. Administrators are responsible for assigning Signature Pins, so contact an Admin if you 

need to set one up. 

 


