example

2. Once logged in, you will review and verify that the information is correct on the pending
request. If modifications need to be made, proceed to make the edits and select the
Save/Submit button located at the bottom of the form before approving the application. If no
changes are made to the request, you only need to select ‘Approve’.

**|f you receive the following Attention prompt after selecting approve, select ‘Continue’ to
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3. When denying a request, the following steps are required before selecting ‘Deny Request’.
a. Select the ‘Deny Request’ field
b. Enter a reason why the application is being denied
c. Select the Save/Submit button
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