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How To

Approve
A Request

from E-mail

Note: In My Business Services, only Account
Agents can approve a Business Services
request. The following requests require
approval:

e Budget Transfers
o Payroll Transfers
e Journal Transfers
» Reclassification of Expense

Steps:
1. Open the auto-generated e-mail in the
respective CGCC e-mail account.

S Payroll Transfer Request Approwval

2. E-mail will provide the link to log into My
Business Services to approve the request.

COLLEGE BUSINESS SERVICES
>

e ) .

My College Business Services
4 Payroll Transfer request kas been subtited by Brien Dieterle and requires approval. Please navigate to the following
link to flag each transfer as "Approved" or "Rejected”

Click here

3. Click the link to open the request to review
for approval.

Click here -

4. The request will open in a new window
once My Business Services is accessed.
Review the request information for the
following:

- the accuracy of request
- the purpose of request
- the budget impact.

Purpose Tatsl Transter Amourt
fest [ 123712300

Pending 110-450-112233-61124-0 110-450-112233-51232-0 123123.00 ‘chsapprover

Approve Reject

Sum af All Transfers 12312300

Attachment 1

Optional File Attachmerts Hachment

Retuen for More Information

Date Create: 1202702008 352:54 P

Save Cancel

Date Modifiees; 1212712008 3 5254 PM Last Madified y disterle

5. Click the appropriate line in the Transfer
Lines table to select it.

Approval Status
110-450-000000-432...  Approved

110-450-111550-514... 1

6. Click the approve button to approve the

selected line.
Approve

7. Repeat steps 1 through 4 for all lines of the
request.

8. Click Save to save approvals and send the
request to College Business Services.

Save

9. Logout of My Business Services.

10. Close the Browser window.

Other options are available to Account Agents
to return for more information prior to approval
or to reject a request. See the Users Manual
for more information.
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