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Approvals Work Area 
 

The approvals work area helps users manage and track approvals in one place.  
Approvers can act on multiple approvals at once. 

 
In Stratus, navigate to Tools → Approvals 
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First page 
 
Approvals --> Tasks drop-down menu (▼)" 
Task Page (default landing page): This page is for any current tasks you may have to act upon.  
 

 
Approvals → Status and History (available at the top left next to the Approvals Task dropdown) 
Status and History Page: This is used to track any previously completed tasks or activities that you have personally performed.  
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Under Tasks we can Approve or Reject from this page by clicking on 

 
 
On the First page: Approvers have the following options: 

• Approve 

• Reject 

• Reassign 

• Withdraw 

• Review History 

• Claim (Only if the approver assigned to a role) 
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To Reassign or withdraw from the same page: 
Click on Check box and the options Pop up. To act on multiple approvals at once → select the check boxes. 
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Second Page 
For more actions like Request information or add/view more details → click on link 

 
 
For More options: Click on the link (Second page) --> Approvers have the below options: 

• Approve 

• Reject 

• Reassign 

• Withdraw 

• Request information 

• add/view more details 

• Move to Next/Previous approvals 

• Claim (Only if the approver assigned to a role) 
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Navigate to other approvals using Arrows → and  

 
 
View more Details:  
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View more details→ will take you to the BPM work list approval page. Similar to clicking on the link on the email approval, you can take Action from 
here as well. 
 
There is no Back option available in the Stratus BPM worklist page to go back from this page to the previous page. Use the <-- Back arrow option 
available on the page. 
 
Add Information: 
Allows the approvers to add a comment, Attach file or link 
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Click on Add 
 

 
 
 
 



9 
 

Click on the three dots (…) for more actions like Reject, Withdraw, Request information, and Reassign. 
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Appendix: 

Claim: (Multiple approvers assigned to a Role)  
This option is only available if the approval is assigned to a role (like TU_CFO_REQAPPROVAL, TU_UBO_REQ_APPROVAL, ETC.) 
Approval notification can be seen by all the approvers in Approvers work area: 
 
Example: Approval is in Phylis May’s account. 
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Approval is also in Lauren Rowe’s account  
 

 
One of the approvers needs to claim first to approve: 
Let’s say Lauren Claimed it. Lauren now has the option to take action. 
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Phylis’ view: The system says it is claimed by Lauren 

 
And the approval task is removed from the Phylis’ List. 
 
What if Lauren Release the claim using Release option? 
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The Claim option is back. 

 
Approval can also be viewed by Phylis – Notification is back. 
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Phylis claimed and approved it. 
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Once an approver claims a task in the Approvals work area, the active notification under the Notification Bell disappears because the system marks 
it as “read” or “handled.” But you can see it from the All tab under Notification Bell and also the task itself remains available in the Approvals work 
area. 

Approval claimed under Approvals work area. 

                   
Notification Bell > Show all > All 

The notifications which were already populated before enabling the new work area won't be visible in the Approvals work area. The new approvals 
populated after the Approval's work area is enabled can be viewed in Approvals work area. 
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Approved: 

 
Lauren can’t see the approval history in Approvals workarea as Phyllis has approved it. 
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Phylis can see it in history 
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Approval task can be taken after clicking on claim 

 
To remove claim: Click on the task 
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Click on Release under Actions (…) 
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Approval is released to other approvers and they need to claim before taking action 

 

 


