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 (V)"
Task Page (default landing page): This page is for any current tasks you may have to act upon.

Approvals Tasks v

Tasks

Status and History

O oitems

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.

TU [STRATUS

Approvals Status and History v

Q. Enter search terms

1 result

Submission - Last Activity

. Status <
Date Time Y

Title & Assigned To < Submitted By

Approval of Invaice yur from SMACT Works, Inc (644.00 Usp) | U AP Invoice Naga Sai Nikhit...  1/21/26 25 minutes ago Approved
Approval Group




N
Under Tasks we can Approve or Reject from this page by clicking on

TU |STRATUS

Approvals Tasks ~

Q  Enter searchterms

v - S R [ A &R v B VN
0 zitems \
Approve Requisition REQO007T232 Amount Descrigtio -
[ From togs Sa Mikhea Vegesna  miui ago $134.00 Test Approval X i
Approve Requisition REQO007233 Amount Descrigtio :
[0 o T e e $134.00 Tost Approval X e

On the First page: Approvers have the following options:
e Approve
e Reject
e Reassign
e Withdraw
e Review History
e Claim (Only if the approver assigned to a role)



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.

Approvals Tasks ~

| Q,  Enter search terms

_I;I-lufzseledzed ‘ Approve | | Reject | | Withdraw | | Reassign

Approve Requisition REQOOD7232 Amount Descrigtion

Pk From rags Sai Mina vegesna 1 minute ag $134.00 Test Approval » o
Approve Requisition REQOD07233 Ampunt Description

[ Fram Maga Sai Mikkita Vegesna 1 minute 250 $134.00 Tost Appreval o \/




Second Page

For more actions like Request information or add/view more details = click on link

TU [STRATUS

Approvals Tasks ~

Q,  Enter search terms

0O 2items

I__I Approve Requisition REQO007232 I

| Approve Requisition REQ0007232
Approve Requisition R '..d'.UUJ 35

$134.00

] ;134.'00

Test

Test

Approval x R

Approval x R

For More options: Click on the link (Second page) --> Approvers have the below options:
e Approve
e Reject
e Reassign
e Withdraw
e Request information
e add/view more details
e Move to Next/Previous approvals
e Claim (Only if the approver assigned to a role)



Navigate to other approvals using Arrows = and <

Appeovals Tasks

Approve Requisition REQ0007232

$134.00

Test Naga Sai Nikhvta Vegesna, Naga Sai Nikhita Vegesna, Naga Saf Nikhiea
Vegesna, Naga S Nidhita Vegesra

20870

L:Q.Al Telephone Service 2

Approve -»

r
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| View More Details I "
Nikhita
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View more Details:

Approvals Tasks m { >
Approve Requisition REQD007232
- - v n = c WA WSS v n c WA WS A v B S W W
Amount
$134_00 You need to take an
action
Description Auquesier Catagary -
Test Maga Sai Nikhita Vegesna, Naga Sai Mikhita Vegesna, Naga Sai Nikhita  Callular Telephone Service Nikhita Vegesna
Vepesna, Naga Sai Nikhita Vegssna
REQUOO07Z32 puf
Supplier Cost Center Requisiioning BU

SMACT Works, Inc 20830

Entored By

Maga Sai MNikhita Viegesna

Lines

Test $134.00

Towson University




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

Approvals Tasks Approve >
Approve Requisition REQ0007232
v B - - WA - v v - - WA -
5134 00 © You need to take an
- action
Dozzription Ruguastor Categary B Submitted by Naga Sai
Test Maga Sai Nikhita Vegesna, Maga Sai Nikhita Vegesna, Maga Sai Nikhita  Cellular Telephone Service Nikhita Vegesna
Vegesna, Naga Sai Nikhita Vegesna
REQDO07232.pdf
— e oo
SMACT Works, Inc 20820 Towson University
e
Maga Sai Mikhita Vegesna
Add Information
Lines
Test $134.00




Click on Add

Add information

Comment

[oamrrn | [asems ] [35]

Alternate way to approve docx
0O B w212xs s

Updaind on 11/21/25




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

Approvals Tasks L =

Approve Requisition REQ0007232 €=

Reject
NS &= - - WA W am - - AhRw | T e hRWF
Withdraw
Al 1 i
] s
$134.00 o X
Reassign
Movemner £1, suss
Description Requesier Categary =] You provided additional
Test Mapa Sai Nikhita Vegesna, Maga Sai Nikhita Vegesna, Naga Sai Mikhita Cellular Telephone Service information
Vegesna, Maga Sai Nikhita Viegesna
test
Supplier Cost Center Requisitioning BU
SMACT Works, Inc. 20830 Towson University

Alternate way to approve

dacx
Entared By

Maga Sai Nikhita Visgesna

Movembar 21, 2025

B Submitted by Naga Sai
Mikhita Vegesna
Lines
REQOO07232 polf
Test $134.00




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.

A
Data Refreshed on 1/14/26.

= TU |STRATUS

Approvals Tasks v

Q. Enter search terms

O 1item
Approval of Invoice yur from SMACT Works, s DR Clai £4
Inc (644.00 USD) Towson University 000 =i

From Maga Sai Nikhita Viegesna 1 minute ago
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Approval is also in Lauren Rowe’s account

= TU|STRATUS

Approvals Tasks v

Q  Enter search terms

O 1item
Approval of Invoice yur from SMACT Works, Inc  Business Unit Supplier Site .
O (644,00 usD) Towson University o0 Claim &

From Naga Sai Nikhita Vegesna & minutes ago

One of the approvers needs to claim first to approve:
Let’s say Lauren Claimed it. Lauren now has the option to take action.

= TU |STRATUS

Approvals Tasks v

Q,  Enter search terms

O 1item
Approval of Invoice yur from SMACT Works, Inc  Business Unit Supplier Site
(644.00 USD) Towson University 000 Approval X v

From Naga Sai Nikhita Vegesna 6 minutes ago
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Phylis’ view: The system says it is claimed by Lauren

Approvals Tasks

Approval of Invoice yur from SMACT Works, Inc (644.00 USD)

Business Unit |
q c View More Details ; R
a January 23, 2026
Towson U n]verS]ty = Claimed by Lauren Rowe
Supplier Site Inveice Amount Date
$644.00 1/20/26

And the approval task is removed from the Phylis’ List.

What if Lauren Release the claim using Release option?

Approvals Tasks e
Approval of Invoice yur from SMACT Works, Inc (644.00 USD)

Reject

Withdraw

Business Unit | ] -
= =- View More Details elease
Towson University B @  Youneedtotakes
Request Information
ae January 23, 2026
Supplier Site Invoice Amount Date 8= Claimed by you
000 $644.00 1/20/26

Add Information
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The Claim option is back.

TU | STRATUS

Approvals Tasks

Approval of Invoice yur from SMACT Works, Inc (644.00 USD) &

Business Unit

Towson University

| View More Details

® You need to take an
action

January 23, 2026
Claimed by you

Supplier Site Invoice Amount Date

$644.00 1/20/26

Approval can also be viewed by Phylis — Notification is back.

= TU|STRATUS

Approvals Tasks v

Q  Enter search terms

O 1item
Approval of Invoice yur from SMACT Works, Business Unit Supplier Site = g
Inc (644.00 USD) Towson University 000

From Naga Sai Nikhita Vegesna 13 minutes 2go
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Phylis claimed and approved it.

Approvals Tasks v

Q Enter search terms

O 1item
Approval of Invoice yur from SMACT Works, Business Unit Supplier Site
O jne (644.00 USD) Towson University 000 Approval X v

From Naga Sai Nikhita Viegesna 13 minutes ago

Approvals Tasks e

Approval of Invoice yur from SMACT Works, Inc (644.00 USD)

Business Unit ‘ ‘
= - View More Details
Towson University B— © VI L OE
action
. January 23, 2026
Supplier Site Invoice Amount Date 85 Claimed by you
000 $644.00 1/20/26
o January 23, 2026
b Released by Lauren Rowe
o January 23, 2026
B

Claimed by Lauren Rowe
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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.

A
Data refreshed on 01/14/2026

= TU|STRATUS

Approvals Tasks v

Q,  Enter search terms

[ 1litem

Approve Requisition REQO007597 Amount Description
From Kealey Allison yesterday USD 323.00 test Approval x v

Notification Bell > Show all > All

{ Notifications

Assigned to Me (0) Created by Me (0) Al

isition REQONATS97

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:

TU [STRATUS

Approvals Tasks

Approval of Invoice yur from SMACT Works, Inc (644.00 USD)

Business Unit |
= - View More Details
Towson University S——— @  Youncedtotakean
January 23, 2026
Supplier Site Inveoice Amount Date g

You added a comment
$644.00 1/20/26

tets
o January 23, 2026
= Claimed by you
o January 23, 2026
=

Released by Lauren Rowe

January 23, 2026

Claimed by Lauren Rowe

+

Lauren can’t see the approval history in Approvals workarea as Phyllis has approved it.

= TU|STRATUS

Approvals Status and History ~

Q.  Enter search terms

Submission ~ Last Activity

Title Assigned To < Submitted By < Date o3 Time

Status ¢

We don't have anything to show here.
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Phylis can see it in history

TU [STRATUS

Approvals Status and Histo

Q, Enter search terms

1 result
Title < Assigned To & Submitted By < Submission < L',’St L) < Status
Date Time
- TU AP Invoice S
Approval of Invoice yur from SMACT Works, Inc (644.00 USD) Naga Sai Nikhit... 1/21/26 2 minutes ago Approved
Approval Group
Approvals Tasks ~
Q.  Enter search terms
Type Requisitions 3 From Naga Sai Nikhita Vegesna 3
e . S WS, BN W AN . S . W
O 4items
Approve Requisition REQO007249 Amount Description = &4
From Maga Sai Nikhita Vegesna 59 minutes ago $2,000 test-- line numbers em
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[ 1 of 4 selected

Approve Requisition REQO007249 Amount Description
From Maga Sai Nikhita Vegesna 59 minutes ago $2,000 test-- line numbers

B

Claim

Approval task can be taken after clicking on claim

O 4items
Approve Requisition REQ0007249 Amaunt Description
From Maga Sai Nikhita Vegesna 59 minutes ago $2,000 test-- line numbers Approval X v

To remove claim: Click on the task

O 4items
Approve Requisition REQOD07249 Amournt Description
From Naga Sai Nikhita \ 50 mj ago £2 000 test-- line numbers ] X v

Approve Requisition REQD007249

Approve Requisition REQD007238 Amaunt Description
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Click on Release under Actions (...)

Approvals Tasks

Approve Requisition REQ0007249

Reject
[ — e e e S ., . X . o ] - WY
Withdraw
Amount Submitter Release

$2,000.00

Description Requester

test-- line numbers Naga Sai Nikhita Vegesna, Naga
Sai Nikhita Vegesna, Naga Sai
Nikhita Vegesna, Naga Sai Nikhita

Vegesna
Supplier Cost Center
Omnilert LLC. 20830

Entered By
Maga Sai Nikhita Vegesna

Lines

View More Details

Category
Contracts Administrative IT website &
software

Requisitioning BU
Towson University

19

Naga Sai Nikhi
R Request Information

1/13/26

Assignee
TU Office of Technology Services Group

Assigned Date
1/13/26

Status
In Progress



Approval is released to other approvers and they need to claim before taking action

Approvals Tasks &« ->

Approve Requisition REQ0007249

S Ty B e AR WS, WMWY S S\ N
&2 Noga
View More Details Naga Sai Nikhita Vegesna
$2,000.00
Creation Date
1/13/26
Description Requester Category
test-- line numbers Naga Sai Nikhita Vegesna, Naga Contracts Administrative IT website & Assignes .
Sai Nikhita Vegesna, Naga Sai software TU Office of Technology Services Group
Nikhita Vegesna, Naga Sai Nikhita
Vegesna Assigned Date
1/13/26
Supplier Cost Center Requisitioning BU
Omnilert LLC. 20830 Towson University Pl
In Progress
Entered By

Naga Sai Nikhita Vegesna

Lines

24(T support and web-based training.

Charge Account: 1020-20830-608233-00000-000-000000-0000 State\-Support\-Admin & Fin-
Financial Systems and Tec-Contracts Administrative -Default Initiative-UQ Default-Future-Default
Interfund

Budget Date: 113/26

Approval History

11326 11:51 AM

€ Released by Lissa O'Donnell

t
11326 11:49 AM

€ ciaimed by Lissa O'Donnell
1713726 10:43 AM
€ Released by Lissa O'Donnell
113726 9:57 AM
© Assigned to TU Office of Technology Services Group

113726 957 AM

& Approved by Oreoluwa Oyelaja
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