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1. To utilize the new Email Approvals feature, you must have the PR pending Workflow approval email 
preference enabled within your user profile.  In addition, the following steps will need to be taken to 
allow you to complete emails approvals: 

 Attend a brief demo on email approvals 

 Set Email Approval Code on your user profile (See 2nd snapshot) 

 Materials Management staff will turn on the following user permission:  Approve/Reject 
Requisitions via email 

 

 
 

2. Set your Email Approval Code.  Note:  It must be at least 4 digits. 

1. 

2. 
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3. Open the PORT enhanced approval email to see details of the requisition and take action. 
 

 
 
4. Note the Summary, Approval Folder, Details, and line item information. 
5. Scroll down the email to see more details for the requisition and take action. 

4. 

3. 

5. 
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6. Note the comment that FOAPAL Codes values vary by line.   Important Note:  If there are multiple 
FOAPAL values at the header or line item, only the initial FOAPAL string will be displayed in the 
detailed email.  If you need to see all FOAPAL strings before approving, you will need to log into 
PORT. 

7. For this example, we will click on the Take Action button to approve the requisition. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

7. 

6. 



EMAIL APPROVALS 
Last Updated on: 7/22/2011 

PORT_Approvals_ver_11.2.1  Page 4 of 5 

 

 
 

8. From here, you can take one of the following actions and add a comment: Approve, Assign to myself, 
Reject, or Return to Requisitioner.  For this example, we will Approve the requisition. 

9. Enter your Email Approval Code. 
10. Click the Submit button. 

 

 
 

11. Click the OK button to confirm the approval. 
 

11. 

8. 

10. 

9. 
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12. Note the confirmation that the approval was successful. 
13. You can close the Browser.  This completes the steps for this procedure.  . 

 

13. 

12. 


