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For approvers in PORT there is a new detailed approval email that is available in the July 2011 release.  
Note:  To see the new detail approval email, approvers must have the following email notification turned 
on within their users settings for Email Preferences:  PR pending Workflow approval. 
 

1. Click on the email notification.   
 

  
 

2. Scroll down the email to see more details for the requisition. 

1. 

2. 
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3. The initial Header FOAPAL values will be displayed in the FOAPAL/Ship Codes section of the detailed 
email. 

4. 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.   

5. Note the Take Action button.  See the Email Approval procedure for completing the action. 
6. This completes the steps for this procedure.   
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