
The Pending Approval Page houses the Pending Approvals Table, which includes any dispatch 
whose status change is pending until approved. 

How To: Approve a Pending Dispatch Status Change

To approve or reject a dispatch status change, go to the Pending Approvals Page in the
Dispatch Module.

Click the dispatch number or title of the dispatch whose status is pending approval, opening the
Dispatch Details Page.

An Approve/Reject button now shows to the right of the dispatch number and title. Click the
“Approve/ Reject” button opening the Approval Required Modal.

Input any comments relevant to approval / rejection and select the appropriate button.
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If you approve the status change, a confirmation pop up states, “Status has been approved,”
and the new status shows on the Dispatch Details Page.

If you rejected the status, a confirmation pop up states, “Status has been rejected.”

The Dispatch Details Page reverts back to the previous status and the dispatch no longer shows
on the pending approval page until another attempt to change the status.

The pending approval page is read only, with the exception of the dispatch number and title are
clickable links that will open the specific dispatch’s details page.
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