
Approvals  Overview 
Presented by Business Affairs
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Document Approvals

 Document Approval links are available through the 
MDC Employee website, Odyssey Web.

 There are two ways to retrieve documents pending  
approval:
 Approval Overview Web (via the calendar)
 Approval Queue Web (via Campus link). 
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Main Screen
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Approvals Overview Web
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Approvals Overview Web
The information on this screen includes:

 The type of documents pending approval, current or future.
 The number of documents pending approval, current or future.
 The users that can approve documents on your behalf (your  aliases).
 The users that you can approve documents on their behalf (you are 

their  alias).
 Alias information is only displayed if today’s date falls between the 

start and end date of the delegation. 
 The alias listed here reflect the first 10 alias.
 View only cannot select an alias from this chart.

5



If we click on the first item under Document 
Type -Budget Transaction Approval Path- you 
will see the BT’s pending current approval.
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Here your name and document type will 
automatically be filled in. Click on “Get Records” 
so the  BT transactions can appear.
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BT pending approval list.
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From here you can:

 View Details, which is the information to be 
reviewed. You can approve or reject from the detail 
screen, as the options are available at the bottom of the 
page.

 Approve  or Reject, from this very same screen. 
Please note that rejecting any item will prompt you to 
leave a note.

 Status, which is the approval path or record.
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The BT’s pending your approval will be displayed on this screen.  
You can view “Details”.
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Detail Screen- has the detail information. You can Approve or 
Reject from here.  Any rejections will automatically bring up a 
note screen for your rejection notes.  If no action taken, you can 
click on “Browse Approvals” to take you back to the approval 
queue.

11



Back in the Approval  queue, you can “Approve” or 
“Reject” from here as well.  “Status” displays the 
approval path.
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Status  Screen – the document status and approval path 
are displayed. To return to your approval queue click on 
“Browse Approvals”.  Or you can click on “Document 
Inquiry” which we will review later.
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Let’s click on Department Requisitions pending future 
approval.  



When we click on Department Requisitions pending 
future approval, the following screen is displayed.  Click 
on “Future Records” and the documents pending 
approval in the future are displayed.  
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From this screen you can select 
“Details” or “Status”. 
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“Details” will show the requisition info. Here you see 
the req. #  and status.  Since the screen has a lot of 
detail to display, I captured the top and …
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The bottom of the screen where the history is 
displayed.  You can see who entered the item. Notice 
you cannot “Approve or “Reject”.  Not in your queue 
yet…Scroll to the top and click on “Browse Approvals” 
to return to your queue.
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Back in the approval queue click on “Status”  
and the approval path is displayed.
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Approval status of the requisition. You cannot approve from here 
since it is not in your queue yet. Select the “Browse Approvals” 
to return to your pending approvals list.
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Back in your approval queue screen you can click on the 
drop down arrow and select an alias. You can also 
change the document type to all or a specific 
transaction type. We will cover alias in the next few 
minutes.
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Approval Queue Web

22



When you click on “Staff” a drop down list is displayed. 
Select “Campus” and another list is displayed, select 

“Approval Queue”. 

The Approval Queue tab will show:

 A list of document requiring your approval.
 The users that you can approve documents on their 

behalf (you are their alias).
 All of the alias will be displayed.
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After you select “Approval Queue” this screen is displayed.  Your 
name will auto fill. You can select all document types or a 
specific type from the drop down list. Click on “Get Records”.  
Items will be listed.  Same process as previously reviewed on 
how to approve, reject and view status.
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To select an Alias, click drop down arrow and select a 
person listed. Select a document type from the drop 
down list or all. Click on “Get Records”. The screen 
below will be displayed reflecting the person’s pending 
approval queue. 
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From here you can:

 View Details, which is the information to be 
reviewed. You can approve or reject from the detail 
screen, as the options are available at the bottom of the 
page.

 Approve or Reject, from this very same screen. Please 
note that rejecting any item will prompt you to leave a 
note.

 Status, which is the approval path or record.
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The End…
 This presentation and manual are posted on the  

Business Affairs Website.
 Training will be provided by CTD.
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