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10 STEPS TO APPROVE OR DENY A PROJECT INITIATION REQUEST

AFTER REVIEWING, GO TO PAGE 3, SECTION E TO SIGN AND APPROVE OR DENY.

1. CLICK HERE TO BEGIN SIGNING



A WINDOW WILL POP FOR YOU TO CHOOSE WHICH 
SIGNATURE YOU’D LIKE TO USE

2. SELECT YOUR SIGNATURE

ANOTHER WINDOW WILL POP UP FOR YOU 
TO ENTER YOUR PASSWORD TO SIGN

4. ENTER YOUR PASSWORD HERE

5. CLICK THE “SIGN” BUTTON
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3. CLICK CONTINUE

IF YOU HAVE NEVER USED A DIGITAL SIGNATURE, 
YOU CAN QUICKLY CREATE ONE BY THE “CLICKING 
CONFIGURE NEW DIGITAL ID” HERE



A WINDOWS EXPLORER WINDOW WILL POP UP TO SAVE THE FORM.

RENAME THE FORM TO DIFFERENTIATE FROM THE ORIGINAL.

6. ENTER NEW NAME 7. CLICK SAVE
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DO NOT CLOSE THE FORM
DO NOT OPEN OUTLOOK TO ATTACH & SEND

LEAVE THE DOCUMENT OPEN & CLICK APPROVE OR DENY



AFTER SIGNING

7. CLICK DENY OR APPROVE
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A POP UP WINDOW WILL APPEAR TO ALLOW 
YOU TO SEND THE SIGNED & APPROVED OR 

DENIED FORM TO THE REQUESTOR

8. SELECT THE WAY YOU WOULD LIKE 
TO SEND THE EMAIL

(OUTLOOK FOR MOST)

9. CLICK CONTINUE

AN EMAIL ADDRESSED TO THE REQUESTOR WILL POP UP WITH THE 
RENAMED FORM ATTACHED

10. CLICK SEND AS USUAL AND YOU’RE DONE!
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