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Receiver Review of Requests

To view a request that is available for review, the Receiver can check the email that was
automatically sent when the Requestor submitted the request.

The Receiver can decide to:

Accept the submitted request and send it for approval as dictated by the process Approval Stage
Level.
Send the request back to Draft status so that missing information can be added by the Requestor.
Reject the request.

After a decision is made by the Receiver, a notification email will be sent to the Requestor
and the request form will be updated accordingly.




