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Approving SWIFT Documents
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Approval Process
When a document is created and enters the workflow, it must be approved by one or more approvers. The approval process works the same regardless of the type of approver or the type of document.
Once a document is ready for approval, a notification will be sent to the approver via the SWIFT Worklist email notification. The notification email will include basic information about the document needing approval as well as a link to approve it at the bottom.
1. Click the approval link at to navigate to the SWIFT worklist
[image: Approval email notification]
If you are not already, you will be asked to log into SWIFT and will be directed to the worklist.
The email notification is not required to access the SWIFT Worklist; you can also navigate directly there when in SWIFT by clicking the Worklist link.
[image: SWIFT home page]
2. Locate the specific document you wish to review for approval
a. From: Document creator or previous approver
b. Date From: Date approval was initiated
c. Work Item: What needs to be accomplished by the work list user 
d. Worked by Activity: What action is being taken
e. Priority: Importance assigned by the Work list user
f. Link: Click to access the approval page for the document
3. Click the Link to navigate to the document approval page
[image: Worklist page]
Once on the document approval page, you will see an overview of the document needing approval as well as a link to see additional details about the document.
Approve a Document
1. Review the document as appropriate by clicking the document ID number
2. Enter any comments in the Approval Comments box
3. Click Approve
[image: Event approval page]
A confirmation message will appear to verify the approval.
4. Click OK
[image: Event Approval Confirmation]
Once approved, the document will be routed to the next approver, or continue in its lifecycle.
[image: Event Approval Page]
Deny a Document
If there is a problem and the document should not move forward, it can be denied. The document creator will automatically be notified by SWIFT via an email. The document creator can fix the problem and resubmit it for approval, or cancel the document.
1. Review the document as appropriate by clicking the document ID number
[image: Event approval page]
2. Enter any comments in the Approval Comments box
3. Click Deny
[image: Approval comments box]
4. Confirm the denial by clicking OK
[image: Event denial confirmation]
The event has now been denied and will be returned to the event creator.
[image: Event approval page]
Add an Ad Hoc Approver or Reviewer
If an additional approver or reviewer needs to be added to the chain, it can be done by an existing approver during their review. If an ad hoc approver is added, the document will not proceed forward until they have approved it. If, however, the individual is listed as a reviewer, they are still able to make comments and approve the document, but it is not required. The document will still move forward in the process without their approval.
1. Click the Insert Approver icon  [image: ]
	Note: The ad hoc approver will be inserted between the two approvers in the chain where the Insert 	Approver icon was clicked.
 [image: Event approval page]
2. Locate the approver to be inserted
3. Select if they should be an approver, or a reviewer
4. Click Insert
[image: Insert additional approver or reviewer page]
Once the current approver has approved the document, it will be routed to the next approver in the approval chain.
If the additional approver was added in error, it can be removed by clicking the Remove icon. [image: ]
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Start a New Approval Path
Any approvers in the original approval chain will be routed the document to approve in sequence. If an additional approver should review outside the sequence of the current approvers, an additional approval path can be added. Additional paths will process in parallel of the first path so as not to disrupt the original sequence. The document will only continue moving forward after both paths are approved.
If an additional approval path needs to be added, it can be done by an existing approver during their review.
1. [bookmark: _GoBack]Click the Start New Path icon
[image: Event aproval chain]
2. Locate the approver to be inserted
3. Select if they should be an approver, or a reviewer
4. Click Insert
[image: Insert additional aprover or reviewer page]
The name of the approver who added the new path will be shown above the path.
Once the current approver has approved the document, it will be routed to the next approver in the approval chain as well as the first approver in the new path(s).
If the additional approver was added in error, it can be removed by clicking the Remove icon  [image: ]
[image: Event approval chain]
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Subjectt  Approval required for Sourcing Event B0401 - 2000000690

‘The following Event requires your approval. Use the URL provided below to approve or deny this Event.
Event Information

Event Name: KM Approval TEST
Description: Approval Test

Business Unit: B0401
Event ID: 2000000690
Round: 1
Version: 1

Approval URL:
hitps//fms swift state mn us:7420/psp/fms91sq/EMPLOYEE/ERPIC/AUC_ADMINISTRATION AUC_WF_APPROVAL GBL?
Page=AUC_AW_APPROVAL 8Action=URBUSINESS_UNIT=504013AUC_ID=20000006908AUC_ROUND=18AUC_VERSION=1
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