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Approval Process Overview 
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This process flow diagram depicts the 
SRM approval process. Definitions of the 
swim lanes are included on the next slide.  
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Lesson 1 
Approval Process Overview 

Swim Lane Definitions 
 
Submitter: This represents the customer that is requesting 
service from a CDT business or technical unit. 
 
Designated Customer Approvers: This represents the 
designated approvers and their alternates for the Submitter’s 
Department.  
 
CDT Approvers: This represents the CDT approvers (e.g, 
Service Supervisor, Security, Financials, etc). 
 
Support Group: This represents the CDT group that 
supports the service requested. 



Lesson 1 
Approval Process Overview 
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Each department 
can have an 
unlimited list of 
Approvers in 
SRM. Each 
service request 
can have 
between one and 
three approvers 
as designated by 
their department.   
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Lesson 2 
How to Approve/Reject SR’s 

To view, approve, or reject a service request, access 
Approval Central by clicking the Settings icon, then select 
Approval Central.   
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Lesson 2 
How to Approve/Reject SR’s 

If there are approvals in queue a notification will be 
displayed to the right of the shopping cart located on 
the Menu Bar.   



Lesson 2 
How to Approve/Reject SR’s 
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Approvers and their designated alternate approvers use 
Approval Central to access request details and approve 
requests.  Approvers can approve, reject, or view the 
details of a request by using the appropriate buttons. 
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Lesson 2 
How to Approve/Reject SR’s 

To view the details of a submitted service request, click on the 
service request that you want to view in order to have it display 
below.  Once displayed, click on the Request ID hyperlink to view 
the request in detail.   
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Lesson 2 
How to Approve/Reject SR’s 

After clicking the Request ID hyperlink it will bring you to the details 
of the service request where you can validate that the request was 
completed properly.  When you are finished reviewing the request, 
exit it by clicking the “X” at the top right.  
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Lesson 2 
How to Approve/Reject SR’s 

To approve a single request, select the request and a 
checkmark will display on the left.  Once the request is 
selected click the green Approve button displayed on the 
right, or the Approve Selected button at the top.   
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Lesson 2 
How to Approve/Reject SR’s 

The Approval History will 
display each approver, 
the status, the approvers 
signature, and the date 
and time of the approval.  
 
Once the request is 
approved by all of the 
selected approvers, the 
request status will 
change to “Initiated” or 
“In Progress.” 



Lesson 2 
How to Approve/Reject SR’s 

 Once the service request is 
approved by your department the 
CDT approval process will begin. 
Depending on the service request 
form chosen, your SRD may have 
to receive additional approval from 
CDT Security and Financial 
approvers. Specific requests for 
services are automatically routed to 
the appropriate service area for 
approval. 
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Lesson 2 
How to Approve/Reject SR’s 

To reject a single request, select the request and populate 
the Justification for Rejection box.  Be sure to include a clear 
description of what the request is missing and why you are 
rejecting the request. Once completed click the red Reject 
button displayed on the right, or the Reject Selected button 
at the top.   
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Lesson 2 
How to Approve/Reject SR’s 

Once rejected, the submitter will be able to view the 
reason for rejection when they access their request and 
click on the Additional Details tab from the Request 
Details screen, then view the Approval History.   
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Lesson 2 
How to Approve/Reject SR’s 

Once the request is 
approved or rejected the 
status of the request will 
change to show the 
submitter the most 
recent action.  
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Lesson 2 
How to Approve/Reject SR’s 

If the request has been 
rejected there will be a 
“Reopen” option below 
the status that is 
visible to the submitter. 
This allows the 
submitter to add or 
attach any additional 
information needed 
and resubmit the 
request.  
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Lesson 3 
How to Set Up Alternate Approvers 

There are times when 
a designated approver 
will be temporarily 
unavailable, and an 
alternate approver will 
need to be set up in 
their place.  Only the 
designated approver 
can set up their 
alternate in SRM.   
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Lesson 3 
How to Set Up Alternate Approvers 

To set up your alternate approver, access Approver 
Central from the SRM menu bar.   
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Lesson 3 
How to Set Up Alternate Approvers 

Next click on My 
Alternate 
Approvers, 
located at the 
bottom left of the 
Approval Central 
screen.   
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Lesson 3 
How to Set Up Alternate Approvers 

Click on New Request to add a new alternate 
approver.   
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Lesson 3 
How to Set Up Alternate Approvers 

Complete the highlighted fields above including the 
alternate’s name, and the start and end date of the 
designation, then click Save.   
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