
 
The example below shows the approval process for a requisition. It’s important to note that the 
approvals are similar for travel spend authorization, expense reports, supplier invoice requests or 
delegation requests. 

 
To Approve an Inbox Item 

1. Login to Workday. 
 

2. Click the cloud icon in the upper right to access your inbox. 
 

3. Your inbox will display a list of items requiring your attention on the left. Click to view the item requiring approval. 
 

 
 

4. You can toggle between full view, or list if there are multiple line items. 

 
 



 

 
 

5. If the request is valid, add comments, if necessary, and click Approve. If not, click the “Send Back" button and explain 
what needs to be corrected. 

 

  

 


