
Approve Documents 



Email Notification for Approval 
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Approvers will get an email 

notification when there is a 

document that require their 

approval 

Documents that start 

with 

R – requisition 

I – invoice 

J – budget transfer 
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•Go to www.jsums.edu 

•Click PAWS 

http://www.jsums.edu/
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Click 
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If you do not know your pin, click 

“Do not know my PIN?” for 

instructions on resetting your PIN. 

Enter your User ID and PIN.  
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Select “Approve Documents” 
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Make sure User ID is 

populated. 

Then you may enter the 

document number or select one 

of the other available options. 

Submit query 
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Click on the document number to  

View before approving/disapproving 

Keilani Vanish 
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View Entire Document 

Verify Items ordered, 

amount, and budget 
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After reviewing the requisition, 

select “Approve Documents” 
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Click here to 

approve a 

document 

Click here to 

disapprove a 

document 
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Click here to approve document 

Additional comments required if 

disapproving 

R0028766 
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Select “Continue” to return to the 

“Approve Documents” menu 
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Repeat the process if there are additional documents to be approved/disapproved 



For technical questions, contact Keilani 

Vanish at 601-979-0330 
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Questions or Concerns 


