
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

BANNER:  Approving a Document => FOAUAPP 
 

Action Keystroke  Notes
Access FOAUAPP Form  Tab To Move Between Fields 
 Cntl-Page Down  
   
Scroll down to locate Doc Down Arrow Key  
   
a) Approve Document Click “Approve” Document Moves to Next Approver 
 Click “OK” Document Moves to Posting 
   
b)Disapprove Document Click “Disapprove” Enter Text for Reason 
 Click “OK”  
   
Note: ability to view Detail Click “Detail”  
Note ability to view Queue Click “Queue”  
   
Approval History Form FOIAPHT Access Document Approval History 
Document Approval Form FOAAINP Access Unapproved Documents 

 


