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Approve / Reject form 
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Procurement Admin 



Approve / Reject form 
 

1. Login in as Procurement Admin. 

 
 

2. Click “Vendor Management” and then click “Form Templates”. Click “Vendor Pre-

Qualification”. 

  

 

  



3. Select Vendor Group. 

 
 

4. Select the form with status showing Pending for Approval. Under Action(s), click 

“Approval”. Then, click “Save” / “Reject” / “Approve”. 

 

 
 

5. Verifier can choose to input reject remarks if applicable. 

 
  



6. Verifier can clear remarks by clicking “Resolved” under Action(s) once the form has been 
amended. 

 
 


