
Approving a new EACR request 

Purpose: a guide to approving pending EACR requests for department designated approvers. This is part 2 
of the EACR guides, following Creating and Submitting and EACR request, and as such, will begin after an 
EACR has been created and submitted by a campus user, and validated by Property Management. Refer 
to the Home page for best practices and routing descriptions. 

Approvals 

The approvals tab will only show for those that have been designated within their department.  

All EACR approvers have been opted into the email notification that an EACR is awaiting your action: 

 

Pending Approvals 

The approval screen will default you to any Pending Approval requests. Verify the department and pickup 
details are correct. You can adjust the direct drop, additional details, and reallocation account fields by 
clicking Dept Details.  

 (*if you received the email and nothing is on this screen, check Completed Approvals) 

 



Approvals cont… 

If all looks well, click 

View Lines you can make some adjustments to the line item quantity, reason and condition codes, and 
room; and you can enter comments on this screen. You can also delete individual line items. 

 

If all looks well, click: 

SAVE  

From here you can either Approve EACR Request or Deny EACR Request, both are buttons that will 
appear on the top right once you have clicked save. 

 

 

 

 



Approvals cont… 

Completed Approvals 

All requests that have had action taken by the department will show in the Completed Approvals screen. 
These can be sorted by fiscal year and or exported into excel by selecting a date range. Each request will 
show you what stage it is in the routing; look to the far right for the status. 

 

 

Department Approvers will receive a reminder email every Monday if there are pending approvals. 

Note: any request pending department approval for more than 30 days will be system denied. 

 

 

 

 

Refer to the home page for guidance on best practices, ability and responsibility of Creators, Property 
Management, Department Approvers, and Surplus during each stage of routing. 

 

Contact Rachel.Drenth@colostate.edu or MichelleM.Miller@colostate.edu for capital asset, approvers, 
or routing questions. Contact Surplus@colostate.edu for all other inquiries. 


