
 
 

 
 
 
 
 
 

It’s hard to see, but 
there’s a blue box 
here 

Click inside the box 
and you should see a 
pen. 

When you click 
inside the blue box, 
or just hover your 
mouse over it, a pen 
should appear. 



 
 
 

 

When you click on the 
pen, it changes to a down 
triangle. 

When you click on the triangle, a drop 
down appears. Select “Approval 
Requested”. 


