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Expenditure Authority 
You will receive an email like the one below when there is an action required by you on the Sponsored 
Graduate Student Support Memo. Follow the steps provided to perform the required action.  
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Step Action 

Navigation Main Menu > CS – Worklist > Worklist  

 
1. Click the Exp Auth Approval Work Item link. 

 
2. Click the Search button and choose the desired memo.  

*If the student only has one memo, you will be taken directly to the memo upon clicking 
Search.* 
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Step Action 

 

 
 

3. Choose Approve or Deny from the Approve and Sign drop down list. 
*If a memo is denied, an email will be sent to the person that submitted it.* 

4. Click the Save button. 
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Step Action 

 
5.  

End of Procedure. 
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