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Report Review Process  

A new report is 
created and 
uploaded to 

the Sharepoint 

The workflow is 
automatically 
triggered and 
the reviewer 
receives an 

email to review  

Reviewer clicks 
on the link in 

the email and 
reviews the 

report 

If approved, 
the reviewer 
updates the 
status of the 
document in 

the SharePoint 

The reporting 
team receives 
an alert that 
the report is 

approved and  
can proceed 

with transferring 
the report to 

the external site 

Benefits of using SharePoint Automation and Workflows: 

- This process does not reduce the amount of emails sent but it automates the 

email creation, saving 5 hours a month in overhead  

- Approvals are archived with approvers name and approval date for easy audit 
trail  



Automated Emails  



Approvals history  

Mark report 

approved  

Approval is 

archived for easy 

audit trail 



Want to give this a try?  

 You’ll need access to a SharePoint 

 Workflows can be created directly in the Web UI or 

 Workflows can also be created in SharePoint designer (recommended 

interface)   

 Patience to troubleshoot   



Questions?  

Thanks for your time! 


