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Approval Manager for Dynamics 365 for Project Service
Automation extends the approval management functionality

of Dynamics 365 for Project Service Automation. It allows
project managers to check submitted time entries and expenses
for accuracy, edit them if necessary, reject, or approve them.
Approved time entries and expenses can then be used for
invoicing.
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Approve or Reject Time Entries

1. Go to Project Service > Approval Manager.
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2. To display all time entries in the system, click Refresh.

To load only selected time entries, open the Filter look-up field by
clicking the magnifying glass icon in that field. Then, add one or
more projects, accounts, contacts, project tasks, bookable resourc-
es, or project task assignments, click Select, and finally Add.
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Look for Project

Look in My Active Projects
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3. Click Refresh. Based on the selected view, date range and
filter, records will be displayed in the main panel.
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4. Use the project tree on the left-hand side to filter time entries by
project, project task or project task assignment. To do so, expand
the project tree and select the desired item in the structure.
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5. To approve a time entry, select it by clicking the check column.
You may select multiple records at once. Once you have selected
all desired records, click Approve.
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6. In case a time entry was approved by mistake or should be edited
by the respective employee, you may unapprove these records by
selecting them and clicking Reject.
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