
Financial Approval - Medicine and Health 

NOTE: this guidance is specific to the recharge and VAT activity within the Faculty of Medicine and Health.  

You will receive an email like the one below: 

 

 

 

 

 

 

 

The whole form will appear, please scroll down to the bottom for the Faculty of Medicine Finance section. 

The form will look like this and will have been completed: 

 

You will need to review the form and check that all the details are correct. You can, at this point 

change/amend any details in the form before you approve the form.  

Once you have checked and amended the form, if required, you can approve it. 

 

You will see that there is a Medicine & 

Health Finance Manager approval.  

By clicking on the link contained in the 

email, you will be taken straight to the 

progress tab of the staff request. 

To start the approval click Next. 

 



 

 

 

 

 

The form will then move on to the next stage of approval.  

To approve the form click on the 

Approve icon in the top right hand 

corner. 

Once you have clicked Approve you 

have the opportunity to add any notes 

to the approval if you wish.  

Then click on Confirm Approval. 


