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Approving Disposal Requests as an Authorized Signor by Email Notification 

 
1. Review the 

information 
outlined in the 
email 
notification you 
received as an 
authorized 
signor. Click on 
the Click Here 
link.  
 
Note: A request 
cannot be 
modified or 
changed once it 
is approved. 
 

 
 

 
 

2. You will be 
directed to the 
SPS to log in. 
 
You will receive 
a message 
stating that the 
disposal 
request was 
successfully 
authorized. 
 
Click on Close 
to exit this 
window. 

 

 

 
3. The contact 

person for the 
request will 
receive an 
email 
notification 
indicating that 
the request 
was approved. 
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Approving Disposal Requests as an Authorized Signor in the SPS 

 
 

1. Click on the red 
x under 
Authorized, 
located in the 
right-hand 
corner of the 
form.  
 
Note: A request 
cannot be 
modified or 
changed once it 
is approved. 
 

 
 

 
2. A confirmation 

message will 
appear. Please 
read it 
carefully. Click 
Yes to 
authorize the 
request.  

 

 
3. A confirmation 

will appear 
indicating that 
the request 
was 
successfully 
authorized.  
Click on OK. 
 

 

4. Under the 
Disposal 
Requests 
screen, your 
name will be 
listed as the 
authorizer. 

 
 
 

 
 


