How to edit a rejected SIMBA document

When you have a document rejected to you, it will go back to your inbox for further action. Follow these
steps to correct the document and put it back into the approval flow.

1) Go to SIMBA inbox, select the document that has been rejected
2) Click Notepad icon to see reason for rejection
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AP Invoice 1900013791 has been rejected
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4) Update/correct what was incorrect or add attachments

5) Once all has been updated and it is ready to go back in the approval flow, click Save As
Completed on the top menu bar

6) Another window will pop up, click “Complete Work Item” this will put it back into the approval
flow
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AP Invoice 1900013791 has been rejected

Description Objects and attachments

AP Invoice 1900013791 has been rejected by « Parked Document: 185519000137912020

Budget/Financial Approver KOG2 « Object Attachment: BLANK USE AS
ATTACHMENT

Please make necessary changes and resubmit if « Office Document. Approver Comments

appropriate.
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