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1. Download Approvals App on PC

1) Download MS Teams Approvals App on your
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PC
Step 1.1) -
i (s ]
Open Microsoft Teams
Click on the Apps Icon with the plus sign
Apps
Step 1.2) &
Click on the field Search apps and more ?‘ Apps
@ kSearch apps and more Q
o Explore ou
:;;- B® Apps ~ Choose apps ou
Q) Added by your org See more
h Featured
(s ]
OneDrive Popular on Teams
Trending in your teams
Enter the text Approvals. &
9 Apps
@ }Search apps and more Q
o Explore ou
:;? ® Apps ~ Choose apps ou
Q:) Added by your org See more
h Featured
(]
OneDrive Popular on Teams
Trending in your teams
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Step 1.3)

Click on Add to download the App

Eazi Access Rental (Pty) Ltd
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Approvals

G} Microsoft Corporation i s v s

~

4.4 (156795) 16.2K

Overview Reviews Permissions Discover more apps

Create and manage approvals in Microsoft Teams

The hub for your approvals across all systems that you create, manage, and ¢
and take action right in Microsoft Teams. To use this app, you need to have &

timabla to e tho ane

Step 1.4)

Click on Open

Approvals

Added successfully!

How would you like to use this app today?

Or choose a place to use the app

Q, Search for a channel, chat or meeting

Select a channel View more

For the App to remain in view, it is important that you

Pin it.
Step 1.5) Approvals Approvals
Calendar
R udobesion Priority  Request title
Right Click on the Approvals Icon > Docusign
N Discount: 15.00% for Outsou|
SharePoint eSignature
]
Cresie Acknowledge equipment rec
&
_.\ppcri.zls Appravals Tablet issued by Asenathi Ma
Apps
Calendar
Step 1 .6) Q) Sdcbasion Priority ~ Request title
i . = DocuSign .
CIICk on Pln - SRR SH R Discount: 15.00% for Qutsou|
OneDrive [7 Open in new window Acknowledge equipment rec
C’} () About
Approvats | s pin Tablet issued by Asenathi Ma
@ Uninstall
Apps
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EAZIACCESS Eazi Access Rental (Pty) Ltd

PR & PO Approvals Process

Step 1.7) | et
Click on the App to view submitted Approvals Q’
-~

zinhle.tembe@eaz

2. Download Approvals App on Mobile Device

3) Download MS Teams Approvals App on your
Mobile Phone

Step 3.1)

Search for MS Teams on your Anroid or Apple Play
Store

Click on Install

i.co.za
September 22, 2025
3/9
09 10
Monday Tuesday
Approvals
tme 18:47@0 @ R0 @D
& teams app microsoft Q<=
® Microsoft Teams
* Microsoft Corporation
47 % (34
7M reviews @ 55 MB Rated for 3

Chat, meet, call, and collaborate from anywhere, with anyone

in one app
Step 3.2)
Click on Open to launch the App ﬁ
Teams
Installation source: GBox
Q Installation successful
DONE OPEN
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Step 3.3)
Click on Get Started

Everyone
together in Teams

Stay connected and organized
across work, school, and life.

Get started

Privacy and cookies

Step 3.4) _ , @e 185200 @  RF0R S D
Log in using your MicroSoft Eazi Access Account

o8 Microsoft

z

zinhle.tembe@eazi.co.za

Use this account

L Create or use another account J

Join meeting with an ID

Step 3.5)
Click on More

PR & PO Approvals Process 9/22/2025 4/9



E AZI ACCESS Eazi Access Rental (Pty) Ltd zmhle.tembe;?s;:
September 22, 2025
PR & PO Approvals Process 5/9

Step 3.6)
Click on Add App

Reorder

S

Add app Calls Files Agent

Step 3.7)

Search for the Approvals App Approvals
©

Microsoft, Productivity

By using this Teams app, you agree to the
privacy policy, terms of use, and permissions.

& Supported as a Bot

About

Create and manage approvals in Microsoft
Teams

Step 3.8) The hub for your approvals across all systems

Click on Add that you create, manage, and share. Get things
done quickly with the ability to review and take
action right in Microsoft Teams. To use this app,
you need to have an F3 license or above.
Contact your admin if you're unable to use the
app.

Personal App
Keep track of important content and info

Messages

Insert content from the app directly into
messages

Add v
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To access the downloaded App from your home e 182000 @ QB0 S S @)
screen you must add it to the App icons.

Step 3.9)
Hold down the button for the Approvals App

Reorder
Add app Agent Approvals | Autopilot Wo...

Step 3.10)
Select Add shortcut to device home screen

< Approvals

Microsoft Corporation

@ About

DQ Add shortcut to device home screen

Step 3.11) Approved 2024/12/04, 11:43:05

Click on Add
Discount: 15.00% for Outsource Electric...

Sent by G Marius Coetzee

St i@ ~ Zinhle Portia Tembe

Add to home screen

Approvals
Tx1 3

CANCEL ADD

ACu.., i e i -
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Step 3.12)
To open the list of Rental discount approvals, Select
the approvals App Icon on your device home screen

8 o »~

Standard/  Downloader Astron Energy LLMobile
Stanbic Bank for Pinterest Rewards

G ° 0

Power Apps - -PhotoApp Teams Approvals

7/9

Step 3.13) . Approved 2024/12/04, 11:43:05
Select the Requested Rental Discount to be
approved Discount: 15.00% for Outsource Electric...
Sent by Q Marius Coetzee
Sent to a Zinhle Portia Tembe
Equipment_Received 2024/03/19, 08:41:00
Acknowledge equipment received:HEAD...
Sent by (d Eazi Apps
Sent to Q Zinhle Portia Tembe
<= 2023/09/08, 10:18:18
— L ] [ ]
ARG 4 C 0B
Activity Chat Calendar  Calls Files More
Step 3.14)
Select Approve or Reject Requested by 09/08,10:18
Asenathi Mapompo
Comments
Add your comments here
‘ Approve ‘
Reject
— [ ] Ld
aRNE 4 & 0O -
Activity Chat Calendar  Calls Files More
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3. Approve PR & PO - MS Outlook

Open MS Outlook

Select the email received for the PR or PO approval

“zinhle.tembe@eazicoza
Inbox
Duafts
Sent tems
Deleted ttems
Aschive
» Conversation History
Junk Emai
Outbax
RSS Subscriptions

Search Folders

> Groups

Graeme Te Brake l

Hew Purchase Requistion and Purchase Order workdlow approral process Wed 03/17

Microsoft Power Automate
thi Mapompo, Requisition 044448, Comments: R 575.00 fincl VAT) P
AUTION: This emai originated from outside of the organisation. DO ot dick inks or open b

Zinhle Portia Tembe
Pease print
Thanks Dest «end

Graeme Te Brake
Fw eauist

hase Order workilow approval pracess wea 0a/17

Sally Goeieman
sz Access Intermsl Vatancies Tue 03716

Eazi
RE: Mon 03/15

~ Two Weeks Aga

To view the details of the order, Click on the drop
down button of the attachment

Approve for Asenathi Mapompo, Requisition 044448, Comments: R 575.C

Microsoft Power Automate <flow-noreply@microsoftcom>
To @ Zinhle Portia Tembe

Retention Policy Default 5 year move to archive (5 years)

(i) If there are problems with how this message is displayed, dick here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pic

044448 htrnl

2KB

Click on the menu Open.

Microsoft Power Automate <flow-noreply@microsoft.coms=
To @ Zinhle Portia Tembe

Retention Policy Default 5 year move to archiv

(i) 1f there are problems with how this message is displayed, dlick here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pic

044448 htm|

2KB

Preview

v

B Open

[ seveas

CE1 Upload

Iﬂl Quick Print

& Save All Attachments...

< Remoye Attachment

Click on the button Open.
You may also press Alt+0.

PR & PO Approvals Process 9/22/2025

Opening Mail Attachment X

Approvals | o You should anly open attachments from a trustworthy source.

Attachment: 044448.html from Approve for Asenathi
APPFOVE 'for A Mapompo, Requisition 044448, Comments: R 575.00 {incl
WAT) - Message (HTML]

Created by Eazi Ag

Would you like to open the file o save it to your computer?

Save Cancel

Always ask before opening this type of file

Requested for Ase

Thu

Hi Graeme Te Brake:

Asenathi Mapompo has requested your approval of Purchase Reguisition 0444
If your LOA is insufficient, this will be sent to David Chadinha for approval after
approved.

Please review the attached document:/Shared Documents/Flow Attachments/0
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In the body of the email click on Approve or Reject

Add Comments for rejected orders or simply click on
Submit for approved orders
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