
Approve an Item Revision

Step–by–Step directions on approving 
an ItemRevision in Teamcenter.

My Worklist  Tasks to Perform 
Viewer Tab  Select  Approve/Reject
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You will be notified via e-mail when you have work to do in Teamcenter.

This is an example of the notification you will receive.
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When you have work to perform, log in 
to Teamcenter.

The My Teamcenter module is 
usually the first screen 
displayed.
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Click on My Worklist.

Expand the list by clicking on the small 
arrows to the left of the items shown.
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Continue to expand the list by 
clicking on the small arrows to 
the left of the items shown.

Continue to expand the 
list until the Targets are 
viewable.



6

The Targets are the 
datasets that you 
should review before 
approving the 
Teamcenter 
ItemRevision.

Click on the Viewer tab 
to enable dataset 
viewing within 
Teamcenter.
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Single-click on the dataset with the viewer tab on. This will display the file within Teamcenter.

Alternatively, you can double-click on the dataset to launch it into WORD/EXCEL/POWERPOINT/etc.

Review the data BEFORE approving!
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Select the top line of the workflow.

In the Viewer tab, turn on the 
Task View
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Find your name in the list. It will be 
displayed in hyperlink blue.

Click on the text No Decision.

A form will open with options to 
Approve, Reject, or No Decision.
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Approve:

When you are satisfied with 
the content. Add a comment 
if you desire.

Reject:

When you are NOT satisfied 
with the content. Add a 
comment. The space is 
limited so you might need to 
follow up with an e-mail to 
explain your rejection in 
more detail.

No Decision:

To inform the sender that 
you are aware of the task 
but your decision will be 
delayed.
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Click OK when 
you are ready to 
submit your 
decision.

When complete, 
the task will no 
longer be 
displayed in your 
Worklist.


