· On submission, request notification goes to the approver in an email. If delegation is in place, delegatee gets an email too, same as in Traveltime emails.
· Email will include an auto login link, when clicked takes them straight to the submitted eForm.
· Approver or Delegatee can alternatively log in to the backend portal and have a list view (same as traveltime) of all requests made with the most recent submission listed first. Option to filter and display the list on certain criteria will be available.
· Clicking on each request will result in displaying the selected eForm.
· On displaying the eForm (selected from list or opened from a link in email)
a. Approver will review the request
b. Edit/update if required
c. Approve/decline the request
d. Will conclude the process
Note: Form controls (Cancel, Decline, Approve, Submit, Save etc.) to be discussed and agreed to. 
· On approver actioning the form, the eForm will be closed and Emails will be sent as per below
a. User requesting the device will be notified of request being approved or declined or approved but with changes to the original request.
b. All tablet related requests will be emailed to Andy, additional recipients can be added
c. As of the volume of emails that will be generated for Phone related requests, Leanne will be monitoring the backend portal for new requests.
d. An option to send emails to Leanne could be provided for requests that can be flagged as SPECIAL where instant processing is required??? Not sure if this will be required. 
· All approved phone requests will be reviewed by Leanne and necessary checks as and when required will be made by her before processing the requests further.
a. Requests requiring phone setups (E72/iPhone) will be forwarded to Steve or Darren
b. All other phone requests will be processed and completed by Leanne
c. Processing will include some sort of data recording (IME / PUK / Phone # etc. ) for device management purposes
d. An option to add admin notes (history) against each request
· All tablet requests will be reviewed, processed, and completed by Andy
a. [bookmark: _GoBack]Processing will include some sort of data recording (Serial # etc. ) for device management purposes
b. An option to add admin notes (history) against each request

