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Objective 
To provide the supervisor with steps on how to review an unlock request 
submitted by the LIE/FSR/Superuser

 

 

Audience 
User: Supervisor

 

  
Prerequisite  
 
The LIE/FSR/Superuser will request an accounting to be unlocked. 
 
Instructions 
 

1. Login to Salesforce (Salesforce Homepage) 
 

 

  

https://va.my.salesforce.com/
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2. Click Accountings tab 

 

3. Select FAST Supervisor Queue listview 
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4. Select the appropriate accounting 
 

 
 

5. Navigate to the Approval History section 
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6. Click the Approve the Unlock record. The supervisor will decide if the unlock request is
approved or rejected. If the supervisor would like to approve the request, click Scenario 1. If the
supervisor would like to reject the request, click Scenario 2.

Scenario 1: Accept the Unlock Request 

1. Click Approve
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2. Add Comments (if necessary) 

 

3. Click Approve 
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Scenario 2: Reject the Unlock Request 
 

1. Click Reject. The status of the accounting should now be reflected as Approved and no further 
action is needed. 

 

2. Add Comments (if necessary) 
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3. Click Reject 

 

Outcome 
 
The supervisor will accept or reject an unlock request made by the LIE/FSR/Superuser. 
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