
Request to Spend Funds – DEAN/Delegated Approver 

The RTSF process is now fully electronic.  Approvals will route through Click workflow.  All RTSF’s will be initiated 

by the study staff and PI.  You will not have to enter any information in this step, just review and approve or 

disapprove, just as you would the paper RTSF form. Let’s begin: 

You will receive the following notification if the RTSF has been approved by the Chair but requires Dean Approval: 

The notification will ask you to log in and review/approve the request.  You will be able to log in from the link in 

the notification.   

Once logged in, you will click on “RTSF – Dean Review” Activity 



A pop-up screen will appear where you will review the project information.  This is all the same information that 

would be provided on the paper RTSF. 

You will be asked to certify you are the Dean or have permission from the Dean to approve the request. 

You are then provided with 2 options: 

1) Approve  (this means the RTSF will be routed to PreAward for approval)

2) Disapprove the request (this means the project will be withdrawn from the system and the RTSF will have

to be re-initiated)

Once you make your selection, click “OK” and the RTSF will route accordingly.  Your action item is complete. 





 


