
Steps for Approving Power Apps Reappointment NOAs: 

1. The email used for the signer will receive an email from ITSM Team with a link that will open 
the contract for review and approval. 

 

 

2. When the link is clicked, the approver will automatically be taken to that specific NOA 
contract in PowerApps.  
 

3. As the approver, you will review the information on the contract for accuracy. If something 
needs to be updated/changed, you will be able to do so.  
 

4. Once you have fully reviewed the contract and are ready to approve it, you will click the 
active Approve button on your email line. 

 

 A box will pop up that has an active Approve button and a Reject button. There is 
also a box to indicate who you are signing on behalf of.  

 Click Approve 

 

A Green Success bar across the top of the page confirms you have successfully approved 
the contract. 



 

Steps for Rejecting an NOA: 

1. If a contract requires corrections click on the Reject button.  
 To access the Reject button, you must click the Approve button.  

 
2. There will be a drop-down box with the email addresses of the initiator and other approvers 

on the contract, and a comment box to enter why you are rejecting the contract. 

 
3. Once you have hit the reject button, save the transaction, and now the Signature Status next 

to your email in the Signature area of the NOA will say Reject. The Approve button will be 
activated again, because the contract can still move forward if the reason for rejecting the 
NOA is resolved. 

 
 

4. When the update/correction has been made, an email must be sent to the approver holding 
the NOA. 

 Click the blue airplane on the signature line of the approver holding the NOA and 
send them an email saying the corrections have been made and the NOA is ready 
review/approval. 

 Or send an email through outlook.  
 

 

  



Employee NOA for Signature: 

Once all of the approvers have signed, the Employee will receive a copy of the NOA (without 
approver signature/not finalized) in their email for review. Once they review the NOA and 
feel it is correct, they will click the Approve button in the email.  

 The employee can Reject the NOA and provide a comment on why that all previous 
approvers will receive via email.  

 

 

 

 

A copy of the completed NOA will be sent to HR. Once HR approves, all parties will receive a 
finalized, fully signed copy of the NOA for their records. 

  



What the Faculty/AP NOA looks like for their review: 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Final NOA from HR with all Signatures 

 

 

 



 

 

 
 


