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Step One: Log into Banner Workflow  
 
In Internet Explorer, enter the url: https://patriotweb.gmu.edu/admin/ 
Then click on the “Workflow” link.  
 

 
 

At the login screen, enter your email user name (e.g., ccourtn1).  

The password is your email password. 

 

 
 

 

 

https://patriotweb.gmu.edu/admin/


 

 

The user’s inbox is displayed, containing all workflow instances that require the approver’s 

attention.  

Select a workflow transaction from the Worklist to review and approve. 

 

 
 

 

Step Two: Review Transaction information  
 
The transaction information will be displayed. The PI Certifications and Representations are 

incorporated into Workflow.  Please select from the drop down menu for each certification.  A 

sample page is shown below.   

 

 



 

 

 



 
 

To view the routing form and the F&A distribution, please click on the attached PDF.  The 

document will open for your review.   

 

 
 

Step Three: Choose an Action  
When finished reviewing, the approver chooses an action: Approve or Return to Initiator. If the 

information is correct, select “Approve” and press the “Complete” button. 

 

If modifications are necessary, please describe the actions required in the “Comment” field, 

select “Return to Initiator” and press the “Complete” button. 

 

If you are unable to complete the transaction during this session, press the “Save & Close” 

button and exit Workflow. 

 


