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Three Easy Steps 
To action an Element approval request  

Three Easy Steps… 
To Action an Element Approval Request 

 

When a request for repair exceeds 
Element’s authorization limit, you will 
receive an email requesting approval. 

 

 

Follow these three easy steps to action 
the approval request. 
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Step 1 
Review email advising approval is needed. 
After an Element advisor has reviewed the initial supplier submission, you will receive an email 
containing summary information about the recommended repair. The email will contain a link 

taking you to the Element system to review and action maintenance request.  

 

Review the content of the email and click the View Repair Order link. 
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Step 2 
Enter your name and click Continue. 
Enter your name. This will help us to maintain our records and know who is acknowledging 
this authorization. 

 

Entering your name in this step does not indicate approval, you will still have time to review 

the detail and either approve or decline the Repair Order after you click Continue. 
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Step 3  
Approve or reject line items. 
Now we need you to review our recommendations.  

In this step you can approve/decline individual line items or approve/decline the entire Repair 

Order.  

 

Approving Element Recommendations Line Items 
If you select Approve, this tells us that you are agreeing with our recommendations. 

Rejecting Element Recommendations Line Items 
If you Reject a line item, you will be prompted for a Rejection Reason. 

Approving/Rejecting the Entire Repair Order  

To approve or reject the entire ticket, scroll to the bottom of the Repair Order, and use the Approve Remaining or Reject 
Remaining functionality.  

When you are finished, click Submit Repair Order.   

Once actioned the service provider will be alerted to your repair decision. 
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Additional Functionality 

 
Have a question about the repair order before you 
approve or decline?  

Click Ask Element A Question.  

Enter your message and click Submit. 

An Element Maintenance Client Partner will respond to your inquiry promptly. 

 

 

 
Important Notes 
If you submit an inquiry, your repair order will be in hold status until an Element Maintenance 
Client Partner responds. 

Submitting a message does not replace approving or rejecting a repair order.  
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 Additional Functionality 

 
How to place a repair order on hold. 
Placing a repair order on hold advises Element that you are aware that a decision needs to be made 
and are reviewing, but not yet ready to submit your decision. Element will not contact you until after 
the date and time you enter.  

 

Click Place On-Hold 

Enter the Date, Time, and Time Zone you would like follow-up on this repair to 

resume.  

 

Enter a message indicating the reason for the hold so that Element may respond to 

inquiries from the shop or driver.   

Press Submit. 
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Appendix 

 

Tool Bar & Tabs   
 

Tool Bar 

The tool bar can be utilized at the Work Order Level or at the Specific Line Level. 

 

 

Tabs 

Click the tabs to view information about the Asset, the Work Order, the Shop or if there is a 

Replacement Unit On Order.   

 

 

 

 

 

 

 

 

 


