
SpendFile
The Review Process



New Workflow Request
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Requested Reviewer will 
receive an email.

Click on the hyperlink to 
be taken to your 
SpendLogic dashboard.

Requester: John Smith

Email: john.smith@company.com

Type:  Documentation Folder

PO#:  ABCD-1234

Supplier: Acme Co.

mailto:john.smith@company.com


Click on Workflows (Red   )
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Click on Workflows

The Red      indicates 
Reviewer has an active 
workflow needing 
attention.



Assigned to me; Incomplete
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Under “Assigned to me; 
Incomplete”, click the 
green edit pencil for the 
workflow you are 
completing.



Review Completed (green) blocks with Yellow Flags
and any Left Side Entries with Yellow Flags
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How to complete a review
• Reviewers will confirm the package satisfies the 

Compliance Review Requirements by clicking the Flag to 
Green.  

• Note: If a compliance requirement does not apply, click 
the flag Green.

• If a compliance requirement is not satisfied or the 
reviewer finds issue with any of the information 
contained in the folder, reviewer shall click the flag Red 
and add a comment for the Buyer.

• All Compliance Review Requirements flags must be 
marked either Green or Red.

• Click “Save” and move to the next Green folder with a 
Yellow flag.

• If you don’t click “Save”, your review of that folder will 
not be complete.
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Click the 
flag to 
change 
from 
green to 
red



DON’T FORGET ABOUT 
LEFT SIDE REVIEW FLAGS
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Click “Submit” to return package to User

• When you have completed your 
review (or think you have 
completed your review) click 
“Submit” at the bottom of the 
package.

• The system will notify you if you 
have missed any Left and/or 
Right-Side entries with yellow 
flags. 
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Tip: Folders with no Yellow Flags do not have review requirements. 



Workflow Dashboard (Post Review)
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If you have completed 
your review and clicked 
“Submit”, the package 
will either be returned to 
the Buyer OR 
automatically routed to 
the next reviewer.

You will see that package 
is no longer in your 
queue.  
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