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Receive a CFS email notification. 

 

 
 

The notification request will be displayed.  Click on the “Please click here to Respond” link. 
 

 
 

You will be prompted for your CFS Username and Password.  Once you have entered this 
information, click on Login. 
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The information for this request will display. 

 

 
 

To forward the requisition, enter the name of the next reviewer. 
 

 
 
Note:  If you are not sure of the correct spelling for the next reviewer’s name, you can use the 
flashlight icon         to help you find the name.  You do not need to supply a name if you are rejecting 
the requisition. 
 
Once the Forward To information has been entered, click on Forward to send the request. 
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If you have additional requisitions that are waiting for your response, you will see a list of the 
requisitions once you have click Forward. 

 

 
 

If you want to respond to one of these requisitions, mark the check box in the select column, and click 
Open.  You can then Forward or Reject the requisition. 
 
 
When you are finished working with your notifications, click on Logout.  You will be returned to the 
CFS Login window. 

 

 
 

Click on the Close Window icon.  You will then be returned to your original email message. 


