Q Job Aid

AdministrativeServices

Add A New Route

Click the NIS State of Nebraska link.
[NIS State of Nebraskal

2.
Click the Purchasing - Agencies link.
[Purchasing - Agencied|
3.
Click the Approval Route Management link.
[4pproval Route Management]
4.
Click the Approval Level Revisions link.
[4pproval L evel Revisions|
5.
Click the Add button.
6. Enter the end user's address book number into the Approval Route Code field.
7. Enter the document type in the Order Type field. You can use the visual assist too if

necessary.

Enter the end user's name into the Route Description field.

Click in the From Amount field.

1

10. If the end user is the only person in the route, then enter "1" in the From Amount field
and then enter their address book number in the Person field.

If the end user has multiple individuals in ther route, then enter the appropriate From
Amount and Person. The From Amount should begin with a "1™ and the end user
should not be in their approval route if there are any approvers above them.

11. Enter the from amount into the From Amount field.

12. Enter the address book number of the approver into the Person field.
13. Click the in the From Amount column on the second row.

14. Enter the from amount into the From Amount field.

15. Enter the address book number of the approver into the Person field.
16.

Click the OK button.
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17.
Click the Close button.
18. End of Procedure.
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