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Procedure

In this lesson you will learn how to add a new approval route.

EnterpriseOne Menu

=20

Open Applications [/

Open New Window

You have ne running applications.

[> NIS State of Nebraska

[ Roles

[ Actions

[- Preferences

Welcome!

The EnterpriseOne Menu contains several links to the applications.

These links will always be at the left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work.

S -

Done:

€ mmternet

F A0 v

Step Action

Click the NIS State of Nebraska link.
[MIS State of Nebraska|

Click the Purchasing - Agencies link.

[Purchasing - Agencies]

Click the Approval Route Management link.

[¢pproval Route Management]
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Step Action

4.

Click the Approval Level Revisions link.

@groval Level Revisions|

e

Approval Level Revisions - Work With Approval Level Revisions @
Scect Fpd  Add  Copy Dekle Clse ook
v @ + B
‘ Order Type ’ﬁ Q |

No records found.

Order | Approval
i ppi

Type | RouteCode | Description

Done (3 € mternet 100% v

Step Action

Click the Add button.
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Approval Level Revisions - Approval Level Revisions @
OK  Dekte Cancel Took
B 0 X &
Approval Route Code ” Q Order Type OR
Route Description |
Budget Approver ,7

Records 1-1

€ Irternet 100% v

Step

Action

Enter the end user's address book number into the Approval Route Code field.

too if necessary.

Enter the document type in the Order Type field. You can use the visual assist

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

Click in the From Amount field.

[ ]

10.

field and then enter their address book number in the Person field.

them.

If the end user is the only person in the route, then enter "1" in the From Amount

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

11.

Enter the from amount into the From Amount field.

12.

Enter the address book number of the approver into the Person field.
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ORACLG 02 —
Approval Level Revisions - Approval Level Revisions @
OK  Dekte Cancel Took
5]
Approval Route Code * ‘575979 Order Type OR
Route Description |LHTLE BO PEEP
Budget Approver
Records 1-2 Customize Grid [w]
From
Amount Person Responsible
® | 1| 4ass871) |
o
Done € Internet 100% v

Step Action

13. Click the in the From Amount column on the second row.

Page 4




Mnlnhlf@um

Training Guide
Add A New Route

e

Approval Level Revisions - Approval Level Revisions

D
OK  Dekte Cance Tools
5]
Approval Route Code * ‘575979 Order Type OR
Route Description |LHTLE BO PEEP
Budget Approver
Records 1-2 Customize Grid =]
From
Amount Person Responsible
C 1 4455871 HUNT, ETHAN
e | ]| I
Done € Irternet 100% v

Step Action

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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e

Approval Level Revisions - Work With Approval Level Revisions @
Select Fnd  Add  Copy Delele Close Iools
v @ + B

‘ Order Type ‘OR |

No records found.

Order | Approval
i ppi

Type | RouteCode | Description

Done € Irternet 100% v

Step Action

17.

Click the Close button.

18.

End of Procedure.
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