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Work with AB Requests 

Work with AB Requests - Overview 
Address Book Requesters have the ability to review and update their Address Book Requests if 
the request has not already been approved or processed by the AS State Accounting, Address 
Book Team.  
  
A Requester will receive an e-mail notification from the AB Team that action is required for 
specific Address Book Requests:  

 Status B = Banking Info Required - an existing Address Book record has incorrect or 
obsolete Banking Information or there is now Banking (ACH) Information for a record 
that requires ACH payments 

 Status C = Change Processed Record - an existing Address Book record has incorrect 
information and requires an update 

 Status D = Data Entry Review Required - an Address Book Request was submitted, but 
information or documentation was not included in the request 

Work with AB Requests 
Procedure 
 
In this lesson you will learn how to perform an edit to an Address Book Request. 
 
Note:  This lesson’s examples end each time with the “Close” procedure and require you to 
restart the lesson to select the next example. 

 
Step Action 

1. Any requests that are submitted by an end user or initiated by the Address Book 
Team will show up in the Work with AB Requests application. This is the end user’s 
“Personal Request Queue”.  An end user has the ability to edit a request until the 
Address Book Team pulls it for processing or has approved the request. 
 
Note: Editing also include submitting any attachments which were omitted during 
the original request process. 

2. Click the State of Nebraska link. 

 
3. Click the Address Book link. 

 
4. Click the Work with AB Requests link. 

 
5. Click the Find button. 
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Step Action 

6. Decision: Please make a selection from the options listed below. 

 Update an Address Book Request that has not been processed/reviewed 
Go to step 7 on page 2 

 Update an Address Book Request that requires Data Entry Review 
Go to step 14 on page 3 

 Update an Address Book Request that requires new ACH Information (e-
mail received from AB Team) 
Go to step 25 on page 7 

 Update an Address Book Request that requires a change to Address 
Information (e-mail received from AB Team) 
Go to step 48 on page 13 

7. The first record is automatically selected. 
Click the option. 

 
8. Click the Select button. 

 
9. Click in the ACH Email field. 

 
10. Enter the desired information into the ACH Email field. 

11. Click the OK button. 

 
12. Click the Close button. 

 
13.  

End of Procedure. Remaining steps apply to other paths. 
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Step Action 

14. Data Entry Review for AB Request 
 
AS State Accounting Address Book Team may require additional information or 
attachments to a submitted AB request. 
 
If there are questions, a request will be returned to the Requester. 
 
The Requester will be notified via e-mail.  A record exists in the Requester's "Work 
with AB Requests" grid. 
 
The request will have a Status of "D" indicates "DATA ENTRY REVIEW 
REQUIRED". 
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Step Action 

15. Find the record in the grid for with a status of "D" to work with the request that was 
submitted and returned by the AS State Accounting AB Team. 
 
Click the option. 

 
16. Click the Select button. 

 
17. Status field 

 
Status D = "DATA ENTRY REVIEW REQUIRED" 

18. Review the information in the Comments field. 
 
Required actions may include: (1) Deletion of Request; (2) inclusion of attachments; 
(3) revision to formatting; etc. 
 
Note: The information in this field is from the AB Team and provides details 
regarding the submitted AB Request. 

19. If updates are made to the request, click the OK button. 
 
If no updates are made to the request, click the Cancel button. 
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Step Action 

20. Select the Address record you want to delete. 
Click the option. 

 
21. Click the Delete button. 
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Step Action 

22. Click the OK button. 
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Step Action 

23. NOTE: The request is deleted from the grid. 
 
Continue to Work with AB Requests, or click the Close button. 

 
24.  

End of Procedure. Remaining steps apply to other paths. 

 

 
 

Step Action 

25. Banking Information Required 
 
AS State Accounting Address Book Team receives notices from the Bank when 
there are issues processing payments to vendors. 
 
AS State Accounting AB Team may initiate a request to the Requester of a 
processed AB record to update Banking Information. 
 
The Requester will be notified via e-mail.  A record exists in the Requester's "Work 
with AB Requests" grid. 
 
The request will have a Status of "B" indicates "BANKING INFO REQUIRED". 
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Step Action 

26. Find the record in the grid for with a status of "B" to work with the request that was 
initiated by the AS State Accounting AB Team. 
 
Click the option. 

 
27. Click the Select button. 

 
28. Status field 

 
Status "B" = "BANKING INFO REQUIRED" 
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Step Action 

29. Note: Update all the ACH information as listed on the ACH Enrollment form. 

30. Enter the desired information into the ACH Email field. 

31. Enter the desired information into the Routing # field. 

32. Enter the desired information into the Bank Account # field. 

33. Enter the desired information into the Checking/Savings field. 

34. Enter the desired information into the Comments field. 

35. Click the OK button. 
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Step Action 

36. Note: Attachments should be made when new ACH (Banking) Information is added 
to an Address Book record. 

37. Click the option. 

 
38. Click the Row button. 

 
39. Click the Attachments menu. 
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Step Action 

40. Click the Text button (or File button if attaching documentation). 
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Step Action 

41. Enter the desired information into the field. 

42. Click the Save button. 

 
 

 
 

Step Action 

43. Click the option. 

 
44. Note: The Submit Request button click is required on both Status B and Status C 

requests which were processed request returns initiated by the Address Book Team.  
The click resubmits the updated request to AS State Accounting, Address Book 
Team for review and approval. 

45. Click the Submit Request button. 

 
46. Click the Close button. 

 
47.  

End of Procedure. Remaining steps apply to other paths. 
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Step Action 

48. Action is Required 
 
AS State Accounting Address Book Team receives information regarding vendors 
that may require an update to the Address Book record. 
 
AS State Accounting AB Team may initiate a request to the Requester of a 
processed AB record to assist with updating information. 
 
The Requester will be notified via e-mail.  A record exists in the Requester's "Work 
with AB Requests" grid. 
 
The request will have a Status of "C" indicates "CHANGE PROCESSED 
RECORD". 
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Step Action 

49. Find the record in the grid for with a status of "C" to work with the request that was 
initiated by the AS State Accounting AB Team. 
 
Click the option. 

 
50. Click the Select button. 

 
51. Status field 

 
Status of "C" indicates "CHANGE PROCESSED RECORD" 
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Step Action 

52. Update information as required. 

53. Provide information to the Address Book Team regarding updates/changes using the 
Comments field. 

54. Click the OK button. 
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Step Action 

55. Note: Select the record to be submitted.  This will not always be the record at the top 
of the grid. 
 
Click the option. 

 
56. Note: The Submit Request button click is required on both Status B and Status C 

requests which were processed request returns initiated by the Address Book Team.  
The click resubmits the updated request to AS State Accounting, Address Book 
Team for review and approval. 

57. Click the Submit Request button. 

 
58. Click the Close button. 

 
59.  

End of Procedure. 
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