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COPYRIGHT & TRADEMARKS 
Copyright © 1998, 2009, Oracle and/or its affiliates. All rights reserved. 

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks 
of their respective owners. 

This software and related documentation are provided under a license agreement containing restrictions on 
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your 
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify, 
license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means. 
Reverse engineering, disassembly, or decompilation of this software, unless required by law for 
interoperability, is prohibited. 

The information contained herein is subject to change without notice and is not warranted to be error-free. 
If you find any errors, please report them to us in writing. 

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on 
behalf of the U.S. Government, the following notice is applicable: 

U.S. GOVERNMENT RIGHTS 
Programs, software, databases, and related documentation and technical data delivered to U.S. Government 
customers are “commercial computer software” or “commercial technical data” pursuant to the applicable 
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use, 
duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set 
forth in the applicable Government contract, and, to the extent applicable by the terms of the Government 
contract, the additional rights set forth in FAR 52.227-19, Commercial Computer Software License 
(December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065. 

This software is developed for general use in a variety of information management applications. It is not 
developed or intended for use in any inherently dangerous applications, including applications which may 
create a risk of personal injury. If you use this software in dangerous applications, then you shall be 
responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use 
of this software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use 
of this software in dangerous applications. 

This software and documentation may provide access to or information on content, products and services 
from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all 
warranties of any kind with respect to third party content, products and services. Oracle Corporation and its 
affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of 
third party content, products or services. 
 
SYSTEM POLICIES 
The tasks in this documentation provide end users with the tools to enter data and collect data in system. It 
is the responsibility of the agencies to comply with State Statutes, Federal Rules and Regulations, and State 
policies. For further information concerning State Statutes and policies, please refer to both internal agency 
resources and the Department of Administrative Services website. 
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Approval Route Management 

Approval Route Management Overview 
Approval Routes ensure Procurement Documents (Requisitions, Purchase Orders, and Contracts) 
route to appropriate people at specific dollar levels.  Some documents remain within 

Approval Route Management Lesson 
Procedure 
 
 

 
 

Step Action 

1. Click the State of Nebraska link. 

 
2. Click the Purchasing - Agencies link. 

 
3. Click the Approval Route Management link. 

 
4. Click the Approval Level Revisions link. 
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Step Action 

5. Decision: I want to: 

 Add Approval Route that requires approvals outside my Agency 
Go to step 6 on page 2 

 Add an Approval Route that stays within my Agency 
Go to step 32 on page 5 

 Copy an Existing Approval Route 
Go to step 50 on page 7 

 Revise an Existing Approval Route 
Go to step 60 on page 9 

 Delete an Approval Route 
Go to step 73 on page 11 

 

 
 

Step Action 

6. Double-click in the Order Type field. 

 
7. Enter the desired information into the Order Type field. Enter "*". 

8. Click in the Approval Route Code field. 

 
9. Enter the desired information into the Approval Route Code field. Enter 

"MASTER". 
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Step Action 

10. Click the Find button. 

 
11. Click the Go to end button. 

 
12. Click the Row:5 option. 

 
13. Click the Copy button. 

 
 

 
 

Step Action 

14. Enter the desired information into the Approval Route Code field. Enter "109293". 

15. Enter the desired information into the Route Description field. Enter "DEE 
WARD". 

16. Click the From Amount object. 

 
17. Enter the desired information into the From Amount field. Enter "500". 

18. Press [Tab]. 

19. Enter the desired information into the Person field. Enter "100386". 
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Step Action 

20. Click the From Amount object. 

 
21. Enter the desired information into the From Amount field. Enter "1000". 

22. Press [Tab]. 

23. Enter the desired information into the Person field. Enter "100378". 

24. Click the From Amount object. 

 
25. Enter the desired information into the From Amount field. Enter "1000". 

26. Press [Tab]. 

27. Enter the desired information into the Person field. Enter "100087". 

28. Click the OK button. 

 
29. Decision: I want to: 

 Complete Approval Route Maintenance 
Go to step 30 on page 5 

 Continue Approval Route Maintenance 
Go to step 5 on page 2 
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Step Action 

30. Click the Close button. 

 
31.  

End of Procedure. Remaining steps apply to other paths. 

 

 
 

Step Action 

32. Click the Add button. 
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Step Action 

33. Enter the desired information into the Approval Route Code field. Enter "109293". 

34. Click in the Order Type field. 

 
35. Enter the desired information into the Order Type field. Enter "OG". 

36. Click in the Route Description field. 

37. Enter the desired information into the Route Description field. Enter "DEE 
WARD". 

38. Click in the From Amount field. 

 
39. Enter the desired information into the From Amount field. Enter "500". 

40. Click in the Person field. 

 
41. Enter the desired information into the Person field. Enter "100386". 

42. Click the From Amount object. 

 
43. Enter the desired information into the From Amount field. Enter "1000". 

44. Click in the Person field. 

 
45. Enter the desired information into the Person field. Enter "100378". 



Training Guide
 Approval Route Management

 

 Page 7

Step Action 

46. Click the From Amount object. 

 
47. Enter the desired information into the From Amount field. Enter "1000". 

48. Enter the desired information into the Person field. Enter "100087". 

49. Click the OK button. 

 
Go to step  on page 29 4 

 

 
 

Step Action 

50. Enter the desired information into the Order Type field. Enter "*". 

51. Click in the Approval Route Code field. 

 
52. Enter the desired information into the Approval Route Code field. Enter "109293". 

53. Click the Find button. 

 
54. Click the Row:1 option. 

 
55. Click the Copy button. 
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Step Action 

56. Enter the desired information into the Approval Route Code field. Enter 
"4338266". 

57. Click in the Route Description field. 

58. Enter the desired information into the Route Description field. Enter "MIKE 
HOOVER". 

59. Click the OK button. 

 
Go to step  on page 29 4 
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Step Action 

60. Click in the Order Type field. 

 
61. Enter the desired information into the Order Type field. Enter "OG". 

62. Click in the Approval Route Code field. 

 
63. Enter the desired information into the Approval Route Code field. Enter 

"4338266". 

64. Click the Find button. 

 
65. Click the Row:1 option. 

 
66. Click the Select button. 
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Step Action 

67. Click the From Amount object. 

 
68. Enter the desired information into the From Amount field. Enter "5000". 

69. Click the From Amount object. 

 
70. Enter the desired information into the From Amount field. Enter "750". 

71. Enter the desired information into the Person field. Enter "109293". 

72. Click the OK button. 

 
Go to step  on page 29 4 
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Step Action 

73. Click in the Order Type field. 

 
74. Enter the desired information into the Order Type field. Enter "OG". 

75. Click in the Approval Route Code field. 

 
76. Enter the desired information into the Approval Route Code field. Enter 

"4338266". 

77. Click the Find button. 

 
78. Click the Row:1 option. 

 
79. Click the Select button. 
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Step Action 

80. Click the Delete button. 
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Step Action 

81. Click the OK button. 

 
 

 
 

Step Action 

82. Click the Delete button. 
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Step Action 

83. Click the OK button. 
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Step Action 

84. Click the Delete button. 

 
 

 
 

Step Action 

85. Click the OK button. 
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Step Action 

86. Click the Delete button. 
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Step Action 

87. Click the OK button. 

 
 

 
 

Step Action 

88. Click the OK button. 
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Step Action 

89. Click the Find button. 

 
Go to step  on page 29 4 
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