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Procedure

In this lesson you will learn how to request a Business Unit be deactivated.


	Step
	Action

	1. [bookmark: T5_F55]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Accounting link.


	1. [bookmark: T5_F8]
	Click the Business Units link.


	1. [bookmark: T5_F10]
	Click the Business Unit Workflow link.






	Step
	Action

	1. [bookmark: T5_F12]
	Click in the Begin field.


	1. [bookmark: T5_F14]
	Press [Delete].

	1. [bookmark: T5_F16]
	Click in the End field.


	1. [bookmark: T5_F18]
	Press [Delete].

	1. [bookmark: T5_F20]
	Enter any necessary search criteria in any of the fields.


	1. [bookmark: T5_F24]
	After entering your search criteria click the Find button.


	1. [bookmark: T5_F26]
	Select the Business Unit to deactivate by clicking the check box next to it.


	1. [bookmark: T5_F28]
	Note:  Row options can also be selected by Right- Clicking on the selected line within the grid.

Click the Row button.


	1. [bookmark: T5_F30]
	Click the Request Inactive menu.


	1. [bookmark: T5_F52]
	The Status Code field will change to "30".

	1. [bookmark: T5_F32]
	Click the Close button.


	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure.
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