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Procedure

In this lesson you will learn how to submit a spreadsheet for a new Business Unit.


	Step
	Action

	1. [bookmark: T5_F129]
	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 Spreadsheet Workflow link.






	Step
	Action

	1. [bookmark: T5_F12]
	Click the Add button.






	Step
	Action

	1. [bookmark: T5_F14]
	Click the Visual Assist button for the Request Type field.






	Step
	Action

	1. [bookmark: T5_F16]
	Click the NEWBU option.


	1. [bookmark: T5_F18]
	Click the Select button.






	Step
	Action

	1. [bookmark: T5_F20]
	Click in the Description1 field.


	1. [bookmark: T5_F22]
	Enter a description into the Description1 field.

	1. [bookmark: T5_F24]
	Click the OK button.






	Step
	Action

	1. [bookmark: T5_F26]
	Click the Find button to bring up the new Business Unit.


	1. [bookmark: T5_F90]
	Make sure the radio button is selected for the newly requested Business Unit.

	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 Attachment menu.






	Step
	Action

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


	1. [bookmark: T5_F34]
	Click the Please choose a queue list.






	Step
	Action

	1. [bookmark: T5_F36]
	Click the OLEQUE list item.






	Step
	Action

	1. [bookmark: T5_F73]
	Click the Create from File option.


	1. [bookmark: T5_F76]
	Click the Browse... button.






	Step
	Action

	1. [bookmark: T5_F79]
	If necessary browse to where you have the spreadsheet saved and click on it.


	1. [bookmark: T5_F81]
	Click the Open button.






	Step
	Action

	1. [bookmark: T5_F84]
	Click the OK button.






	Step
	Action

	1. [bookmark: T5_F86]
	Click the Save button.






	Step
	Action

	1. [bookmark: T5_F120]
	Click the Row button.


	1. [bookmark: T5_F122]
	Click the Submit menu.


	1. [bookmark: T5_F124]
	Click the Close button.


	1. [bookmark: T5_F38]
	You have successfully completed this lesson.
End of Procedure.
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