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




	Step
	Action

	1. [bookmark: T5_F372]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T5_F11]
	Click the State of Nebraska link.


	1. [bookmark: T5_F13]
	Click the Purchasing - Agencies link.


	1. [bookmark: T5_F15]
	Click the Approval Route Management link.


	1. [bookmark: T5_F17]
	Click the Approval Level Revisions link.


	1. [bookmark: T5_F69]
	Decision: I want to:
1. Add Approval Route that requires approvals outside my Agency
Go to step 7
1. Add an Approval Route that stays within my Agency
Go to step 31
1. Copy an Existing Approval Route
Go to step 49
1. Revise an Existing Approval Route
Go to step 58
1. Delete an Approval Route
Go to step 70





	Step
	Action

	1. [bookmark: T5_F25]
	Click in the Approval Route Code field.


	1. [bookmark: T5_F27]
	Enter the desired information into the Approval Route Code field. Enter "MASTER".

	1. [bookmark: T5_F29]
	Click the Find button.


	1. [bookmark: T5_F33]
	Click the Row:6 option.


	1. [bookmark: T5_F35]
	Click the Copy button.






	Step
	Action

	1. [bookmark: T5_F37]
	Enter the address book number into the Approval Route Code field. Enter "109293".

	1. [bookmark: T5_F39]
	Enter the desired information into the Route Description field. Enter "DEE WARD".





	Step
	Action

	1. [bookmark: T5_F379]
	Click the scrollbar.






	Step
	Action

	1. [bookmark: T5_F41]
	Click in the From Amount field.


	1. [bookmark: T5_F43]
	Enter the desired information into the From Amount field. Enter "500".

	1. [bookmark: T5_F45]
	Press [Tab].

	1. [bookmark: T5_F47]
	Enter the desired information into the Person field. Enter "576678".

	1. [bookmark: T5_F49]
	Click the From Amount object.


	1. [bookmark: T5_F51]
	Enter the desired information into the From Amount field. Enter "1000".

	1. [bookmark: T5_F53]
	Press [Tab].

	1. [bookmark: T5_F55]
	Enter the desired information into the Person field. Enter "100378".

	1. [bookmark: T5_F57]
	Click the From Amount object.


	1. [bookmark: T5_F59]
	Enter the desired information into the From Amount field. Enter "1000".

	1. [bookmark: T5_F61]
	Press [Tab].

	1. [bookmark: T5_F63]
	Enter the desired information into the Person field. Enter "576680".

	1. [bookmark: T5_F65]
	Click the OK button.


	1. [bookmark: T5_F71]
	Decision: I want to:
1. Complete Approval Route Maintenance
Go to step 29
1. Continue Approval Route Maintenance
Go to step 6





	Step
	Action

	1. [bookmark: T5_F67]
	Click the Close button.


	1. [bookmark: T5_F10]
	
End of Procedure. Remaining steps apply to other paths.





	Step
	Action

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






	Step
	Action

	1. [bookmark: T5_F78]
	Enter the desired information into the Approval Route Code field. Enter "AS - MASTER".

	1. [bookmark: T5_F80]
	Click in the Order Type field.


	1. [bookmark: T5_F82]
	Enter the desired information into the Order Type field. Enter "OG".

	1. [bookmark: T5_F84]
	Click in the Route Description field.


	1. [bookmark: T5_F86]
	Enter the desired information into the Route Description field. Enter "DEE WARD".

	1. [bookmark: T5_F88]
	Click in the From Amount field.


	1. [bookmark: T5_F90]
	Enter the desired information into the From Amount field. Enter "500".

	1. [bookmark: T5_F92]
	Click in the Person field.


	1. [bookmark: T5_F94]
	Enter the desired information into the Person field. Enter "100386".

	1. [bookmark: T5_F96]
	Click the From Amount object.


	1. [bookmark: T5_F98]
	Enter the desired information into the From Amount field. Enter "1000".

	1. [bookmark: T5_F100]
	Click in the Person field.


	1. [bookmark: T5_F102]
	Enter the desired information into the Person field. Enter "100378".

	1. [bookmark: T5_F104]
	Click the From Amount object.


	1. [bookmark: T5_F106]
	Enter the desired information into the From Amount field. Enter "1000".

	1. [bookmark: T5_F108]
	Enter the desired information into the Person field. Enter "100087".

	1. [bookmark: T5_F110]
	Click the OK button.

Go to step 28





	Step
	Action

	1. [bookmark: T5_F125]
	Click in the Approval Route Code field.


	1. [bookmark: T5_F127]
	Enter the desired information into the Approval Route Code field. Enter "576678".

	1. [bookmark: T5_F129]
	Click the Find button.


	1. [bookmark: T5_F131]
	Click the Row:1 option.


	1. [bookmark: T5_F133]
	Click the Copy button.






	Step
	Action

	1. [bookmark: T5_F135]
	Enter the desired information into the Approval Route Code field. Enter "4338266".

	1. [bookmark: T5_F137]
	Click in the Route Description field.


	1. [bookmark: T5_F139]
	Enter the desired information into the Route Description field. Enter "MIKE HOOVER".

	1. [bookmark: T5_F141]
	Click the OK button.

Go to step 28





	Step
	Action

	1. [bookmark: T5_F150]
	Enter the desired information into the Order Type field. Enter "OG".

	1. [bookmark: T5_F152]
	Click in the Approval Route Code field.


	1. [bookmark: T5_F154]
	Enter the desired information into the Approval Route Code field. Enter "576678".

	1. [bookmark: T5_F156]
	Click the Find button.


	1. [bookmark: T5_F158]
	Click the Row:1 option.


	1. [bookmark: T5_F160]
	Click the Select button.






	Step
	Action

	1. [bookmark: T5_F162]
	Click the From Amount object.


	1. [bookmark: T5_F164]
	Enter the desired information into the From Amount field. Enter "5000".

	1. [bookmark: T5_F166]
	Click the From Amount object.


	1. [bookmark: T5_F168]
	Enter the desired information into the From Amount field. Enter "750".

	1. [bookmark: T5_F170]
	Enter the desired information into the Person field. Enter "576679".

	1. [bookmark: T5_F172]
	Click the OK button.

Go to step 28





	Step
	Action

	1. [bookmark: T5_F181]
	Enter the desired information into the Order Type field. Enter "OG".

	1. [bookmark: T5_F183]
	Click in the Approval Route Code field.


	1. [bookmark: T5_F185]
	Enter the desired information into the Approval Route Code field. Enter "576678".

	1. [bookmark: T5_F187]
	Click the Find button.


	1. [bookmark: T5_F189]
	Click the Row:1 option.


	1. [bookmark: T5_F191]
	Click the Select button.






	Step
	Action

	1. [bookmark: T5_F193]
	Click the Delete button.






	Step
	Action

	1. [bookmark: T5_F195]
	Click the OK button.






	Step
	Action

	1. [bookmark: T5_F209]
	Click the OK button.






	Step
	Action

	1. [bookmark: T5_F211]
	Click the Find button.

Go to step 28
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