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In the following screen shown below, click on the blue file icon next to the Approvals field.
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In the APRV screen, click in the Next Approvals field. Type the first initial and last name (up to seven characters) of the

person who should be the next level approver. Press F9 and click Update. Then press F9 and Update again to exit the
requisition.
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Unsure of who the next level approver should be? Go to the webpage and click on Spend Authorization Table.
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