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Finalize Request Type  
 

After fully completed the Request Type, the request will need to be finalized to move it forward for Capital Budget Office 
review. 
 

To finalize a request, select Tasks in the header, then click . 
 

 

 
 

The Request Type will be moved from  to . 
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Additionally, the Request Type will be moved from the “Request - In-Progress” filter to the “Requests – Initial Review” filter. 
 

 
 
From this status, the Request Type can be followed through the review and approval process referencing the other filters. 
 

 
 

 
 
 


