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Approvals    

All approvals occur externally of the OnBase system.  
 

Once a Request Type is approved externally of the OnBase system, the Capital Budget Office will add all relevant approval date 
details to the Request Type. Below is an example of what the Capital Budget Office will enter into the specific Request Type. 
 

 
 

Additionally, the complete approved project package will also be uploaded to the Request Type, which can be found on the 
tab.  

Below is an example of an uploaded project package and where it can be found in the Request Type on the tab.  
 

 
 

Once all relevant approval dates have been added and the complete project package is uploaded to 

the Request Type, the Capital Budget Office will  the submission.  
 

The Request Type will then move from  to . 
In , the Request Type will no longer appear in the  filter and ,   or   
filters.   
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 To see all relevant approval details, refer to the tab at the PIP level.  
 

 
 
All approvals can also be found at the PIP level within the  table.  

 


