Batch/Bulk Approvals
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Batch/Bulk Approvals
Purpose: Batch approvals allow users to approve multiple pending items, including Pre-award

applications, rather than approving individual items.

Audience: ADR and equivalents

Step 1:

After logging into RMS, click View All to
expand the Pre-Award/Applications
pending approval in the Things to do
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section.
Things to do K
Step 2: 3 Pre-Award/Applications pending approval m

Select the checkboxes beside the Pre-
award applications you want to approve.

Approvals (3)
Award Management
Step 3:
Notifications « Selected items only
Move your mouse cursor over the Status — lr E — L ted toms E]
button. The status dialogue box opens with the ‘
Selected items only selected. — w2 e ke
Step 4: IZI ?:Ei;si{:}:;;}{iﬂZ::'s:o:mieDean(Rssewm) ¥ Rende sepeovel
. Approver. Schastzl, Hermann
Select Approved from the status list. Fan
21 (DM) Test#2 July Tth ™ Pending approval
Description: Approval by Assaciate Dean (Research)
Step 5: A Seaaic B
% |, Hermann
Finalize the approval by clicking Set Status.
. (DM) Test 54 redo redo ™ Pending approval
The Set Status message box displays. e
\pprover: Schaetzl, Hermann
Edrt
Step 6:
Click Apply. The selected records have been approved. Gat stats
You requested a status change for 2 objects.
According to user rights, for 2 the status will be
changed. You will receive an email when the
change has been done.
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