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Set Up Default Routing Queue  
Employment Actions 

 

 

 
Click on Electronic  

 
 
 
 
 
 
 
 
 
 

Click on Originator Summary 
 

 
 
 

 
 
 
 
 
 
Click on Default Routing Queue 
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Select the Approval Category from drop down list 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Select Approval Category from drop down list 
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Select User Name for default approval 

 

Select Required Action type for this person. 
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If other Approval Levels are required, add them, repeat steps and Save 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


