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1. Click on the approvals tab.  The copy address from header to all lines is a new feature for approvers 
that are available in the July 2011 release.   

 

 
 

2. Click on Assign link for the desired requisition. 
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3. Note that the requisition now shows you as the approver for the requisition. 
4. Click on the Requisition # for the approval. 

 

 
 
5. Click on the FOAPAL / Ship Codes tab to view the line item details of the requisition. 
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6. Note the link copy to other lines. 
7. Scroll down the page to see the different ship codes for the line items. 

 

 
 

8. Note the different ship codes for the line items. 
9. Scroll up the page.  For this example, we will copy the header ship code to all line items. 
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10. Click on the copy to other lines link. 
 

 
 

11. Note the Ship To pop-up window.  Click on the top check box.  This will automatically select all line 
items that have different ship codes. 

12. Click the Copy button. 
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13. The copy to other lines link is no longer visible. 
14. Scroll down the page. 

 

 
 

15. Note that all line items have the same ship code as the header. 
16. This completes the steps for this procedure.  See the Approval procedure to complete processing of the 

requisition. 

14. 
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