
1. Click on the "Manage" icon in the top bar

2. Click on "Manage Approvals"

3. Click on the button for the group that has the order to be approved

Batch approving orders
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4. Use the check boxes next to the order rows to select all orders that you wish to approve.
You can also use the "Select All Valid" button to select all error free orders that do not
occur in the future for approval.

5. Click the "Approve Selected Button"

6. Click the "Confirm" button
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