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Objective 
To provide the LIE/FSR/Superuser with steps on how to request an unlock 
for an accounting that was previously approved

 

 

Audience 
User: LIE, FSR, and other Superusers

 

  

Prerequisite 
 
The LIE/FSR/Superuser has approved the accounting. 
 
Instructions 
 
Request Accounting Unlock Note: An accounting unlock request may be needed if additional revisions 
need to be made or if the accounting was approved by mistake. 
 

1. View Approved Accounting 
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2. Click the pencil icon next to Reviewer 

 

3. Type LIE/FSR/Superuser’s name into the Reviewer field 
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4. Click Save 

 

5. Click Unlock 
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6. Enter reason for unlocking 
 

 
 

7. Click Save. Accounting status should now be reflected as “Approved – Unlock Request.” 
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Outcome 
 
The LIE/FSR/Superuser has requested an unlock request on an approved accounting and will await a 
response from a supervisor.  
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