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PROMOTING A THRIVING WORKFORCE

Steps 1 and 2:

Click on the Detail
View

Once in the detail
view look for the
Status heading
and click on the
down arrow to
the right
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2.

1.

How to Batch Finalize in

Steps 3 and 4:
Within the
dropdown menu,

select the Filters
options

A second drop
down menu will
appear, select the
Awaiting
Finalization option

Steps 5, 6, and 7:

Select the box next to
the heading Element
Look for the Actions

button and click the
down arrow

A drop down menu
will appear, select the
Finalize Selected
Elements option
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Step 8:

Lastly, if you wish, select the Save
Current View option and you will be able
to get this view without having to go
through all the steps
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