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There(are(now(2(levels(of(approval(for(Associate(Tutor(payments:(

•% School%level%approval%–%tick%a%box%to%approve.%Once%schools%have%approved%payments%they%will%

be%available%to%be%approved%in%the%Finance%screen.%

•% Finance%level%approval%–%enter%the%cost%code%to%approve.%Only%payments%approved%at%Finance%

level%will%appear%on%the%payroll%report%%
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1)%Tick%individual%

payments%or%tick%

the%‘Select%All’%

button.%

2)Click%the%

‘save’%button.%

3)Click%the%

‘back’%button.%

Once%in%the%Pool,%

click%the%‘School%

Approval’%radio%

button 

Enter,%or%select,%

the%Pool%and%

click%the%Find%

button 
 

Finance(page:%
A%new%flag%displays%

whether%the%school%

has%approved%the%

payment.%


