
Track a Pre-Approval Report 
 

1. Click “Submitted Last 90 days” to access list of pre-approval reports  

 

2. Click the pre-approval report to open it 
 

 
 

3. Click “Tracking” 
 

 
 
 
 
 
 
 
 
 



4. In the tracking window, you can see the Routing Steps and who is assigned to approve. 

 

5.  
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