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Select “!pprove !dditions from the Menu and it will bring you to this screen where 
you see the list of all the items that you have authority to approve. Select the item 
that you wish to view by clicking the Approve link. You can click on various fields to 
sort, including the Property Number field. 



    

   
  

      

      
 

 
  

You now see all the property 
information that was entered about 
the item that will be added to the 
system. 

Approve the addition If you agree with data. 

Select the Back button if you do not want to do 
anything at this time. 

Reject to completely remove this request 
from the system. 


