Instructions for Approving for Lower Levels
1) Determine the correct Release Code to use.  It will be the strategy followed by the level.  This info is found on the ZMMAPPCHECK transaction, which you can run by the requisition number.  The letter of the strategy is in the Strategy column.  The level will correspond to the column that the red light is in.  Examples:  C1, B2, G1, etc..

2) Fill in the requisition number in the ZME55 selection screen (a little ways below the gray Explanations box).  This will insure only the correct requisition will show up. 

3) Run ZME55 with the Approve for lower levels checked.  

4) Approve as usual. 
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Explanations
Release code: Your departments sirategy followed by the approval level,
(for example, B1 for Stratey B Level 1)
Appraver Rale: Chaose this boxto listthe ftems thatyou are the
designated approverfor.
Alternate Approver Role: Choose this baxto listthe tems you are the
designated alternate approver for
Approve for Lower Levels: Choose ifyou are a Level 2 or Exec Approver making
a lower level approval. Enter the appropriate lower level code.

Remember that you wontbe allowed to approve a requisition you entered!

Itis not necessaryto make selections pastthis paintin the screen.
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