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	DESCRIPTION
	Lookup a Cost Center Definition



	PATH
	Business Processes, GL, Cost Center Definition 
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	INSTRUCTIONS

STEP 1
	Navigate to the desired page (see above path) and select Cost Center Definition.
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Cost Center Definition
Enter any information you have and click Search. Leave fields blank for a list of all values.
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	STEP 2


	Default tab is Find an Existing Value.  Enter the desired search criteria in the provided fields.  Use the Lookup button [image: image3.bmp] to select from a list of valid values.  Use the drop down windows to select different conditions.  

Check the Include History box to view the entire history of the cost center definition as opposed to the most current effective-dated row.  Click the Search button.
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	STEP 3 
	The Search results are displayed.  Choose the desired cost center by clicking on any of the links in the row.
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	STEP 4
	The current status of the Cost Center is displayed.  If the Cost Center has multiple effective-dated rows, the View All link will be highlighted.

Click on the View All link. 
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	STEP 5
	The complete history of the Cost Center is displayed.
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	EXPECTED RESULTS
	User can successfully look up a Cost Center and its history.
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