DCR Job Aid: Action Options
Action Options
Use the action options below when working in the DCR form. Select the option that matches what you need the document to do next.
Table - DCR form action options and their functions.
	Action Option

	What It Does

	Close
	Checks the account and funds. This closes the DCR and validates the funding, accounts, and business rules.

	Route for Approval
	Closes and routes the document for approval.

	Route for Approval with FYI
	Closes and routes the document and allows additional FYI notifications to be added upon routing.

	Route for Approval with FYA
	Closes and routes the document to an additional approver before it enters the standard approval path.

	Cancel
	Cancels the DCR. Only three open DCRs are allowed per transaction or voucher at any time.

	Reopen to Edit
	Reopens the DCR so edits can be made if it was returned or recalled.



