Instructions on Approving Routing Form in Workflow

1. Login and open your workflow inbox.  https://workflow.uiowa.edu/inbox

2. Make sure the My Inbox is selected.  The Monetary Proposal Routing Form will be listed.

[image: A screenshot showing that the radio button "my inbox" is selected.]

3. Select the form you want to review and approve.

4. Review the form and navigate to the Workflow tab on the left-hand side of the form and click the green Approve Package button.

[image: A screenshot showing approve package button.]




5. A popup will appear on how to review and approve the assurances.  Click Continue.

[image: A screenshot showing the continue button.]

6. Follow the directions in the popup.  After reviewing the routing form, navigate to the Workflow Tab and click on the Click Here to Accept Assurances that Apply to You button.

          [image: A screenshot showing the click here to accept assurances that apply to you button.]

7.  Read and accept the assurances by checking the box and clicking the Save Assurance Acceptance (click checkbox above first to enable) button. 
[image: A screenshot showing a checkbox to accept the above assurances and the save assurance acceptance button. ]





8. A popup box will appear that the assurances were saved.  Click to OK button.

       [image: A screenshot showing the popup box with the OK button. ]

9. Navigate to the workflow tab to approve the form. Click the Approve Package button.

[image: Screenshot of the approve package button.]

10. A popup will appear to confirm the approval. Click the Approve Package button.
[image: A screenshot showing the approve package button. ]

11.  The routing form will move from the Workflow Inbox to My History.  You can view it by selecting the My History radio button.

[image: A screenshot showing my history radio button selected. ] 
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Information to approve routing form

Please review this monetary routing form for accuracy & acceptability.

To accept the assurances, go to the green button at the top of the Workflow section titled “Click
Here to Accept Assurances that Apply to You". Once you have read the assurances, click the

check box and “Save Assurance Acceptance” to agree to the assurances,

Once the assurances have been accepted, you'll be able to Approve/Void in Ul Workflow in the

Workflow section of the form,
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Save Assurance Acceptance(click checkbox above first to enable)
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Next Step

Assurance successfully saved! Proceed to workflow section and
approve/void there.
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Are you sure you want to approve this package?
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