Withdraw Routing Form from Workflow for Editing and Resubmission

You can withdraw a routing form from Workflow to edit it and resubmit.  The form will need to go through the entire routing process again.  To withdraw a form and edit it:
1. Click on the Withdraw From Workflow & Edit Form button in the upper right corner of the routing form.
[image: A screenshot showing the Withdraw Form Workflow & Edit Form button.]
2.  Give a reason for the withdraw.  Explain what and why you are making edits. The text will be displayed to approvers when the form is resubmitted.  Then click the Yes button to withdraw the routing form and edit it in draft.
               [image: A screenshot showing where you type in a reason for the withdraw and yes or no button. ]
3. Once edits are completed.  Click the Save & Submit to Workflow button in the upper right corner of the form.
[image: A screenshot showing Save & Submit to Workflow button. ]
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Confirm: Withdraw from workflow routing & send back to draft

Are you sure you want to withdraw this routing form from workflow routing and send routing
form back to “draft” state? Once you complete your edits you will have to resubmit to
workflow and all approvals will have to be redone.

Reason for withdrawing from workflow & editing form (reason will be shown to approvers when form is.
resubmitted to workflow)
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