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FACULTY APPOINTMENT REQUEST GUIDE 

 

 

Workflow setup if initiated by department chair. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Workflow setup if initiated by department 

administrative assistant. 
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Click “GOT IT” button. 

 

 

 

Check box.  Click “CONTINUE” button. 
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Initiator complete and sign form. Click “FINISH” button.  

Form fields can be updated by all approvers.  Next approver click “sign” icon and “FINISH” button. 
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Click “OTHER ACTIONS” to 

- Save and finish the form later.  You will receive an email with a link to complete the form later.   

- Decline to sign.  The document will be voided and inaccessible to other signers. 

- View form history. 
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Approvers will receive the an email from .  The subject will 

include the title of the form and the form initiator’s name.  Please see screenshot below. 
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The form initiator and approvers will receive an email with a link to the completed document. 

 

 

 

 

 

 

 

 

 

 

              


