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3. Name your work ow, and start typing in the form number. The eld will au-
tomatically start displaying forms that you have access to in the Forms tool.
When the form you're looking for pops up, click on it.

Workflow

Name

Sample Form Workflow

Description

4. Select an approver: Who should sign o on the form before it is submitted?
Use Plus sign to add additional approvers.

Approval Type
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5. Decide who should receive noti cations as requests are approved or
denied, then click Save.




Edit awork ow

1. From my.odu.edu, click My Tasks, then View Work ow.

2. You'll see all of the work ows you've created. Select the one you want to
edit and click Update.

View Workflow
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