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APPROVAL OF EVENTS/FORMS

1. When an event or form has been submitted, you will receive an email from
EngageXU notifying you that a workflow was submitted and needs to be
approved. Click on View Workflow.
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The "Event & Space Registration " workflow submitted by Jillian Finch

on Mon, Jun 29 at 4:16pm is now in step Tabling Step (1 out of 2) and
requires your approval

Hi Jillian,

Tabling (Test Event)

Wednesday, July 8
1:00pm - 2:00pm
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2. An approval page from EngageXU will appear, click the Open Submission
button to review the submission before approving.
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3. Once you have viewed the submission you can start the approval process.
Click on the green button that says | Approve, once that is done it will
continue through the workflow approval until the form has been final
approved. Depending on the form’s settings, you may receive update
notifications as the form progresses through the approval process.
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