
Editing a Request for Appointment Form that has
already been approved
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1 Click "Data Changes" tab and then double click Completed
Request form at the bottom of the screen
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2 Click "Reopen" - If it won't let you reopen it, please contact a
Senior Administrative Coordinator in the Dean's Office to
"Reopen" it for you.
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3 Give information about what will be changed and why

If you need a Senior Administrative Coordinator in the dean's office to "reopen" the Request Form for you, then
you will need to tell them what is changing and why so they can add the information when this box pops up after
being reopened.

4 Click "Tasks" tab
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5 Click "Update Form Details"

6 Edit anything that needs changed
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7 Click "Submit Updates" at the bottom

8 Click "Tasks" Tab again
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9 Click "Send for Approval"

10 Give details about what has changed and why - Then Click
"Submit"
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