How to Forward Workflow Approvals in MUNIS

From the My Workflow area on your MUNIS Home screen, click on @ Settings
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How to Forward Workflow Approvals in MUNIS

Your screen will then appear similar to that shown below.

Click in the Forwarding On box, so that a checkmark appears as shown below.

Select the individual you wish to Forward To from the drop down list.

Click Save. @
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How to Forward Workflow Approvals in MUNIS

Your My Workflow screen will then appears similar to that shown below.
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The screen will indicate that Forwarding On is activated here.

To turn off Forwarding, click on the Forwarding On button. @ Forwarding On



How to Forward Workflow Approvals in MUNIS

Your screen will then appear as shown below.

Click in the Forwarding On checkbox to remove the green checkmark and discontinue forwarding.
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