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Directions for Modifying Routing Slip for Pending Online Documents 

 
Staff can direct any form they complete to the appropriate reviewer.  This addresses the need for routing 
changes based on additional responsibilities staff members may have with activities, clubs, etc. 
 
This also allows the adding of additional reviewers to the routing slip for exceptional cases. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Click on the green R next 
to the form whose routing 
slip you wish to revise. 

Routing Slips can only be changed 
for forms in pending status. 

The existing routing for the form will 
appear.  Changes are made by selecting the 
appropriate staff from the drop down list. 
 
Blank spaces stop the routing of the form. 
 
Click on the “Create New Routing Slip” 
button to complete the process. 
 


