Create an Approval Workflow

This wizard walks you through the steps necessary to create an approval workflow for a learning request form.
[image: Embedded PNG (100%) File Template] Tech Note! All text entry fields are limited to 100 characters and allow the following characters ~`!@#$%^&*()-_=+[{]}\|; :'",.?/unless otherwise noted with the field description. The following characters <<> are allowed in passwords only.
1. Navigate to Administration > Approval Manager > Approval Workflow.
2. Click the Create Approval Workflow button.
3. Choose Learning Request Form: select the Learning Request Form you want to use for this approval. Once a form is associated with a workflow, the form cannot be edited.
[image: Embedded PNG (100%) File Template] Remember! Each workflow must have an accompanying form. Only forms that do not have a matching workflow appear in the list.
4. Click Begin.
5. Provide Approval Workflow Details.
a. Workflow Name: the name of this workflow. It is recommended that you give the workflow the same name as the form. This helps you keep things organized and easy to find.
b. Description: a description for this workflow. (Character Limit = Unlimited)
c. Status: Select an appropriate status.
d. Click Next.
6. In the Set up Required Fields and Edit Permissions section, specify which fields on the form can be viewed, which can be edited, and which are mandatory.
[image: Embedded PNG (100%) File Template] Note! If you do not check the View box for a field, it is not be visible on the form. If you do not check the Edit box for a field, it is visible but not editable.
a. For Approval Level 1, select checkboxes to grant view and edit permissions for this level of approval. If you want to select all of the fields, click the Select All button at the bottom of the screen.
b. Repeat the above step as necessary for any additional approval levels on the chosen form.
c. Click Next.
7. In the Approval Escalation Settings section (if applicable), specify what should happen to the learning request if it is not approved promptly.
a. Escalation: select whether or not each approval level has an escalation process.
[image: Embedded PNG (100%) File Template] Note! Escalation is form-specific. Once activated in Features and Modules, you see escalation options for all learning request forms. However, if you do not want to use escalation with a form, you may bypass this step of the wizard by leaving the Escalation box unchecked and clicking Next.
b. Days: the amount of time a request remains in a pending state before the escalation process is initiated.
c. Choose Type: the action to take place upon escalation.
· Cancel: once the escalation period elapses, the system automatically cancels the request. The LMS sends an email to the learner, their supervisor, and any approvers notifying them of the cancellation.
· Escalate: once the escalation period elapses, the system automatically reassigns a new approver. You may select a new approver from the following options:
· Approver Supervisor: the direct supervisor for all original approvers.
· Role: all users of a specified role. Select a role from the role drop-down.
· Individual: a specified individual. Click the Search button to locate a user in the user table and click Save to confirm your decision.
d. Repeat for additional escalation levels, if available.
[image: Embedded PNG (100%) File Template] Note! All levels of a workflow may be escalated. When Approval Escalation is enabled, a column called Request Stage appears when viewing Learning Requests. If the value under the Request Stage column displays as True, the learning request is escalated. If the value is False, the learning request is not escalated.
8. [bookmark: _GoBack]The Confirm Your Decisions screen allows you to double-check your selections before you proceed. Click Previous to make changes before saving. Click Save to continue. Once you save your changes, you are prompted to choose your next action.
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