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STEP 1

From the homepage, navigate to Studies Submission Status - In Progress

STEP 2

Locate the study you need to modify signature routing for.
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STEP 3

Expand the steps.

STEP 4

Expand the Pre-Submission details.
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STEP 5

Click on Modify Signoff Routing List

STEP 6

Click on Go back to Make changes
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STEP 7

Uncheck personnel who should not be included in signoff.

STEP 8

Add Additional Personnel to the Routing List
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STEP 9

Search by last name, then Vrst name if needed. Avoid searching by
 department, as not all users will have a department listed. 

STEP 10

Click Save - Add to Routing List
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STEP 11

)erify the Vnal list of signatures is correct.

STEP 12

Click Save - Start Signoff Routing
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STEP 13

Click on dialog
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