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Manage the Process

Route Forms
This section provides an overview of how to route a form to a
different stage in the review process.
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Routing Form Main Concepts

On occasion, you might have to manually move a form or forms through the review process. Generally,
you will be making changes on behalf of other employees to keep the form moving forward. You can
also send the form back a step in the case of a mistake in sending to the next step.
A stage is the current state of the form. Each stage may have multiple steps. The stages and steps are
defined in the form’s routing map. The form can be routed when it is in any stage.
The route form options are the same for each stage:
• Move the form one step forward (N/A if form is complete)
• Move the form one step back (N/A if form is in first step)
• Move the form to a specific step
• Move the form to a new step
When routing a form, you may choose the reason for the change (required) and enter comments about
the reason (optional). The reasons can be “Skip step to continue the process” or “Move form on behalf
of [current owner]”.
Note: Make sure users are notified if forms are routed to them. When you manually route a form,
SuccessFactors sends email notifications as defined in your email notification settings. Alternatively,
you can send a system email to notify users.
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Routing Form Main Concepts

Routing a Form One Step Forward

To route a form one step forward is to move it to the next recipient in the workflow – either to a step
within the current stage or to the first step in the next stage.
This may be done to skip steps that may not be relevant to a certain employee or group of employees.
Another common reason this is done is to approve a form on behalf of the current owner, in the event
that the current owner is unable to move the form on his own.

Routing a Form One Step Back

To route a form one step back is to move it to the previous recipient in the workflow – either to a step
within the current stage or to the last step in the previous stage.
This may be done to return the form to the previous user in cases where the form was prematurely sent
to the next step. Another common reason this is done is to correct errors in the modify stage after the
form has been sent to signature.
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Routing a Form to a Specific Step

To route a form to a specific step is to move it to any workflow step within the current route map.
This may be done for a number of reasons:
• To skip a step or steps not relevant to a certain employee.
• To move a form from a signature step back to a previous modify stage.
• To move a completed form back to a signature stage or modify stage.

Routing a Form to a New Step

To route a form to a new step is to create a new step not currently in the route map and move to this
new step.
This may be done to create an additional signature step, if requested, or to add another level of review.
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