Approve a Form Entry
Pending Approval

To approve a form entry pending approval, go to the Home Page of the Forms Module.
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Select “View Entry” from the Actions column of the Form Entries Pending Approval Table opening
the view form entry modal.

View Form Entry #177 x

Approval Status: Overdue

InvoiceNum MMO-0030

TodayDate 9/22/2024

BillTe Andrea Allain New Orleans, Louisiana
Description Retainer Fee Services Rendered May-August 2024
TotalDue $2,500

DueByDate 10/22/2024

Paid

Select the “Approve” button opening a confirmation modal that states, “Are you sure you want to
approve this entry?”

Confirm ®

Are you sure you want to approve this entry?

Confirm Cancel
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Select “Confirm” and a confirmation modal states, “Approved”.

APPROVED
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