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Returning for Corrections (Account-Holders) 
If a form is missing attachments, needs corrections, or was routed incorrectly, account-holders may return the form to 
anyone else previously routed for review/approval. Please note that once a document is sent back to a previous 
person/step, it will follow through the same steps again (from that point on). For example, if a form has been forwarded 
to Step 5 and is then returned to Step 3, it must then route to Step 4 and 5 again to review and approve any changes. It 
will not skip any required steps. This ensures that any changes or revisions are reviewed and approved by the necessary 
signers. 

1. Click the button I have reviewed this form, followed by the option Request corrections. 

 
2. Select the appropriate person to return the form to. This will remove the form from the current approvers 

queue and move it to the selected person. Any person the form has been routed to will appear in the dropdown. 

 
3. Once the Recipient has been selected, select the reason for returning the form, as well as providing a custom 

message to indicate what must be corrected. Your message will appear in large red text at the top of the form 
and in the auto-generated email. 

  

 




