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Quick Guide for Approving the Contract Intake Form 
 

This document provides users with high-level instructions on how to approve the Contract 
Intake form. 
 

1.  Log into MyCWU. 

2.  

Click on Main Menu on MyCWU Dashboard 
 
Navigation: Main Menu > Financial Management > Enterprise Components > 
Forms > Approve/Review a Form 
 
OR  
 
Click on Employee or Manager Tabs > Click Manage eForm Approvals 
 

 

3.  

 
A. Type CONTRACTIN in the Form Field.  
B. Select Pending Approval in the Approval Status Field.  

C. .  
 
See below screenshot.  
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4.  

Select the sequence number you wish to review/approve.  
 

 

5.  

A. Click Go to Form button.   
B. Review the form content and confirm attachment information. 

 
 
 

C. Click after reviewing the form.  
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6.  

A. Type in a comment in the Comment field.   
B. Click Either Approve or Deny 
C. The system will update the workflow.   

 
 
 

7.  If you have any questions, please contact the Contracts Office (509-963-2324) 
or email cwu.contractsoffice@cwu.edu. 
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