
Tyler Topic: Workflow Forwarding 
Note: If a user forgets to set their Workflow Forwarding when they are out of office, please contact 
Tylerhelp@fairfeld.ca.gov and we can assist in setting this up. 
1) On the Munis Landing Page, click on the Approvals Tile. 

 

2) Click on Settings in the lower right corner of the Approvals screen. 

 

3) To Forward all Workflow to one user, choose an Approver from the dropdown options as shown 
below: 

 

4) Or Selective Forwarding can be used to forward different processes to different approvers, or to not 
forward specific processes. 
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5) The Schedule Forwarding section at the bottom of the screen can be set to forward workflow for a 
specific timeframe with a start and end date. 

 

If no timeframe is filled in, workflow forwarding will begin immediately and continue until it is manually 
reset. Click Save once the desired fields have been filled out. 

6) If you choose to forward all workflow to one user and start immediately, the below message will 
appear and your Approvals tile will now be empty of items. If only Selective Forwarding or a date in the 
future is used to Schedule Forwarding, no message will appear. 

 

7) Click OK and then Close in the bottom right corner. The Approvals tile will now indicate Forwarding is 
ON if you chose to forward all workflow starting immediately. 



 

8) The person who is receiving the Workflow Forwarding will get the below message that they are 
receiving forwarded work when they open their Approvals tile. 

 

9) To turn off Workflow Forwarding (if not scheduled to end at a certain date), repeat steps 1 & 2, click 
“Reset Forwarding,” then click “Save.” 

 


