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1. INTRODUCTION 

SharePoint workflows are pre-programmed mini-applications that streamline and automate a 

wide variety of business processes.  Workflows can range from collecting feedback or approvals 

for a SharePoint page. 

2. ADDING A WORKFLOW 

2.1. Login to your respected AUTH website (e.g.: https://auth-

agency.pa.egov.com/sites/HumanServices/Pages/default.aspx), go to the subsite you would 

like the workflow to be added to 

2.1.1. Click   

2.1.2. Click “Site Contents” 

2.1.3. Find the Pages Library 

2.1.3.1. Select Library at the top then Workflow Settings 

 

2.1.4. Click Add a workflow 

2.1.5. Match all the information in the image below 

https://auth-agency.pa.egov.com/sites/HumanServices/Pages/default.aspx
https://auth-agency.pa.egov.com/sites/HumanServices/Pages/default.aspx
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2.1.5.1. To select the approver group you would like, type in the name of the 

group then click the person with the check mark next to it (see image below) 

2.1.5.2. Always select “all at once (parallel)” as your Order 

2.1.5.3. To add another level of approvers, click “Add a new stage” 

2.1.5.4. Click Save 

Feel free to name it what 

you would like 
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2.2. Repeat for all subsites to have workflow 
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3. EDIT/ REMOVE A WORKFLOW 

3.1. Follow steps in #2, but instead of adding a workflow,  

3.2. To edit, click the workflow name 

3.3. To remove/block, click Remove, Block, or Restore a Workflow 
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4. APPROVE/REJECT WORKFLOW MANUALLY 

4.1. Login to your respected AUTH website (e.g.: https://auth-

agency.pa.egov.com/sites/HumanServices/Pages/default.aspx), go to the subsite where the 

broken workflow exists. 

4.1.1. Click . 

4.1.2. Select “Site Contents”. 

4.1.3. Find the Pages Library. 

4.1.3.1. Looking at the ‘Name’ column, locate the page in the list. 

4.1.3.2. Open the menu for the selected page by clicking the three ellipses dots to    

right of the page name. 

4.1.3.3. Click the three ellipses dots in the menu to open the options menu. 

4.1.3.4. Click ‘Workflows’ 

4.1.3.5. Select ‘Approve’ or ‘Reject’. 

4.1.3.6. Click ‘OK’ to confirm. 

 

https://auth-agency.pa.egov.com/sites/HumanServices/Pages/default.aspx
https://auth-agency.pa.egov.com/sites/HumanServices/Pages/default.aspx

