
Assurance document routing workflow 
 

 

Note: The DEO or the staff you are routing the assurance document to must be added to the staff 
list in GR DEO master parking lot before you can route the document to them. If your staff is not in 
the list, please reach out to ictms-admin@uiowa.edu to get them added to the staff list. They will 
be required to complete a one time 20 minutes training to sign eReg documents before they can be 
added.  

 

1: In Protocols go to GR DEO master Parking lot: 

  

 

 

 

 

 

2:  Upload the document to assurance document section by clicking on “New Document”: 

 

 

3:  Fill out the document routing section as shown below and click create: 

mailto:ictms-admin@uiowa.edu


      

 

4: To route to multiple people click on “Add signer” 

 

 

 

5: To look at the signed document go into the document and click on the hyperlink shown in the 
screenshot below. 



 

 

 

6: To move the document to archived section click on actions-> move document  

 


