How to Undo Last Approval with ApproveIt

It is important to understand the signature capture concept.  Make sure the document is final before it is signed.  You can use the “Undo Last Approval” function if you have not saved the document. Once you sign it, and save it, it is final. Recommend you have a backup file (unsigned) if circumstances surface at a later date about the signed document or letter containing errors.  Use the “Save Unsigned Copy” in Approve 5.23 to generate a backup copy.

Once you save the file, you can not do an undo.  The following dialog box will appear:
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The new 5.23 version of ApproveIt, has a new command called “Save Unsigned Copy”.

Once you sign a copy of what you will be routing, you can make a backup unsigned copy by using this command.  You must insert the destination path of where you wish the unsigned copy to reside.  If you signed a document, you must save it before you use the “Save Unsigned Copy” command, or else you will see the following display:
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If you see this dialog box, click OK, and save the document to a file name of your choice.

Once you have accomplished this, the signed copy will disappear, and the unsigned copy will appear on your screen.  You can then use that file for future reference for a similar document preparation.

Below is an example of the signature replacement phrase you will see enclosed in your document after you do the “Save Unsigned Copy”.

[image: image3.png]2 DAWN SMITH test.doc - Microsoft Word

JFME Edit View Insent Fomnat Tools Table Approvelt Window Help Acrobat

ZH28RY I BRd|o-o A B0 8B 1 5%

= Times New Roman 10 ~|B Z U

@~

/‘Q\i\ﬁ\ﬁa\

KSIGNATURE1}
DAWN SMITH

{SIGNATURE2}
JOHN HANCOCK

\NOoE4

- 4-A

[Fec fe B o [engsh s [ |

«|oln]e




When this command is used, the ApproveIt gray seals disappear, and the original signature phrases are re-instated.

