
HOW TO APPROVE or EDIT A RESOLUTION

APPROVAL PANEL



 

 

APPROVAL PANEL 
 
HOW TO APPROVE or EDIT A RESOLUTION 
 

1. Login to the webapp  
2. Navigate the MAIN PAGE to the top right corner menu where you will find 

the option “SUBMITTED RESOLUTIONS.” Also, there is an overview page 
of resolutions under the button “Resolutions” on the home page.  

 

 
 

3. Here you will find all the submitted resolutions waiting for approval 
 

 



 

 

4. Find the one you want to approve, and press “edit” 
5. A back-end screen with the resolution will appear. 

At the top of the page, you will find the following fields: 
QUESTION OF:  
FORUM:  
STATUS OF THE RESOLUTION: 

 

 
 

6. When the resolution goes into the approval stage, the status should be 
changed in the drop-down menu from “submitted” to “Under 
approval.” 
 
Please do not forget to CLICK the button “update” in the upper right 
side. This must be done to prevent others in the Approval Panel choosing 
the same resolution to edit. 
 
Further details of the Approval Panel functions will be outlined in another 
tutorial/briefing. Once the above steps are made then you will need to:  

 
1. Message the delegate main submitter of a resolution and inform them 

to go to the Approval Panel Room and wait until an admin staff admits 
them.  

 
2. Locate the main submitter in the waiting room with the help of the 

administrative staff to edit the resolution.  
 
 

  



 

 

 

 
4. You can share the Permalink with the delegate located at the top of the 

screen or the one from google docs.  
 

5. Copy the “Google Docs Edit URL” in a new window so the body text of 
the resolution can be edited.  

 
6. After finishing the editing, you can close the window. 

 
7. In the resolution screen of the Webapp back end change the Status of 

the resolution to “Approved.” Press update. 
 
8. After the update, the last version of the resolution will be visible for 

all users on the resolutions page in the webapp. 
 

 


