Quick Reference Guide:
How to Edit a Supplier Request Form

WaveWorks

TRANSFORMATION IN MOTION
Purpose:
Please follow the following steps to edit a submitted new Supplier Request Form.

The option to edit is only available to users who have clicked Save my response to edit upon

Save my response to edit
completing the original submission. Please make sure to click this upon any

new requests so that the form may be edited if necessary. This option will only appear after you
submit the form.

Step-by-Step:

In Microsoft Forms,

toggle to Filled Forms (®© Recent [§ Myforms P Filled forms

Tulane users can log into Microsoft Forms using Single-Sign
On

Click on the Form to
edit.

Campus Supplier Request Form

Filled form
Submitted 7/20/2026, 1:47:12 PM

This will open the entire form to edit

Click Edit response.

.....

Continue to the end of
the form to the last
page and sumbit
again.

.....

Email Supplier Support
to inform them that
the form was updated.

From: millidge@!

To O Supplier Support X |
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