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1. Locating an e-form

a) All digital published forms can be found here: https://okanagancollege.etrieve.cloud/#/form.

b) To originate an e-form, Originators need to log into myOkanagan using their Okanagan College email and
password, if they have not already done so.

c¢) Forms are also available in myOkanagan, for example ‘Non-Instructional Timesheet’. Note: not all forms are digital

at this time.

Forms

Payroll

Benefit Forms Resources Centre
Electronic Pay Authorization | Word
Support Staff Call-Out Timesheet | Exce
Instructional Timesheet
Meon-Instructional Timeshest

Exam Invigilator Timesheet
Timesheet Approval Diagram
Timesheet / Staffing Form Deadlines
OC Request for T2200

OC Request for T22005

Payroll Calendar

Professional Development/Training

d) After clicking an e-form link in myOkanagan, the form selected will appear in Etrieve:

&d inbox >
P Activity > | Inance ¥ COLLABSL AL Expense Claim & Mileage Log Approval

Expense Claim and Mileage Log Approval

Forme

Invoice Approval

Time Sheet Approval INSTRUCTIONS:
20| Drafts >

COVID-19 Exposure

Control Self-Rep

Return to Campus Health and Safety Plan (HSP) Approval

Contract/Agreement Routing

SobTit Enpayes Group
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2. How to fill out an e-form

a) To complete an e-form, simply type in the required information or use the drop-down fields as designated.
b) When submitting, if a required field is left blank, the system will prompt the user with a dialogue box (Figure 1) in
the right-hand corner of the screen, and outline missed fields in red (Figure 2). These must be completed in order

for the form to be successfully submitted.

v Form is not submittable

Missing required fields

Figure 1. System error received when all required fields are not complete.

Part 1 - Employee Information

O 1am submitting this form on behalf of someone else
Submitter Full Name
Natalie Hordichuk
Job Title
I |
Employee Group
I ]

Department / Area

I The area or department the claim originating from. |

Home Camniig

Figure 2. Example of how the system highlights required fields after the user has attempted to submit the e-form.
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3. Attaching supplemental documents

a) Some e-forms require documents to be attached for example, some Expense Claims require receipts to be
uploaded and attached. To attach a document, start by clicking the Attachments button at the bottom of the form
located in the Originator Action Bar (Figure 3).

Submit Attachments Download Print

Figure 3. Originator Action Bar

b) The Attachments box will open. You can attach a document by clicking on the “upload File(s)” link. This will allow
you to browse for documents. Only image files (BMP, TIF, JPG, PGN, GIF), PDFs, Word documents, and excel

spreadsheets are accepted. The system will not allow uploading of other file types.

Attachments CLOSE

Upload File(s)

i - o

Attachments Download Print
Figure 4. Attachments box

a) Once the document is attached, it can be edited, deleted, or viewed. Editing the attachment allows for changes to

the name and ability to add a description.
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Attachments CLOSE

supplemental document.pdf 03-30-2020, 8:36am .
@
8

No Description I

Upload File(s)

Figure 5. Attachment box with an attached document.

b) When uploaded successfully there will be a red badge number on the attachments button indicating the number of

attached files.

J i 1, —

Submit Attachments Download Pnnt

Figure 6. Originator Action Bar showing one document is attached.
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4. Routing an e-form for approval

a) Some forms may require the Originator to direct which approvers the form will route to. Click on the reviewer or
approver box (Figure 7) and start typing the approver’s first name to search the list of employees. After clicking the
approver’'s name, the name will populate in the input. Upon submission, the form will be routed for their

review/approval.

Part 1- Approval Information

Submitter Name
Matalie Hordichuk
Reviewer Name

Approver Mame

Second Approver Mame

Figure 7. Example of the approver and reviewer search box.

b) Review/Approver inputs search all employees in Etrieve. If an approver or reviewer will be out of the office,

another an alternate reviewer/approver can be selected.
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5. Submitting a completed e-form

a)

b)

Once all required fields and attachments have been completed, click the Submit button on the bottom of the

webpage.

v l" SR =
J
Submit Attachments Download Print

Figure 9. Submit button at the bottom of the webpage.

Once an e-form is submitted, the Originator cannot act on the form or retrieve it. Only a reviewer/approver can
act on the form. If you need to adjust your submission, contact whomever the form is with, and have them return it

to you (see part 8, Tracking an e-forms status in the workflow).

Figure 8. Approver Action Bar options.

6. When an external signature is required

a)

b)

d)

In some cases, an external signature may be required on a document. Etrieve is not yet publicly available (update
coming April 2022) but there is a quick solution. Once the document has been approved and/or digitally signed by
the internal approvers, download the signed document and save it to your computer.

Then, use DocuSign or Adobe Acrobat to collect signatures

Refer to the DocuSign User Guide for a more detailed explanation on how to route documents for external
approval.

In the event the document needs to be signed externally first, use DocuSign or Adobe Acrobat then attach the

signed document to your e-form and follow the routing process.
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7. Drafting an e-form to be submitted later

a) Asyou make changes to a form by entering data and adjusting inputs, a draft is kept up to date. All drafts can be
accessed under the form’s header in the Drafts section (Figure 10) and are listed in order of last modified. This is

useful for logging mileage or hours as you incur them to be submitted later.

E etfieve | CENTRAL

Flow

D Inbox >
P Activity >

Forms

f Forms >

Figure 10. Location where the system stores the user’s drafts.
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8. Tracking a e-form’s status in the workflow

a) To track a previously submitted form’s status, click on Activity (Figure 11) under the flow heading on the left of the

page. Then search for and click on the form that was previously submitted.

effieve | CENTRAL

Flow Activity

&d Inbox >

K7 Activity Ml Packages

Complete - Contract Agre... 8/7/20
Ended

Forms

Complete - Expense Clai. 7/31/20 N
Ended
Forms > .
f Complete - Invoice - 5555  7/31/20 N
Ended
N Drafts >
Complete - Timesheet - N... 7/31/20 N
Ended
< Complete - Expense Clai...  7/31/20 5
Ended
Complete - Timesheet - N... 7/31/20

Ended

Figure 11. Activity shows all previously submitted forms.

b) Once the form has been opened, click on the History button at the bottom of the webpage. The package history

will show where the form is at in the workflow.

I v

—
History Attachments Download

Figure 12. History button at the bottom of the webpage.
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9. Changing and resubmitting an e-form that has been returned

a) Ifaformis returned by an Approver, the Originator will receive an email from etrieve@okanagan.bc.ca indicating

that the form has been returned and is available for review. Comments may be included in the email notification

b) The Originator can access the form by clicking the link provided in the email or by navigating to their Etrieve Inbox

and selecting the package.

2.
effieve | CENTRAL

[ Activity > No Results
Forms

f Forms >

Drafts >

Figure 13. Inbox indicates that a form is waiting to be acted upon.

c) Comments can be reviewed by clicking on the history button. Complete the approver’s request and submit the

form again. Comments can be submitted by the Originator if completed before the form is resubmitted.

)3/30/2020
History CLOSE

Package History

FLOW - ADA / Leave Group
Received 03-30-2020, 10:23:43 am

Audit History

a & Pool, and an empid

vn serious health con|

ndition

03-30-2020, 10:34:57 am y additional health
Please resubmit and attach a doctor’s note.”

03-30-2020, 10:35:52 am
Retumn to a Previous User

Received 03-30-2020, 10:35:52 am

Comment Save

v 0 A v =

Submit Attachments Download

Figure 14. History opened, with Approver's comment viewable.
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10. Discarding an e-form that has been returned

a) Ifan e-form is returned to you and you’d like to discard it and start over, locate the checkbox near the top of the
form that states, “l would like to discard this form”.

Timesheet Approval
Route a non-instructional, instructional, student, or exam invigilator

timesheet for approval

INSTRUCTIONS:

1. Please submit hours worked in the pay period they are incurrad (ses timesheet deadlines).
2. Please submit only one timeasheet per pay.

3. If necessary, past pay period hours worked may be included in the current timesheet.

I I would like to discard this form I

Part 1 - Employee Information

Figure 15. Discard checkbox location.

b) Once this box is checked, the Discard button will appear in place of the Submit button on the Action Bar bellow
the form.

E 0 -

Discard History Attachments Locked Download

Figure 16. Discard button location.

c) Click the Discard button and, after a confirmation, the form will be deleted from your inbox and the workflow.
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11. Downloading and printing an e-form

a) All past forms that have been submitted by an Originator can be accesses under the Flow header in the Activity

section.
Flow Activity
D Inbox >
Forms
’ Forms >
™ IH ea
Drafts > | TRN - BSN Test Flow 3 Package 32620
Ended
< ‘j:LP App for Brandon [ GGG  :2+> 3
PAF - Test Stotts- Human Resources 3/24/20 3

Figure 17. Activity shows all previously submitted forms.

b) The Originator can download or print a copy of the form at any time by clicking the download or print buttons on

the Originator Action Bar at the bottom of the webpage.

I v

S

History Attachments Download

Figure 18. Download and print buttons.

c) If downloaded, a pdf will be downloaded to the user’'s computer. If printed, a pdf will open in the user’s browser

allowing for the form to be sent to a printer.
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