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How to Access Softdocs Forms for Staff and Faculty

1. LOG INTO MYDCPORTAL
2. CLICK ON THE LEFT BLUE SIDE BAR AND SELECT EITHER STAFF OR FACULTY AND YOU WILL SEE
"Diné College Softdocs Forms for Staff & Faculty

mmlﬂf COLLEGE

ATHLETICS

STUDENTS

FACULTY

2, STAFF

EVENTS

3.
iy =
Faculty
HR Forms deep link
Diné College Softdocs Forms for Staff & Faculty
4.
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5. You will be directed to your SoftDocs Etrieve Central Flow; Inbox, Activity log, Forms, & Drafts. Click on Forms
and your forms menu will appear.

E etrieve | CENTRAL

Flow

@ nbox >
K’P Activity >

Forms
y‘ Forms >
o) Drafts >
Reports
Reports >

No

Your Inbox will show forms that require your attention if there is a RED dot that shows the number of forms that
are in your queue. As part of the workflow, you will also receive emailed notifications that there is a form for
you to process.

8. Your Activity will show everyone who worked (were a part of the workflow). No action can be done in your
“Activity” menu other than to View the form history, download, and print. This is a digital log of all forms in
which you were a part of.

9. By clicking on Forms, your forms menu (the forms for which you have access to) will appear.
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10. Click on the form to open it up and begin filling it out.

FS
‘ Q search Forms ‘ .
Information Technology
COLLAPSE ALL
Admissions ¥
ADM Change of Major Request Form
Student Computer Equipment Request & Checkout Form
ADM Request for Letter of Admission
Subject: Dine College-owned Computers at Home
ADM Request for Official Certificate of Indian Blood
= Under certain circumstances, Dine College students may be authorized to take Dine College-owned computer
systems home for use in fulfilling their classwork. Students will be required to cbiain approval from their faculty
Finance & Accountlng v instructor for this type of use. Students will be required to complete and sign a Student Computer Request and
R Equipment Checkout form before taking any equipment from campus.
Travel Authorization X o X
= All provisions for the use of computer equipment identified in the Dine College policy, Informafion Technology
Palicies Manual Section 200.01 USE OF DINE COLLEGE INFORMATION TECHNOLOGY RESQURCES
Human Resources v POLICY will apply.
= The student acknowledges that should any damage, loss or destruction of this equipment occur, it is the
DHR-IT Mew Hire Form responsibility of the student and the student may be required to pay for the replacement of such equipment.

= Students must return equipment upon separation frem the College and failure to do so will result in billing for

such equipment.

heckout Form Referral Information

Advisor, Faculty or Coordinator’s Name: Office Phone Number

| Information Technology v

IT Student Computer Equipment

Office of Research v
Shannen Parrish

Proposal Notification Form

Office of the Provost » Equipment Requested by Student

PRO Overload and Hourly Contract Payment Form Laptop? WIFi Access? Date of Request
Yes - Yes hd
REg\Strar v Please inform the student that they may be put on a waiting list for a WiFi device

J

Student Registration Form

° L
Submit Attach Download

11.
12. As the form initiator or submitter, you will complete all applicable and/or required data fields and click submit

(located and the bottom of the form screen). You have the option to upload any supporting documentation
(supported file types to upload are JPG, TIF, PDF, XPS, JPEG, PNG, BMP, GIF) unsupported file types will cause an
error to appear).

TA.
Attachments CLOSE | for approval.
r funds verification.
2l advance, the form will also be routed to A/P for the advance payment processing

ail for Accounts Payable nofification of receipt; they will contact you for payment

e employee and will remain until your expenses report is completed and submitted

neir Expense Report withing 10 Business days from the Date of the Return Date on

tual travel dates, times, expenses, upload receipis, & submit

hort. Unsupported File

iroves expense report Format/Invalid Image
Finance for final review and close out. o Please upload one of the
supported file types:

ie behalf of someone else? Jpg, tif..pdf . xps,.jpeg,.pn
mp,.gif.

| Upload Files |

="

Download Print

ra

V.
Submit

Attachments
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14. An error message may also appear upon clicking SUBMIT, if a REQUIRED FIELD has not been filled out:

Please inform the student that they may be put on a waiting list for a WiFi device.

Student Information

Student Name Student ID Email

Address City State

I l I — Select State - w
Zip Code Phone no. Pickup Campus Center

Equipment Information

Computer Name

Computer Model &

Wireless Device

Wireless Model £

IT Technician

IT Ticket or Comment

AU S T =

Vv I
fSubrn'rt Aftachments Download

15. =

Technician Email

Computer 1D

Serial no.

Wireless 1D

IMEI 2

Technician Re

Form is not submittable
Missing required fields

9

16. Upon successful completion of the form, a message that the form was submitted will appear:

Q Submitted Form

17.

18. The form will move to the next step in the workflow, which could be an individual or a group.

19. They will receive emailed notifications in their DC email account; they can also access directly by navigating

through mydcportal to the SoftDocs forms tab as shown above.

SoftDocs Etrieve

SoftDocs Etrieve
() Etrieve Flow Notification 10:45 PM
The workfiow package ‘Student Equipment-0999999-TEST' submitted by Shannon Parri..

SoftDocs Etrieve
Package is Overdue 10:00 PM
The workflow package "HR IT New Hire -Pernall-Perry-80209" has been in your inbox fo...

SoftDocs Etrieve
Package is Overdue 10:00 PM
The workflow package "HR IT New Hire -Jt-Nez-90974' has been in your inbox for 10 d...

SoftDocs Etrieve
Package is Overdue 00 PM
The workflow package "HR IT New Hire -Hansen-Dempsey-15057" has been in your inb...

SoftDocs Etrieve
Etrieve Flow Notification 5:42 PM
The workflow package 'Student Equipment-96634-Katisha' containing a document sub...

. SoftDocs Etrieve & B
(O Form Notification 5:36 PM
The workflow package ‘Student Equipment-96634-Katisha’ submitted by Cameo Mejia ...

20.

21. The first recipient(s) in the workflow steps will open the form and complete their section to enter data.

Etrieve Flow Notification

v

© B« « ~

Wed 16-Aug-23 10:45 PM

sg = SoftDocs Etrieve
To: Branda... +7 others

The workflow package 'Student
Equipment-9999999-TEST' submitted
o by Shannon Parrish is in Etrieve Flow.
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22. The recipient will have “action” options to APPROVE, REFER to another user, RETURN to the submitter, view the

form HISTORY, Upload ATTACHMENTS, LOCK AND UNLOCK the form if it is locked by another user, DOWNLOAD,
and PRINT.

Package ltems 56556 18287248548

Tuba City w
@ IT Student Computer Equipment Checkout Form Equipment Information

Computer Name

Computer ID
HP LAFTOF PRO BOOK G8 123456789
Computer Model # Serial no.
Computer Model No CKGQCo0386624
Wireless Device Wireless ID
R717 Franklin mobile hotspot Wirsless |D
Wireless Model # IMEI &
Wireless Model # IMEI #

IT Technician Technician Email Technician Review Date

Glo Edison email address 08/16/2023

IT Ticket or Comment

ssued laptop. student will pick up device at TC center.

)
2nd IT Technician 2nd Technician Email 2nd Technician Review Date
IT Ticket or Comment
#~
Sig| and A of ipt of Computer Equipment
Student Date

A

/ y il m - .
v Zn o ﬂ ¥ @
Approve Refer Retum istory a 3

Locked Download Print
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23. If you wish to Refer the form to another person; it will go to them to take action.

24. If you wish to Return the form to the submitter or another person within the workflow; it will be returned to
that person and will come back to you to approve.

25. TO LEAVE A NOTE OR REASON AS TO YOUR REFER OR RETURN; CLICK ON THE HISTORY ICON AND NEW
COMMENT. ENTER YOUR COMMENT, SAVE, AND THEN APPROVE, REFER, OR RETURN.

History CLOSE

Package History Audit History

Shannon Parrish 11-17-2023, 3:11:42 pm

Received

Shannon Parrish 11-20-2023, 4:56:04 pm

Approved on step "Spvsr Approve Trip

Received

WEF - Verify Funds 11-20-2023, 4:56:38 pm l
-

Comment
El reason for returning or referign/NOTH ]

Save Comment

|

TA number is autegenerated

Date of Request Fiscal Year TA Number
1114:2023 2324 10205
Travel Type Do you need a Travel Advance?
Per Diem w fas w

Note: If your travel type will have expenses like airfare, lodging, or if you are requesting a travel
advance, select "Per Diem" and enter your airfare, lodging and other expected estimated costs

in the worksheet below.

Employee ID Employee Full Name
21185 Shannon Parrish
Department Employee Email
TEST sparmshi@dinecollege edu
Charge Account no. 000-0000-0000 Additional Charge Account no.
123-225-8052

Additional Note/Comment

P& .

History Artachmemnts Download

26.
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27. The form will move through the workflow until it ENDS or in this case, will be imported into the student’s
electronic document repository, Etrieve Content:

28.
D
Advisor
Referral
For
Student
&3
WF -
Information
Technology
ole
Student
Signature
Send-
Email-
To-IT
Export
to
Content
29.
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30.

31.

32.

Form Monitoring and Form Workflow Administration:

Department form owners, module owners, and designated frequent form users, will be assigned to act as form
administrators and will have the responsibility to MTR (monitor, track, and report) on forms within their

departments.

They have the authorization to assist with UNLOCKING forms, RE-ASSIGNING forms to another user, and
MOVING forms back or forward to another step in the workflow.

Workflow Monitoﬂ

© Package

"‘q stu

)

Filters v

Name

Details

Status
Worldflow

Description

Current Step
Time at Step
Time in Workflow
Workflow Started
Package Started
Assigned To
Error Messages
Locked By

Actor Filter

Package Actions v

Unlock Package
Move Package
Reassign Actor

Batch Actions v

Status

Jacobson

 In Progress
: IT Student Computer Equipment Request &

Checkout Form

+ Advisor, Coordinator, Faculty initiates form on

behalf of
Department > T staff received email
notification and flow inbox, T identifies,

student>submit form to T

assigns, and Issues Equipment record info on
cquipment portion > IT “Approves” request
>notification form goes to student for
Student acknowledgment and signature
Receipt> upon student signature >
notification goes to originator and [T that
student has signed and form has been
"pracessed” > File form in student file in
Etrieve Content

: WF - Information Technology
: 1day, 8 hours

: 1 day, 8 hours

: 08-15-2023, 318 pm

: 08-15-2023, 321 pm

© WF - IT Admins & Techs

+ Trisha L Jumbo

Workflow

Workflow Descri...
———————————————————————————L————————————L—————————_]——2———_——————L]—_———__————————————————————————————

Current Step

P

Advisor
Referral

For 9
Student @
(]
WF -

Information
Technology

Time at Current S...

Time in Workflow

Student
Signature

For assistance, requests, and further forms training, please submit an IT Helpdesk ticket.

End.
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Date Workflow St... Date Package Sta...

Send-
Email-
To-IT -
Export
to
Content

Assigned To


https://dcithelpdesk.sdpondemand.manageengine.com/home
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