Okanagan

COLLEGE

ETRIEVE ORIGINATOR GUIDE

THIS GUIDE PROVIDES AN OVERVIEW OF THE FOLLOWING ORIGINATOR ACTIONS:

LOCAING N ©-F O .o ettt
HOW 1O Till QUL 8N @-TOTM ..ttt ettt ettt be et e et e b et e sttt ebe s eneeneeneesenes
Attaching supplemental dOCUMENTS.....c..iiiiiiii ettt et sb et
Routing an €-form fOr @PPIOVA ......c.oi ittt
SUbMItEING @ COMPIETEA ©-TOIMM ...ttt ettt ettt ene e aene e
FOTM DIFAfES ..ttt bttt bbbtttk
Tracking an e-form’s status in the WOrKFIOW ..........o.iiiiiii et
Changing and resubmitting an e-form that has been returned.........cocooiieiiiiiiiiiee e
Deleting an e-form that has been retUrNed ........oiieiiiiee e

Downloading and printing 8N ©-FOIM ........oi ettt sttt n e



oc Okanagan
COLLEGE

e All published digital forms can be found here: https://okanagan.etrieve.cloud/central/forms

e 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.

¢ Oncein Etrieve, with the Forms menu entry selected, you will see a list of all Digital Forms available
to you. You can scroll down through the list to locate the exact form you are looking for or use the
search function at the top to filter by form name.

e Click on the e-form you would like to initiate, and then it will launch on the right-hand side:

™

etfieve

Submissions Forms

Q search ] €

REG - Registration and Withdrawal v Draft saved

OCF - Sponsorship Clearance

Office of the Registrar » : . .
€ Registration and Withdrawal
REG - Campus Change Application Office of the Registrar
Register for or withdraw from a course, or withdraw from a program

REG - Consent to Release Information

Note: Students in Penticton and Vernon need to seek approval from the Administration Office.
REG - Education Council Nomination

Use the ClassFinder to assist youwith filling out course information.

REG - Educational Decision Appeal Questi i Pl registrati beca

REG-Final Grade Appeal Form 1- Student Information

Student Name Student ID Date
REG - Grade Change Request

Anne Herzog 300334255 20251202
REG - International Student Fees, Deferral &
Refund Agreement

2 - Registration & Withdrawal
REG - Registration and Withdrawal
[ 1wouldlike to register for a course or courses

REG - Request for Course Equivalency
[ 1would like to withdraw from a course, courses, or program

REG - Request to Waive Course Prerequisite or
Corequisite

REG - Request to Withdraw from a Continuing ¥ save ‘ + Add Attachment(s) m
Studies Certificate

Figure 1. E-Forms start page.

HOW TO FILL OUT AN E-FORM

e To complete an e-form, simply type in the required information or use the drop-down fields as
designated.

e When submitting, if a required field is left blank, the system will prompt the user with a dialogue
box (Figure 2) in the right-hand corner of the screen, and outline missed fields in red (Figure 3).
These must be completed in order for the form to be successfully submitted.

Form is not submittable

Missing required fields

Figure 2. System error received when all required fields are not complete.

Registration Information

Campus Year Term

Figure 3. Example of how the system highlights required fields after the user has submitted an e-form.
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e 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 4).

[ + Add Attachment(s) ] 4 Submit

Figure 4. Originator Action Bar.

e The attachments box will open. You can attach a document by dragging and dropping files into the
pop-up window or by clicking on ‘Browse Files'. This will allow you to search for documents. Only
PDFs, image files (BMP, TIF, JPG, PGN, GIF), Word documents, and excel spreadsheets are
accepted. The system will not allow uploading of other file types. Ensure file names do not have
special characters (commas, underscores, dashes, etc.).

Attach File(s)

Drag and drop files here to upload

OR

Browse Files

Figure 5. Attachments box.

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

@l Receipt.pdf f

Figure 6. Editing or deleting an attached document.

e  When uploaded successfully, there will be a badge number on the attachments button indicating
the number of attached files.

I€

Save [ @ Edit Attachment(s) €} ] <« Submit

Figure 7. Originator Action Bar showing one document is attached.
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e Some forms may require the Originator to direct which approvers the form will route to. Click on
the reviewer or approver box (Figure 8) 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.

2 - Approval Information

Reviewer Name

[w)

Approver Name *

Figure 8. Example of the approver and reviewer search box.

e Review/Approver inputs search all employees in Etrieve. If an approver or reviewer is out of the
office, an alternate reviewer/approver can be selected

SUBMITTING A COMPLETED E-FORM

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

¥ save ‘ [ @ Edit Attachment(s) €) ]

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

e 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 ask them to return it to you (see Tracking an e-form’s status in the workflow).

IT Services - Etrieve Originator Guide Version 2.0 - 2025-12-02 Page 4
I EEEE—————————————————————



oc Okanagan
COLLEGE

e Asyou make changes to a form by entering data and adjusting inputs, a draft is kept up to date. All
drafts can be accessed 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.

etfieve
Submissions Forms
[ Q. Search |«
Drafts o - Edit
FAC - Renovation Request Approval Form 12/02/2025
REG - Registration and Withdrawal 12/02/2025

Figure 10. Location where the system stores the user’s drafts.

TRACKING AN E-FORM’S STATUS IN THE WORKFLOW

e To track a previously submitted form's status, click on Submissions and filter by ‘In Progress’ and/or
‘Completed’ (Figure 11). ‘In Progress’ means that a form is still in the workflow. ‘Completed’ filters
forms that have been fully processed, the workflow has ended. Search for and click on the form that
was previously submitted.

effieve H OO o
I Submissions Forms
Q )
Package Name a Workflow Step Status Last Activity Submitted Submitter
Herzog Anne - Payment Voucher - test End Completed 10/29/2025 10/23/2025 Anne Herzog
Herzog Anne - Payment Voucher - test FIN - Payment Approval End Completed 07/18/2025 07/18/2025 Anne Herzog
Eek Lynn - Payment Voucher - test FIN - Payment Approval End Completed 07/18/2025 07/18/2025 Anne Herzog
Herzog Anne - Payment Voucher - test FIN - Payment Approval End Completed 07/18/2025 07/18/2025 Anne Herzog
Herzog Anne - Payment Voucher - test End Completed 07/18/2025 07/18/2025 Anne Herzog
Sponsorship Form - Hold applied - Testting2, Smith End Completed o7/07/2025 o7/07/2025 Anonymous User

Figure 11. Submissions page with In Progress and Completed filters.

e To view details about an e-form'’s progress in the workflow, click on the form’s name to open it. The
History pane on the right side of the screen will show at which step in the workflow the form is.
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etfieve

Submissions. Forms.

FIN - Payment Approval v F d Histor
< Review Submission V! PP o s Y ¢ sl

Herzog Anne - Payment Voucher - test
7/18/25

Payment Approval
FIN - Payment Approval Financial Services
Route aninvoice, credit memo, or payment voucher for review and

‘ + Add Attachment(s) ‘ approval

Allfields marked with * are required.

1 - Submitter I nformation

Submitter Name Submitter ID

Anne Herzog 30000000 ® Anne Herzog Submitted 'FIN - Payment
Approval’

Department/Area 07/18/2025 at 10:33AM

T Services (554090)
® Tuscun McFarlen Received

07/18/2025 at 10:35 AM

e preo et noamtion @ Anne Herzog Moved by Anne Herzog.
from step ‘Approvedr' to step 'Discard'
approval Reason: test

o7/18/20253t 131 PM

Prepared by the person approving this payment

. g Workflow Ended
07/18/2025 at 131 PM

L save

Comments

Figure 12. Form detail view and history.

CHANGING AND RESUBMITTING AN E-FORM THAT HAS BEEN RETURNED

e Ifaformisreturned 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.

e The Originator can access the form by clicking the link provided in the email or by navigating to
their Etrieve Submissions, filtering by ‘Needs Review’ and selecting the package. Details and
comments can be viewed by clicking on the form to open it.

effieve

Submissions Forms

Q search ] Needs Review @ Completed Clear all

Package Name ) Workflow step Status Last Activity Submitted Submitter

PD - Innovative Student Support Fund Package 2 ::';;"'""“"'e Student Sipport Finance Review Needs Review 07/11/2025 07/10/2025 Tuscun McFarlen
Showing Lto Loftentries ¢ € ° > »

Figure 13. Submissions page with Needs Review filter.
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e Ifan e-formis returned to you and you'd like to delete it from your inbox, locate the
checkbox near the top of the form that states, “l would like to discard this form”.

FIN - Timesheet Approval + Formsaved

Timesheet Approval
Financial Services

Route a non-instructional, instructional, student, or exam invigilator
timesheet for approval

INSTRUCTIONS:

1. Please submit hours worled in the pay period they are incurred (see timesheet deadlines).

2. Please submit only one timesheet per pay.

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

I || lwould like to discard this form I

Figure 14. Discard checkbox location.

e Check the box, then click ‘'Submit’. If the box is checked, this will not move the form back
into the workflow.

e Click ‘confirm’, and the form will be deleted from your inbox and the workflow.
DOWNLOADING AND PRINTING AN E-FORM

e Allforms that you have submitted can be accessed on the Submissions page when filtering by ‘In
Progress’ and ‘Completed'.

e To download or print a copy of a form, open a form from the submissions page, then click ‘Save’ at
the bottom. 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.

¥ Download

= Print —
i nlock ‘ m

Figure 15. Save to download or print button.
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