Etrieve - Originator Guide






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
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2. How to fill out an e-form
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Attachments CEg::

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.

Figure 6. Originator Action Bar showing one document is attached.
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5. Submitting a completed e-form

a)
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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.
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Activity

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.

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.

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.
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10. Discarding an e-form that has been returned
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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.

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.

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.

Figure 18. Download and print buttons.
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