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Forms –  Basic Entry Reference Guide 

Business Process Navigation 

1. To create a new form 
2. Search for a previously submitted form 

1. Main Menu > Finance Navigation > 
Employee Self-Service > Forms  >  

2. Main Menu > Finance Navigation > 
Employee Self-Service > Forms  > 
Search / Fill a Form 

   

Process 1:  Create a From 

Use the following navigation to create a Form. 

1. From the Menu, select Finance Navigation > Employee Self-Service > Forms >  

2. Select a Form. 

3. Select  

4. Please note:  Any field displaying an asterisk (*) is required. 

5. Subject:  Please enter a relevant title.  This Subject will display in the Approver’s worklist. 

 

 

 

6. Priority: Changing the Priority will not cause a change to the position in the Approver’s worklist, so this may be left as a 3 –
Standard. 

7. Due Date: May be entered. 

8. Status:  This updates as the form is created (Initial), in workflow (Pending) and then either Approved or Denied. 

9. Detailed instructions specific to the Form will be displayed on the  tab. 

 

10. Enter any additional information in the More Information field.   

11. You may attach any files relevant to the form.  Click   
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12. To upload an attachment, click , then Browse.  Select the desired file, and click . 

13. Certain forms will have a file that should be filled out and submitted along with the form.  One example of this is the Deposit 
Form: 

14.  

15. To detach an attached file, click on the , choose Save As, and save the file. 

16. To upload the completed spreadsheet, click , then Browse.  Select the desired file, and click .. 
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17. Return to the main Form page by clicking  and click to save the transaction.  

 

18. Click .  

 

 

 

19. After action has been taken on your form, you will see activity in your worklist: Main Menu > Finance Navigation > Worklist > 
Worklist.  If your request was denied please review the comments on the form.  You may need to add additional information 
and submit your form again. 

20.   

21. Click on  
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22. The approver(s) and any comments will be displayed. 

 

23. Click on to expand Comments or Comment History. 

24. If it was approved and the form was for a vendor, the newly created vendor ID number will be listed as a hyperlink at the 
bottom of the form.  The creation of a vendor ID or update of an address doesn’t mean that it’s immediately accessible, but 
rather the vendor request has been entered into the system for final approval. 
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Process 2:  Search for a Previously Created Form 

Use the following navigation to locate a Form that was created.  All created forms will be available for review. 

1. From the Menu, select Finance Navigation > Employee Self-Service > Forms > Search /Fill a Form 

 

2. All forms created will be displayed.   

3. If the Approval Status for your form displays “Initial“, it needs to be submitted for workflow to process.  (Process 1, Step 18) 

 


