
Accessing and Completing a Form

Forms contain details about system or organizational needs/requirements, and you will need to

understand how to access and complete the information made available to you. 

Accessing a Form (Sent to You)

If a form is sent by an administrator, you will receive a notification email via the email address

associated with your Central profile. Select the link within the email or log in directly to your

application. 

VIDEO

Check out our related video -   - as you review this topic.
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My Forms (2:02)



Accessing a Form (Via the Central Application)

Once logged in, you can reference the form you were sent via the Forms inbox, the My Forms

section on the homepage, or by selecting My Forms in the side navigation. 

You will see a series of tabs at the top of the "My Forms" page. Reference the "Current Forms" tab

and click Complete Form beside the documents you want to review and complete.



This action opens the form where you can enter and submit the requested details. Review your

entries carefully before submitting, because you will not be able to edit the form after submission.



Completing Employee-Generated Forms (E-Forms)

Based on permissions, you may also have access to submit employee-generated forms. These

forms are found within the "Forms I Can Start" tab and include any options made available to

employees that do not require administrative assistance. 

Keep in mind, you will not be sent these forms. They are made available via your

application for topic-specific needs (such as change of address, etc.).




To fill out and send an available form, select the "Forms I Can Start" tab within your "My Forms"

section and click Start this Form. 

This action opens a new forms page where you can complete the content.

Enter the required information and click Submit Form. (*Be sure to review your entries carefully

before submitting, because you will not be able to edit the form after submission.)



Viewing Completed Forms

You can access the "My Forms" page once more to review a form's current status and view your

current or completed forms. The system organizes these within the "Current," "Sent," and

"Completed," tabs.




