
 
    

Etrieve - Approver Guide 
 
 



 
 

 
 

 
IT Services – Etrieve (SoftDocs) Approver Guide, September 30, 2020  Page | 
1  
 

 

This guide provides an overview of the following Approver actions: 
 

1. How to locate an e-Form for approval .................................................................................................................. 2 

2. Unlocking an eForm for another approver to access .......................................................................................... 3 

3. Reviewing attachments ........................................................................................................................................... 4 

4. Auditing data in an e-Form ..................................................................................................................................... 4 

5. Approving and digitally signing an eForm ............................................................................................................ 5 

6. Declining an e-Form ................................................................................................................................................. 7 

7. Returning an eForm to an originator or an earlier approver in the workflow ................................................. 8 

8. Referring an eForm to another User ..................................................................................................................... 8 

9. Tracking an eForm’s status in the workflow ........................................................................................................ 9 

10. Changing and resubmitting an eForm that has been returned .................................................................... 10 

11. Downloading and printing an eForm ............................................................................................................... 11 
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1. How to locate an e-Form for approval 
 

a) When an e-Form is submitted, the Approver will receive an email notification (see Figure 1) from 

mailto:etrieve@okanagan.bc.ca
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Figure 2. Inbox indicates that a form is waiting to be approved. 

iii. e-Forms pending review by the Approver may also be found here in the approver’s inbox. 

 

2. 

https://okanagancollege.etrieve.cloud/#/inbox
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Figure 7. History box to show Audit History. 

 

b) Click on the small information “i” box on a field and the changes window showing when the last change was make 

in a specific field will appear. 

 

Figure 7. 
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b) Sometimes a digital or “wet” signature may be required on a contract or agreement.  As per the Signing Authority 

Policy, contracts over $100,000 require a wet-signature.  To electronically “sign” a document, follow the directions 

below: 

 

1) Download the document (be sure it is saved as a PDF), save it to your computer before you 

complete any fields, then open the document in Adobe.  Digitally sign the document by clicking 

on “Fill & Sign” (Figure 9).  To set up a digital signature in Adobe, please refer to the Signing 

Documents through Adobe Signature User Guide located in MyOkanagan. 

 

 

Figure 9. Where to locate the button to digitally sign a document in Adobe. 

 

2) Then click “Me” for who needs to sign first (Figure 10).  Locate the area on the document where 

your digital signature is required.   

 

/sites/default/files/2020-03/signing_authority_policy.pdf
/sites/default/files/2020-03/signing_authority_policy.pdf
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Figure 12.  Activity shows all previously submitted forms.  

 

7. Returning an eForm to an originator or an earlier approver in the workflow 
 

a) If an approver declines the form, it will terminate the form and not send it back to the Originator.  If the Approver 

intends to send the form back to the Originator, they should click on the return button in the Approver’s Action 

Box. Whichever name the approver selects will be where the form is sent back to in the workflow. 

 

Figure 13.  Approver’s Action Box 

 

8. Referring an eForm to another User 
 

a) If this feature is available, the Approver can refer the form to another user for review.  Caution: Once the 

eForm has been referred, it is sent outside of the normal workflow.  There is not a way to get the form back 

until the referred user approves the form. 
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Figure 14.  Refer and send box. 

 

a) 
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Figure 16.  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 17.  History button at the bottom of the webpage. 

 

 

 

10. Changing and resubmitting an eForm that has been returned 
 

a) If a form is returned by another Approver, an email from etrieve@okanagan.bc.ca will be received indicating that 

the form has been returned and is available for review. 

mailto:etrieve@okanagan.bc.ca
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Figure 18.  Inbox indicates that a form is waiting to be acted upon. 

 

c) Comments can be reviewed by clicking the history button. Complete the Approver’s request and resubmit the 

form. Comments can be submitted if completed before the form is approved. 

 

Figure 19.  Comments in the history of a package. 

11. Downloading and printing an eForm 
 

a) All past f
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