How to Access the CC Inbox (For Administrative Assistants)

1. To begin accessing your Dynamic Forms CC inbox, you will first need to log on via the
Dynamic Forms log-in portal found on the Faculty and Academic Resources website.
a. Ifyou are looking at the Faculty and Academic Resources home page, you can click
on “Dynamic Forms” at the top which will direct you to the Dynamic Forms page.
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Welcome to the Office of Faculty and Academic Resources

The Faculty and Academic Resource Office is committed to providing support to faculty, chairs, directors, deans, and staff. Support includes, but

is not limited to the following pr contracts, ts, devel leaves, tenure and promotion, salary review, evaluations,
faculty honors, awards, and fellowships, visiting scholars, and the faculty handbaok. Our team also provides budget support for funding faculty

positions, new faculty start-up packages, and other financial commitments in support of the Academic Affairs strategic plan.

LEARN MORE ABOUT HIRING PROCEDURES FOR FACULTY AND STAFF POSITIONS

2. Onceyou are on the Dynamic Forms subpage of our website, click on “Dynamic Forms
Login” which will direct you to use your TXST credentials to log-in.
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Dynamic Forms

What is Dynamic Forms?

Dynamic Forms provides a simple way for non-technical users to take any paper-based form and quickly build a sophisticated, interactive
electronic form that can be flowed for approvals. This secure, state of the art e-sign/workflow system ensures all information for common

requests is gathered, stored, and approved in one location.
What does this mean for Texas State University?

Most of the forms that are commonly utilized by Academic Affairs have transitioned to a paperless format. Dynamic Forms is one of the software
programs used to help in this transition. Forms can be initiated and signed at any time, and once the forms are complete, can be easily
accessible via your Dynamic Forms Inbox. This also allows users to view the status of pending forms and how long it has been in a participant's

queue.

DYNAMIC FORMS LOGIN

**Please note - only use the link above if you have any pending documents, or if you want to review your form submission history. To

initiate new forms, please see the List of Forms Currently on Dynamic Forms section below.


https://facultyresources.provost.txst.edu/dynamic-forms.html

3. After signing in with your TXST SSO credentials, you will be redirected to the “Forms History”
page of Dynamic Forms. From here, you will need to click on “My Forms,” then “Forms | am
copied on.”
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4. Now thatyou are in your CC inbox, you can review the forms that were sent to your
department chair/school director/dean. There are two options for reviewing the forms —you
can open it as a PDF by selecting the PDF icon, or you can open it on your browser by
selecting the HTML icon. Please note — you cannot sign or complete forms on behalf of your
supervisor.

5. If you would like to review a form that has been completed, you will want to click on “my
forms,” then “form history.”



