How to Locate and Complete Dynamic Forms in your Inbox

1. To access your Dynamic Forms 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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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, 1ts, d leaves, tenure and promotion, salary review, evaluations,
faculty honors, awards, and fellowships, visiting scholars, and the faculty handbook. 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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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 “Pending /
Draft Forms.”
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4. After clicking on “Pending / Draft Forms,” you will be brought to your Dynamic Forms Inbox.
There are a few things to note here with your inbox:
a. Form Name: This will tell you the name of the form that is in your inbox.
b. Status: This will tell you if it is sitting in your queue for approval or if it has already
been sent out of your queue. If a form shows a status of “incomplete,” that means
that the form requires your signature in order to move on to the next participant. If a
form shows a status of “Processing,” then that means you have already signed the
form and no longer need to take any action.

5. Now that you have access to your Dynamic Forms Inbox, you can see the list of forms that
are either in your queue for approval or have already been sent out. To sign and complete a
form, please click on ACTIONS and then COMPLETE FORM. Selecting “PDF” or “HTML” will
not allow you to complete the form. Those two only open READ-ONLY versions of the form.
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6. After clicking on “Complete Form,” you will be brought to the form that can be reviewed and
completed by you. Once you have finished reviewing the form, you have two options for

completing the form:

a. Approve: Sign the form, then click on “Submit form” at the bottom to indicate that
you approve and that it is ready to be reviewed by the next participant. You may

enter any comments that you would like to add, but it is not required.

b. Disapprove: Do not sign the form. Instead, click on “return for revisions” found at the
bottom near “submit form” at the last page of the form.
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After clicking on return for revisions, an email message box will pop up. You
will be able to select who you would like to return the form to, the subject of
the email, and the body. Please be as detailed as possible with the body of
the message and add your signature at the bottom. All forms revision emails
are sent through our facultyrecords@txstate.edu email, and your signature
would help us keep a record of who sent the form back. Once the “To,”

“Subject,” and “Body” have been completed, click on “Return this form for
revision” to complete this task.
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