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Introduction
Human Resources and Payroll will begin utilizing Dynamic Forms, a web-based interface that allows departments to
submit forms through an online workflow, for certain Human Resources maintained forms. Dynamic Forms will give
departments the flexibility to submit forms online, track the status of forms in the workflow, and retrieve and save
HTML and PDF versions of forms.
While Dynamic Forms will keep a history of forms received, limited space capacity and changes to forms and processes
limits the ability for forms to be retained indefinitely. Therefore, departments still must maintain a copy of forms within
their department’s personnel files.
Forms can be accessed through a direct link provided to departments or at Human Resources and Payroll Forms.
To track or view draft/submitted forms, users can log in to Dynamic Forms Home.

Unit Approvers
Unit approvers must be set-up prior to being able to approve forms that are submitted to them. If approvers wish to be
added 1) Login-in with your Patriot Pass Username/password at this link, then 2) Email mkirk4@gmu.edu with the unit
you wish to approve for so that you can be added as an approver and this document can be updated. Form submitters
do NOT need to be set-up in order to submit forms.

Provost Units
College of Education and Human Development
Jackie Anderson

jander14@gmu.edu

College of Health and Human Services
Germaine Louis

College of Science
Dan Taggart
Maria Walters

dtaggart@gmu.edu
mwalter1@gmu.edu

College of Visual and Performing Arts
Catherine Winkert

cwinkert@gmu.edu

Office of the Provost
Provost Personnel Project Management

provppm@gmu.edu

Submitting a Form
Forms are accessible via the HR website. Upon clicking a form that utilizes the Dynamic Forms workflow, submitters will
be asked to log-in with their Patriot pass username and password.
1. Once logged in, click “Complete This Form.”

2.
3.
4.
5.

Enter the appropriate UNIT APPROVERS
Complete form and click “Next”
Electronically sign the form as your name appears
Click “Sign Electronically” to submit the form. You should receive a confirmation message and email to
confirm that your form has been submitted.

6. You can now review the PDF version of your form and TRACKING A FORM.

Workflow
Once a form is submitted, it will be automatically moved along in a workflow.

Faculty and Classified Separations
Submitter

Unit Approver

Vice President/Provost Approver

Human Resources for Processing

Faculty Transaction Forms

Additional Approvals
If a unit wishes to require additional signatures internally, such as department heads, the submitter has the option to
“Save Progress” instead of clicking “Next” to submit the form. Once they have saved the form, they may wish to log into
their “Pending/Draft Forms” to print the HTML version of the form and have others sign before officially submitting.
However, submitters must remember to log back in and submit the form!
1. Complete form and “Save Progress”

2. Log Out after saving

3. Log back into the Dynamic Forms Home Page
4. Review Pending/Draft Forms
5. Select the HTML version of the form you wish to print
6. Obtain additional signatures (you may wish to upload it to the form)

7. Log back in and submit!

Tracking a Form
Pending/Draft Forms
The submitter will receive a confirmation email when 1) they have submitted a form and 2) when all required signatures
have been collected and the form reaches Human Resources for final review and processing.
The unit approver will receive an email to review and approve the form once it is submitted.
Submitters and approvers will be able to log into Dynamic Forms and review the status of forms. Unfortunately, the
Form Name is the only identifying information from the “Pending/Draft Forms” view. Therefore, it is highly encouraged
to maintain all confirmation emails so that you may use the email timestamp to keep track of the forms. Of course, you
can always sort through the forms by clicking the PDF or HTML for the full details, but ain’t nobody got time for that.

You can review the status of the form in the workflow by clicking on the PDF or HTML version of the form and reviewing
the signature lines at the bottom.

Forms History
Once a form has reached HR for final processing, the form can be viewed in “Forms History” as opposed to
“Pending/Draft Forms.” While Dynamic Forms will keep a history of forms received, limited space capacity and changes
to forms and processes limits the ability for forms to be retained indefinitely. Therefore, departments still must
maintain a copy of forms within their department’s personnel files.

