View a Signhed Clearance Sheet




Step 1: Log on to FormBlaster

® Once a clearance sheet has been signed by all responsible

parties, it is available in FormBlaster to be viewed.

® (Go to : Log on using your

BSU Outlook username and password.

e A link to FormBlaster is also available on the Sponsored

Programs Office website under “Proposal Development” .



http://www.bsu.edu/formblaster�

Step 2: Access search form

FormBlaster

Ball State University Electronic Forms

Searhrint This Page  Stores Monthly Summary logged in.

Welcome to Formblaster, web site fpf manaaging your electronic forms. From here, you may create a new form by

choosing from the list of form authorized to create, review a specific form by entering its Document 1D, or
use your activity lists to approve and reu&rms.

Create new: | Select form to create new |Z|
-0r -
Look up form by Document 10:

Click the link “Search”

Your activity lists:
= Approve

= Proxy

= Pending

FormFinder

Home Help Search Print This Page Stores Monthly Summary




Step 3: Enter Criteria

\":‘

FormBlaster

Ball State University Electronic Forms

2

Home Help Search Print This Page Stores Monthly Summary logged in.
Search Formblaster

FPlease note that while the search will return a list of all documents that match your search criteria, you will only be
allowed to view those documents that you are authorized for.

General Search Criteria:

Please select a document type and at least one other search criterion, then click "Search”.

Document Type Clearance Sheet |- SeleCt
(required) -
FPlease select one ofthe following: «
Account Mumber Aszszistant Residence Hall Director Contract al) Clearance
BU S| Qo
MZentral Stores Order »
Date Range ‘Clearance Sheet ) Sheet for the
gnloyee Requisition
Crag T e teraheaicianideninn Document
Grad Miscellaneous Payment Contract
Mame Henors Undergraduate Fellowship Contract T e
Motice of Appointment yP *
Student Employment ired [ = |
Undergraduate Fellow
BSU ID Undergraduate Internship(SGA) Contract mp Requisition, SEA or Grad documents
Undergraduate Resident Assistant Contract
s8N may be used to search for MOA, Emp Requisition, SEA or Grad documents

only

Sort results by E|




Step 3: Enter Criteria

FormBlaster

Ball State University Electronic Forms

N
Home Help Search Print This Page Stores Monthly Summary logged in.
Search Formblaster
Please note that while the search will return a list of all documents that match your search criteria, you will only be
allowed to view those documents that you are authorized for.
General Search Criteria:
Please select a document type and at least one other search criterion, then click "Search”.
Document Type Clearance Sheet = Select
(required) 73 . o 1
Account Mumber (subcode aptional) PrlnCIPa
: »

Date Range From To (ex: mmiddiyy) InveStlgator

These dates represent. | Date Form Created |w | as the Name
Mame Last First type,

Find this name as: Principal Investigator E|

StudentEmployee being hired
may b|Created the Form uisition, SEA or Grad documents

BSU ID .

anly
SSN may o qtisition, SEA or Grad documents

only
Sort results by [~]




Step 3: Enter Criteria

FormmBlaster

Ball State University Electronic Forms

7 N
Home Help Search  Print This Page Stores Monthly Summary logged in.
Search Formblaster

Flease note that while the search will return a list of all documents that match your search criteria, you will only be

allowed to view those documents that you are authorized for.

General Search Criteria:

Flease select a document type and at least one other search criterion, then click "Search”.

Dncu_rnentType Clearance Sheet E| Entel"

(required) . .

Account Mumber (subcode optional) prlnCIPal

Date Range From To (ex: mmdddiyy) lnveStlgator
These dates r sant Date Form Created name

Mame Last | Smith First | John
Find this name as: Principal Investigator E|

BEU D may be usedto search for NOA, Emp Requisition, SEA or Grad documents
only

agM may be usedto search for MOA, Emp Requisition, SEA or Grad documents
only

Sort results by E|




Step 4: Search!

FormBlaster

Ball State University Electronic Forms

Search Print Thiz Page Stores Monthby Summary

Search Formblaster

Home Help

Please note that while the search will return a list of all documents that match your search oriteria, you will only be
allowed to view those documents that you are authorized for.

General Search Criteria:

Flease select 8 document type and at least one other search oriterion, then cick "Sesrch™.

.I’:)acx_l_rnEr!t Typ= Clearance Sheet IZI
{required)

Account Number {subcode opticnal)
Date Range From To {ea: mumv'didiy

These dates represent: Date Form Created IZI °
Name Last [Smith First [John Clle
Find this name as: Principal Investigator EI

BESU ID may be used to search for NMOA, Emp Requisition “Search,, at

only
S5 may be used to search for NOA,

bottom of
Sort resul
Form-spe]

¢ enter additional search oriteria. Form

For a3 spe

NOA, En

Lt from Building list [=] Reom

G IZI

[ex: 2003/2004)

Clearance Sheet Froposal Mumber

L y

Home Help Search Print This Page Stores Monthhy Summary logged in.




Step b: ldentify Clearance Sheet by Title,
click Document ID to view

FormBlaster

Ball State University Electronic Forms

Home Help Search Print Thiz Page Siores Monthly Summary legged in.
Formblaster Search Results

Searching for
Doc Type SPC
Mame John Smith

Doc Type D:.'-f:umenfc ID, Doc Info
[Click to view)

Clearance Shest Ball State Universit (82809 )

Clearance Shest Creation of 8 Concep (122-10 )

-

Clearance Shest < Green Comections Wh (8§24-09 ) I

Clearance Shest Lilly Project 2020 (82509 )

Help Search Print This Page Stores Monthly Summary
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