
Outside Consulting Form Process Documentation – Requestor 
 
 
Outside Consulting Form 
 
Log in required (Novell credentials) 

 
 
 
The form will open and based on the login credentials the employee name and email will populate.  This information is read 
only. 

 
 
 
Once the form is submitted, the following message will appear.  
 

 
 
 

http://go.niu.edu/OutsideConsultingForm


Based on the email address above you should receive te following email. 
 

 
 
 
The department head will auto populate based on the department selected. This information is a table updated from HR data.   
If an alternate approver needs to be selected check the box and enter the Account Id for the individual, which will also auto 
populate.    
 

 

 
 
Both the Department head and alternate, if applicable, will receive an email indicating the form is ready for their review. 
 
The Department will approve or deny the form.  If the form is approved the form will route to the College.  If the form is denied 
an email with explanation and instructions will be sent. 
 

 
 
 
 
 
 
 
 



Using the link in the email login using Novell credentials, make the appropriate corrections, save and click the correction 
complete button. 

 
 

 
 
Once the correction complete button is pushed you will see the following message: 

 
 
 
 
On yes, the form will move back to the department and the inbox will be empty. 
 

 
 
 
 
 
 
 
 
 



The following email will be sent. 
 

 
 
The department will also receive another email letting them know they have a form that needs approval. 
 
Once corrected by the requestor the form will route back through the Department and College for review/approval. 
 
The process will be repeated the same as above if returned by either the College or Provost Office.   
 
 
 
When the proposed end date has ended, the following email will be sent with instructions to complete the time spent on the 
activity. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Using the link, log in with Novell credentials to open and complete the annual report. 

 
 
 
 
The message to complete the time and click the green submit time button is included at the bottom of the form. 

 
 
 
 



 
When the submit time button is pushed there will be a prompt to say yes or no.  No returns them to the form and yes verifies 
time has actually been submitted.  
 

 
If the time field is empty, the following message will appear. 

 
 
 
 
Once the time has been entered and the form submitted, the window can be closed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Outside Consulting/Research Form Workflow 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


