
Academic Forms On-line Interface 
 

For academics the initial blank form displayed will be the outside annual form if it has not yet 
been submitted for the last required year, if it has already been submitted then the form to 
request permission to engage in a Category I outside activity will be displayed. 

 

 

The on-line form system is navigated via the two drop-down menus towards the upper right 
hand corner called: 

 ‘Select Forms’, and 

 ‘View Past Requests’. 

 

 

 

 

 

 



Using ‘Select Forms’ will bring up a blank version of the selected form.  ‘View Past Requests’ 
will display the academic’s documents.   

 

Documents awaiting action are sorted to the top of the list. In the status column (the first 
column), Returned documents will be indicated in red while Draft(s) will be blue. 

Documents can be viewed by clicking on the links ‘Returned’, ‘Draft’, ‘Edit’, or ‘View’.  A 
document can be copied as the starting point for a new document by using the ‘Template’ link in 
the last column. 

The next to last column can be used to ‘Delete’ drafts and ‘Cancel’ submitted documents that 
have not yet been approved. 

 

 



When viewing an existing document there are additional options.  The below document is a draft 
Sabbatical request. 

 

‘Download document’ will generate a pdf of the document.  ‘Template new request’  creates a new 
document based on the current document. 

 

If comments have been attached do a document then the comments will appear at the top of the 
document.  In the below example the reviewer ‘Test, Three’ has commented twice about the 
document. 

 

 

 

 

 

https://academicpersonnel.ocp.ucdavis.edu/FormsOnLine/Download.cfm?Form=FormsLeaveSabbatical&Frames=Off&RecordID=111111111506&ViewType=Print�
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The routing history of the document plus the review steps still left can be found at the bottom of 
the document. 

 

 

 

 

 

 

View the history by clicking on the [+/-] symbol.  
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