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Softdocs etrieve - Form Instructions 
CP Career Practicum Registration 

 
Direct link to form: https://domcentral.etrieve.cloud/Index#/form/153 

 
Alternate access: 

1. Open Softdocs etrieve: https://domcentral.etrieve.cloud/Index 
2. Click on “Forms” 
3. Scroll down to “Career Programs & Employer Relations” section (or use search box) 
4. Click on desired form 

 
Workflow process: 

1. The student opens the form and their ID, name, email, & other information autofill. 
2. The student completes these sections and signs. 

a. Student Information 
b. Career Practicum Information 
c. Registrar Add/Drop 
d. Employer Information 
e. Student Agreement 

3. The student receives an email confirming submission. 
4. International Student Advisor approves or denies (if student holds F-1 or J-1 visa). 
5. Career Programs Assistant Director approves or denies, then signs. 
6. Advisor reviews and e-signs (skipped if not reviewed within 2 days). 
7. Hiring Manager approves or denies, then e-signs. 
8. Registrar reviews to complete add/drop. 
9. Athletics reviews (if student is athlete). 
10. Residential Life (Main or Chicago) reviews (if student lives on-campus). 
11. Financial Aid reviews (if summer grant is requested). 
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12. The student receives an email of approval (or denial at step it occurs, including 
denial reason). Career Programs Assistant Director is cc’d on email. 

13. The form files in Softdocs etrieve Content (document repository). 
** Reminder email sent every day to person or department when a form is waiting at a step. 
 
Softdocs etrieve issues: Please submit a Support Ticket to Information Technology 
https://support.dom.edu/TDClient/2074/Portal/Requests/TicketRequests/NewForm?ID=C
neTR2sN8Jk_&RequestorType=Service 
 
Example screenshots for students (for staƯ & faculty, skip to page 10): 

 



3 
 

 



4 
 

 

 



5 
 

 
If your Wage Type is “Unpaid,” then you will see the above box (about non-profit). 

 

 
If your Wage Type is “Paid Hourly,” then provide the “Hourly Pay Rate.” 

 

 
If your Wage Type is “Stipend,” then provide the “Total Stipend Amount.” 
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DON’T FORGET TO SUBMIT 

 
Form errors: 

All boxes with red asterisk must be completed to “submit” the form. 

 
 

Draft form: 
Forms are automatically saved in the student’s Softdocs etrieve Central “Drafts” and 
can be resumed at any time. 
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Example screenshots for staƯ & faculty: 
International Student Services & Career Programs 
Receive this notification to approve or deny a form 

 
 

Advisors 
Receive this notification to e-sign a form 
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Employers 
Receive this notification to e-sign a form 

 
 

Registrar, Athletics, Residence Life, & Financial Aid 
Receive this notification to review a form 
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To open and process a form 
1. Notifications sent to department email addresses - DO NOT click link in email 

a. If sent to personal DU email addresses - OK to click link, then skip steps 2-4 
2. Open an Incognito or Private browser 
3. Navigate to Softdocs etrieve Central (https://domcentral.etrieve.cloud) 
4. Log in with your department email address and password 
5. Click on “Inbox,” then a specific form in the center pane 

 
6. Review the form and do any processing in other DU systems 
7. Scroll to the botton of form and click "approve" 

**Only International, Career Programs, and Employer have a “deny” option** 
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Next are screenshots specific to: Advisors/International, Career Programs, Employers 
 
Advisors & International - Sign & Date 
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Career Programs - Name search, choose name, verify email address 
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Denying with a reason 

 
 
Approving, no reason needed, choose student status 
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Employers - Read agreement, enter job title, sign, date & approve (or deny) 
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