
Approving a Secondary Employment Form  

1. When an employee submits a Secondary Employment Form, you will receive an email. In the 

InfoEd module, an inbox message will be available and the item will show up in your 

Assignments widget. Examples are shown in the three screenshots below:  

Email: 

 

InfoEd Inbox: 

 

 

Assignments Widget: 

 

 

 



2. By clicking the hyperlink available in either of the communications, the application will open a 

Reviewer window as shown below 

 

3. To review the Secondary Employment Form, first click the (green) “Review” tab on the left. 

You can then either view a PDF of the form by clicking the “PDF” hyperlink on the right side of 

the screen, or you can view the eForm by clicking the “Secondary Employment” link on the left 

side of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 



 

4. When you have reached a decision for the form, you can add any comments as applicable in 

the “Add Comments” section below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Be sure to include the comments in the box most appropriate for the desired audience. There 

is a comment box for everyone, one for PIs (in this case, that is the person who submitted the 

form), and one for Reviewers: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. Once you have logged your comments, please select a decision on the right side of the screen 

using either the “Approved,” “Return for Revisions,” or the “Not Approved” buttons. 

 

 

 

 

 

 

 

 

 

 

 

7. If you would like to view the route of this Form, you can click the (blue) “Route” tab on the 

left side of the screen before completing your decision. 

 

 

 

 

 

 

 

 

 

 

 

 



 

8. Secondary employment approvals are valid for one year. If the employee continues to engage 

in external employment beyond that year, they must submit a new approval form annually. 

Additionally, they must submit a new form any time there are changes to their external 

employment—such as a new employer, different job duties, or changes in work hours. 

For general questions about the policy, contact Trisha Ray at trisharay@wcu.edu or 828-227-

2522.  

For questions about conflicts of interest or the InfoEd module, contact Kelly Tornow at 

ktornow@wcu.edu or 828-227-7116. 
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