
OneForm Feature Update (October 15, 2014) 

BEHIND THE SCENES 

Secure File Transfer (New Feature!) 
Completed hiring records (SAN, Signed Offer Letter, Work Permit), once approved by a SAN-Schulich 
Final Approver will now be sent to Corporate HR using a Secure File Transfer method.  This replaces the 
current method of sending these documents by email attachments.  
 

1. After the Schulich Final Approver has APPROVED the SAN, the Email SAN button becomes 
enabled. 

2. After the Email SAN button is initiated, the OneForm checks to see if the email has already been 
sent.  If it HAS, then a message appears indicating that it has already been sent and prompts “do 
you want to continue”” Yes/No (note:  if No is selected, then no email or documents are 
transferred). 

 
3. The subject on ALL emails will be SURNAME, First Name (OneForm Tracking#) 

 



4. The message in the email will be created dynamically depending on the current attachments 
associated with the OneForm record.    One of the following four (4) messages will be contained 
in the body of the email:   

a. When a SAN, Offer Letter, & Work Permit is associated with a record:    
“Please see SAN, Offer Letter and Work Permit for EmployeeFirstName 
EmployeeSurname” 

b. When a SAN & Offer Letter is associated with a record:    
“Please see SAN and Offer Letter for EmployeeFirstName EmployeeSurname” 

c. When a SAN & Work Permit is associated with a record: “ 
“Please see SAN and Work Permit for EmployeeFirstName EmployeeSurname” 

d. When only a SAN is associated with a record:     
“Please see SAN for EmployeeFirstName EmployeeSurname” 

5. After sending the email, ALL Files (SAN, Offer Letter, Work Permit) that are currently attached to 
the OneForm record will be transferred to a secure location that Corporate HR will access.  
Corporate HR will retrieve the information from this location. 
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