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Submitting a CRA Form 
Our Computing Resource Application (CRA) form is used to request new access and process additional 
change requests. Please use this form any time you need to request additional access to our systems. To 
Access the CRA form please use this link: https://www.csupueblo.edu/information-technology/services-
and-systems/computing-resource-application.html.  

Note: The CRA form goes to an error page outside of campus, but external functionality is due for release in 
April 2023. Please follow the directions within the webpage when you receive the error.  

 

Steps: 

1. Click the “Begin CRA Request” to get started. 
2. This Section of the CRA form describes the type of access the CRA form can be used for. 
3. Please keep in-mind a CRA does not need to be submitted for things like a basic personal email or 

employee email, internet access, Microsoft Office, network drives (I: and L:), or Blackboard access. 
4. Mimicking a user’s account will not be granted on a CRA. Additionally, there are links to submitting 

a ticket for setting up a printer and for software package installs. 
5. The Banner Submissions Forms have split from the CRA Form. There are 9 specific forms you can 

now submit for Banner Access. 
6. You can create a new account, modify existing an existing account, or terminate an Account. Click 

the “Modify Access for Existing Account” radio button to continue. 
7. By entering your NetID the other fields will auto-populate.  
8. Take note of the email that is listed in the supervisor University Email field as this is where the CRA 

form will go for approval. 
9. Click the “Next” button to continue. 
10. As an example, you may select one or more option if needed from this section. Click the “Surpass” 

checkbox to continue.   
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11. If you are only selecting options from the Additional Data NOT required section, you need to use 
the Submit – Only if CRA section below aren't required button. Note: This will kick off the workflow 
for those areas immediately. No other information is needed. 

12. Click the “Next” button to continue. 
13. If any of the options from the CRA Form Section are checked the Submit – Only if a CRA section 

below aren’t required becomes greyed out and cannot be selected. 
14. Once all the access types are selected you are ready to move to the next step. Click the “Next” 

button to continue.   
15. Because AIS wasn’t selected from the previous screen everything is greyed out. 
16. Click the “Previous” button to go back to enable the AIS section. 
17. Click the “Next” button to continue.   
18. Now you can make your AIS changes. 
19. Click the “Next” button. 
20. Because the additional forms weren’t selected from the main screen they are greyed out. 
21. Click the “SUBMIT” button to continue. 

What is Filebound 

FileBound is a provider of digital solutions for document and workflow management. It offers a full 
document life cycle management solution, FileBound streamlines business processes through document 
imaging, records management, workflow automation, systems integration, and electronic forms capture.  

Currently, Filebound is being utilized by HR for document management. And, on the student side it used for 
tracking grants and the population for student's department. Nursing is using Filebound to track their 
students on how they are doing in the Nursing Program. And the staff are using Filebound to track 
employee files. Additional ways you might use Filebound is to track timesheets or invoices. 

Logging into FileBound Internal 
Steps: 

1. To access Filebound please enter  https://docimage.csupueblo.edu/FB7 into your address bar. You 
are seeing the login screen because Filebound is Active Directory Authenticated.  

2. Enter your “NetID” and “Password” to login. 
3. Click the “Sign-In” button to continue.   
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Setting User Preferences 

 

Steps: 

1. Click on your “NetID” from the upper right-hand corner of the screen. 
2. Choose the “Preferences” option from the drop-down menu. 
3. As a Data or Approval Owner you may decide to use the Global Assignments for your Start Screen 

or if you are an IT Administrator that utilizes Filebound a-lot then you might want to select Project 
Search for your Start Screen. Click the “Start Screen” drop-down menu. 

4. Select “Global Assignments” from the Start Screen drop-down menu. 
5. Another option to beware of is the Default Project Type. The most common option defaults to the 

Most Recent Project Type. Click “Most Recent Project Type” option. 

Note: However, you may want to change the Default Project Type to the CRA Process Report If you're 
always working with CRA projects or if you are frequently looking at the HR projects then you might want 
to select HR.  

6. When you conduct a lot of searches in Filebound you will come across many different spreadsheet 
looking grids. You have the option of restoring the grid settings. Click the “Restore Assignment 
grids to Admin default” checkbox resets your columns. 

7. Click the “Restore Grids” button. 
8. Click the “OK” button. 
9. There are two types of views in Filebound, the Web Viewer and the Windows Viewer. We 

recommend you always use the Web Viewer because the Window Viewer will be going away in the 
near future. Choose “Web Viewer” from the drop-down menu.  Web Viewer should be set by 
default. 

10. Click the “Save” button anytime you want to save a change.  
11. Click the “User Information” tab. The User Information screen displays your account information. 

This information is getting pulled automatically from Active Directory. If you change the data here 
it will be overwritten nightly by the information in the Active Directory. 
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12. Click the “Password” tab. The Password screen allows you to change your Filebound password. It is 
not recommended to change since AD authenticated, Filebound is going to use the same password 
as what you use to log into your computer every morning. 

13. Click the “Saved Searches” tab. Saved searches tab allows you to easily locate any saved searches. 
From this screen you can either edit the saved search, conduct a search based off the saved 
searches, or delete a saved search.  
 

Filebound Assignments 

 

Steps: 

1. The Assignments tab will display all your assignments that you need to act on whether it is 
approving, rejecting, or cancelling an assignment. Click the “Assignments” icon. 

2. The left-hand navigation displays the workflows for all your assignments. If you are over multiple 
projects, you'll see the corresponding workflows. Clicking on “Global” will show you all the 
Assignments in a single view.  

3. Click on the individual assignments to narrow down the view.  
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Conducting a Search in Filebound 

 

Steps: 

1. As a Data Owner/Supervisor you should have the ability to search for records. Click the “Search” 
icon to begin your search. 

2. You can search for different projects using the Project Search screen. Click the “Project” drop-down 
menu. 

3. Select “CRA Process” from the drop-down menu. 
4. Click the “Search” button. The search results for the CRA page are now displayed. 
5. You can narrow down your search by defining more search criteria utilizing the additional search 

fields. Enter your “c123456789” into the NETID field to search for all files that have been put in for 
you. 

6. Click the “Search” button. 
7. You can either select the correct Project you were looking for or edit the search further to narrow 

down your search results. Click the “Edit Search” link in the upper right-hand area of your screen.  
8. The Department field is commonly used to narrow down the search results. Enter the correct 

Department you want to view. 
Note: Notice on the Edit Search screen your previous search criteria is still displayed.  

9. Once you have entered all your search criteria click the “Search” button. 
Note: You can also save your search by clicking the “Save Search” button and naming your search.  

10. If there is only one result that fits the search criteria Filebound displays the actual file with indexing 
fields loaded on top with documents below. When this search screen is displayed no changes to the 
data are needed nor should be changed on this screen since it is not search data 
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11. Return to the previous screen to conduct a new search. Click the “Search” icon on the left side 
12. The Edit Search screen also contains the option to conduct a more advanced search. You will need 

to expand the Advanced search options. Click the “Advanced Search Options” drop-down menu. 
13. The most common advanced search used includes Date Changed ranges. Enter the Dates into the 

field and click the “Search” button. Your Search results are displayed. 
 

Viewing a File 

 

Steps: 

1. You can view one or multiple files by selecting the check box(s) in the first column. Click multiple 
“check-boxes” for the records you wish to see.  

2. Once you have selected the records click the “View” within the Project: CRA Process section. 
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3. All the files you selected to view are now displayed in the viewer window in a cascaded format. You 
can close the folder tree by selecting the folders you wish to collapse. Click the top level “Folder” 
with the name of the person you are viewing the CRA Process for.  

4. The web viewer opened in another tab or window depending on your browser settings. A 
document that was electronically imported and attached to one of the projects should now be 
displayed. 

5. You can leave this tab open or close it to return to the list of Files. Click the “X” to close the tab. 
 

Using the Clipboard 
An example of using this function would be if an admin assistant submits 5 CRA's for their adjunct faculty 
and they want to keep an eye on those items. Having to click just one button to find all 5 of the files is 
much faster than trying to locate them using the search function. 

 

Steps: 

1. Depending on the type of access you have will depends on what kind of options you see in this 
upper left-hand corner. As an Admin you can view or delete all the files or physically route them 
down an additional workflow. From the Search screen select a few more files. Click the “check box” 
for the files you wish to view. 

2. Click the “Clipboard” icon on the left side of the navigation menu. 
3. The 5 files are now successfully moved to your clipboard where you can easily find and monitor 

those projects. Click the “OK” button. 
4. Click the “Clipboard” icon to continue. 
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5. Now the Clipboard icon shows the files that were just added. To view those files, you will need to 

look in the clipboard.  
6. You can remove the contents of your clipboard at any time without removing or deleting the files. 

Click the “Remove From Clip Board” link. 
 

Adding Content 
The add content function allows you to add different file types to your files. An example of this function is 
adding additional documentation like emails during the CRA Process for the user. 

 

Steps: 

1. The File Entry screen allows you to add or modify certain data elements to a file.  
2. The Scan Document function is rarely used, but this function allows you to scan files into Filebound 

directly. 
3. The most used function in the Add content screen is Upload Documents. Click “Upload 

Documents” link. 
4. You can either drag and drop a file to upload or browser your computer. Click the “Browse” button. 
5. The File Explorer window that houses all your documents on your computer should be displayed. 

Select the document you wish to upload. Once it has loaded click the “File Now” button. 
6. Once the file is added to Filebound your next steps are to determine how you want the file 

indexed. Please populate the fields found under the Indexing section. Once you have completed 
the fields click the “Save” button. You have the option to upload to existing file or to a new file. 
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Additional Search Functions 
Our Computing Resource Application (CRA) is how CSU Pueblo faculty and staff request access to various 
resources or systems on campus. 

 

Steps: 

1. To begin you will need to conduct a search to locate the correct CRA Process. Click the “Search” 
icon.  

2. To search for File in the CRA Process you will need to conduct a search. Click the “Project” drop-
down menu to continue. 

3. Select the “CRA Process” from the menu options. 
4. Enter a NetID into the NetID field and any other search criteria needed to narrow down the results. 

Click the “Search” button 
5. All the CRA Processes are now displayed based on your search criteria. Now, you will need to open 

one of the CRA Processes. Click the “Paper” icon to continue. 
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6. The left side navigation menu shows you the CRA process project. The top-level folder is the CRA 
Process Project. The second folder shows who the file is indexed for, and the embedded folder 
shows the contents of the uploaded file(s). 

7. There are a few additional functions of Filebound which can be found on the lower left-side of the 
screen. Click the “File Tree” icon. The File Tree function provides additional ways to filter the File 
Tree folders found above. 

8. Click the “File Activity” icon to continue. 
9. The function allows you to see where the file has been or add comments to the files. Click the 

“Filter: Showing File Comment” drop-down menu. 
10. The File Activity option is seldomly used as most notes comment are found within the documents. 

Click the “File Details” icon to continue. 
11. The Files Details is frequently used to see the indexing information found within the project. To 

view more details, you can drag the File Details section up by clicking on the dots and dragging 
them up. Click the “Dots” to continue. 

12. You can edit the File Details fields if needed. For example, this CRA process is listed under the 
wrong department.  

13. The orange highlighted field means a change was made but has not been saved. Simply, edit the 
department and click the “Save” button. 
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Viewing File Notes and Document Properties 
The File Notes section allows you to make comments or notes about the file, this is different than making a 
note on the document itself.  

The document properties are displayed in the Document Information section. These are very helpful to a 
data owner. 

 

Steps: 

1. Click the “File Notes” icon. 
2. If you decide to utilize the File Notes you will need to enter your note into the File note field and 

click the “Save” button to attach the note within the file.  
3. The document properties are displayed in the Document Information section on the right-hand side 

of the screen.   
4. The documents notes are a handy function. They allow you to make notes on the document itself 

vs what you saw earlier which allowed you to enter notes or comments on the file. Once you have 
entered your notes or comments click the “Save” button.  

5. Once the comment was saved an exclamation point is added to the icon to let the users know there 
is a comment on the document. The exclamation point will always be there unless the comment is 
deleted. 

6. At this point there is no need to worry about the signatures. This is only needed if Docusign was 
incorporated into this project.  

7. Click “Document Activity” icon to continue 
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8. The Document Activity is the most important area as it will tell you the details of where the CRA 
has been routed. 

9. The Filter function allows you to narrow down your views by either Activities, Comments, or 
Actions.  

10. We want to view All activities, click the “ALL” option.  
11. All activities are now displayed. This view will also show you how many times someone has edited 

or viewed a document.   
12. The web viewer opened in another tab. You can leave this tab open or close it to return to the list 

of Files. Click the “X” to close the tab. 
13. All the CRA Processes are now displayed based on your search criteria. Now, you will need to open 

one of the CRA Processes. Click the “Paper” icon to continue. 
14. When a person approves a workflow, their comments will be added to this document journal along 

with any activity. This is useful as is show where the document started down the workflow path 
and where it ended. 

15. The web viewer opened in another tab. You can leave this tab open or close it to return to the list 
of Files. Click the “X” to close the tab. 
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Viewing a CRA that needs approval 
If you are a supervisor and or a data owner, you will be approving or rejecting documents in your queue.  If 
you do not have anything to approve or reject, then this area will not be present. 

 

Steps: 

1. Click the “Global Assignments” icon to continue 
2. Find the Assignment that is named CRA Process and click the “Paper” icon to open the document. 
3. As a data owner If you have active workflows in your assignment then the workflow options icon 

will appear. 
4. Since the workflow options are available to you, you now have another feature called Map. 

Click the “Map” icon to continue. 
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5. The Map function allows you to see where you are at within the CRA Process workflow. In this 
example you are the last approval needed before it goes to the end user.  

6. Click the “X” to close the window. 
7. This user completed the training on 12/15/2022 and this CRA Process is ready for approval. Click 

the “Approve” button.  
8. Enter any notes or comments you want about the workflow action and then you are ready to save. 

This message will be sent to the help desk, the supervisor, and to the user since it is the last 
approval step in the list.  

9. If it’s not the last person in the workflow or in the last assigning authority in the workflow, then you 
would see the notes in the Workflow comments. Click the “Save and Continue” button. 

10. As a data owner you will see that the workflow has been taken out of your queue and now you only 
see three icons on the right-hand side. 

11. Make sure you see the message that the workflow Operation is Completed before exiting out of 
this document. Click the “X” to continue. 

12. You will need to refresh your screen to see that the Assignment has been removed. Click “Refresh” 
to update the Global Assignments view.  

13. You have now successfully approved a CRA Process Form.  

 

 
 

 

 

 


