
We recommend using Mozilla Firefox, Safari, or Google Chrome for optimum functionality. 

How to Get to the Forms Application 

You can get to the Forms Application in two ways. 

Option 1 

1. Go to my.fresnostate.edu to sign in  
2. Click on the Forms Portfolio link 

 

3. Click on Electronic Forms link 

 

4. Go to the University section and click the Key Request link.  If the Key Request link does not appear on 
your menu, click on the Customize Selections link. 

 

 

https://my.fresnostate.edu/


Option 2 

1. Go to https://forms.fresnostate.edu/ 
2. Click on the Login link. 
3. If you are already signed into a Fresno State application then you will be automatically logged in after 

clicking Login. If you are not signed into any Fresno State application, then sign in with your Fresno State 
credentials using your username and password. Click Login. 

 

 

https://forms.fresnostate.edu/


How to Approve or Deny a Request  

1. Go to My WorkItems.   
2. Select Key Request from the Document Type list.  Under My WorkItems, it will give you a list of all of 

the requests that you need to take action on. 
3. Click on the Doc.ID of the request you want to process. The request form will open up for you to review 

and approve/deny. 

 

 

4. After reviewing the request you can approve or deny the form. 
 To Approve click on the Approve button at the bottom-left of the form. The below Task Success! 

message will appear and click on the Close Window button. 

 
 To Deny click on the Deny button.   

o When you click Deny, you will be required to enter the reason you denied the request. 
Then click Save Changes. The requestor will have the ability to view your notes for the 
denied request. 

 

Once you approve or deny the request, the process will no longer be listed under your My 
WorkItems. 



 


