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e-Forms Overview

What are e-Forms?e

» e-Forms replace paper
forms and email requests

» Online submission of
financial request forms

» Submitted directly to
approver and/or finance
center

» e-Forms are accessed by
the Finance Center for
processing

Who uses e-Forms?

» Faculty, Staff, and Students
with a NetlD can use e-Forms

» Records Management,
Endowment Office, and
others use the same base
system (OnBosef) for their
forms and workflow

Roles
Submitters
Approvers

Administrator
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Finance Centers

Approvers can be submitters, administrators, or
designated finance center staff

How do | access e-Forms?

» e-Forms are found on the
Finance Center welbsite:

http://www.dartmouth.edu/
~fincenter/forms.ntml

» e-Forms can be submitted
through:

- Internet Browser (such as Internet
Explorer)

- OnBase Office Integration Forms

- OnBase Unity Client Forms



OnBase Overview

What is OnBase?

>

The OnBase Unity Client is the system
that manages the Workflow and Records
Retention of e-Forms

o
. . . Programs
The OnBase Unity Client is a program

that is resident on employees computer.
Hyland | Hyland
It is located within the employees

Programs under Hyland ' glnﬁyf T—
= & Unity Client




OnBase Administrator Access

Administrator Access What does my access mean?
» Administrator Access is special access to » Unity access enables administrators to
the OnBase system utilizing the Unity check the status of requests in the

Client to search and review e-Forms processing workflow
» Department Admins can see Orgs and » You can see all e-Forms for your
Awards have access to in IRA ORG/Grant by form type (Purchase

Request, P-Card, Journals, etc.
Department Admins who do not have

IRA access but need to access E-Forms
and related for their department should
complete the Security Access Form and > You can submit your own e-Form
note access for OnBase only

» You can review attachments included in
an e-Form



System Requirements

OnBase Unity Client

» PC -soffware installation

» Macs - use Parallels or RDS to access OnBase - | |
» Non DC networks (e.g. DHMC) - use RDS to access @ | |
OnBase

» Computer Supported Browsers:

» Internet Explorer 11 _—_

» Google Chrome

Need Unity Software or RDS?

» Firefox

Contact your local IT help desk to have it
installed



Starting OnBase via Unity

» Firstlog into VPN: Big-IP Edge Client
OR _http://gateway.dartmouth.edu

» Use the integration from Outlook

. . (compatible with Outlook 2013)
» Launch the OnBase Unity Client from Start

Menu under Programs
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OnBase Unity uses Dartmouth Web Authentication

e ana suppor Enter your NetID and password if prompted
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[ Search progn L

Tip: Save to your Start Menu or add to Taskbar



Startfing OnBase via RDS

» If using OnBase with a Mac or from a Remote location you will
need to be setup with RDS (Remote Desktop Service)

Log into VPN: Big-IP Edge Client

» Go to: hitps://rds.dartmouth.edu/RDWeb/Pages/en-
US/login.aspx2ReturnUrl=/RDWeb/Pages/en-US/Default.aspx

» Enter Dartmouth credentials
» Kiewit/NetlD

» Password ~

» Click on OnBase Unity Client Onbase Unity

Client



Important

Unity Client users must make the following change the

first fime they open Unity:
-
» Select the OnBase Icon (upper left) e/ _

» Select User Options
» Select Workflow
>

Uncheck “Automatically select first item in the inbox”

How Important is this?

If a Unity Client user does not uncheck this box, they will lock a request in the
Queue causing a delay in processing. In fact, they likely will not be aware
that they locked a request!
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Document

Document Upload il

Imaging
Printing
Retrieval Date Options
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Service Mode
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Workflow
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[] Automatically enable auto work in Exclusive View queues

Layout Opfins
[] Always lay Workflow in a new window

[7] Allow mUltiple instances of the Workflow layout
Enabling this option will disable the ability to float panes in the layout

NOTE: Changes take effect after the client has been restarted

Waorkflow Startup Display Options

@ Automatically open the last selected view

) Open the following view

| B <Monme>

Cancel




Submit an e-Form

Two Methods

» Finance Center e-Form links

» Any faculty, staff, or student with a NetlD can
use the e-Forms links on the Finance Centers
website: htip://www.dartmouth.edu/~fincenter/forms.html

» Department Admins can submit within the
Unity Client, but it is a little trickier if you
have attachments....

o~ OnBase (Onl
’
— Home |
q\ ’JQ :i\ ﬁ s -] Envelopes n ‘\ 2 D 3
N e, L5 =% [} Eﬁ Query History =
Hame Personal Favorites Custom  Retrieval File Forms Upload Templates Mailbox Warkflow
- Page- - Queries Cabinets [“& My Check Outs
Favarites Documents Create Internal Mail || Warkflow

Using Unity?

» Select the form type on your left and a blank form will
appear for you to complete

» Complete the form
Need to enclose attachments?

» Select “Save without Submitting”

» Use your email notification link to include attachments

g Viewer

Create a New Form
=y

Electronic Form

PROC - P-Card E-Form

P-CARD Request

Date Submitted

X

Procurement / AP &

Find g
Accounting / Financial Reporting 2
ACCT - Corrections and Journals Request E-Form

(]

Submitter Department Finance Center



Workflow View

» To view e-Forms for your IRA ORG » Workflow has three main areas:
or Grant select Workflow » Lifecycles

» Inbox

. .
~ OnBase (Shared Location) > PI'I mary Vlewer
OnBase =
=" | Home
I q o :c_\ ﬁ a L Enuelopes m } ﬂ e | B OnBacze (Shared Location)
‘ =% = ) = “ Onflase p—
R . = L EﬁQuew Histary == =" Home | Workflow | Document
Home Personal Favarites Custom  Retrieval File Farms Upload Templates Mailbox Workflow L
- Page - - Queries Cabinets @MY Check Outs i Qcmse'[his Layout &z 2] Take Owhership
Favarites Documents Create Internal Mail || Workflow | @ _"_;Y J; 8 =
— _ _ — _ _ _ Secundathmer = = £ Refease Owhership
i % = i Change Refrash Apply Auta Route
Websites 3 = RSS Ticker Layaut ~ Filter- Wark Item @ Execute ScriptTask
Unity From zero to mobile: Reminiscing 30 years in the workforce ey : I Asticle
Community The OnBase Blog 8/2/2016 :02:41 PM Life Cycles
OnBase 7
http:/unity.hyland.com SERLGH
+ AP - Expense Report Request
L& AP Request Processing
@ FIN - Exception Handling
ﬁ FIN - General Requests Combined View
[{l Payroll - MylS ik Inbox (User Interaction
ay! y! 2
g Payroll - Wage Transfer
= PROC-PCard
& PROC - Purchase Request




Lifecycles (Queues)

In the Lifecycles
areq, you have
access to the
Quevues, where you
can see different e-
Forms by type
(Purchase Request,
P-Card, etc.)

» Select the arrow on
the left side of the
Form Type to expand
and see the statuses

» Each Queue will show
how many e-Forms
are in each
processing status

» There may be varying
Queues depending
upon the e-Form

All Life Cycles

4 F] ACCT - Corrections & Journals
M ACCT - Pending Submission (0)

INbbox

The Inbox area provides a list of e-Forms
in process by the queue selected

|/ ACCT - Pending Approval (4)

4§ PROC- Purchase Request

!/ ACCT - Additional Information (0)
4 [ Payroll - MyLS
My WYLS - Pending Submission (0}
-/ MyLS - Pending Approval (1)
/' MyLS - Additional Information (0)
4 |yl Payroll - Wage Transfer
M WT - Pending Submission (0]
-/ WT - Pending Approval (1)
! WT - Additional Information (0)
4 [m PROC -PCard
M PCard Pending Submission (0)
. PCard Additional Information (0]
4 & PROC - Purchase Request
M PReq Pending Submission (0)
-/ PReq Pending Approval (0)
' PReq Additional Information (0)

e Cycles
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bocviers o FCrepeaid s o o e
B combineinbon 15 . =

77 Liss Aslsce

120612014
22015
23015

= Py
5 Payrol- Wage Transfer
5 prOC-pCard

| Preapending Apereal

7

1 PReqReceived @)
© PReqinProcess 0)

byLisaA

on 12/16/2014,

Sort: select the small arrow on the right
of the field

Primary Viewer

Once you have made a selection in the

Inbox, the e-Form will be viewable in this
section

Purchase Request submitted by Lisa A Wallace for WB Mason on 12/16/2014, status Pending Approval

Double Click Anywhere On This Form To Start Editing

PURCHASE REQUEST Request 1774
Pending Approval
Date Submitted Submitter Department Finance Center
1211612014

Lisa A Wallace Provost/D-Coll Fin Cir

Provost/D-Coll Fin Cir




Special Queues

Pending Submission s

Additional Information £1 Combined nbox

All Life Cycles

. - ] ACCT - Corrections & Journals
Pendlng Approvgl [E Payroll - MyLS

© 'y Payroll - Wage Transfer
4 = PROC- PCard

» These queues will show e-Forms from other offices and ﬂ A Pomd Peg Subwdeicn (3|

|

areas of the College v
. . ) PCard In Process (1)
» You willnot be able to view the actual e-Form unless you T PCard Hold )
have security access for the information included in the ‘  PCard Additional Information (7)
e-Form

| PCard Non-Compliance (4)

4 5 PROC - Purchase Request

PReq Pending Submission (3)
PReq Pending Approval (3)
PReq Received (0]

PReq In Process (0)

PReq Hold (0]

PReq Additional Information (0}

Best Practice: Periodically check these queues for older
items that may need your attention ‘

- {2 RN




Queue Descriptions

» Pending Submission — Requestor started a request but didn’t finish

» Pending Approval — Request has been sent to Approver and is waiting to be
approved or denied. This is used for both approvals within departments and OSP.

» Pcard Admin Completion — Request has been submitted by someone in the
department to the Departmental Admin who will complete the request

» Pending OSP Review — Requests have been sent to OSP and are waiting to be
acted on

» In Process — Request has been assigned within the Finance Center
» Hold - Finance Center puts Request on hold while waiting for some event

» Additional Information — Request has been returned to the Submitter for them to
correct or add information



Group the Inbox

Group the Inbox

Inbox
> Depending Upon The number Of e_FOrmS !Icnn.FCREqustID jSubmittEr ~ |Department Date Submitted | Finance Status Vendt
in the Queue, the Inbox can become o [ =N L
. 2853 Lisa D Thompson Info Mgmt Sys & New Media 172672015 Pending Submission: Adviz
|engThy TO nGVIgOTe 2506 Lisa A Wallace Provost/D-Coll Fin Ctr 1/14/2015 Pending Submission
1475 Heather D Woalbert CS Administration 1172572014 Pending Submissian Lyme
» Select the field you wish to group on 3
> qug The COl U m n heG der i nTO The group by @reg Drag afield here to group by that field
OreG OT The Top Of The form U nTil Finance Status Wendor Name .Assign To Area Finance Center
m ¥ (= & 0} = [= . (=] & (=]
g ro U p by O reO " G p p e G rs Pending Submission Advizor Solutions, Inc, Admin Finance Ctr
> Le‘l‘ go O‘I‘ ‘I'he “group by OreG” ‘I'eX‘I' Pending Subrnission Provest/D-Coll Fin Ctr
[fbex
# Finance Center +
i .Iconr; ;:C ReguestID ;;ubmitter = F}epar‘tment i Date Suhmitted ] F\nan(;e Stang ‘-Verjdor
[ = [= z = ¥ [E = [= * [=]
. . . ‘ lii| Admin Finance Ctr (2 items)
Tip: To view the forms in the group, select + | Provest/D-CollFin Ctr @ tem)




Custom Queries

Use Custom Queries to search for e-Forms in any status
for your ORG/Grant

= OnBase (Shared Location)
Y/
=" | Home | Workflow ument
| - (& 2, g § oo gy o2 ® 3
=" B =1
| = “ BB S5 Query History =
| Home Personal Favorites | Custom Retrieval  File Forms Upload Templates  Mailbox  Workflow
= Page - - Queries Cabinets 7% My Check Outs
Favorites Documents Create Internal Mail | Warktiow

» Each e-form has a query pre-defined using the most
common fields to that form

Custom Queries [ p-card forms by Vendor Name

Rusty, This lets you search for P-Cards by vendor. Each receipt entry has a vendor so there can be many vendors on a form. In the
Find » [ resulting list of documents there will be a line for each vendor on the form i.e. 4 vendors = 4 lines for 1 form
i Comections & lournals & Related Documents Vendor Name =
5] MYLS Requests & Reloted Documents Pubmes —
Department =]
P-Card forms by Vendar Name: "" -
P T =
@, | P-Card Requests & Related Documents [=]
Finance Status B
{3 Purchase Requests & Related Documents |
"% See my Finance Requests
& Wage Transfers and Related Documents

Date Options

From J_/_ *|To .

Dates can be selected from the drop down
calendar or typed in MM/DD/YYYY

Cardhclder Name
*Murdech’|

Use the wildcard character * to aid your search

' =) Each line allows you to set the value to
equal to =, or does not equal <>, by
<] clicking on the icon

’ Search |

Click Search (bottom right hand corner) to start
the query



Custom Queries continued

Review Query Results
» Note the Document Type field in the list
» E-Form will signify the form itself

» Aftachments are listed by the document type
selected when the submitter attached
documents to their e-Form

== See my Finance Requests - Search Results: 1 of 2 Document{s) Selected

See my Finance Requests

Icon :FC RequestID | Document Type | Date Submitted Finance Status

B @ - B ! - m - @ i
3925 PROC - P-Card Statements 2/1/2015 Received
3925 PROC - P-Card E-Form (2142015 In Process

Viewing
» Select the document (e-Form or
attachment) to view

» The information appears in Document Viewer,
under the query result list

<= See my Finance Requests - Search Results: 1 of 2 Document(s) Selected

See my Finance Requests

|Icon FC RequestID | Document Type | Date Submitted |Finance Status
®m 8 - ® - B - ®
3925 PROC - P-Card Statements 271/2015 Received
3925 PROC - P-Card E-Farm 2{1/2015 In Process
Document Viewer A
P-Card submitted by Erin L Bennett for BUSHOR. AMANDA, 8724 on 2/1/2015 status In Process | 1 Page

Request 3925

In Process
Date Submitted Submitter Department Finance Center
2/1/2015 Erin L Bennett A8S Finance Center ~| | A&S Finance Center ~|




Retrievadl

Use the function to define and
perform custom searches on specific
document types

OnBase (Shared Location]

Home | Workflow  Documi
- ro 5 “ s (] Envelopes ﬁ a
L = ‘;
i Wy e a8 & Query History =
| Home Personal Favorites | Custom Retrieval _ File Forms Upload Templates Mailbox || Warkflow
: e
- Age - - Queries Cabinets le’-heckUuts
Favorites Documents Create Internal Mail || Workflow

» In the Document Retrieval areaq, select the
Document Type

Enter Keywords to define your search

» Double Click on the search result to view
the document

Search Results: 1 Document(s)

lcon  MName [ Type Date
O] = ¥ = E = v

P-Card submitted by Erin L Bennett for BUSHOR, AMANDA, 8724 on

2/1/2015 status In Process EROCg it o HLEE

% Document Retrieval

Document Types and Groups oA

<>

ACCT - Corrections and Jounals Request E-Forn
ACCT - Financial Reports

ACCT - WebADI file

AP - Invoices

AP - Packing siips

AP - Receipts

FIN - Supporting Documentation
PAY - MVLS Approvals

PAY - MyL5-LADC E-Form

PAY - Wage Transfer Approvals

PAY - Wage Transfer E-Form

PROC - Bids

PROC - Contract

PROC - Independent contractor form
PROC - New vendor farm

PROC - One Card Trip Summary
“ Vot o et

PROC - P-Card Receipts
PROC - P-Card Statements

PROC - Printing preferred vendor exception
PROC - Proof of Insurance

PROC - Purchase Request Approval

PROC - Purchase Request E-Form

PROC - Request for Proposal/Quote

PROC - Sole Saurce justification form

PROC-W-9
Keywords and Date Range oA
From 7o 1@
¥ Note Search

Find

Submitter Net 1D

Document Retrieval

Document Types and Groups e

[<au>

PROC - One Card Trip Summary
PROC - P-Card E-Form

PROC - P-Card Receipts

PROC - P-Card Statements

PROC - Printing preferred vendor exception
PROC - Proof of Insurance

PROC - Purchase Request Approval

PROC - Purchase Request E-Form

PROC - Request for Proposalf Quote

PROC - Sole Source justification form

PROC - W-8
Keywords and Date Range =~
From | 1/1/2015 *| To 02j04/2015

FC Request 1D =

Date Submitted =

Submitter E
eed

DEEE r!rpeng B

Finance Center

xD)

Area

(]

Finance Status

ka0

~# Note Search

o »

#®

“| &




Starting Preferences

Change Your Start Page
» Custom Query
» Retrieval

» Workflow
» Navigate to the page you prefer

» Select Home in the upper left hand
corner and then select ‘Make this
layout my home page.’

Vs,
OnBase .
-/ | Home | Workflow Document
| = =
= e a A M J
| 'Home | Personal Favorites | Custom Retrieval  File
- - || Queries Cabinets

| Home Documents
b

(i :‘.‘ IMake this layout my Home Page b
.‘.‘:‘ Reset Home Page

Change Layout in Workflow

>

Re-arrange the windows on your
own and save as your default

Select Classic or Simple Layout view
and save as your default

7
Oniase .
e Home Waorkflow | Document

|
Q Close This Layout Y oa i
= ¥rE
F |[[&] secondary Viewer . _‘Y < -

':Change" Refresh  Apply Auto Cherride
|| Layout - Filter~ Waork Auto-feed

View

Save current layout as my default

o ==-

L| &= My Default 2 ¥ nbox
E Simple

A E] Classic —_—

|




Unlock a Request

Locked a Requeste
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It happens and it is usually unintentional.

» If arequest is locked, a message will appear stating that
the record is locked and will provide a NetlD

If it is your NetiD....
Select the OnBase Icon (upper left)
Select Administration
Select Manage Locks
A pop up window will appear
> Select the request in the list fo highlight the request
» Select Remove Selected

» Ensure that you have followed the instructions for
“First Run: Make this Change,” earlier in this
document

Open

‘ ﬁ Troubleshaoting

e

| ;E‘ Admi

E"“i Change Password

@

i New Window i\-,'ﬂ Menage Lok NL ==

Manage Locks

Manage object locks and
document check outs.
Options T —

nistration v |

| X Close Window | |~ Re-launch Client |

& Manage Locks

Date Locked Type | Details

W | User
i | Ein L, Bennett

2/19/201512:15PM Document P-Card submitted by Dwayne B Adams for ADAMS,DWAYNE B. |




Logging Out

» At the end of your work session close out Citrix if you are using that and the OnBase
Unity client

» To close Unity from the task bar in the lower right hand corner of your screen right click
and then select Exit OnBase

-

Launch Unity Client

-
L=
'

i
&l Logout
E Exit OnBas=



Contact Information

» Questions or Issues regarding a saved or submitted e-Form?

Admin and Provost Finance Center 6-1310 or Admin.and.Provost.Finance.Center@dartmouth.edu
Arts and Sciences Finance Center 6-2028 or asfc@Dartmouth.edu

Geisel Finance Center 650-1238 or Geisel.finance.center@Dartmouth.edu

Provost & Dean of the College Finance Center 6-0200 or pdcfc@Dartmouth.edu

Tuck/Thayer Finance Center 6-3552 or 6-0772 or tuckthayerfinancecenter@Dartmouth.edu

» Questions or Issues related to your computer, smartphone, or tablet and e-Forms?
Contact the IT help desk at 6-2999 or help@Dartmouth.edu or your local help desk




