Add/Drop OnBase Workflow Tutorial

Accessing OnBase

Log into OnBase — Workflow Bookmarks

Campus

Visit the main MyAccess page at

Administrative Applications ~ Cafe Menu Campus Directory Deli (VM) Menu

https://myaccess.southern.edu/ i EmniovesResgies ,,mccessmo

SST Referral Form Webmail

Under the heading “Bookmarks” click “OnBase - Workflow”

The OnBase login will appear

Use your Southern login credentials OnBase
NOTE: Username appears in all caps by default and is not a
reflection of caps lock being turned on.

D SsAU
O USERNAME

Your password is case sensitive.

OR

Access Form Via Email Link

You will receive an email notification whenever a student submits a form that needs your review. This
notification will always contain a direct link to the form the student submitted.

Click on the form link in your email
Log into OnBase using your Southern login credentials

NOTE: Username appears in all caps by default and is not a reflection of caps lock being turned on. Your password is case
sensitive.

The form will automatically load for review.


https://myaccess.southern.edu/

Navigating Workflow

There are two possible layouts for your workspace, the 1%t layout is configured by default. We suggest using
the 2" layout for a more user friendly experience.

- - i i OnBase
To change your layout click the icon circled in the oS
adjacent Image LIFE CYCLE VIEW WORK FOLDER O Bottom
— @ Right
O New Window

Select “Right” from the “Viewer Position” menu

This will save as your default view until you clear
your browser cache at which point you will have to
reset your layout preference

You may also resize the 3 windows to positions that best suit your desired workspace

> 5 RCAD Advisor CLRN (Student Success Center)
» 59 RCAD Advisor RECD (Records and Advisement)

> [ RCAD ART (School of Visual Art and Design) m




Retrieving Forms

OnBase +m= X

In the lifecycle window, find the one

that belongs to your department. LIFE CYCLEVIEW  WORK FOLDER

> 3 RCAD Add Drop Routing
> 9 RCAD Advisor ACAD (Academic Administration)
the Iifecycle. > [F9 RCAD Advisor CLRN (Student Success Center)

Click the arrow on the left to expand

@E RCAD ART (School of Visual Art and Design)
> 9 RCAD BIOL (Biology Department)

Once expanded select “Awaiting Review” to view items assigned to you.

v [ RCAD ART (School of Visual Art and Design)
a2 Awaiting Review

Now your “Inbox” window will display forms assigned to you for the selected department

Inbox (&
Drag a column header here to group by that column.

NAME | entry oare |
¥ Contains... ¥ on...

RC - Add/Drop Form for BANGE, BRIELLE (0439740) - 12/3/2019 5:29:19 AM

RC - Add/Drop Form for BANGE, BRIELLE (0439740) - 12/3/2019 5:35:02 AM

RC - Add/Drop Form for BANGE, BRIELLE (0439740) - 12/3/2019 5:37:32 AM

To view all documents in your department, right

Inbox (€]
click within the “Inbox” window

Drag a column header here to group by that column.

NAME | ENTRY DATE |
From the drop down menu select “See Other J contahe 7 O
, ” RC - Add/Drop Form for BANGE, BRIELLE (0439740) - 12/3/2019 5:29:19 AM
User’s Documents

RC - Add/Drop Form for BANGE, BRIELLE (0439740) - Keywords
History

RC - Add/Drop Form for BANGE, BRIELLE (0439740) -

See Other User's Documents

Route

Print
Send To >
Delete




From the pop-up window that appears you may:

See Other User's Documents X
e View another instructor’s queue usERs
H . . <All>
e View forms that are not assigned to any instructors <Current User>
. <Unassigned>
e View all forms that belong to your department BRIELLEANDERSON
HEMONIYU
T . Lo . . u »” IRWINJ
Highlight your desired viewing option then click “Select MYOUNKIN

Your “Inbox” window will now display your desired items

By default, once you select a queue for a specific lifecycle your “Life Cycle” window becomes a “Work Folder”
window. This should always be empty and has no relation to the Add/Drop process.

You may need to switch lifecycles if:

e You have access to other departments and wish to switch lifecycles

e You entered Workflow via an email link

To switch lifecycles click “Life Cycle View” and repeat the initial steps outlined earlier in this section

OnBase B!

oY
@ WORK FOLDER




Reviewing the Form

To approve a requested change, click the “Approve” button to the right of the course

Status Course Name Course Title Audit Hours

Adding | || ]
|

To deny a requested change, click the “Deny” button to the right of the course

Status Course Name Course Title Audit Hours

Adding | | ]
|

When you interact with the review buttons your username and review decision are recorded alongside the course.
Saving changes
Before exiting the form you MUST save changes or all of your review decisions will be lost

Buttons for saving changes appear in the course area,

instructor notes area, and advisor area SAVE CHANGES I

If you attempt to leave a form without saving Atterition %
changes the following prompt will show. Click
cancel to go back and save changes

One or more items require your attention:

Document
One or more forms have unsaved data.

Click "Continue" to proceed and discard unsaved
changes and/or unfinished work.

Even after saving you may change your approval

decision as long as the form remains in your queue. Caricel
However, the form will exit your queue after all
decisions pertaining to your department are
complete.

System completion checks run every 10 minutes.

Note: Please continue to follow your department’s policy for approving on behalf of other instructors and
advisors.



Adding Instructor Notes

Permanent instructor notes may be added to the form (please keep in mind these can be viewed by the
student later).

To add a note, enter text in the text box as shown below.

Enter Note Text here, then click "Add Note": Add
’ﬁease stop by my office | Note

|SAVE CHANGES

When your note is ready, click “Add Note.” You will not be able to make changes after adding the note. If you
add a note in error exit the form without saving.

Instructor/Departmental Notes

Please stop by my office - BRIELLEANDERSON

Enter Note Text here, then click "Add Note": Add
( ‘ Note

SAVE CHANGES

Finally click “SAVE CHANGES.”

Instructor/Departmental Notes

Please stop by my office - BRIELLEANDERSON J

Enter Note Text here, then click "Add Note": Add
Note

SAVE CHANGES

You may add as many notes as you would like.



Advisor Review

You may add any notes in the advisor notes section while reviewing. These notes may be edited as long as the
form is in your queue.

To approve a request, click “Approve Requested Changes”

Advisor Items

Advisor Notes:

l‘_rhank you for making these changes.
Approve Requested Changes

| Deny Requested Changes ‘

[Approved by: BRIELLEANDERSON |

SAVE CHANGES

To deny a request, click “Deny Requested Changes”

Advisor Items

Advisor Notes:
I am concerned by some of these changes. Please stop by my office.

|Approve Requested Changes|

Deny Requested Changes

[Denied by: BRIELLEANDERSON |

SAVE CHANGES

In the case of a drop all request, please click “Confirm” to certify you have reviewed the form

Advisor Notes:
ISorry to see you go.

This student is requesting to drop all classes. I have received and acknowledge this request.

SAVE CHANGES

Advisor Items

Advisor Notes:
‘Sorry to see you go.

This student is requesting to drop all classes. I have received and acknowledge this request.
[Acknowledged by: BRIELLEANDERSON |

SAVE CHANGES

Please remember to click “Save Changes” or all of your reviewing SAVE CHANGES
will be lost




Logging out/Locking issues

Please always remember to close out of workflow when you are done

e Simply exit the browser window or tab (there is no logout button within the workflow module)
e Double check for additional tabs/windows you may have left open

If a form is being viewed by another user, you will not be able to access it. The following message will show.

Access Denied. User MANAGER' is already working with this document.

In the event that this message continues to show after an extended period of time, please contact the listed
user. If they are they no longer are viewing the document, please reach out to support as outlined below.

An overview of the Add/Drop process

International Student Finance
Student Services Graduate

and Advis
Review

Student Finance

Records
Graduate

Records

Undergraduate

Undergraduate

International
Student Services

Tech support resources

Michelle Younkin — Records and Advisement
Email — myounkin@southern.edu
Phone — ext. 2396

Brielle Bange — Information Technology
Email — brielleanderson@southern.edu

Phone — ext. 2245



