ONBASE UNITY CLIENT

TRAINING




Vorkflow
. ‘
ipend form

rview of workflow layout

ole Demonstration

® Role interactions with form and workflow with an
Originator and Budget Approver pair.

® Questions and Support

® Documentation Instruction Links



perform.

ill be able to




*  Once installation is succ :
Unity Client app will be located undk
Start > Hyland > Unity Client
(used to access the PRODUCTION Server).
NOTE — You will not be able to log onto the
production server to process real stipends until
you have your access setup confirmed after

aining.
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OnBase is only accessible
from on-campus PC
computers and MyDesk.



Login to OnBase by following step A or B:
1. A. Double-click the “OnBase Unity Client” desktop icon (shortcut) )
OR
B. Click Start Button (lower left) & select the Hyland folder & Unity Client.

Login is normally automatic }with the same credentials used when you
logged into the computer. IF you are prompted, login with your , B Hyland
MySeattleColleges username and password. ’

Once logged into OnBase, the home screen is displayed. ® @ e
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4. Toclose, selectthe OnBase icon (upper left corner) f;ﬁaqf & from the drop-down menu

click Close.
server.




1\& LOGIN BEHAVIORS

® Llogin is normally automatic when you onBase

Foundation 22.1

launch OnBase on your on-campus
computer (with Unity Client installed) or

via MyDesk. @ EAD

IF you do receive the login prompt box, & [FIRST.LAST

enter your MySeattleColleges (usually a

first.last) credentials, the one used to log

OnBase is only available on campus
computers or MyDesk. Use MyDesk from

Macs or pe rsonal com pu’re rs. Copyright & 1982 - 2023 Hyland Software, Inc.
Version 229201000
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= Faculty Stipend Request

A\ End Date-This field is required.
A\ EMPUID This field is required. EMPLID is invalid.
A checkForm_1 -Proper Budget Combo Code(s) must be entered and must add to 100% The name is invalid

STIPEND REQUEST

Document Handle
]

Form ID

Date

Beta Version: This is a work in progress. All feedback is greatly appreciated. Please include those error reporting zip files when an error occurs. If something works
— differently than you are expecting, provide screenshots if possible, context, and a data and time. We will work with all involved users to improve this process.
requests f«

You do not need to fill in th EMPLID* e

Fill in all required fields marked witl Employee Class™  Job Title™

*
Campus
N [ | "l | [DISTRICT M

asterisk. Additional detail fields will auto ‘StartDate* HEnd Date HStipendSupervis‘or*

Document Name |Attachment Type |Actions

Available Attachment Types

populate on the form when entering a

correct EMPLID and Combo Code.

Reason for Stipend

Total Stipend Hours™ Total Stipend Amount™ %"”m
[ J [ J

Sum of Percentages
]

%*

budget percentages do not add to 100%

A Stipend may not be submitted while the sum of
percentages of the budgets applied above or below 100.




/' ORIGINATOR

BUSINESS BUDGET
OFFICE APPROVER

PAYROLL

VICE PRESIDENT or
VICE CHANCELLOR
Stipend amount >= $2500

PRESIDENT or
CHANCELLOR
Stipend amount >= $6000
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Displays all _
workflows you have
permission to access.

Stipends List

List stipends in which you are part of that
workflow process.

' F formation Panel

Provides views of
various areas for
information of a
stipend.

One of them being
Discussions where the
Reason(s) for Denial
of the stipend can
be found.




The stipends list or form windows

NAVIGATION
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1\) Viewing Stipends in Workflow S

can be expanded with the double
O arrow icon.
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( Links to instruction documents for the above stipend submittal & workflow steps will be provided.
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https://helpdesk.seattlecolleges.edu/solutions/1205646-onbase-unity-client-production-server-access

R - Enter A New Ticket
. L — 7

Select "- ISe «
Select the type of OnBa

Provide an attachment to help descrlbe 'rhe

issue.

Note — Some questions may need to be directed to

the Business Office, Payroll or Human Resources.



https://helpdesk.seattlecolleges.edu/

OnBase > Wc

OnBase Custom Queries - Stipend Approval Status - Originator

OnBase Custom Queries - Stipend Approval Status - Approver
® OnBase Custom Queries - Stipend Approval Status - Business Office



https://helpdesk.seattlecolleges.edu/solutions/1205648-onbase-help-articles
https://seattlecolleges.samanage.com/solutions/1203133-onbase-unity-client-installation
https://helpdesk.seattlecolleges.edu/solutions/1205646-onbase-unity-client-production-server-access
https://helpdesk.seattlecolleges.edu/solutions/1205190-onbase-workflow-stipend-submittal-unity-client
https://helpdesk.seattlecolleges.edu/solutions/1205595-onbase-workflow-business-office-stipend-processing-unity-client
https://helpdesk.seattlecolleges.edu/solutions/1205196-onbase-workflow-stipend-approval-unity-client
https://helpdesk.seattlecolleges.edu/solutions/1205598-onbase-workflow-payroll-stipend-processing-unity-client
https://helpdesk.seattlecolleges.edu/solutions/1269987-onbase-custom-queries-stipend-approval-status-originator
https://helpdesk.seattlecolleges.edu/solutions/1269996-onbase-custom-queries-stipend-approval-status-approver
https://helpdesk.seattlecolleges.edu/solutions/1270000-onbase-custom-queries-stipend-approval-status-business-office

tage is 100
ld for the submit

be unavailable, you may
, oV ")-'ou need an alternate
stipend forr
stipend from be
for the next user — close ot
Refresh button.

For detailed instructions Originator Sub.mittal, Resubmittal & Reviewing Approval Status see

OnBase > Workflow - Stipend Submittal - Unity Client

%


https://helpdesk.seattlecolleges.edu/solutions/1205190-onbase-workflow-stipend-submittal-unity-client
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