OnBase Instruction Guide – Supervisor Review

Who Should Use This Guide
Faculty members, designated proxies, and staff responsible for appointment processing are required to review and resubmit any appointments that have been denied and returned in OnBase from the Supervisor’s queue.
System Access Required
You must have the appropriate security roles assigned to access and submit requests in OnBase.
How to Submit
Follow the step-by-step instructions in this guide to complete and resubmit the appointment Request form in OnBase.
What Happens Next
· You will receive an email confirmation from OnBase once your request is successfully submitted.
· The request is routed to the Grants Team for budgetary review and approval.
· After budget authorization by the Grants Office, the request is routed to the EBS HR Team.
· The EBS HR Team will then move forward with processing the appointment in the order it was received.


Step by Step Instructions
1. Log onto OnBase web version at docs.erp.ufl.edu using your Gatorlink credentials.

2. Select the Document Retrieval icon, in the top left corner.


3. Click Open Workflow – a new window will open.

4. In Life Cycle View, click the arrow next to ECE Faculty LC. Then select Supervisor Review folder.



5. Search by: ECE Supervisor Last Name, Proxy Last Name, Student Name etc. to find the appropriate form.



6. Select the employee’s name and edit fields in the form as applicable underneath. Then click Submit at the end of the form to save your changes.
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7. Resubmit for Approvals, select the employee’s name then click the Resubmit for Approval button. The form will exit the supervisor review folder, and a confirmation email will be generated.

8. Cancel Request, select the employee’s name then click Cancel Request button. The form will exit the supervisor review folder, and a confirmation email will be generated.
a. NOTE: Forms cancelled in the supervisor review folder will enable forms in the Current Employee folder to be reassigned (i.e. reappoint or terminate).


		Reminders: 
· The Supervisor Review module is for appointment forms that were denied by either Payroll & Personnel or Contracts & Grants Offices.
· As a supervisor, you have the option to either resubmit the form for approval or cancel the request completely.
· The Department Associate Chair will resubmit or cancel forms related to TA’s and UPI graders.
· You should only edit, resubmit, or cancel forms assigned to you – excluding TA’s and UPI graders.
· Review your forms and respond promptly.





image7.jpeg
Resubmit

Cancel
3] for
Olnemen s





image8.jpeg
LIFECYCLE VIEW  WORK FOLDER

& Combined Inbox

> 03 CFO Division Job Shadowing
Program WF

> of ECE Student Evaluation LC

v 03 ECE Faculty LC
5 [Simarior i
F5 Upcoming Employees
F5 Current Employees
[ Past Employees

> of ECELOALC

Inbox

Drag a column header here to group by that column.

ECE- SUPERVISOR LAST NA.. | PROXY LAST HIRE TYPE POSITION TYPE STUDENT FIRST LASTNAME
¥ Contains. ¥ Contains. ¥ Contains. ¥ Contains. ¥ Contains. ¥ Contains.
CUMMINGS REAPPOINT oPs JOHN DOE
CUMMINGS NEW HIRE oPs ALLISON IVAK
‘

Items: 2
i Delete || Resubmit

9| Form Form




image9.jpeg
Resubmit

Cancel
3] for
Olnemen s





image8.png
Inbox

Drag o column header here o group b het ol
ECE - SUPERVISOR LAST RA.. | PROXY LAST

HIRETYPE POSITION TYPE STUDENT FIRST LASTNAME
¥ Cummings ¥ Contains. ¥ Contains. ¥ Conta ¥ Contains. ¥ Contains.
CUMMINGS REAPPOINT oPS. JOHN DOE
CUMMINGS NEW HIRE oPS. ALLISON IVAK

Items: 2

Delete (| Resubmit
Bl o Mlfem





image9.png
Inbox

Drag o column header here o group b het ol
ECE - SUPERVISOR LAST RA.. | PROXY LAST

HIRETYPE POSITION TYPE STUDENT FIRST LASTNAME
¥ Cummings ¥ Contains. ¥ Contains. ¥ Conta ¥ Contains. ¥ Contains.
CUMMINGS REAPPOINT oPS. JOHN DOE
CUMMINGS NEW HIRE oPS. ALLISON IVAK

Items: 2

Delete (| Resubmit
Bl o Mlfem





image10.jpeg
Resubmit

Cancel
3] for
Olnemen s





image11.png
OnBase e mm F | Inbox

Drag a column header here to group by that column.

.»
*RY L penvisoruast |eroxviasT | posimion Tvee | supent FRsT | stupent Last | reapponTeor sevesren

UIFE CYCLEVIEW - WORK FOLDER ¥ Contains. ¥ Contains. ¥ Contains... ¥ Contains. ¥ Contains. ¥ Contains. ¥ Contains.

& Combined Inbox ~ | BN RA SAI PRANE! AMIRISETTI SPRING
> o AUX- FSEA Request-to-Operate ARNOLD RA 'VERNON CRASTO SPRING

Process < >
> e AUX-UBIForm Items: 102
Clear
Attach

> of ECEEvalLC Tanaton 74105 1 ] emortes
v o ECEFacultyLc . o Gurent - dociment femminated

Please enter the student’s UFID and hit tab to populate the remaining fields.
UFID* Last Name First Name Email
[oas26105 [AMRISETT] [SAI PRANESH [S.AMIRISETTIGUFLEDU

Employment Details





image12.png
OnBase e mm F | Inbox

Drag a column header here to group by that column.

.»
*RY L penvisoruast |eroxviasT | posimion Tvee | supent FRsT | stupent Last | reapponTeor sevesren

UIFE CYCLEVIEW - WORK FOLDER ¥ Contains. ¥ Contains. ¥ Contains... ¥ Contains. ¥ Contains. ¥ Contains. ¥ Contains.

& Combined Inbox ~ | BN RA SAI PRANE! AMIRISETTI SPRING
> o AUX- FSEA Request-to-Operate ARNOLD RA 'VERNON CRASTO SPRING

Process < >
> e AUX-UBIForm Items: 102
Clear
Attach

> of ECEEvalLC Tanaton 74105 1 ] emortes
v o ECEFacultyLc . o Gurent - dociment femminated

Please enter the student’s UFID and hit tab to populate the remaining fields.
UFID* Last Name First Name Email
[oas26105 [AMRISETT] [SAI PRANESH [S.AMIRISETTIGUFLEDU

Employment Details





image2.jpeg
Document Retrieval

Document Types

Q

AMS PROPERTY UPDATE DOCUMENTS
AMS Book-Software Inventory
AMS Foreign Travel Request
AMS Inaccessible Inventory
AMS Misc - PUD
AMS Off-Campus Property Cert
AMS Property Update Document
AMS Report of Survey
AMS Report of Survey - Lost or Stolen
AMS Report of Transfer
AMS Surplus Pickup

COM-PA UPLOADS

COM-PA Admissions Upload Form
DIS PURCHASING DOCUMENTS

0SELECTED

Document Date

E- B <

v




image3.jpeg
Document Retrieval

Document Types

Q

AMS PROPERTY UPDATE DOCUMENTS
AMS Book-Software Inventory
AMS Foreign Travel Request
AMS Inaccessible Inventory
AMS Misc - PUD
AMS Off-Campus Property Cert
AMS Property Update Document
AMS Report of Survey
AMS Report of Survey - Lost or Stolen
AMS Report of Transfer
AMS Surplus Pickup

COM-PA UPLOADS

COM-PA Admissions Upload Form
DIS PURCHASING DOCUMENTS

0SELECTED

Document Date

E- B <

v




image4.jpeg
DOCUMENT

Jocument Retrieval

Custom Queries
New Form
Import Document

Documents Checked Out

WORKFLOW
Open Workflow

STATUSVIEW
Open StatusView

FOLDERS
Open Folders

USER
Mailbox

Envelopes

Locked Objects

Document Types

a

OnBase’

AMS PROPERTY UPDATE DOCUMENTS M

AMS Book-Software Inventory
AMS Foreign Travel Request
AMS Inaccessible Inventory
AMS Misc - PUD

AMS Off-Campus Property Cert
AMS Property Update Document

AMS Report of Survey

AMS Report of Survey - Lost or Stolen

AMS Report of Transfer

AMS Surplus Pickup
COM-PA UPLOADS

COM-PA Admissions Upload F
DIS PURCHASING DOCUMENTS
0SELECTED

Document Date
Search Type

KEYWORDS TEXT NOTES

orm

R i




image5.jpeg
DOCUMENT

Jocument Retrieval

Custom Queries
New Form
Import Document

Documents Checked Out

WORKFLOW
Open Workflow

STATUSVIEW
Open StatusView

FOLDERS
Open Folders

USER
Mailbox

Envelopes

Locked Objects

Document Types

a

OnBase’

AMS PROPERTY UPDATE DOCUMENTS M

AMS Book-Software Inventory
AMS Foreign Travel Request
AMS Inaccessible Inventory
AMS Misc - PUD

AMS Off-Campus Property Cert
AMS Property Update Document

AMS Report of Survey

AMS Report of Survey - Lost or Stolen

AMS Report of Transfer

AMS Surplus Pickup
COM-PA UPLOADS

COM-PA Admissions Upload F
DIS PURCHASING DOCUMENTS
0SELECTED

Document Date
Search Type

KEYWORDS TEXT NOTES

orm

R i




image6.jpeg
LIFECYCLE VIEW  WORK FOLDER

& Combined Inbox

> 03 CFO Division Job Shadowing
Program WF

> of ECE Student Evaluation LC

v 03 ECE Faculty LC
5 [Simarior i
F5 Upcoming Employees
F5 Current Employees
[ Past Employees

> of ECELOALC

Inbox

Drag a column header here to group by that column.

ECE- SUPERVISOR LAST NA.. | PROXY LAST HIRE TYPE POSITION TYPE STUDENT FIRST LASTNAME
¥ Contains. ¥ Contains. ¥ Contains. ¥ Contains. ¥ Contains. ¥ Contains.
CUMMINGS REAPPOINT oPs JOHN DOE
CUMMINGS NEW HIRE oPs ALLISON IVAK
‘

Items: 2
i Delete || Resubmit

9| Form Form




