OnBase Instruction Guide — New Hire

1. Logonto OnBase Web Version at docs.erp.ufl.edu
2. Select the Document Retrieval icon, in the top left corner.
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Document Types
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AMS PROPERTY UPDATE DOCUMENTS v~

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 v
COM-PA Admissions Upload Form
DIS PURCHASING DOCUMENTS v

0 SELECTED

Document Date
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3. Next, click New Form.

E New Form OnBase*

DOCUMENT Forms

Document Retrieval Q
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Custom Queries
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CFO JOB SHADOWING PROGRAM

Import Document — CFO Division Shadowing Pr
ogram
Batch Indexing
COM-PA UPLOADS v

Documents Checked Out COM-PA Academic Form

AUX EBA REQUEST DOCUMENTS w

WORKFLOW EBA Request Form
Open Workflow ECE - UNITY FORMS v

4. Then select, ECE — Student Employment, a blank form will appear.
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Forms - |
Q ECE Student Employment
ADM CORRESPONDENCE W
ADM Prototype . _________________________________________________________________________|]
CFO JOB SHADOWING PROGRAM v Position Type* Semester* Year Form Number
CFO Division Shadowing Program ‘ M ‘ M ‘ ‘ 40
COM-PA UPLOADS ~ <
COM-PA Academic Form Payroll Action P
AUX EBA REQUEST DOCUMENTS v 3
EBA Request Form Resjuested Action &
T — D

ECE - UNITY FORMS v c
v ECE - Student Employment g
ECE - Student Evaluation

HRS EMPLOYEE EDUCATION h Please enter the student’s UFID and hit tab to populate the remaining fields.
HRS EEP UF Application
IIFID" Las[ Name Flvs[ Name Emall
HRS HIGHER EDUCATION OPPORTUNITY v

CARDS
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[E] IFAS - Pcard Form Research

B ication
HRS HEO Appl

Employment Details

5. Complete the applicable fields on the form and click Submit to send your form to the Payroll & Personnel
Office for review.



Reminders:

%+ The New Hire form is also available under the Life Cycle View in Workflow. Follow the navigation and
review images. Open Workflow < Life Cycle View < ECE Faculty LC < Upcoming Employees or Current
Employees or Past Employees folders.

# The Rehire option is only available under the Past Employee folder.
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