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Login

Sign in
Production - https://onbaseweb.drexel.edu/AppNet/Login.aspx

Test - https://onbaseweb.irttest.drexel.edu/AppNet/Login.aspx

OnBase

Foundation 22.1

0 |DREXELEDU |

S |:User name |

@ [Password |

Log Off

Click the carrot next to name in top right of browser window to display menu and click Log Off

Walter,Erin ~

Edrexel.edu
Last Login: 6/23/2021 10:11:22 AM

Preferences

Help

Logout

User Preferences
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https://onbaseweb.drexel.edu/AppNet/Login.aspx
https://onbaseweb.irttest.drexel.edu/AppNet/Login.aspx

Preferences »

User Options
The following preferences are applied to your user account
Retrieval Default Date

| None ~|

Thumbnails
Auto-Save Thumbnail Rotation

Client Settings

The following preferences are applied to this workstation. Clearing browser cookies may
reset client settings.

Hit List Options

O Enable Row Coloring

Document Options
Automatically Display the Note Panel when Viewing PDF and Office Documents

Document Import

[ Clear Document Type After Import
[ Clear Keywords After Import
Always Show Preview

Appearance
(® Match System

QO Dark
(O Light

Save and Close Cancel

el

Document Retrieval
Search By

Date
Ability to search by a specific date or range of dates based on the document date of the document. A
specific date can be selected from the calendar icon

Select a Document Type Group. You will now see a list of Document Types for the selected Document
Type Group.

Select the Document Type(s) to retrieve.

Enter a date range in the From and To fields.
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Document Date
11/17/2021 [3] — 111772021 [ v

MNovember 2021 Today
October 2021 Yesterday
September 2021 Current Week
August 2021 Previous Week
July 2021 Current Month
June 2021 » Yearto Date

Document Type / Keyword
A Keyword is an identifying piece of information used to locate documents stored within the electronic
document imaging system.

Select a Document Type Group Select the Document Type(s) to retrieve

NOTE: If multiple Document Types are selected, only the common Keyword Types for those Document
Types appear.

Enter a keyword value into one or more fields. The more information entered the more specific the
search will be.

KEYWORD OPERATORS

The Keyword Type Edit Field default property = (equal to) will appear in a box on the right side of each
Keyword Type Edit Field, and the default binary operator, AND will appear in a box on the right side of
each Keyword Type Edit Field when multiple search fields have been activated for a Keyword in the
Document Retrieval dialog box.

Student
To retrieve all documents in the system under a particular university ID, do not select any document
type groups but instead adjust document date and enter the ID in the keyword field
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= Document Retrieval OnBase- WalterErin v

Document Types
Q
AR - ACCOUNTS RECEIVABLE £
~# FA-FINANCIAL AID <
LRC - LOANS, REPAYMENT, AND COLLECTIONS <
£
v

OUR - OFFICE OF THE UNIVERSITY REGISTRAR

SCDC - STEINBRIGHT CAREER DEVELOPMENT
CENTER

SCDC - Career Services Document
SCDC - Clinical References Document
SCDC - Coop Reg and ESP Document

72 SELECTED

Document Date
111772021 ] - 111772021 [ <

Search Type H @

Nothing to display

KEYWORDS  NOTES

University ID = -

UserlD =

Last Name =

First Name =

Middle Name =

Date of Birth =

MM/ddlyyyy
PIDM =

Separation Date =

MM/dd/yyyy M

OB &=

You may search by Department, clicking the heading FA-FINANCIAL AID would allow you to search all the

document types within that department OR you may click the carrot arrow < on the right side to
expand the list to select only certain document types

Document Types

Q

AR - ACCOUNTS RECEIVAELE { ~
FA - FINANCIAL AID
+' FA-ACADPL

FA - Appeal Letter

FA - Appeals-Other

FA - Archived

FA - Archived Award Letter

+ FA-ATHLCN
FA - Award Letter 7
2 SELECTED
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Custom Queries

A Custom Query can be developed to allow users to more easily retrieve documents that exist within
OnBase. This allows the user to find the specified documents using a pre-defined form and limits the
criteria needed to perform the search.

— Custom Queries

Query Types

Q

AR Document Query

AR Pending Query

DC Document Query

FA Document Query
LRC Document Query
OUR Document Query
OUR Test Pending Query

AR Documents Query - searches all AR in doc types by ID, First Name or Last Name for all of time
AR Pending Query — searches for all AR doc types where DC Status is Pending

DC Document Query — searches all docs in depts of AR, FA, OUR doc types

FA Document Query - searches all FA in doc types by ID, First Name or Last Name for all of time
LRC Document Query - searches all LRC in doc types by ID, First Name or Last Name for all of time
OUR Document Query - searches all OUR in doc types by ID, First Name or Last Name for all of time
OUR Pending Query — searches for all OUR doc types where DC Status is Pending

Example of Custom Query

= Custom Queries OnBase

siry Types Cumitorn Oty Resuls

AH Documaend Gapery
o LH Py sery

[ Docuarment Query AR - Il Bty Vioncher Frealr e, Visizh Erim

[

FA Loument Queny AR - Jrd Pty Vipuchar TP Watter Erin c

LA Kmrnrd ey AR~ Ired Bty Voucher 1V Wallar L 5
DR Dot Chiery

AR-UPENK e ’ WWiter Erm e

DUR Teit Peickng Jushy

Do Bdurs
PERDNG -

6|Page



1
% Contains...

Filter on Search Results

Custom Query Results O
Doeeg & ooharmin hesded Faie b2 Qitsg by Thal columms

COCUMENT TYFE I OCLBMENT DATE II'-.'-=-.'-" l AST WAME l:'-u'-"u'.h‘i- Il.l' OLUE NAARE I

AR WWaish Erin c
AR Water Enn G
AR - H Walter Enn [+
I Yesieday
AR+ UPENN 2 o This Menth ‘ialter Erin c
B Lot hioees
L ]
B This Year
B Lassi Vear
N M Yaar
Rema: &

Group Results Layout
You may click and drag a column head to group by that column.

Custom Query Results

Drag a column header here to group by that column. First Name T
DOGUMENT TYPE | pocumenT paTe | uNiversiTY D | asTNname | FirsT NavE | MiooLE NAME |
7 Contains... 7 on... 7 Contains...  Contains... ¥ Contains... ¥ Contains...

> First Name: Erin (4)

> First Name: Michael (1)

Double click to add search functions (OR) (AND)

In a search of keywords you can double click on keyword to add functions. You may also click on end to
change search operators.
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Search Type

KEYWORDS
University ID <>
AND
University ID =
OR
University ID =
Last Name "
First Name <>
Middle Name "

Clear Search

This button will clear any keywords in the search used

Wildcards

Combined with keyword values can be used to retrieve documents.
* Replaces multiple characters (ADAMS* would retrieve ADAMS, ADAMSON, ADAMSTON, etc.)

? Replaces a single character (SM?TH would retrieve SMITH, SMYTH, SMOTH, etc.)

Highlight, Annotate, Notes

Add highlight, circle, arrow, redaction etc.

One documents that are images, you may add some annotations to highlight or draw attention to
specific information within the document. To add highlight, circle, arrow etc., you can select the
appropriate item from the drop down and then hit the toggle annotation to the left of drop down to
click and draw on the document.
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= Docurment Rotrieval

Document Types
a
[ ax. accounts necervasue
A - FIRANCLAL &30
< LRE - LGAMES BEPATAAENT AND OOLLECTIONE
A DUS - GEFICE OF THE UNIVERSITY BIGISTELE
BE5C . STEIBRSGAT CAREER DEVELGPANT GO

BO0C - Carver Serioes Doument
BOLC - Chneg ol Retevendds Dooamend

Ferat Mieme

Mg Maa

Oate ol Brth

PO

Add notes

Fr ]

A - MAPEAL for W, Frin .
AR - L0 WD ey Waltei, e T Pl
- FAPEAL lor Wisher, v m 1T
FA - CFLKDC bor Wialie. Exin [F--) zvx
AR & Arpahation b Water frin
e A EMERR S &\E awom - |ER| QG| @
E}} FRX + 4 PARCTS

4/ [ae |

fo REAEL v Ym".i'lr'f

o= gmma Mo SFFcs )

Fam. <

N_E-E-h Ip

-3 AT A
pLEMsE FIND REPFS ’ CET (zpﬁﬂ-":-
R S s
P -ifﬂji’l"#ﬂ'ﬂl b L 1 ﬂr‘ls =
1 Nete{sh —P

To add note to a document you are viewing, select the Add note button on right hand side of document.
The following box will appear. You can add searchable text to the note text box. Hit Save or Save and
Close to save the note onto the document.

Notes

NOTE TYPE

Notes

NOTES
Drag 2 column header here to group by that column.
PAGE # | oste | wore rvee
¥ Equals, von. ¥ Contains.

o g/zs/znzz TAZATIE

NOTE TEXT

testing note addition

save| [Save and Close.

[Ada] [show Document

Jaoocosy
< contars

Jrme
% contans

Notes - 3/25/2022 ECW24

Delete Note|

229

If you Click Show Document, you can view the document at the same time you are adding notes.
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Notes

NOTETYPE
Notes v M
NOTES
Drag a column header here to group by that column.
pace#  |oate | nore Tvee Jrme
TEquals..  ¥On 7 Contains. 7 Contains.

3/25/2022
PM Notes Not

Items: 1

NOTE TEXT

testing note addition

Save| |Save and Close

/25/2(

Hide Document

STRATFORD SCHOOL DISTRICT
Stratford, New Jersey 08084

Administration of Medication
(One Form Per Medication)
Ll.m

Date of Birth: /. ] Age:

[ Medication T Dosage [ Time(s) to b ini

Notes (1) @

Tist iddie Tl

Physician’s Signature Date
(Stamp with Office Staff Initials is not Acceptable)

1 give permission for the above medication to be administered by the school nurse or
substitute school nurse.

Parent/Guardian Signature Date

Revision 1 of 1 1 Note(s)

1 N ]

Notes - 3/25/2022 v

Note Search

In document retrieval, you may also search for documents in a group by a particular note type. You can
search by words used in notes, with date range or different types of annotations applied to documents.

= Document Retrieval

Document Types
Q
7 AR - ACCOUNTS RECEIVABLE v o~
+/ AR-3rd Party Voucher
+/ AR-Department Remissions
+/ AR-Disputes
+/ AR-ER Application
+/ AR-Financial Planning Letter
+/ AR-Form 8300

+ AR-1d 8300 v
15 SELECTED

Document Date
&- & <
Search Type
KEYWORDS m
Note Text

test

Created on

E- & <

Note Owner

Note Types

<Any> v

Arrow
Back Staple
Circle

Pending Automated Redaction
Redaction




Working with Images
Rotation, Zoom, Previous/next page

AR - ER Application for Walter, Erin (10756798) 2223

=1 QQEFIEIE S ¢&|E  Redaction v [ Qe

Import Document
Clicking on hamburger button you can see Import Document from the menu.

= Import Document OnBase’

Select File

Choose File | No file chosen

Import Settings

AR - 3rd Party Voucher ~
File Type
PDF (.pdf) ~

e
04/05/2022 : L=

Keyset Lookup
Search for Student v P .

KEYWORDS
University ID -

Select File or Drag & Drop Files

UserlD

Last Name

First Name

Middle Name

Date of Birth

MM/ddlyyyy
PIDM

Separation Date

-4 HEEZEEER

Add file

You can use the choose file button to select the file from your computer or you may drag and drop file
to right hand side.

Import Settings

You must select Document Type Groups first, this is the department the file should belong to. The
second dropdown is for the document types under that group. These are the indexes. The file type will
update depending on file you load, same as Document Date which defaults to today’s date.
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Keywords

In this section, you will add the specific information you need for the student and the document.
University ID is required. If you know the University ID you can type in the field and hit TAB or click on
to next keyword for the student autofill to fill in remaining data for the student.

Certain document types require more keywords to be filled in (ie. OUR documents have an additional
keyword for DC Status which needs to be set as PENDING for new documents. AR 3™ Party Vouchers for
example include required keywords as AID Year, Company and DC Status.)

Once all information is filled in, you can click IMPORT button which will add it to the students record in
OnBase.

LOOKUP STUDENT
The option to look up a student in the keyset Lookup field. Click on the key next to dropdown to show
the new window allowing you to search for ID with Last Name, First Name etc.

Re-Indexing Doc
If you are reviewing a document and find it has an error in document type or keyword, you may right
click and Navigate to the Document Retention > Re-Index or the RE-INDEX menu item.

VIDaoT

Document Search Results
Drag a column header here to group by that column
DOCUMENT NAME |

¥ Contains...

AR - 3rd Party Voucher for Walsh, Erigei B
Keywords

AR - 3rd Party Voucher for Walter, Eri History
AR - 3rd Party Voucher for Walsh, Eri

otes
AR - 3rd Party Voucher for Walsh, Mi g (0

Print
Send To >
Delete

Open in New Window
View Thumbnails

Document Retention ?  Exclude from Document Retention
Remove Exclusion from Document Retention
Items: 4 Properties Reindex
Delete
Document  Edit  Previous Document  Next Document

It will open the keyword window on the side.
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The dropdown under document type will show all document types you have access to re-index. You can
choose a new document type and this will re-index the document to the appropriate location. You may
also update if the wrong student ID was added to the document or update any other keywords to
correct the information and hit RE-INDEX button on bottom to save changes.

Saving/Printing

Print documents
Once on a document you may right click to see menu for the document and select PRINT. This will bring

the print page window. In viewing the document, you can also PRINT using the icon in the ribbon or on
the Image/Document menu.

Save to desktop/download
Once on a document you may right click to see menu for the document and select SEND TO > FILE. This

will bring the SAVE AS window.

i onbasewsb.irttest dreoeledu/Apphet EmbeddedPage SendloFileasps o
 AQ

Hemdensd Format -

This will save the document as a download to your computer.
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(CLIENT) Batch Processing

e

O [

SN

@ Query History
3 My Checkouts

& * @ S [»

Home Personal Favorites  Custom Retrieval Forms Import Templates  Workflow Batch Batch
- Page - - Queries Document Handle Scanning = Processing
Favorites Documents Create Workflow Imaging
VATalanidm m N Tialia.
Select the Batch Processing icon from the Imaging section of the ribbon.
Double Click on Scan Queue — DC Sweep
E) -8 x
Fie | Home Document ()
e (7 7
ﬁ & é A ] HL
Filter Scan  Configure Keyword ~ Batch  Refresh Start Ski
Queues Panel Scamning  List  Processing  Processing
Configuration Layout  Browse Processing
Batch Processing
4 Status Queues
N Batch # Batch Name Scan Date Status. - Total Documents # to be Indexed
© Document Separation [0]
4 ndex) B - cv S m e om e m - T
@ Awaiting Index [2] 224 03/25/2022 - OBSCHEDTST 3/25/2022 10:05 AM Awaiting Index 23 23
@ Index In Progress [0] 221 03/22/2022 - MANAGER 3/22/2022 3:40 PM Awaiting Index 4 3

Awaiting Commit [0]
Commit

4 Scan Queues
DC Sweep [2]

On the right hand side you will see the batches awaiting indexing. To start indexing a batch, right click
on batch in list and select Index Documents from the dropdown OR select a batch and click on the Start
Processing Icon in Processing section of the ribbon (highlighted in yellow below)

OnBase (OnBaseTEST)

Home pogiment
& & & S&H
T [ O]

&

Filter Scan  Configure Keyword ~ Batch  Refresh Start Skip
Queues Panel Scanning  List | Processing... Processing
Configuration Layout  Browse Processing
Batch Processing
4 Status Queues
Q . Batch # Batch Name Scan Date Status < Total Documents #to be Indexed
© Document Separation [0]
4 Index 2] = -ve m e om T o®m T m - m - T
[& Index In Progress [0] 221 03/2 Delete / Reorder Pages 3/22/2022 3:40 PM Awaiting Index 4 3

Awaiting Commit [0]
Commit
4 Scan Queues
DC Sweep [2]
AR Sweep Test [0]
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View Documents

Clear Selected
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Send To >
A2 Clear Customizations
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Batch Indexing
Once in the batch, the window will display the first document to review on the right and the left side will
have the document information you need to enter.

e -8 x
File Home Document Batch Indexing (7)
P A )&

A
Stop  Configure Keyword Detach/Attach Indexing Rescan  Indexand Add ~ Autoload = Mark Document Mark Page  Manager
Indexing Panel Panel Page  to Separate Batch  Next Batch for Rescan for Rescan  Resolution
Indexing QA Review

Batch Indexing | Scan Queue: DC Sweep
Document Type Group Batch Name: 03/25/2022 - OBSCHEDTST(224)

l v
Document Type Unindexed D 11 Peges

~

Document Date R Depanment -
A Keywords & A Veterans Affairs

NOTICE TO SURVIVOR OF EVIDENCE NECESSARY TO SUBSTANTIATE A CLAIM FOR
DEPENDENCY AND INDEMNITY COMPENSATION, DEATH PENSION, AND/OR
ACCRUED BENEFITS

(This notice is applicable to survivors claims for: Death Pension * D d ion (DIC) « DIC under 38
U.S.C. 1151 » Increased Survivor Benefits Based on Need for Aid and Attendance or Bemg Housebound » Accrued Benefits
Benefits Based on a Veteran's Seriously Disabled Child)

Use this notice and the attached application to submit a claim for DIC, Death Pension, and/or Accrued Benefits.
This notice informs you of the evidence necessary to substantiate your claim.

‘Want your claim processed faster? The Fully Developed Claim (FDC) Program is the fastest way to get your claim processed, and
there is no risk to participate! To pamc)pav,e in the FDC Program if you are making a claim for DIC, Death Pension, and/or Accrued
Benefits, simply submit your claim in accordance with the "FDC Criteria" shown below. If you are making a claim for Veterans

disability ion or related ion benefits, use VA Form 21-526EZ, lication for D:xnb:llly Ce
Related Compensation Benefits. If you are making a clmm for veterans non service-connected pension benefi ts. use VA Form
21-527EZ, Application for Pension. VA forms are available at

FDC Criteria (Claim(s) for DIC, Death Pension, and/or Accrued Benefits)

1. |Submit your claim on a signed and completed VA Form 21P-534EZ, Application for DIC, Death Pension, and/or
| Accrued Benefits (Attached).

‘ [ ] [DT] 0| Dl 2.| Submit simultancously with your claim:

‘ A copy of the veteran's Death Certificate (unless he or she died on active duty); AND

A Number of Documents: 23, 1 of 23 (Remaining)

If claiming death pension:

® All necessary income and net-worth information

o If claiming death pension with increased survivor benefits, a completed VA Form 21-2680, Examination {nr
Document Housebound Status or Permanent Need for Regular Aid and Attendance, and a completed VA Form 21-077

Request for Nursing Home Information in Connection with Claim for Aid and Attendance

Status  Documents

Unindexed Document

Unindexed Document | W claiming DIC:
Unindexed Document ® Al if any, relevant, private medical treatment records and an identification of any relevant treatment records
available at a Federal facility, such as a VA medical center, that support your claim

Unindexed Document

N ® Any and all Service Treatment and Personnel Records in the custody of the veteran's Guard or Reserve Unit(s) v

You will select the Document Type Group and the Document Type for this document from the
dropdown. In doing so, keywords required each document will display in lower section of left hand side.

Keywords in red are required. Depending on the document type selected, different keyword fields may
be required. (IE. All OUR documents required the DC Status of Pending, AR doc type 3" Party Voucher
includes Aid Year, DC status and Company to be entered)
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Batch Indexing | Scan Queue: DC Sweep

Document Type Group

‘ FA - Financial Aid v ‘
Document Type
‘ FA - Veterans Benefit Request v ‘

Document Date

03/30/2022 -

l Search for Student ‘

A Keywords a ®
University ID -
\ | £
Aid Year
\ | £
UserlD
\ =
Last Name
\ | £
First Name
\ | £
Middle Name
\ | £
Date of Birth
\ eV

vio @ ol
| 2

A Number of Documents: 23, 1 of 23 (Remaining)

Status Documents -

Unindexed Document

Unindexed Document
Unindexed Document
Unindexed Document

Unindexed Document

Enter the University ID in the keyword field and hit TAB to have the student information autofill. You
May also use the Search for Student button to look up id by Last Name, First Name or User ID. Double
click or use the Choose this Student button to select the id to go back on keyword pane for indexing the
document.

gy Lt

Rt il ikt Ham ki P

[T W oy Low A

Lol [ [ L

'I':'”""“ Wher B

u.:n = L [ Viaatwet®
Walen fvgucr  [m
Wi [ L]
wiali [ i
Wl [ L}
Wl [ Ul
Wik [ Mot
Wit Lo
Wty [
Wi [ d
Wakh Len Poeana
Woaly e bl
Wakn [
Wk T
Walr i=n L

Sach o Sudend mhond hrowing P Lirverudy (e, [

= Wb [
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In the indexing pane on left hand side you can see the list of documents within the batch, how many
remaining or click through list to go to specific document. You can also use the buttons in the toolbar to
navigate.

wviddle Name

c | F

Date of Birth

| 2/8/1981 =

index m| ’ l | m [E E L

8%

A Number of Documents: 23, 1 of 23 (Remaining)

Status Documents

Unindexed Document

Unindexed Document
Unindexed Document
Unindexed Document

Unindexed Document

Once all the data is filled in, you click Index button in toolbar to move to next document. If the
document needs to be discarded, click the trash can icon. There are also rotate page buttons if
document was scanning in upside down etc.

Stop Indexing

You may stop indexing a batch at anytime using the Stop Indexing button in the ribbon. This will allow
others to go in that batch or to continue at another time.

@ OnBase (OnBaseTEST)

File Home Document Batch Indexing

P & A &

Stop Configure Keyword Detach/Attach Indexing Rescan  Indexand Add  Auto load = Mark Document  Mark Page  Manager
Indexing Panel Panel Page to Separate Batch Next Batch for Rescan for Rescan  Resolution

Indexing QA Review

Batch Indexing | Scan Queue: DC Sweep

Document Type Group Batch Name: 03/25/2022 - OBSCHEDTST(224)
'FA - Finandial Aid v
Document Type Unindexed Document

- Vetrne Bt Rt ay
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Completing Batch Indexing

Once the batch is totally worked, you can Save and Transition this batch to final step which is an auto-
commit.

2 | x

Indexing Stopped or Completed

Save and Transition

@l Save changes and transition the batch to the next processing
queue.

Save and Close

@ Changes will be saved but the batch will not transition to the
next processing queue.

(WEB) Batch Processing

= Batch Indexing OnBase’ WalterErin v
Batch Statuses Awaiting Index (3)
Q Drag a column header here to group by that column,
INDEX v SCAN QUEUE Jearchs | atcH Name | scan pate-Tive | roracbocuments | # 7o e INDEXED |
 Awaiting Index (3) % Contains TEquals.. ¥ Contains 7 on. 7 Equals 7 Equals
Index in Progress (0) DC Sweep 221 03/22/2022 - MANAGER 3/22/2022 3:40:45 PM 3
commiT e DC Sweep 223 03/25/2022 - OBSCHEDTST 3/25/202290317AM 6 6
Committed DC Sweep 224 03/25/2022 - OBSCHEDTST 3/25/202210:05:09 AM 23 23

Indexing batches of documents
Right click on a batch and select Index documents. It will open first document and indexing pane on left
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= Batch Indexing

Walter,Erin v

Batch # 223 X

Document 1 of 6

DOCUMENT TYPE

<Select Document Type> v
DOCUMENT DATE

03/25/2022 =

KEYWORDS

There are no keywords available for this document type.

Document  Edit

DREXEL UNIVERSITY “Telephone: 215

Office of the Fax: 215.895.0540
Email via ask.drexel.du
drexel.edu/registrar

N1%

Petition for GPA Adjustment for Repeated Courses
Undergraduate Student Instructions

Students may repeat courses at Drexel University consistent with this policy. The University calculates a single, unified grade point
average (GPA) for all courses taken at the University. All grades from original and repeated course enrollments are averaged into the
cumulative GPA unless the petition for a GPA adjustment for repeat courses for undergraduate students s approved. Only the credits
earned from the first time a course is completed with a passing grade will be included in a student’s earned hours and passed hours.

University Registrar

Dreai Central

Und. d idelines for the GPA Adij

g

Petition Option

Undergraduate students who wish to repeat courses using the petition option may do so under the following conditions:

« This policy applies only to courses taken at Drexel University.

« The earliest attempt resulting in a grade of “C-" or lower must have been taken during or after fall quarter of the 2016-2017
academic year.

« Astudent may not petition for a GPA adjustment for a course taken after degree conferral.

+ A student must be enolled in the second course attempt by the end of the add/drop period for the term of repetition.

« The petition for GPA adjustment must be submitted by the second week of the term of repetition.

« A student may appeal for a GPA adjustment only once for a specific course.

+ A student may not exceed four repeated courses using this petition option.

+ Course withdrawals (W grade), incomplete courses (INC grade), and courses completed as Credit/No Credit (CR/NCR grades) are
not eligible for adjustment petition.

A student’s grade in the original course may not be a result of academic misconduct as documented through the Office of
Residential Living and Student Conduct.

* All occurrences of the course along with associated grades will remain on the student’s academic record as well as on the official

transcript.
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Add Note

Document Batch Buttons

I<

< > 2l

¢ Index Documents — save the index to the document and move to next in batch
e Append Pages —

e Create New Document —

o Delete Document — removes the document from OnBase

e Undo - Undo the last action

e Clear keywords — Removes all the data in the keyword fields and resets it

e Stop Indexing —

e Arrows — move through to specifi documents in batch without indexing

Lookup Student
You can look up student with some keywords we have available in OnBase.
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= Batch Indexing

Batch # 223 X
Document 1 of 6

DOCUMENT TYPE
AR - 3rd Party Voucher v B

DOCUMENT DATE
03/25/2022 E :I =

KEYSET LOOKUP
Search for Student v P

KFYWNRNS

Clicking on key next to Search for Student will bring up the search page. You can also use wildcards.

Gearch boe Sudent by Userld or Hame * I

eyl Lookep

Sarweci o & Boudiens methou knowing Thedt Uneesrsiny

Double click or use the Choose this Student button to select the id to go back on keyword pane for
indexing the document.

Save and Transition

Once the batch is totally worked, you can Save and Transition this batch to final step which is an auto-
commit.
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Indexing Stopped or Completed

Save and Transition
@ Save changes and transition the batch to the next processing
queue.

Save and Close
@l Changes will be saved but the batch will not transition to the
next processing queue.
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