How to get to the OnBase Electronic PDF forms to complete

1. Goto My Fresno State Portal and SIGN IN.
a. Click on the Forms Portfolio tile.

Forms Portfolio o
L—J:

b. Click on the Electronic Form that you want to submit. This will take you directly to the
OnBase form you selected.

< My Hom Portfolio
[ Fresno Forms Portfolio L& Forms Portfolio
Click a link below to view the selected item. Or click the link labeled Customize Selections to addiremove items from your start
1 IManage Forms
page.
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This is a how-to quide for working with the electronic forms avaiiable in the Forms
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& User Guide for Forms Portfotio PDF Form Portolio in My Fresno State

Details...
Employee

The Business Traveler Account Action Request is used to activiale or terminate
+  Business Traveler Account Electronic Form  Business Traveler Account enroliment. The enroliment can either be for an Details...
employee as a Traveler, or for an employee a3 a Travel Amranger

The Travel Application form is used fo submil applications for fravel for boih

{l i I} tr e
% Travel Application {Domestic and International) Electronic Form Dot and INEmAlhaL e Details...
; The Travel Expense Claim form is used to submit a request for reimbursement for
% Travel Expense Claim Electrenic Form frovel axpenses Details...
Finance

- . The Adjusting Budgst Journal is used to transfer budget funds from PeopleSoft
+  Adjusting Budget Journal {ABJ) Electronic Form accouning chianBeldocalion o Ao Details...

Departmental Deposits are intended for departments with twenty deposits or less
andfor less than $5000 in a fiscal year,

The Direct Pay and Hospitality Approval Form is used fo request a check payment

to an Vendor, Employee. or Student

Authorized Signature form and approvals for Financial Services. Identifies

deparimental authotized signers for purchase requisitions, direct pays, invoices,

petty cash requests, journal enfries (TOES), payroll transfer forms (TOPS), and

travel applications and expense claims.

. The Mon-Payrofl Expenditure/Revenue Transfer Request Form (TOE) is used to

lon- it

* ?;)rnm?[_argzél‘ Expenditure/Reverue Transfer REQUESY  ciocronic Form  request accounting changes for revenue and expenses. The Accounfing Office  Details...
’ makes the appropriate joumal eniries in PeepleSoft based on this request form

Petty Cash authorization form for creating and funding Petty Cash Funds, and

% Departmental Deposits Electrenic Form Detaiis...

% Direct Pay & Hospitality Approval Elecirenic Form Details

& Financial Signature Approval (Migrated to OBase

Web Client) Forms Application Details...

+ Petty Cash Fund / Change Fund Authorizaficn Eleclrenic Form identifying or changing fhe fund custodians. Delails

*  Petty Cash Voucher Elecirenic Form Petty Cash Voucher for payment to vendors. Details...

% Purchase Alteration Electrenic Form  Alterations to existing requisitions Detais...

*  Purchase Requisition Electronic Form  Requisition to purchase goods and services Details

% Request for Billing Elecirenic Form Request for Billing Details....

% Stockroom Requisition Electronic Form  Requisition to purchase stockroom goods and services Details...
The Transfer of Payroll Expenditures form is used to transfer payroll expense

s Transfer of Payroll Expenditures (TOP) ' Elecirenic Form  transfers asschated with an employee io different PeopleSoft Chartfields. It can  Details...
only be used for employee expenses.

* Erﬁu:':gund.ﬂ\ppmva\ (Migrated to OnBase Web I ;r_;:r;;s‘;;g:d;:g%;o;? f m%gsed to create new trust funds and revise Details

* Trust Fund Approval - Inquiry Inquiry Details...

-

2. Enter all the information for the electronic form.
a. Click on the “Submit” button at the bottom of the form once completed.
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NOTE: After the form is submitted, you will be redirected to OnBase “Fresno State” status
view where you can launch additional forms, see OnBase items that require your attention
or search for OnBase documents See the section titled Fresno State Status View
Dashboard below for more details.

b. You will automatically get an email notification which includes a download link for the
pdf version of the form. Click on the “Download” link to print or save a copy of the form.
NOTE: The download link will expire within 48 hours.

[TEST] - Process ID: 5801508 | Submitted By: STUDENT2 TESTER2 | EF - & [
Purchase Requisition - PR (UF) | Submitted On: &/7/2021 - 5801508

donotreply@mall. fresnostate. edu 8 AL BELIF g e .
~ 1 - " T -
FRESNGSTATE Discovery. Diversity. Distinction.
You haven succassiully subemitlog youer forrm o Process [D: 5801508 | Sutemitted By: STUDENT2 TESTERZ | EF - Purchass Racquisition - PR (LF) |
Bubmifisd Onr GIFLAE2T with ID: 5801500 Plasss soo Bhe link baelow o dosnilood o ooy of your fomn. Tha Bnk wall axpine in 88 boars
-l:lluwnn_u.mT fE———
= Roply i, Rapaly all = Forward

Fresno State Status View Dashboard

1. The Fresno State Status View Dashboard provides a quick view in three sections: Available
Forms, My Workflow, and Search.

a. Available Forms: Displays all forms that can be submitted. Double click on the form you
want to submit.

b. My Workflow: Displays all workflow items that you need to review for approval. Double
click on the workflow item you want to review.

c. Search: Gives you the ability to search for specific forms. You have the option to filter
the search by document date, Process ID, Status, Workflow Status, Submitted By (login
username not your full display name). Click on the Search button once you have filled in
the search criteria.
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How to Resend an Email copy

1. If you are NOT already logged in to the OnBase Web Client.
a. Gotothe OnBase Web Client

b. Type your Fresno State username and password, click the Login button.

Username:
Password:

Warn ma bafisce logging e in s sthar wiies

Login

For securdy reasong, guil your welb browser
wihen you are donée accessing Jervices ol
require Gutfien ication!

2. Once you are logged into OnBase you will be directed to the OnBase “Document Retrieval”
page.

a. Click on “Document Retrieval”

b. Under the Forms Search bar enter “Electronic” and it will take you to a list of all the
available electronic forms. Scroll down until you find the form that you are looking for
and Click on the form.

3. Inthe Search Type you have the option to search for pdf forms by document date, Process, ID,
Submitted By (login username not your full name), Submitted Full Name, and Submit Date. Click
on the “Search” button at the bottom.

a. Inthe Document Search Results in the right panel the pdf forms that match your search
criteria will be displayed. Scroll down until you find the pdf form you are looking for.
Double click on the pdf form. The pdf form will display on the bottom of the screen.

4. Place the cursor on the bottom where the form is displayed.

a. Right click. Click on “Work System Tasks” and then “Email Pdf”.
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b. A display message window indicating, “Email PDF” was executed on 1 items. Click on
the “OK” button to close the window.
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How to make a copy of an existing PDF form.

5. Go to Main Menu at the top right navigation bar [==_Peocument Retrieval]

a. Click on “Document Retrieval”

b. Under the Forms Search bar enter “Electronic” and it will take you to a list of all the
available electronic PDF forms. Scroll down until you find the form that you are looking
for and Click on the form.

c. Inthe Search Type you have the option to search for pdf forms by document date,
Process, ID, Submitted By (login username not your full name), Submitted Full Name,
and Submit Date. Click on the “Search” button at the bottom.

d. Inthe Document Search Results in the right panel the pdf forms that match your search
criteria will be displayed. Scroll down until you find the pdf form you are looking for.
Double click on the pdf form. The pdf form will display on the bottom of the screen.

e. Place the cursor on the bottom where the form is displayed. Right click. Click on “Work
System Tasks” and then “Copy My Form”. The copied form will be displayed.
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f.  You can make any updates to the form.
e Check “Ready to submit” once the form is completed & click on the “Submit”
button.
e Check “Discard” and click Submit if you want to cancel the form.

1 rReady to submit o ] piscard

How to Delete an Electronic Form From Your Search Display

1. If you are NOT already logged in to the OnBase Web Client.
a. Go tothe OnBase Web Client
b. Type your Fresno State username and password, click the Login button.

Username:
FPassword:

Wiain ma bafses logging ine i b sthar aes
Login

For Securly Feaaong, gulf your wieb Drovweser
wihan you are done accessing aervices el
reguire authen tication!

2. Once you are logged into OnBase you will be directed to the OnBase “Document Retrieval”

page.
a. Click on “Document Retrieval”



b. Under the Forms Search bar enter “Electronic” and it will take you to a list of all the
available electronic forms. Scroll down until you find the form that you are looking for
and Click on the form.

3. Inthe Search Type you have the option to search for pdf forms by document date, Process, ID,
Submitted By (login username not your full name), Submitted Full Name, and Submit Date. Click
on the “Search” button at the bottom.

a. Inthe Document Search Results in the right panel the pdf forms that match your search
criteria will be displayed. Scroll down until you find the pdf form you are looking for.
Double click on the pdf form. The pdf form will display on the bottom of the screen.

4. Place the cursor on the bottom where the form is displayed.

a. Right click. Click on “Work System Tasks” and then “Delete”.
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a. A display message window indicating, “Are you sure you want to delete this document.
This action can not be undone.” Click on the “OK” button to confirm deletion. When
you refresh the page, you will no longer see the deleted item in the Document Search
Results panel.
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Are you sure you want to delete this document. This action can
not be undone.
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