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This document contains detailed instructions on how to approve or deny a contract, contract
amendment, contract renewal, or contract termination using the new OnBase Contract
Management System. The approval process is the same for all of the before mentioned contract
document types, so for each, this document refers to everything as a contract.

The OnBase Contract Management system is a tool that allows the University to track contract
documents from the time of request through execution, renewal, and termination. As a Fund
Approver, you are responsible for the approval of contracts using the OnBase Contract
Management System. Your approval allows the contract to be sent to the appropriate UNC
authority for actual signature. Note: Asa Fund Approver, you do not have signature authority for
University contracts unless you have been given specific delegation to do so. All delegations are
filed in the Purchasing & Contracts Office.

How to Approve or Deny a Contract

As the Fund Approver, you will receive an email notification when there is a contract that requires
your approval. The email will state who submitted the contract request, the company with which
the University is contracting, and a brief description of the purpose of the contract. The email also
contains contact information for the Contract Lead as well as instructions about how to approve
the contract.

In order to Approve or Deny the contract, you are required to log into the Hyland OnBase Unity
Client. The icon for the system is pictured below.
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You will be required to log into the Unity Client. When the login screen opens, select “OnBase
PROD” in the first field. Once you select OnBase PROD, the second box will populate with
UNCO1 automatically. Your user name will also populate after the first time you log on. If you
are using someone else’s computer, you can type your FIRST.LAST name in the third field. In
the last field, next to the padlock icon, type in the same password you have to log into your
computer.
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Once you have logged into the OnBase Unity Client, the following screen will appear.

................. v @

“- Introducing ShareBase by Hyland

Has your IT department blocked access to online file sharing tools?

by Hyland The answer 15 Sharellase, a cloud based Enterpose 1ile Syne and Share (E1'SS) soluton [iom the
vendor you already trust to manage your most important documents and content

ShareBase uniquely provides the flexibility and ease-of-use that your users want, along with the
securty and contiol that your 1T deparunent needs.

Click here 10 learn more

of please forward this link to your IT department
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From this screen, you will select “Workflow” in the ribbon at the top of the screen.
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The following screen will appear. Under the ribbon bar, you will see a list of contracts that require
your approval. If no contracts appear on this screen, please click on CMS-Contract Final Approval
on the left hand side of the screen (see the green circle on the picture below).
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TEST AGREEMENT
BETWEEN
THE UNIVERSITY OF NORTHERN COLORADD
AND
PROMISTA EDUCATION
THIS AGREEMENT is for the purchase of Test is made by and between the State of Colorado acling by and
on bahalf of the Board of Trusteses for the University of Northem Colorado, an institution of higher sducation
aadsting by virua of the laws of the State of Colorado, for the use and benafit of Finance & Administration,
Informaticn Man wmmu-a‘ oy, with a malling address of 501 207 Sirest, Campus Box __, Grealsy,
Colorade 50639, ["State” or “University”) and Prevista Education, a corporation, 250 E. John
Carpenter Frevway , Irvrug TX, 75062 (“Contractor’)
FACTUAL RECITALS:
A Authority gxisls Inmo law and fumds have been budgated, appropeiated and othenvise made svadadle and
I sulficient uncommi batance thereol remains available for encumbering and subsequent payment of this

Please select the contract you want to review/approve/deny by clicking on the contract in the list.

Once you click on the contract, the contract document will show in the pane at the bottom of the
screen.
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After you review the contract document, you can approve or deny the contract, by clicking on the
“Approve Funds” or “Deny Funds” in the ribbon at the top of the screen (see below).
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If you deny the contract, you will be prompted to type the reason for the denial. This message will
be sent to the Purchasing & Contracts Office so they can take the appropriate action to cancel the
contract process or make the requested modifications.

Example of a comment:

Please enter comments below: Please enter comments below:

The funding is no longer -
available for this contract.

Once you have Approved or Denied your contracts, you can close OnBase by clicking on the “X”
in the upper right corner of the OnBase screen. This will log you out of the system.

Page 4 of 4



