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This is a simple step-by-step guide to navigating in OnBase, to help new users download and
navigate OnBase.

e You will need to download the OnBase Client here How to Install OnBase for PC users. For
Mac users: OnBase for MAC users. If you have difficulty downloading the OnBase client,
please contact IT for assistance (351-4357).

e Once you have the OnBase loaded on your desktop, you will need to click on the icon
and sign in.
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e Sign by entering your UNC email address and your usual UNCO password.
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https://unco-apps.easyvista.com/index.php?token=sQPUOq5qZZNqJLHeMxEJJw%3D%3D&name=com.unco.5a6b64df0b9cf&page=590334d193a27&KP_NUMBER=KB010124
https://www.unco.edu/registrar/pdf/onbase-mac-users.pdf

e From the home tab, you can then click “forms”:
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# Accounts Payable

== AP Official Function Form
=5 AP Travel Authorization

# Career Services

== C5 Handshake Security

# Registrar

5| REG 25Live User Account

== REG ASSET In-State Tuition Application

== REG COF Waiver Request

=| REG Commencement Participation Petition

=| REG Dean of Students Communication

= REG Directed Studies Course Agreement

== REG Grade Change Request

==l REG Grade Replacement Application

=| REG Graduation Application

=| REG Individual Data Change Request

== REG Mon-5cheduled Course Agreement

== REG Policy Exemption Request

== REG Prior Learning Credit

=| REG Registration Appeal

=| REG UG Certificate Application

== REG UG Certificate Declaration Form

== REG UG Course Adjustment

=5 REG Veteran Certification Request

e From the forms page, select the form you wish to submit:

e Please be aware that this list will grow as we add new forms for your use.

e Once you are on the form, please make sure you fill in each required * box. Especially
important is that you use the student’s Bear mail address only, as we are sending them
emails regarding the submitted form(s) and those forms can only go to UNCO email
addresses, per university policy.

e If a second signature/approver is required, you will select that person from the
dropdowns. Select carefully!



e Once you have filled in the form completely, please click “submit” or “save” at the
bottom (whichever is there), then click the “review complete” button at the top.
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(Yours will not say “Registrar”). This prompts the form to proceed to the next step in
being processed. If the form requires a second signature (approver), it will
automatically go to that person.

e Approvers will then receive notification by email that a form is waiting for their
review. The Approver reviews and approves (or denies) the form.

e Approver needs to save/submit and click the “Review Complete” button as well.

e Once approved, the form automatically goes to the Office of the Registrar for
processing.

e All forms are processed in the order they are received. We try to process them within
48 business hours, this can vary, however, during peak times.
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