OnBase Quick Reference Guide

Accessing, Initial Completion and Submission of the
Department Head Evaluation form into Workflow

This guide offersinstructions on how to access the Department Head Evaluation form and associated
workflow queues viaTrailhead, usingthe OnBase Web Client.

Accessing and Saving the Department Head Evaluation form (Initial
save)

To access the Department Head Evaluation form, perform the following steps to login to the OnBase
Web Client.

1. Doubleclickonyour preferredinternet browsericontolaunch the browser.
(Recommended: Chrome).

2. Navigate to Trailhead and login using your Multipass credentials: https://trailhead.mines.edu/
OTRAILHEAD.
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3. Underthetab labeled Trailhead, click on the OnBase icon underthe Go Bar.
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4. You will be redirected to an OnBase login page. Login using your Multipass credentials. Thisis
the same username and password you use to log into your email, Trailhead, etc.
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Uponlogging in, you will be directed to the Web Client Homepage.
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5. Clickon the three bars at the top left cornerof yourscreen and select New Form.
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6. The New Form tool will open. Click onthe AA-DH Evaluation Form under Academic Affairs.

Forms

Q
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v [B AA-DH Evaluation Form

=| AA-Group Maintenance Form

7. Theform will open onthe right-hand of your screen and your information will populate on the
evaluation form. Proceed with filling out the form, using the information from your FDR.

AA-Department Head Evaluation Form

First Name * Last Name *

-

Department (Banner Home Org)*

[Humanities Arts & Social Sciences

|

Email Address *

|

Rank *

Emeritus Teaching Ranks

Last Name @ * First Name * DH Email Address *

8. To saveyour work, clickthe Save Evaluation button at the bottom of the page.

Save Evaluation

A popup window willappear showingthatthe formis beingsaved.

Saving form

1| The form is being saved.

9. Onceyourformhas beensaved, apopupwindow will appearasking if youwould like to
complete anotherform. Click No.

Message X

Would you like to complete another form?
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Afterclicking No, the form will nolongerappearonyourscreen.

®

Nothing to display

e Toreturnto the draftform to make furtherchanges, see the following sections:
o Re-accessing your Department Head Evaluation draft in Workflow (Navigating
to your saved evaluationin the OnBase Web Client)
o Re-accessing your Department Head Evaluation draft in Workflow (Using
emailedlink)
o To submitthe formto your Dean, see Submitting your Department Head Evaluation to
the Dean in Workflow.

Re-accessing your Department Head Evaluation draft in Workflow
(Navigating to your saved evaluation in the OnBase Web Client)

Performthe following steps to access your Department Head Evaluation draftin workflow (Dept Head
Evaluation Draft Queue).

1. Afterloggingintothe OnBase Web Client, click onthe three bars at the top left corner of your
screen and select Open Workflow.

@ Document Retrieval
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a. A popupwindow willappear. Click on the carrot nextto AA2: Department Head
Evaluation Workflow and click on AA2: Department Head Evaluation Draft Queue.
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b. Clickon yourevaluationinthe top right-hand window, and the evaluation will openin
the window below.
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AA-Department Head Evaluation Form

First Name* Last Name *

Upon openingthe evaluation, you can proceed with filling out the form. After completingyour
evaluation, click the Save Evaluation button at the bottom of the page.

Save Evaluation

Afterclicking the Save Evaluation button, a popup window will appear showing thatthe formis
beingsaved.

The form is being saved.
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Re-accessing your Department Head Evaluation draft in Workflow
(Using emailed link)

To access your Department Head Evaluation draft using the link provided in your submission email (Dept
Head Evaluation Draft Queue), perform the following steps.

1. Aftersavingyourevaluationdraft, you willreceive an email notification containingalink to your
evaluationin OnBase.

From: academic-affairs@mines.edu <academic-affairs@mines.edu>
Sent: Tuesday January 25, 2022 11:02 AV

To:

Subject: Department Head Evaluation Form Draft Awaiting Submission

The Department Head Evaluation Form you started is still in the draf Plaase ceview and mal cassary changes 10 a0Coss the Department Head Evaluation Form, copy and paste the
following link in a new web browser win p=lonbasetestweb.mines.edu/APPNET/Workflow/WFLogin.aspe?LifeCyclelD=13 1D=2398&DocID=20985%

You can continue saving drafts of your evaluation by clicking the "Save Evaluation" button at the bottom of the form. Retain this email and use the link provieded to access the draft evaluation until itis
submitted to the supervisor.

If you are unable to view/modify the evaluation please wait 15 min and try the link again.

Once complete
1. Click the "Save Evaluation” button at the bottom of the form
2. Click the "Draft Is Complete Route to supervisor" button to route the Department Head Evaluation Form to the Dean.

Thank you!

Mines Department Head Evaluation Form QUESTIONS: For questions or additional information regarding the Department Head Evaluation process, please contact Jennie Kenney by email at
jkenney@mines.edu or phone at 303-273-2399.

Mines OnBase QUESTIONS: For issues or technical support regarding OnBase , please submit a ticket to the OnBase Support Team.

2. Ifthe linkisactive,youcan click on it. Otherwise, copy and paste the linkinto aweb browser.

3. Youwillbe directedtoyourevaluationinthe OnBase Web client.
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AA-Department Head Evaluation Form

First Name * Last Name *

4. Upon openingthe evaluation, you can proceed with filling out the remainder of the form. After
completing yourevaluation, click the Save Evaluation button at the bottom of the page.

Save Evaluation
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5. Afterclickingthe Save Evaluation button, a popup window will appear showing that the formis
beingsaved.

Submitting your Department Head Evaluation to the Dean in
Workflow (within the Dept Head Evaluation Draft Queue)

Performthe following stepsto submityour Department Head Evaluation to your Dean using the Dept
Head Evaluation Draft Queue in workflow.

1. Aftersavingthe evaluation, click onthe Draft is Complete Route to supervisoruser action
button (located toward the upper-middle of yourscreen) to submitafinalized Department Head
Evaluation toyour Dean.

OnBase ¥y fnbex ¢
Drag a column header here to group by that column.
[D lEI NAME
LIFECYCLEVIEW WORKFOLDER % gontains
AA-Dept Head Evaluations for | & TECHNOLOGY SOLUTIONS

No items to display

tems: 0
Template: None

AA-Department Head Evaluation Form

First Name * Last Name *

Email Address * Department (Banner Home Org)*
|

Rank *

2. Oncethe evaluation hasbeenroutedtoyoursupervisor, it will entertheir workflowqueue, and
youwill nolongerhave permissionsto editthe evaluation. You should see adialogbox pop up
statingthat ithas been submitted. Do NOT click the route to supervisor more than once as it
will send your Dean an email every time you click the button. You will receive an email
wheneverthe evaluation returns to your workflow queue, eitherifitis returnedtoyou by your
supervisorforcorrections or once your supervisor has finalized feedback and is ready to meet to
discuss the evaluation.

3. Exitworkflow by closingall browserwindows.
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