Printing and/or Saving Final Copy of Evaluation Packet Outside
of OnBase

This guide instructs Department Heads and Faculty on how to printa copy of your evaluation aswell as
saving outside of OnBase.

Instructions on how to print a PDF

There are two options for printing your evaluation:

Printthe evaluation while itisin workflow
Printthe final signed evaluation

Print the Evaluation (in workflow)

1.

2.

3.

Right-click the evaluation and select Print.
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A popup window with a PDF view of the document will appear. Select eitherthe download or
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OnBase Quick Reference Guide

Print the final signed Evaluation (in workflow)

1. Oncetheevaluation hasbeenfullysigned and submitted to Academic Affairs, you will receivean
email notification titled “Signed Copy of your Evaluation Form” containingalink to the
evaluation. Click on the link or copy and paste the linkinto a web browserto openthe
evaluation.

Right-click the evaluation and select Print.

Scholarship objectives for the following assessment cydle
Use the rext box below 1o specify your scholarship goals for the neat assessmens cycle. (300 characier fimit)
test for 12-4
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2. A popup window with a PDF preview will appear. Select your Destination (Save as PDF or a
printer) and click Save.
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