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ON BASE: HOW TO APPROVE A MILEAGE ENTRY

Provides guidance for Supervisors on approving or returning a mileage reimbursement entry in OnBase.

DIRECTIONS:

From the main OnBase dashboard:

Tap on the menu button (hamburger menu)
in the upper left corner of the window. Workflow

1a

Document Search

Upload
From the drop down menu, tap on

Workflow.

New Form

Manage Locks

From the list of forms: — Workflow

Qs " FM - Mileage for LEWANDOWSKI, STEPHEN on
. Q Search 1/7/2020 #8358770
a Tap on the Mileage Approval Process ‘
option. ~ EM - EMIT Internal I FM - Mileage for BASIC, MENSUD on 11/4/2019
| #824310
FMIT Internal Clean-Up 73
“ FM - ILSM Risk Assessment 2
Risk Review 0
Project Manager Waiting Room 0
ILSM Pending Verification 2
. available to
“ FM - Mileage 30 Ml
Daily Technician Mileage 1
Mileage Needing Correction 0
Q Mileage Approval Process 22 ava"abl.e 0
supervisor
Mileage Approval Default 7
|
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ON BASE: HOW TO APPROVE A MILEAGE ENTRY
DIRECTIONS:
3 The Mileage Approval Process Workflow list = Workflow 3
Wll.l. pOpUlate on the rlght pane: FM - Mileage for JOHNSON, CHRISTINA M on

e Tap on the mileage entry you want to edit. ¥ FME Contracts !
Send docs to vendor 1
FM Order Request Approval 0
Daily Technician Mileage (o]
Mileage Needing Correction 0

To approve or reject the Mileage entry,

FM - Mileage

Tap on the Checkbox icon at the top right

hand corner of the Mileage entry form. FM Employee Name* FM Crew
[OELEVEL1. MENSUD ) ~| [LOCK SHOF H
Email EmplID
[M oblevel1 @northwestern.edu ]
Mileage date* OnBase User ID
(031972021 ) [MEASIC OBLEVEL)
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ON BASE: HOW TO EDIT A MILEAGE ENTRY
DIRECTIONS:

A Tasks popup window will open,

e Tap on either the Approve or Reject options.

FM - Mileage

FM Employee Name* FM Crew
[OBLEVEL1, MENSUD - | LOCK SHOP

Email EmplID

ﬂvl‘obleve\‘l @northwestern.edu _]
Mileage date* OnBase User I}
v INFORMATION MBASIC_OBLE) =]

The from will close automatically if you select
approve.
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Starting mileage
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Ending mileage §Pe——
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Total mileage for this day
4.0 i

|

Note:
The Mileage Complete ch¢ 1y is entered.

Mileage complete (ct

n If the Mileage Form is rejected,

A new popup window will appear so that the
Supervisor can provide a Denial Reason for
the rejection. Please enter reason.

Please be specific when entering a reason
for rejection.

@ Tap on the Submit button to save the Denial | Mileage entry

Reason. Starting mileage Comment

Ending mileage
5.000000
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v INFORMATION

Total mileage for this day

The Technician will receive an email with the
Denial Reason once submitted.
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