GR — Final Exam Unity

Form Submission
The form is available to the Faculty and GTA OnBase user group.

The Thesis Chair should access and submit the form from one of these locations:
1) OnBase Web Autologin: hamburger menu, New Form
2) OnBase Unity Client: Forms
3) Form Central
4) Graduate Office webpage: (Faculty menu drop-down)
a.) Enter the student’s E# and Tab. (This will auto-populate the student’s first and last name.)
b.) Enter the Title of the Thesis.

c.) The Thesis Chair’s UserID and Name is recorded as well as the date the form is being submitted. This serves

as the Thesis Chair’s Approval.

GR - Final Exam Unity

Student E# (ex: E12345678)™ Student First Name Student Last Name

Department Name * Term Degree *
[English | [2022 spring B [ros 1]
Final Exam Passed Date ™
9/17/2021
[] Thesis/Dissertation Approval Date Thesis/Dissertation Title

By electronically signing this form, we agree the aforementioned student has successfully completed the necessary requirements for the Final Exam within his/her major department.

Chair/Advisor UserlD Name Date

E—  sorzom |

UserlD (ex: chornet) Name
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https://sites.google.com/g.emporia.edu/onbase/home
https://www.esutechsite.com/form-central
http://www.emporia.edu/grad

d.) Click the Add button on the right side of the screen to add a row for each Thesis Committee member.

e.) Enter the Committee member’s UserID (ex: chornet) and Tab. (This will auto-populate the committee
member’s name.) Verify the correct name was populated.

f.) When finished added Committee members, click the Submit button.

GR - Final Exam Unity

Student E# (ex: E12345678)" Student First Name Student Last Name
N { |

Department Name ™ Term Degree ™
[English | [2022 Spring B [eos 1]
Final Exam Passed Date™
9/17/2021
(] Thesis/Dissertation Approval Date Thesis/Dissertation Title

By electronically signing this form, we agree the aforementioned student has successfully completed the necessary requirements for the Final Exam within his/her major department.

Chair/Advisor UserlD Name Date

N S orosizo

UserlD (ex: chornet) Name

CHORNET ‘Curky Hornet | -
SHEADRIC [skylar Headrick ] -
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Thesis Committee Approval

After the form is submitted, the Committee members will receive an email with a link to the form. This link will take the
user to the OnBase Workflow queue.

The committee member can review the form and then click the Approve Thesis/Dissertation task button. The
Committee member’s approval will be recorded on the form.

OnBase L ¢
Drag a column header here to group by that column,
&Y NAME | enrry pate |

LIFE CYCLE VIEW ~WORK FOLDER ¥ Contains.. o

N +o/5/2020 - wait Committee 10/5/2020 3:38:02 PM

N 0/ 29/2020 - Viait Committee 10/29/2020 11:53:51 AM
4/15/2021 - Wait Commiltee 4/15/2021 9:45:01 AM

GR - Thesis/Dissertation Signature Form
GR - Thesis/Dissertation Signature For
GR - Final Exam Unity|

No items to display GR- Final Exam Unity | -9/9/2021 - Wait Committee 9/9/2021 11:18:32 AM

Items: 4

Items: 0 ‘ Approve

Template: None Thesis/Dissertation

GR - Final Exam Unity

Student E# (ex: E12345678)"  Student First Name Student Last Name
[ | ' \
Name * Term Degree ™
[ENGLISH | [2022 spring l [eos .
Final Exam Passed Date”
("] Thesis/Dissertation Approval Date Thesis /Dissertation Title

By electronically signing this form, we agree the aforementioned student has successfully completed the necessary requirements for the Final Exam within his/her major department.

Chair/Advisor UserlD Name Date
. o |

UserlD (ex: chornet) Name hi

0 Note(s) =2

After the last committee member approves the form, it will automatically route to the Grad Office for processing.

Page 3 of 5



NOTE: While in the Thesis Committee Queue, the Graduate Office Coordinator can click the Queue Administration icon
to view and manage forms currently assigned to committee members.

OnBase + = -

c -j 2pY
LIFE CYCLE VIEW WORK FOL

Inbox

et e s
> [ GR Notify ® Workflow Queue Administration - Thesis Committee - Brave
> E& GRRevalidation & obwebdev.emporia.edu
v & GRThesis/Dissertation :
3 Initial (0) Assignments

7@ QOriginator (0) <All Users> (4)
#9 Thesis Committee (0) <Unassigned> (0)
@ Grad Office (0) )
5 WF Complete (0) - @)

> ™ GRThesis/Dissertation
Committee

> @ HRADA Accommodation
Faculty

In Unity, Queue Administration, Show All Items:

=gl

F=
Show Oth
Uzer's Inbo

T

Queue
Administration

Show All
Iterns

Current User

Inbox View Manage Work
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Graduate Office Queue

The Graduate Office Coordinator will be notified when a Thesis Signature form is fully approved. In the Graduate queue,
the coordinator will:

a.) Enter the Department and Term values that will be used for document retrieval and foldering purposes.
b.) After keying the values, click the Save button.

c.) When done, click the Grad Office Done task button to Auto-Folder the document and remove it from workflow
OI‘Base e Inbox d
Drag a column header here to group by that column.
Hil=h 4
LIFE CYCLE VIEW  WORK FOLDER :.A:;am“ IEN;:Y DATE
GR - Final Exam Unity -9/9/2021 - Wait Grad 9/9/2021 11:36:43 AM
No items to display ém . R
Items: 0 '/‘ 3::::: Originator
T

UserlD (ex: chornet)

Name

UserlD

Approved Date

CR - DECREE PLAN
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