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NEW ONBASE E-FORMS

What is New?

This News Flash is being issued to inform staff that E-Forms are no longer available in Microsoft Outlook, and will now be
in OnBase (Unity).

Who Does This Impact?

= DES Staff

DBME E-forms Now Available

o FAA-Medical Emergency Request form

e FAA-Request for EBT Quest Cards

e FAA-Request for EBT Transaction History
e FAA-Turn Around Code Request

e R&A Drug Conviction Checklist

Submitting an E-Form through OnBase (Unity)

STEP 1: Click on the OnBase Unity icon from your desktop. If you do NOT have OnBase Unity, please contact your

supervisor to have a J-125 submitted.
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STEP 2: Select “Forms” at the top of the icon menu.
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STEP 3: The available DBME E-Forms will display to the left of the screen.
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TO REQUEST A CODE: Check the appropriate boxe(s) and complete the inform
you need, then hit the SUEMIT button near the bottom of the page.
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STEP 4: Once filling out the information requested in the form, select “Submit”. A pop-up will appear asking, “Would

you like to create a new form?”, and you may select Yes or No. You will receive an email confirmation indicating the
form was submitted successfully.

FAA Turn Around Code Request
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Requestor Info

Requestor's Name Request Date
Chapin, Blake
Requestor Phone

602-222-3333

TO REQUEST A CODE: Check the appropriate box
button near the bottom of the page.
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Searching for a Previously Submitted E-Form in OnBase (Unity)
STEP 1: Select “Custom Queries” at the top of the icon menu.

o~ OnEaie [CinBlase Pros)
ol
e

B Gy tistary v "
g ylalBioe Doy w 3 2 -
Hl_r!l Pg;!;ﬂ._u hululn é.;:"m; Meiriessl ﬂhh N are Formi Upioad  Tewplsies aaspan Wk “hun “mu

Fawstiten Cgcumemi Crewte vl KAl i b Imagng

T RS Thoker

'Who You Gonna Cali!
S Maral
OIS sl

OIS Dok Aide

B mpmiranela pded govdelan R asgs

[ =

Wk Cha e, Bake .
TIE T R PR Dhanmasny o Focooss Secummy

STEP 2: Select “DBME E-Form Search” from the list displayed on the left of the screen.
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STEP 3: Fill out the Date Options, enter your D number for your UserName, and click Search. A list of the E-Forms you
have submitted in OnBase Unity will display.
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