
 
 

FAA Systems Team 

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  
  

• FAA-Medical Emergency Request form  
• FAA-Request for EBT Quest Cards 
• FAA-Request for EBT Transaction History 
• FAA-Turn Around Code Request  
• 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. 

  
  
STEP 2:  Select “Forms” at the top of the icon menu. 
 

 



STEP 3: The available DBME E-Forms will display to the left of the screen. 
 

 
 
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.   
 

 
 
 
 
 
 
 
 



Searching for a Previously Submitted E-Form in OnBase (Unity) 
 

STEP 1: Select “Custom Queries” at the top of the icon menu. 
 

 
 
STEP 2: Select “DBME E-Form Search” from the list displayed on the left of the screen. 
 

 
 

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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