Instructions for the OnBase HR Systems Security Access

Approval Process

For School/Unit Approvers

When a HR Systems Security Access Request has been submitted, approvers will receive
an Approval Needed email.

HR Security Access Request Approval Needed - WILDCAT, WILLIAM [Request £583230]

Repl 5 Reply All | —» Forward | | H | | e |

HR Requests |©| O Reply | © Reply J & J
To Thu 7/30/2026 4:35 PM

An HR Security Access Request has been submitted that requires your approval. i

Name: WILDCAT, WILLIAM

EmpliD: 599959%

NetlD: ABC123

Date Submitted: 7/30/2026

Request Type: HR Security Access Request
Submitted By: EVINS,CATHY ANN

Request ID: 583230

Status: Pending Approval

To review and approve/reject this request, please click the web access link below or log into your OnBase account, select the "Workflow" option, and
look in the "HR - HR Systems Access and Training" life cycle.

OnBase Web/Mobile Client:
https://onbase.northwestern.edu/appnet/Workflow/WFLogin.aspx?LifeCyclelD=248&QueuelD=985&DocID=13740450

For questions or concerns, please contact myHR Training Team at myhr-training@northwestern.edu.

If you are a school/unit approver, log into OnBase.
e |fyou have OnBase installed on your computer, use that version.

e |fyoudon’t have OnBase already installed on the computer, use the web
version: OnBase web portal.

On the left, find HR - HR Systems Access and Training. Click the arrow > next to it.

- Pending Items

OnBase ¥
Co8

Life Cycle View Attached Documents

> @ HR-HR Systems Access and Training
> ] HR-Intake & Processing

» o HR-Pers Data Form Matching
> # HR- Portable Caregiving Grant Processing

—
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https://onbase.northwestern.edu/appnet/Workflow/WFLogin.aspx

Click on the School Security Approval folder.

OnBase N
Co:

Life Cycle View Attached Documents

v (& HR-HR Systems Access and Training
9 Initial (0)

| = School Security Approval (3)
Approved (0)

F Declined (0)

In the Pending Items list, click on the item you want to review.

The form is visible at the bottom. You can drag the grey horizontal line up to make the
bottom reading pane bigger.

Any Attached Documents are shown on the left. Double-click the attachments to
view/download them. Excel attachments will automatically download. PDF
attachments can be viewed in the OnBase application. If the PDF is open in the bottom
reading panel, click the row in the Pending Items to return to viewing the request form.

orBase o= e Pending ltems
X Drag & cokumn header here to group by that column.
I % A HR Request Number IIn‘ErnaI Identifier ILasl Mame IFirst Name I
Life Cycle View Attached Documents 7 Equals T Contains ¥ Conbains ¥ Contains.
Portfolios | HR - Attachments w 577433 ABC123 WILDCAT WILLIAM
577426 ABC123 WILDCAT WILLIAM

Drag a column header here to group by that col

Document Name Document C

W Contains.... W On...
(Pending Req #577433) - WILDCAT, WILLIAM 7/6/2026
(Pending Req #577433) - WILDCAT, WILLIAM 7/6/2026
maove this line to
ttems: 2 make the form
Items: 2 Approve bigger in the
A ith j
Filter: HR - Folder - Display Q) rowrove () g:mmm g Rt bottomn pane

Human Resources Security Access Request

Instructions for Approvers

Approvers may edit the request. If edits are made, click the Save Changes button at the bottom.

After all changes are done, click the Approve, Approve with Comment, or Reject button above the form. You will be promted to add a comment if you chog
Comment button under the text box.
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On the submitted request, approvers:

Can NOT change:

e Requester information

e Applicant information

Can change:

e DeptlD/nodes

e Anyroles checked or unchecked
e Additional Emails

e Attachments

Note: If significant changes are needed, please Reject request and ask Requestor to

submit a new request.

If any changes are made to the request, click the Save Changes button at the bottom. You
must Save Changes before you can approve or reject the request.

OnBase - Pending ltems
Drag a column header here to group by that column.
Ii=h g )
- : HR Reguest Number I Internal Identifier I Last Mame I First
Life Cycle View Attached Documents TE - - _ -
. v Equals.. v Contains... « Contains W' Cof
Portfolios | HR - Attachments V| 577433 ABC123 WILDCAT WILL
577426 ABC123 WILDCAT WILY
Drag & colurmn header here to group by that column
Docurment Name I Document C
v Contains... v On...
(Pending Reg #577433) - WILDCAT, WILLIAM 7/6/2026
(Pending Req #577433) - WILDCAT, WILLIAM 7/6/2026
Itemns: 2
Items: 2 Approve
A ith Reject
Filter: HR - Folder - Display Q ks g g;mment g .
|

Attachments & Submission

Attach Supporting Documents (2)

Supporting Documents
(Fending Req #577433) - WILDCAT, WILLIAM

(Pending Req #577433) - WILDCAT, WILLIAM

Attach Supporting Documents

Save Changes

Approval History
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Next, click the Approve, Approve with Comment, or Reject button above the form.

OnBase

Life Cycle View Attached Documents

Portfolios | HR - Attachments v |

Drag & column header here to group by that column
Document Name

W Containa

(Pending Req #577433) - WILDCAT, WILLIAM
(Pending Req #577433) - WILDCAT, WILLIAM

Items: 2

Filter: HR - Folder - Display

+ = -
IR g

I Document C
T On.
7/6/2026
7672026

Pending ltems
Drag a column header here to

HR Request Number

group by that column
I Internal |dentifier

v Contains

I Last Name

v Contains

I First Name
v Contains
WiLLIAM
WILLIAM

ABC123 WILDCAT
577426 ABC123 WILDCAT
ltems: 2
Approve
Approve with Reject
g g Comment g

Applicant's Details

Applicant’s EmpliD*

Enter information below for the individual receiving access:
Please complete the additional information that is not pre-filled below.

Applicant’s First Name *

Applicant's Last N

For Approve with Comment or Reject options, a Comment is required. Use the Add a
Comment box to indicate any changes made to the original request or the reason for the
rejection. Clickthe Add Comment button under the comment text box.

v (J Request #577433: General Syst. X
<« c =
28 NU HR DeskPro @ myHR Pred

OnBase

Life Cycle View Attached Documents
Portfolios | HR - Attachments V|

Drag a column header here to group by that column.
Document Name

¥ Contains.

(Pending Req #577433) - WILDCAT, WILLIAM
(Pending Req #577433) - WILDCAT, WILLIAM

ltems: 2
Filter: HR - Folder - Display

(] Position/Appointment Forms

Request Submitted: myHR - N X | +

onbase.northwestern.edu/AppNet/Workflow/WorkflowMain.aspx

myHR Reporting @ Cognos

+ =
M

I Document C
¥ On.
7/6/2026
7/6/2026

=
Position / Appointment Forms

@ myHR Instances myHR Admin 1D Filter

¥ TeamDynamix

Pending ltems
User Interaction

Add a Comment

Enter a comment. This will be stored on the transaction request form and displa

Added Temp Administration to the request

Print, complete, and approve forms for submitting myHR employee-related tr

Temp Administration

Temp Administration

Manage data for and terminate both temporary employees and work-study st|
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After you process the approval, a PDF version of the request form is generated.

After approval, the Requestor and the Applicant receive a notification email. (This can
take up to 10 minutes for email to arrive after approval). The email includes an attached
pdf version of the full form as well as the list of required training courses.

HR Security Access Request Approved - WILDCAT, WILLIAM [Request #588744]

HR Requests
To @ Cathy Evins; ) additional@northwestern.edu;

Supporting Documentation for Req 588744 - WILDCAT, WILLIAM ( 9999999) - 8-24-2026.pdf o
m) 1MB

The following request has been approved by the school approver.

Name: WILDCAT, WILLIAM
EmplID: 9559999

NetlD: ABC123

Date Submitted: 8/24/2026

Attached pdf of full request form

Request Type: HR Security Access Request
Submitted By: EVINS,CATHY ANN
Request ID: 588744

Status: Approved
List of required training

Comment: Auto-Approved

/

Please complete the following training if you have not already. Access will be granted once trainings are completed.
HRS101A Intro to myHR, HRS101B Pos/Appt Forms, HRS101C Reports, HRS102A Intro to Funding, HRS102B Payroll Funding and Journal:

You can access the training courses listed above using the links to myHR Learn below:

HRS101A Introduction to myHR HRS101B Position/Appointment Forms

HRS101C Reports and Queries HRS102A Introduction to Funding Links to all trainings in
HRS102B Payroll Funding and Journals HRS103 myHR Temp Administration myHR Learn

HRS107 myHR Deployed Additional Pay HRS108 myHR Query Development

HRS203 myHR Annual Salary Management HRP003 Form |-9/E-Verify Training

myHR Staff eRecruit
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Once approved, the HR Training and HR Security teams review the request and check
that the employee completed all the necessary training. If all training is completed,
then all access and roles are granted. If only some training is completed, then

the applicant will be given security access and roles based on completed training.
Emails are sent to the Requestor and the Applicant when access is granted.

Notifications during process:

Workflow stage Notification Email to:

Received Requester

Approval Needed Approver

Approved Requester and Applicant

Rejected Requester

Partial Access Granted Requester and Applicant

Completed Requester and Applicant

*All notifications to Requester also sent to any Additional Emails listed on the request
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