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Reclassification and In-Range Adjustment - Requester



Requester • Completes Form

• Submits Request

• Receives Email Notifications Throughout 

Approval Process

2



Requester

OnBase 
Assigns 

Request #

Enter EMPLID
&

Additional information 
will populate

Enter anyone 
that you want 

to notify 
request was 
submitted..

Form Information
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Requester

Check Box for
Either 

Reclassification
or 

In-Range 
Adjustment 

Reclassification or In-Range Option

4



Requester

Enter 
Funding 

Speedtype

Enter PCN

Additional 
Information About 
You Will Populate

Enter All Necessary Information
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Description 
Information
(if needed)

Enter 
Proposed 
Salary

1

2

3

4

5

* Are Required Fields

Justification

System will automatically populate the 
correct employee Information.



Select 
Document 
to Attach

Requester

Select Open 
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Attach Required and Relevant Documents

1 Upload All Required 
Documents

3

4

2 Attach Any Supporting 
Documents 
(not required)



Requester
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Errors Submitting Form
Review Form To Find Field(s) 
(highlighted in red)
Red indicates required field is not entered..

1 Select OK

Attach 
Document(s)

3

Required Field Not Entered2



Requester

8

You’ve Got Mail!

Email Sent From
onbase@louisville.edu

Request #

3

Note: You will be sent approval emails throughout the approval process.

2

1

Email Contains 
Information Pulled 
From Your Request



Requester
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If Changes Are Needed

Use Link to Access Form2

1
Changes Needed From 
Dean/VP Approver



Select “SUBMIT”
If Completed Changes

Form Saves

Requester
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Make Changes Needed

3

1

2

Window Automatically Closes



1234567

Form Doesn’t 
Look Right 
(no background 
or logo)

Requester
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Problem Viewing Form

1

Close Browser 
and All Tabs

2
Re-open Form from Email Link3

Switch to a Different Browser if 
the below doesn’t work….



Requester
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Approved Notification

has
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