INSTRUCTIONS FOR CHECKING THE STATUS OF YOUR DEPARTMENT AGREEMENT

ONBASE WEB VERSION

Open web browser and go to https://onbase.louisville.edu/onbase/Login.aspx. Login when the screen below
appears.
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https://onbase.louisville.edu/onbase/Login.aspx

Once logged in you should a screen like the one below. Click on the 3 parallel bars at the left side.
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You should see the screen below after you click on the blue bars. Click on Gallery located under
Reporting Dashboards.
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Once you have clicked on Gallery you should see the screen below. The Shared With Me section will be
collapsed. Click on the carrot to expand. Then you can click on Purchasing Department Request Status.

Reporting Dashboards

Gallery

Q,

> Public ltems
v &) Shared With Me

|

CTL - Department Request Search

HR - Actions - XPAY - Workflow Status by Request
or

HSC Auth to Hire

PROCARD - Work Queues

PUR - Contract Data

PUR - Dept Agreement Purchasing Work Queue
PUR - Sole Source Documents

Purchasing - Department Agreement/Details

Purchasing - Leave Hours (Horn)

B A EEREEDE wk

Purchasing Department Request Status

il Sponsored Account Renewal




After you click on the Department Request Status you should see the screen below. You can click on the
right corner of each cell to sort.

You can click here to export
the report to a file.
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