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Beginning the 1%t week of Fall or Spring term, the submitted add/drop/withdraw form will
automatically route to the instructor of the course for approval. The instructor will receive an
automated email with the link to the pending approval queue.

If a request is denied, the student will get an automated email providing them with the reason for
denial. If approved, the request will automatically route to the next level of approval or processing,
depending on the time of the semester.

ACCESS TO ONBASE PENDING WORKFLOW

There are 2 ways to access to OnBase Pending approval queue:
1. Use the link in the email notification
2. loginto My Sac State

USE EMAIL LINK

After an OnBase Add/Drop/Withdraw form is submitted, an automatic generated email with a
directly link will be sent to the instructor.

Instructors can click on the link in the email to access the OnBase Pending Approval queue where
the instructors can see all the current pending requests. If the web browser doesn’t open after
clicking on the link, instructors can copy the link form the email and paste it into a web browser.
We recommend using either Firefox or Chrome for best results.
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CALIFORNIA STATE UNIVERSITY

SACRAMENTO

Hello I,

A document has been submitted to you and is pending your review.

Document for Review:

Student Course Add/drop Form for_

Please review the form, choose your action (i.e. Approve) and click Save Form at the very
bottom of the form. Then click APPROVE er DENY button.

E Approve E Deny

If you are done, please make sure to close your OnBase browser completely to end your

session.

If you use Safari version 12+ or Microsoft Edge, the link will not open. Please copy and paste it
into any other browser. If you set up Firefox or Chrome as your default browser, the link will
always open.

Click below to access the document:

https://onbase.csus.edu/AppNet/Workflow/WFLogin.aspx?LifeCyclelD=152&QueuelD=403

OnBase Automated System

Sacramento State

This messoge was sent by an autemated distribution system. Direct replies will not reach the sender.

SACRAMENTO
STATE www.csus.edu

ACCESS FROM MY SAC STATE

1. On your web browser, go to http://my.csus.edu

2. Log in with your SacLink account
3. Click “Onbase Workflow/Approval Processing under the Faculty/Staff Related Links
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http://my.csus.edu/

%SAC %STATE Faculty/Staff Related Links ~ Internal Documents & Resources Vv

° You have successfully signed in to My Sac Sta  Acrobat Sign o

Advising Appointment (EAB)
Cal Employee Connect
CSYou Portal
Hornet Surplus
Library
LinkedIn Learning
Microsoft 365
7 Office for Equal Opportunity (OEO)
OnBase Web Client
My Sac State Employee =TeJgv-1ll OnBase Workflow/Approval Processing
Parking Portal (UTAPS)

SacSend 1.0

SacSend 2.0 - Powered by Emma

Search csus.edu:

Tableau

NAVIGATING ONBASE

Once you logged into OnBase, You will see the “Pending Approvals” folder under the “Approval”
qgueue. There will be a number on the Pending Approvals indicating the number of forms waiting
for your review and approval.

On the right hand side of the screen shows the list of forms you need to review.

|
Updated 7/25/2024



OnBase & mwm "o

Drag a column header here to group by that column.

ceonuY NAME

LIFE CYCLE VIEW WORK FOLDER 7 Containe...
£ Combined Inbox SR - Add/Drop/Withdraw E-Form for SAECHAD, ABE FORM#: 36874 EMPLID: I NEGNcN
v & APPROVAL SR - Add/Drop/Withdraw E-Form for SAECHAO, ABE FORM#: 36876 EMPLID: N

Ja  Pending Approvals (4) SR - Add/Drop/Withdraw E-Form for REX, NATHEN FORM#: 36877 EMPLID: I R
SR - Add/Drop/Withdraw E-Form for PHILLIPS, EVA FORM#: 36888 EMPLID: || R

B9 Submitter Review (0)
B9 Additional Review (D)

> oS ORIED1

1. To view the form, double click on the line of the form you.

2. If there’s attachments to this request, click on the “Work Floder” tab on the top left side of
the screen. Once you locate the attachment on the bottom left, double click on the
attachment to review.

. — Inbox
OnBase * = Click.on Work Folder to,view

7 LTy e RS T A bl e Al
1= K. form and attachment related to
LIFE CYCLE VIEW ¥ Contains this.request double click on the form
A On e

| -
NAME : =+ 3d/Drop/Withdraw E-Form for SAECHAO, ABE FORM#: 36874 EMPLID: 101064323 to review
double click to,view S UAALAL
“attachment SR Add/Drop/Withdraw E-Form for SAECHAO, ABE FORME: 36876 EMPLID: 101064323
SR - Add/ Drop/Withdraw E- SR - Add/Drop/Withdraw E-Form for REX, NATHEN FORM#: 36877 EMPLID: 217382270
Form for REX, NATHEN FORM
36877 EMPLID. RE—— SR - Add/Drop/Withdraw E-Form for PHILLIPS, EVA FORM#: 36888 EMPLID: 223018367

SR - Add/Drop/Withdraw
Attachment for REX, NATHEN

W Contains...

empLID: I
SR - Add/Drop/Withdraw Use these buttons to take action on the
Attachment for REX, NATHEN request
EMPLID:
HPE Vialiintan: RPacinnatinn R
ltems: 4 - Add
Template: None EAPPVO\'G E Deny hul Comments

3. Use the buttons to Approve, Deny or Add Comments to the form.

a. Click Approve will immediately approve the request and move to the next step of
the workflow for Department Chair approval or Department staff to complete the
request.

b. To Deny a request, click on the Deny button and you will be required to put in
comments stating the reason for denying the request. Once you click “Save” on the
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comments, the request is removed from your pending approval queue and an email
notification is sent to the student stating the reason. (the reason will be the exact
text of your comments).

CALIFORNIA STATE UNIVERSITY

SACRAMENTO

Hello Nadya,

The Course Add/Drop Form #: 21268 you submitted on 1/27/2021 for HIST 10 has been reviewed
by the instructor, Nikolaos Lazaridis and routed to the History department chair for review.

Instructor Notes: Comments from the

Comments for the student are automatically displayed in the email. “"“"““‘"‘W

If you have any questions about your form, please contact the History department.

Office of the University Registrar
CSU, Sacramento }6000 J St., Sacramento, CA 95819
Tel: 916-278-1000, option 4 | Email: registrar@csus.edu

California State University, Sacramento
SACRAMENTO 6000 J Street, Sacramento, CA 95819
Ml STATE Campus Main Phone: (916) 278-6011

=

www.csus.edu

Important Note:

Updating the form itself will not move the form out of your pending approval queue. You need
to click the buttons to approve or deny the request in order for the form to move to the next
workflow queue.

4. When finished working on the forms, please log out and close your browser to end your
OnBase session completely.

TIMELINE FOR ADD/DROP/WITHDRAW FORM WORKFLOW

Depending on the week of the semester, the add/drop/withdraw form will need additional
approvers. Below are the approval flow for each term.
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Document Flow for Add/Drop/Withdraw Request

Before Week | &2 Week 3 & 4 Week 5 & 6 Week 7+
Weelk |

College Dean (All Request)

Department Processing | Registrar Processing |

ADD FORMS

Before Week 1: STUDENT — DEPARTMENT PROCESSING

Students adjust their schedule via My Sac State or Submit add/drop/withdraw request go directly
to Academic Dept staff for processing

Weeks 1-2: STUDENT — INSTRUCTOR — DEPARTMENT PROCESSING
If no instructor is assigned to the course, the add/drop/withdraw request go directly to Academic
Dept staff for processing

Weeks 3-4: STUDENT — INSTRUCTOR — DEPARTMENT CHAIR — DEPARTMENT PROCESSING

If no instructor is assigned to the course, the add/drop/withdraw request go directly to
Department Chair for approval

Weeks 5-end of term: STUDENT — INSTRUCTOR — DEPARTMENT CHAIR — COLLEGE DEAN —
REGISTRAR PROCESSING

DROP FORMS

Before Week 1: STUDENT — DEPARTMENT PROCESSING
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Students adjust their schedule via My Sac State or Submit add/drop/withdraw request go directly
to Academic Dept staff for processing

Weeks 1-2: STUDENT — INSTRUCTOR — DEPARTMENT PROCESSING
If no instructor is assigned to the course, the add/drop/withdraw request go directly to Academic
Dept staff for processing

Weeks 3-4: STUDENT — INSTRUCTOR — DEPARTMENT CHAIR - DEPARTMENT PROCESSING

If no instructor is assigned to the course, the add/drop/withdraw request go directly to
Department Chair for approval

TH
INDIVIDUAL CLASS WITHDRAWALS (DROPS AFTER THE 4 WEEK OF SCHOOL)

Weeks 5 & 6: STUDENT — INSTRUCTOR — DEPARTMENT CHAIR — REGISTRAR PROCESSING

Weeks 7 — end of term: STUDENT — INSTRUCTOR — DEPARTMENT CHAIR — COLLEGE DEAN --
REGISTRAR PROCESSING

End of Instructions
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