Step-by-Step Guide: How to Use a Workflow Scribe™

1 Navigate to https://riceuniversity.nal.documents.adobe.com/account/home|S
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3 Click "Start from library"
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4  Click the "Search" field.

Start from library
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@ 3rd Party Cost Share
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Faculty Summer Salary - Academic Year Time - Salary Cap (FS5-AYT)
Power Automate
Faculty Summer Salary Academic Year Time No Salary Cap (FSS-AYT)
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English Events Form

B
B
B
[ Fss-AYT - Faculty Summer Salary and Academic Year Time
B
B
B

Property Accounting Disposal Form - FY23
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5  Click "Workflows"
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6 Click the "Search" field and enter OnBase or the name of the workflow
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7  Click the name of the workflow you need.

Library
Recent Templates

Templates

Power Automate

8  Click "Start"

Start from library

¥  Onbase
Name Last Modified
ki Eﬂ Account Workflows
,5'2',5 OIT - Security Agreement - OnBase - Development/Alumni n/02/202:

T ry Agreement - OnBase 1/17/202

Cancel
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9 Click the "Enter recipient email" field and enter your email or the email of the form
filler.

OIT - Security Agreement - OnBase

How this workflow works?
This is a request for new OnBase access or a change to current access.

Recipients

OnBase User™

& Enter recipient email g v Emi

Access Approva [*
cr Enter recipient email Bg v Emi
OnBase Admin*

v} vsS1@rice.edu B v Em:

CC | Hide

10 Click the "Enter recipient email" field enter dept. admin or dept. approver.

How this worktlow works?
This is a request for new OnBase access or a change to current access.

Recipients
OnBase User™

Q’ myeamail@rice.edu
Access Approval*

& Enter recipient email
OnBase Admin*

® vs51@rice.edu

CC | Hide
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Enter CC's emails
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11 Click "Send"
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Please Complete and Sign Thank you,

Files

Document % T=  OQIT - Security Agreement - On
Base

12 This will open the template if you are the form filler to complete. The form will be
routed to the next approvers, and all participants will receive a copy of the
completed form.
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