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PURPOSE:
To provide instructions for requesting OnBase workflow access for Court Administration users 
OBJECTIVE:
· To provide the necessary direction to ensure that Court Admin staff will receive the workflow access option(s) they need to utilize the following lifecycles: Civil Court Admin Lifecycle; FC Administration LC; LC Admin Lifecycle; PCR Unit Lifecycle; RCC EDC Unit Lifecycle
EVENT DRIVER:

· Staff requires access to one of the Court Admin workflows above
PROCEDURES:

1. Civil Court Admin Lifecycle
A. Send a request to the CTS Help Desk to add workflow to a new or existing OnBase account. Include:

a. The name of the lifecycle, and 

b. The access option below (See Figure 1).
Figure 1
Name of Lifecycle: Civil Court Admin Lifecycle
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2. FC Administration LC
A. Send a request to the CTS Help Desk to add workflow to a new or existing OnBase account. Include:

a. The name of the lifecycle, and

b. One or more of the four (4) access options below (See Figure 2).
Figure 2
Name of Lifecycle: FC Administration LC
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3. LC Admin Lifecycle 
A. Send a request to the CTS Help Desk to add workflow to a new or existing OnBase account. Include:

a. The name of the lifecycle, and 

b. The access option below (See Figure 3).
Figure 3
Name of Lifecycle: LC Admin Lifecycle
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4. PCR Unit Lifecycle 
A. Send a request to the CTS Help Desk to add workflow to a new or existing OnBase account. Include:

a. The name of the lifecycle, and 

b. One or more of the four (4) access options below (See Figure 4).
Figure 4
Name of Lifecycle: PCR Unit Lifecycle
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5. RCC EDC Unit Lifecycle 
A. Send a request to the CTS Help Desk to add workflow to a new or existing OnBase account. Include:

a. The name of the lifecycle, and 

b. One or more of the five (5) access options below (See Figure 5).
Figure 5
Name of Lifecycle: RCC EDC Unit Lifecycle
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POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· Court Administration users who request OnBase accounts
· CTS Help Desk

· ITG Help Desk
TIME / VOLUME:

· Time and volume vary 
FREQUENCY:

· As requested
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
· Microsoft Outlook

REPORTS / FORMS:

· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court and Court Administration users who are authorized to request OnBase accounts or modifications to OnBase accounts
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