
Visiting Application Form in OnBase Instructions: 
 

* VPN and an OnBase account are required to complete this process. 
* Users experiencing issues with file upload/attachments should first attempt the task 
using the recommended browser, Firefox. If this does not solve the problem, please 
submit a request for assistance at help.emory.edu. 
 
1. Requesting an OnBase account: 

An OnBase account is required to submit Visitors’ Application form on OnBase. If you do not have an 
OnBase Account, you can submit a Service Request at help.emory.edu and include the text below. 

o Name 
o NetID 
o Email Address 
o Access Needed (RC – HR usergroup) 

 
2. Connect to Emory VPN and Log to OnBase.  

You must be connected to Emory VPN to submit a form. If you do not have the VPN client installed, make 
a request through the helpdesk help.emory.edu . Once you are connected to the VPN 

 Navigate to “imaging.emory.edu” 
 Log in using NetID & Password 
 If you save the URL to your bookmarks, be sure to leave out “/AppNet” in the address: 

Imaging.emory.edu/AppNet 
 

3. Access the Visiting Scholar Application Form 
 Select the stack icon at the top left corner❶. 
 Select “New Form” from the drop-down menu❷ 
 Select “RC-Visiting Scholar Application Form” ❸ 



 Click “PI and Visitor Information” tab and complete the form❹ 

  

 

 

 

 

 

 

 

 

Note:  

 The PI is the person inviting the visitor or the supervisor of the international employee.  
The PI Information and HR Department sections have autofill capabilities. Type the NetID 
and then “Tab” to auto complete the rest.  

 Type the Last Name with mixed case (ie. Smith, not SMITH or smith) 
 Red Asterisk marks a required field 

 
4. Attaching Documents and submitting the form.  

 Click on “Upload supporting documentation” to upload attachments ❶.  
 Click on “Save to Submit the form❷.  

 

 Note: Clicking the “Save” button submits the form to RCRA.   

5. Email Notification from OnBase: Request for additional information 

If an approver (Export Controls or Research Security) requires additional information, they will send the 
document back to the “Department Review” queue. The submitter will receive an email notification from 
OnBase alerting them to process the document.  



 

The submitter can provide the required information by navigating to the “Workflow” (see instructions 
below) or by clicking on the link in the email.  

6.  Access the Workflow 
 Select the stack icon in the upper left corner ❶. 
 Select “Workflow” ❷ 
 A pop-up window will open (make sure to allow pop ups in your browser settings) 
 Select Life Cycle View > RC - Visiting Application Form > RC – Department Review ❸ 
 Active applications will appear in the “Department Review” Inbox ❹.  
 Sort and filter by keywords to find and select the document you want to process ❺ 
 Make the necessary updates and click “Save” button at the bottom of the form. 
 Click on “Dept Approve” button to submit the form to RCRA ❻. 



 

 

 

7. Email Notification from OnBase: Approval 
Once RCRA has approved the application, the submitter will receive an approval notification from 
OnBase. The notification will include notes from Export Control and Research Security.  



 


