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The Current CTF Process

• Different forms
• Different processes
• Dependency on user know-how and thoroughness
• Complexity of PDF Packet
• Lack of control
• Lack of visibility



The New Process

Powered by OnBase



OnBase 
• Enterprise Content Management (ECM)
• Organizes, manages and optimizes 

content and processes
• A platform.



Submitting the CTF
• Web-based electronic form
• Link via email, documentation, or bookmark
• Just click and go



Submitting the CTF

After form is Saved or Submitted
• Submitter receives an email with a link back to the form 
• Submitter receives an email as the form moves through 

the approval process
• Submitter receives an email after form is fully approved



How to Submit the new Agreement/Contract 
Transmittal Form

-No specific access required only access to the link  
OnBase Link (testing link)

-Training was provided to A-Team 5/13/2025

https://ob22t-01.rccd.net/AppNetTestDpop/UnityForm.aspx?key=UFKey
https://ob22t-01.rccd.net/AppNetTestDpop/UnityForm.aspx?key=UFKey


Instructions Tab



Details Tab



Approvers Tab



Attachments Tab



Save or Submit Tab



OnBase for Approvers



OnBase for Approvers
This new process will replace the A/C transmittal packet currently done in the Adobe Acrobat form. 

Project Timeline:
• Monday May 12th-  Testing begins
• Tuesday May 13th – Training provided to the A-Team
• Wednesday May 14th- Training provided to Management Team
• Testing will continue for the month of May.

• June 2nd,  Pilot begins at Norco
All A/C transmittals for 24/25 or 25/26 will be submitted via OnBase

Training Materials have been uploaded to the Mustang Forms SharePoint site. 



All Managers need to download Unity Client

.Unity Client Test End User Instructions

https://studentrcc.sharepoint.com/:b:/r/sites/MustangFormsProcedures/NC%20Forms%20and%20Procedures%20Document%20Library/Business%20Services/AC%20TRANSMITTAL%20OnBase%20Process/unity%20client%20download%20instructions/UnityClientTEST_endUser_Install-Instructions.pdf?csf=1&web=1&e=TRhfBC


THANK YOU
for your attention
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