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Review Documents

Double click one of the candidates from
the review section.
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OnBase will open this candidate’s file. The
application is displayed in the viewer in the
bottom of the window, but associated
documents are available via the work
folder on the left.
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Review Documents

The work folder offers a dropdown to
display the appropriate documents you
wish to view.
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After making a selection, double click a
document to open it in a new window.
Close the window when you are finished.

NOTE: You do not need to take any action.
Your department committee chair will
record the recommendation. You only
need to prepare for this meeting by
reviewing the candidate documents.
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