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Welcome 

Non-Public Partners:  

We are excited to announce the launch of electronic payment request management between SLPS and 
Harvest On-Base 360.  This new so�ware will simplify the purchasing/reimbursement process and 
reduce the administra�ve burden experienced when submi�ng purchase and reimbursement requests.   

 

Harvest On-Base 360 so�ware offers many benefits, including: 

• Track requests by submission date and see where the request is in the approval process. 

• Electronic Signature and document atachment to payment requests 

• Full SLPS Vendor File that is searchable!  No more wondering if a vendor you want to use is a 
SLPS vendor! 

• Expedited processing of request. On-Base will be integrated with the SLPS ERP system for 
seamless processing this fall. 

 

What’s Next? 

We will be sending an email with username and password, and a link to the system.  In addi�on, we will 
also have videos posted on our website on how to submit requests. There will be a video for each type of 
request to submit (Regular Payment Request, Travel, Tui�on, etc.).  In addi�on, we will provide virtual 
training sessions by request. 

 

Your Feedback is Important 

If you have addi�onal ques�ons, please contact nonpublic@slps.org. 

 

 

mailto:nonpublic@slps.org
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Introduc�on 

Content360° is the ECM solu�on that is designed and built on top of the award-winning OnBase by 
Hyland pla�orm to provide transac�onal content (documents, records, forms, videos, etc.) management, 
automated workflow and eForms. This makes Content360° a superior choice when looking at ways to 
improve your document management processes while leveraging your exis�ng investment in line-of-
business applica�ons. Content360° offers one of the lowest total cost of ownership solu�ons on the 
market because it is built on top of OnBase’s no-code, point-and-click configurable pla�orm. This means 
that any organiza�on using Content360° could truly “own” their solu�ons without paying for expensive 
custom programming to make changes or modifica�ons. Storing everything in Content360° also allows 
organiza�ons to keep managed content in a single loca�on rather than in separately managed 
informa�on silos which further reduces costs. 

As budgets get �ghter, the pressure on your staff and resources increases considerably. Harvest 
Technology Group's solu�ons help relieve the pressure by cu�ng down on �me-consuming paper 
document processes, while saving your school district money by elimina�ng costly document storage 
and prin�ng requirements. 

Paper documents are difficult to manage, maintain, update, and retrieve when needed. This has led 
school districts everywhere to look for a beter approach to K-12 document management. That's where 
Content360° comes in. Content360° is the only document management solu�on built with the needs of 
K-12 school districts in mind. 

Content360° gives schools the ability to capture and store records in a central loca�on where they can be 
accessed via computer and shared throughout the school district with a few simple clicks. 

 

Benefits of Harvest Technology Group for Records Management 

• Save �me and shorten process cycles by capturing data electronically and rou�ng it 
automa�cally. 

• Improve accuracy with data valida�on at the point of entry. 

• Protect sensi�ve data from unauthorized access. 

• Reduce costs associated with the design, produc�on and distribu�on of paper forms. 

• Eliminate the delay required to re-produce and distribute paper forms. 

• Automa�cally provide a record of access/modifica�on history and current status. 

 

 



4 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5 | P a g e  
 

Payment Request 

To enter a Payment Request, you will start by naviga�ng to the OnBase login screen. 

 

Next, you will enter your login creden�als. 
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Once logged in, you will navigate to the slide drawer naviga�onal icon in the top le� corner of the screen 
located next to Document Retrieval. 
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Once opened, you will click on new form and the next screen will display $ SLPS Purchase Request. 
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Click purchase request, and the blank SLPS Non-Public Payment Request form will open. The date field is 
automa�cally stamped for the current date and �me. The Request ID is updated once the completed 
request is submited. 
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In the Non-Public School Contact field, you will select your loca�on by using the drop-down arrow next 
to the loca�on box. 
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Once selected, a text box will appear. 

 

 

 

Use the slide bar to navigate and select the contact informa�on for the requestor. 
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Once you select your loca�on, the informa�on will autofill based on the current data preloaded in the 
system. 
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Next, you will select your funding source from the dropdown menu. The form radio buton is defaulted 
for Non-Taxable. 

 

 

You will then need to select your request category. A new tab will appear next to Payment Request 
depending on the type of request that you select. 
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Next, the Vendor Name will need to be entered under the Vendor Info field. Once you type the vendor’s 
name, click Lookup Vendor. 
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The select reverse lookup match box will appear. Use the slide bar to navigate to the correct contact 
informa�on and click select. 
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The data will autofill using the preloaded vendor informa�on in the system. 

 

 

 

The amount requested needs to be entered next. 
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Required fields are denoted by a red asterisk. From there, the ac�vity �tle and loca�on need to be 
entered into the text box as well as the jus�fica�on for request. 

 

 

 

Lastly, you can atach any suppor�ng documents by clicking on the Atach Suppor�ng Files. 
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Once atached, you will complete this process by clicking the submit box which begins the workflow 
approval process. 
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Tui�on Reimbursement 

To enter a Tui�on Reimbursement Request, you will start by naviga�ng to the OnBase login screen. 

 

Next, you will enter your login creden�als. 
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Once logged in, you will navigate to the slide drawer naviga�onal icon in the top le� corner of the screen 
located next to Document Retrieval. 
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Once opened, you will click on new form and the next screen will display $ SLPS Purchase Request. 
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Click purchase request, and the blank SLPS Non-Public Payment Request form will open. The date field is 
automa�cally stamped for the current date and �me. The Request ID is updated once the completed 
request is submited. 
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In the Non-Public School Contact field, you will select your loca�on by using the drop-down arrow next 
to the loca�on box. 
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Once selected, a text box will appear. 

 

 

 

Use the slide bar to navigate and select the contact informa�on for the requestor. 
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Once you select your loca�on, the informa�on will autofill based on the current data preloaded in the 
system. 
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Next, you will select your funding source from the dropdown menu. The form radio buton is defaulted 
for Non-Taxable. 
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You will then need to select your request category. A new tab will appear next to Payment Request 
depending on the type of request that you select. 
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Next, the Vendor Name will need to be entered under the Vendor Info field. Once you type the vendor’s 
name, click Lookup Vendor. 
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The select reverse lookup match box will appear. Use the slide bar to navigate to the correct contact 
informa�on and click select. 

 

 

The data will autofill using the preloaded vendor informa�on in the system. 
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The amount requested needs to be entered next. 

 

 

 

Required fields are denoted by a red asterisk. From there, the ac�vity �tle and loca�on need to be 
entered into the text box as well as the jus�fica�on for request. 

 

 

Lastly, you can atach any suppor�ng documents by clicking on the Atach Suppor�ng Files. 
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Once atached, you will need to navigate back to the Tui�on Reimbursement tab at the top of the screen 
before clicking the submit box. 

 

 

 

Click Tui�on Reimbursement to complete the par�cipant informa�on. 
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Complete all fields for the par�cipant contact and course informa�on. The professional development 
descrip�on also needs to be completed. 

 

 

 

Atach any addi�onal suppor�ng documenta�on by clicking Atach Suppor�ng Files. 
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Click to Sign Document 

 

 

 

Once signed, you will complete this process by clicking the submit box which begins the workflow 
approval process. 
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Travel Reimbursement 

To enter a Travel Reimbursement Request, you will start by naviga�ng to the OnBase login screen. 

 

Next, you will enter your login creden�als. 

 



34 | P a g e  
 

Once logged in, you will navigate to the slide drawer naviga�onal icon in the top le� corner of the screen 
located next to Document Retrieval. 
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Once opened, you will click on new form and the next screen will display $ SLPS Purchase Request. 
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Click purchase request, and the blank SLPS Non-Public Payment Request form will open. The date field is 
automa�cally stamped for the current date and �me. The Request ID is updated once the completed 
request is submited. 
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In the Non-Public School Contact field, you will select your loca�on by using the drop-down arrow next 
to the loca�on box. 
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Once selected, a text box will appear. 

 

 

 

Use the slide bar to navigate and select the contact informa�on for the requestor. 

 

 

 

 

 

 



39 | P a g e  
 

Once you select your loca�on, the informa�on will autofill based on the current data preloaded in the 
system. 
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Next, you will select your funding source from the dropdown menu. The form radio buton is defaulted 
for Non-Taxable. 
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You will then need to select your request category. A new tab will appear next to Payment Request 
depending on the type of request that you select. 
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Next, the Vendor Name will need to be entered under the Vendor Info field. Once you type the vendor’s 
name, click Lookup Vendor. 
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The select reverse lookup match box will appear. Use the slide bar to navigate to the correct contact 
informa�on and click select. The informa�on will autofill based on the current data preloaded in the 
system. You will need to enter the amount requested. 
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Required fields are denoted by a red asterisk. From there, the ac�vity �tle and loca�on need to be 
entered into the text box as well as the jus�fica�on for request. 

 

 

 

Lastly, you can atach any suppor�ng documents by clicking on the Atach Suppor�ng Files. 
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Once atached, you will need to navigate back to the Travel Reimbursement tab at the top of the screen 
before clicking the submit box. 

 

 

 

Click the Travel tab to complete the par�cipant informa�on. 
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Complete all fields for the par�cipant contact and travel informa�on.  
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Click to Sign Document 
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Once signed, you will complete this process by clicking the submit box which begins the workflow 
approval process. 
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Travel Advance 

To enter a Travel Advance Request, you will start by naviga�ng to the OnBase login screen. 

 

Next, you will enter your login creden�als. 
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Once logged in, you will navigate to the slide drawer naviga�onal icon in the top le� corner of the screen 
located next to Document Retrieval. 
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Once opened, you will click on new form and the next screen will display $ SLPS Purchase Request. 
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Click purchase request, and the blank SLPS Non-Public Payment Request form will open. The date field is 
automa�cally stamped for the current date and �me. The Request ID is updated once the completed 
request is submited. 
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In the Non-Public School Contact field, you will select your loca�on by using the drop-down arrow next 
to the loca�on box. 
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Once selected, a text box will appear. 

 

 

 

Use the slide bar to navigate and select the contact informa�on for the requestor. 

 

 

 

 

 

 



55 | P a g e  
 

Once you select your loca�on, the informa�on will autofill based on the current data preloaded in the 
system. 

 

 

 

 

 

 

 

 

 

 

 

 

 



56 | P a g e  
 

Next, you will select your funding source from the dropdown menu. The form radio buton is defaulted 
for Non-Taxable. 
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You will then need to select your request category. A new tab will appear next to Payment Request 
depending on the type of request that you select. 
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Next, the Vendor Name will need to be entered under the Vendor Info field. Once you type the vendor’s 
name, click Lookup Vendor. 
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The select reverse lookup match box will appear. Use the slide bar to navigate to the correct contact 
informa�on and click select. The informa�on will autofill based on the current data preloaded in the 
system. You will need to enter the amount requested. 
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Required fields are denoted by a red asterisk. From there, the ac�vity �tle and loca�on need to be 
entered into the text box as well as the jus�fica�on for request. 

 

 

 

Lastly, you can atach any suppor�ng documents by clicking on the Atach Suppor�ng Files. 
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Once atached, you will need to navigate back to the Travel Reimbursement tab at the top of the screen 
before clicking the submit box. 

 

 

 

Click the Travel tab to complete the par�cipant informa�on. 
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Complete all fields for the par�cipant contact and travel informa�on.  
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Click to Sign Document 
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Once signed, you will complete this process by clicking the submit box which begins the workflow 
approval process. 
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Custom Queries to Retrieve Request Forms 

To retrieve your documents, you will start by naviga�ng to the OnBase login screen. 

 

Next, you will enter your login creden�als. 

 



66 | P a g e  
 

Once logged in, you will navigate to the slide drawer naviga�onal icon in the top le� corner of the screen 
located next to Document Retrieval. 
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Once opened, you will click on Custom Queries. 
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The next screen will display Request Status SLPS, Search by Vendor SLPS and Vendor Search SLPS. Click 
Request Status SLPS. You can do a wide-open search. 
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By clicking the search bar or you can select by funding source.  
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Once you click search, the system will show any open document requests that you have entered 
including the status of your request.  

Three different headers are displayed: Status, Document Name and Category.  

The upper por�on of the screen shows the status of your request, the lower por�on of the screen will 
show your submited payment request form as well as the suppor�ng documents. 

The date and �me that the request was submited is displayed as well as the request ID. If there was a 
request for addi�onal informa�on, you would also see that on this screen.  
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You can drill down on your search by clicking the drop down boxes using the arrows. 
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