
1 
 

OGC Lite 

End-User Guide 
 

Last Updated: July 13, 2026 

 

Overview: 
This document is intended for use by a Yale department as a guide for contract management using the 
OnBase system. 

 

What you will need: 

• Link to form 
• Your contact information 
• Type of contract (see tier descriptions below) 
• Start date/end date of agreement 
• Name of external entity 
• Description of contract 
• COA (required for DocuSign signatures) 
• Optional: you may attach copies of any supporting documents 

Tier 1: Fully signed agreement that has expired 
The system accepts these agreements from the departmental user for storage in OnBase. 

Tier 2: Fully signed agreement that has not yet expired.  
Agreement end dates are tracked for purposes of renewal; system sends the user reminders at 90, 60, 30, 
and 0 days from expiration date; and stores the agreement in OnBase. 

Tier 3: Draft agreements for review, approval, signature and storage 
The department can submit an existing draft agreement for OGC review and finalization. Approved final 
version sent via Docusign for signature, tracked for renewal purposes (as described in Tier 2 above), and 
storage in OnBase. 

Tier 4: Request to draft a new agreement/amendment/termination.   
The department can submit a request for the OGC to draft a new agreement/amendment 
(renewal)/termination. Once the draft is finalized, the system routes the document for signature through 
DocuSign, tracks it for renewal (as described in Tier 2 above), and storage in OnBase. 

 

 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyale.hylandcloud.com%2Fappnetnoauth%2FUnityForm.aspx%3Fd1%3DAYjiMKyDpUlkL5Sp556bYLwoDcBIvhtW8COB%252fGIpZWUbRcJUH3E02CdcCyLcSvc4uzu6pRGxxIlzIoe%252fcJDNyGd2bc4rcgNtIfcqcZIwZSqs3g%252fqhiOEqG%252b5yMbreLgmv92bm1Y%252bMgUwQNXgEyIVXpkTcK%252fmIw9ue5KiZBq0TQJqkeLpd7eyWWSXi4Gq1AH3JUB3ByJxynLOfqp%252bJQA2rs4%253d&data=05%7C02%7Ckimberly.babbitt%40yale.edu%7Cb344e1fa52154279d11608ded3bc12e8%7Cdd8cbebb21394df8b4114e3e87abeb5c%7C0%7C0%7C639181001875996378%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=hYbudQiuNC9sLyrGZnbzIjLG3MuTcYL0rMlF1wi%2BFZw%3D&reserved=0
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How to find a copy of a contract stored 

• Log into OnBase. > Click the “bento box” icon in the upper left corner  > select Custom 
Queries.  

• In the upper left corner select OGC7 Lite (All Docs). 
• Search by entering a value in any of these fields: Date Range, Agreement Number, or the Entity 

Name. Double-click on an agreement to open it within the viewer. 

 

Find status of submitted agreement: 
You can find the status of your document via this link 
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Document Version Control 

Date Change 

9/11/25 MC: draft shared with team. 

 10/20/25   J. Cohen sent revisions back to team. 

10/29/25 MC: responded to updates. 

 11/06/25 JC: sent comments back to team. 

 11/17/25  MC: updated guide based on comments and recently added renewal functionality. 

12/01/25 MC: updated custom query information and shared with team. 

12/02/25 JC approved guide with minor changes. 

12/17/25 MC: Minor updates to language in section 4 of new clinical contract process. 

1/09/26 MC: Added note at intake for psychiatry budget exception workflow. 

  

  

  

  

  

  
 


