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Overview 

The purpose of this OnBase Workflow for Clinical Contracts End-User Guide (this “Guide”) is to serve 
as a manual for the Yale School of Medicine (“YSM”) and Yale Medicine (“YM”)’s use of the clinical 
contracts workflow in the OnBase system. YSM and YM are to use this workflow to request clinical 
contracts, including new clinical contracts, renewals, amendments, and terminations. Each section 
of the Guide describes the process for requesting different types of clinical contracts, checking the 
status of a clinical contract request, and accessing fully executed clinical contracts stored in the 
workflow. For questions on this workflow or the Guide, please contact onbaseSupport@yale.edu. 

Definitions 

“Clinical contracts” are contracts pursuant to which YSM/YM provides a clinical service to a 
person or organization or a person organization provides clinical services to YSM/YM. Clinical 
contracts include, but are not limited to, physician services agreements or professional 
services agreements whereby Yale engages a physician or entity to provide clinical coverage 
or on-call services.  Clinical services include any services for which a medical or other 
clinical license, registration or certification is required for the performance of the service.  
Faculty offer letters are excluded from the clinical contracts workflow in the OnBase system. 

“Department” is the department or unit within the YSM/YM who is interacting with the clinical 
contracts workflow. 

“Legacy contracts” are contracts that YSM/YM entered into before the implementation of the 
clinical contracts workflow in the OnBase system. Requests to renew, amend and/or 
terminate a legacy contract are included in this workflow. 

“OGC” means the Yale University Office of the General Counsel. 

“You” or ”your” means the person interacting with this workflow on behalf of the department.  
  

mailto:onbaseSupport@yale.edu
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I. New Clinical Contract 

1. Submit an Intake Form to initiate your request for a new clinical contract. 

To request a new clinical contract, the department has to complete and submit an Intake 
Form. The Intake Form may be accessed from the Yale OGC Agreement Requests webpage 
by selecting the Clinical Contract Intake Form. Alternatively, the Intake Form may be 
accessed within OnBase using the instructions described below. With either approach, the 
form will open in a new tab. Complete the form, scroll to the bottom of the form, and select 
Submit.  

If your request is for a clinical contract under which the department will provide clinical 
services to an external party that is not a YNHHS entity, YSM Finance approval is required. 
You will have to upload a budget to your Intake Form, and the Intake Form and budget will 
first be sent to YSM Finance through the workflow for approval before the Intake Form is sent 
to OGC. Once YSM Finance approves or if YSM Finance approval is not required, your Intake 
Form will be reviewed by OGC. 

If changes or additional information to your Intake Form are required by OGC or YSM Finance,  
you will receive an email specifying the request for a change or additional information. The 
email will include a link for you to access the Intake Form. Please use this link to make any 
necessary changes to the applicable field on the Intake Form or, if there is no applicable field, 
add the requested information to the “Any additional relevant information” box on the Intake 
Form. If you do change a field on the Intake Form, please also note the change that was made 
in the “Any additional relevant information”. 

For the psychiatry department, if you indicate on the Intake Form that ‘Contract Type’ is 
‘Consulting Agreement' and ‘Department’ is ‘Psychiatry’, please note that if you are not 
required to attach a budget at intake, the Office of the General Counsel will request a budget 
after the draft agreement is ready to be sent out for signature. Please provide the budget at 
that time and it will be reviewed by YSM Finance for approval. 

To access a new Intake Form in OnBase: 

• > Log into OnBase. > Click the “bento box”  icon in the upper left corner and select 
New Form.  

 

 
> Select OGC – CC – Requisition Form. 

https://ogc.yale.edu/ogc/agreement-requests
https://yale.hylandcloud.com/ids/Login.aspx
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2. Review and approve the draft clinical contract. 

Once a draft contract is ready for your review, you will receive an email. The email will include 
a link for you to log into OnBase and review the draft. Instructions for accessing the draft 
contract are described below. Once you review the contract, please select one of the 
following tasks: 

• Send to External Party: Select this task to approve the draft and move the process 
forward. This will send to you an email with an attached copy of draft. Please forward the 
draft to the external party via email for their review. Any email communication with the 
external party at this point will happen external to the OnBase system. Please do not 
select this task if you have edits or comments on the draft. 

• Send Back to OGC: Select this task to send the draft back to OGC if you have any edits 
or comments on the draft.  

o Once your edits or comments on the draft are reviewed by OGC, OGC will 
send the draft contract back to you. You will receive another email with a link 
to OnBase to review the draft. Please follow the same process to access and 
review the draft. If you have additional edits or comments, please add them 
to the draft and select “Send Back to OGC” again. If you approve of the draft 
contract, please select “Send to External Party.” 

To edit or comment on a draft contract: 

• > Log into OnBase. > Click the “bento box”  icon in the upper left corner and select 
Open Workflow (a new browser window may open).  

 
> In the left navigation pane, click on the arrow next to “OGC2 Clinical Contracts” to 
open the drop-down. 
> Select OGC2 Department Draft Contract Review.  

 

https://yale.hylandcloud.com/ids/Login.aspx
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• Select the draft contract to review. 

• To edit the draft contract: 

o Click the “Edit” button next to the pencil icon to the upper right corner above 
the document. The draft will open in a new browser window. 

 
o Edit the draft and close the window when all changes are complete (changes 

will be saved automatically). Please note that Track Changes will be on by 
default – do not change this setting.  

• To comment on the draft contract: 

o Click on “Discussion(s)” in the bottom ribbon. A new window will open. 
Click on the “New Discussion” button to write and save your comment. 
Close out this window.  

 

• When all edits and comments are complete, click on the “Send Back to OGC” button. 

3. External party reviews the draft contract. 

As noted above, when you select “Send to External Party,” you will receive an email with a 
draft of the contract attached. Please forward the draft to your contact at the external party. 
If you receive edits or comments back from the external party, please send them to OGC via 
email for review. All edits and comments among the department, external party and OGC will 
happen via email external to the OnBase system. Once the external party confirms that they 
are ready to proceed with signatures, please notify OGC via email. Please obtain and provide 
OGC the name and email address of the signatory for the external party. 

4. Contract is sent out for signature via DocuSign. 

Once you email OGC with the external party’s signature information, OGC will upload the 
final draft of the clinical contract into OnBase and an execution copy of the contract will be 
processed for signature via DocuSign. DocuSign will first send a signature request to the 
external party and after the external party signs, DocuSign will next send a signature request 
to the Yale signatory.  

Once the contract is fully executed, a copy of the fully executed contract will be 
automatically sent by OnBase to the department, OGC, and YSM Finance. A copy of the fully 
executed contract will be automatically sent by DocuSign to the external party’s signatory 
and the YSM Controller’s Office. 
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The fully executed contract will also be filed in the “OGC2 Completed Contract Hold” queue 
in OnBase. The department can access active contracts from this queue at any time. 

To check the status of a contract that is in the process of being signed, please see the “Check 
the Status of a Clinical Contract Request” section of this Guide for instructions. 

II. Contract Renewal 

Renewal Request Process 

If the department would like to renew/extend a contract that by its terms does not 
automatically renew, there are two ways for the department to request a renewal of the 
contract. This section applies to the renewal of a contract that was initially processed within 
this workflow; for instructions on how to renew a legacy contract, please see the “Renewal, 
Amendment, and Termination of a Legacy Contract” section of this Guide. This section also 
outlines how to request that a contract automatically renew on an Intake Form. 

1. Initiate the renewal request from within OnBase. 

To initiate a renewal of a contract within OnBase, go to the OnBase “OGC2 Completed 
Contract Hold.” From the “OGC2 Completed Contract Hold” queue, select Renew 
Contract. After selecting Renew Contract, a Renewal Request Form will open from 
within OnBase. Please complete and submit the Renewal Request Form. 

 
If additional information to your Renewal Request Form is required by OGC, you will 
receive an email specifying the request for additional information. The email will 
include a link for you to access the Renewal Request Form. Please use this link to 
update the form. 

Once OGC approves the renewal request, you will receive an email with a link to an 
Intake Form. Please use this link to complete the Intake Form for your renewal. The 
remainder of the renewal process follows the steps described from the New Clinical 
Contracts process above to review and approve the draft renewal to the contract. 
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2. Complete a renewal request form in an email reminder. 

90 days before a contract expiration date, the department will receive an email 
containing a renewal request form from OnBase, prompting the department to decide 
whether to renew the contract or allow the contract to expire. Please submit the renewal 
request form to indicate whether or not the contract should be renewed. If the renewal 
request form is not completed, follow-up email reminders will be sent to you 60 days 
before the contract expiration date, 30 days before the contract expiration date, and then 
on the contract expiration date. If there is no response 30 days past the contract 
expiration date, the contract will be removed from the workflow.  

If you indicate on the renewal request form that the contract should be renewed, you will 
receive an email containing a link to a contract request intake form. Please complete and 
submit the Intake Form and then follow the steps described in the “New Clinical 
Contracts” section to review and approve the draft to renew the contract. 

3. Auto-Renewal 

If the department indicates on the initial Intake Form that the contract should 
automatically renew, the contract will automatically renew for additional one-year terms 
unless the department terminates the contract or indicates that it does not want the 
contract to renew. To indicate on the Intake Form that a contract should auto-renew, 
please select the “Contract Should Auto-Renew” button.  

 
For contracts that auto-renew, if the department does not complete a termination or 
non-renewal request before the contract expiration date (and requested early enough to 
permit proper notice of termination in accordance with the terms of the contract), the 
contract will automatically be extended.  

The department will receive an email remainder of the upcoming auto-renewal 90 days 
before the contract renewal date. If the department would like to terminate the contract, 
please follow the “Contract Termination” section. 

III. Contract Amendment 

1. Initiate the amendment request from within OnBase. 

To initiate an amendment of a contract within OnBase, go to the OnBase “OGC2 
Completed Contract Hold.” From the “OGC2 Completed Contract Hold” queue, select 
Create Amendment. After selecting Create Amendment, an Intake Form will open from 
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within OnBase. Please complete and submit the Intake Form and then follow the steps 
described in the “New Clinical Contracts” section to review and approve the draft to 
amend the contract. 

IV.  Contract Termination 

1. Initiate the termination request from within OnBase. 

To initiate a termination of a contract within OnBase, go to the OnBase “OGC2 
Completed Contract Hold.” From the “OGC2 Completed Contract Hold” queue, select 
Terminate Contract. After selecting Terminate Contract, a Termination Request Form 
will open from within OnBase. Please complete and submit the Termination Request 
Form. 

 
Once OGC approves the renewal request, you will receive an email with a link to an 
Intake Form. Please use this link to complete the Intake Form for your termination. The 
remainder of the renewal process follows the steps described from the New Clinical 
Contracts process above to review and approve the draft termination letter/agreement. 

 

Please complete and submit the Intake Form and then follow the steps described in the 
“New Clinical Contracts” section to review and approve the letter/agreement to 
terminate the contract.  

Once all parties have signed the termination letter/agreement, the original contract and 
the termination contract are both removed from the OnBase workflow and archived. For 
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information on how to access an archived contract, please see the “Access a Completed 
Contract” section.  

V. Renewal, Amendment, and Termination of a Legacy Contract 

If the department would like to renew, amend or terminate a legacy contract, the instructions 
in this section should be followed. This relates to contracts entered into before the 
implementation of the clinical contracts workflow and therefore not in the OnBase system. 
For requests related to a legacy contract, please be prepared to upload a copy of the legacy 
contract into OnBase with the Intake Form. 

1. Submit an intake form to initiate a renewal, amendment, or termination. 

Please complete the Intake Form, including by identifying whether the Requisition Type 
of an Amendment, Renewal or Termination. 

 
The Intake Form will require an upload of the legacy contract file. Please submit the Intake 
Form and then follow the steps described in the “New Clinical Contracts” section to 
review and approve the draft. 
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VI. Check the Status of a Clinical Contract Request 

At any time throughout the process, from the submission of an Intake Form until the contract 
expires, you may check the status of your request either by accessing the OnBase Reporting 
Dashboard or by searching for the agreement via an OnBase Custom Query. 

1. Access the Reporting Dashboard. 

2. Search for your agreement via a Custom Query using the following steps: 

• > Log into OnBase. > Click the “bento box”  icon in the upper left corner to open 
the menu > Select Custom Queries.  

 

 
• Select OGC2 – Clinical Contracts (Draft Contracts) to search for agreements that 

are currently in-progress. 

 

• Search for your agreement by entering any of the fields shown in the screenshot 
below and select Search. Double-click on an agreement to open it within the 
viewer. 

 
Note that for Document Date, please use the date the intake form was submitted; 
you can also enter a date range and search for all agreements submitted during this 
range. Note that for OGC Agreement Number, this number can be found in the 
subject line of all emails that you have received from the OnBase system regarding 
this agreement. 

https://yale.hylandcloud.com/ids/Login.aspx
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VII. Access a Completed Contract 

Once a contract has been fully executed, it will remain in the clinical contracts workflow as 
an active contract until the contract expiration date. After the contract expires, the expired 
contract will leave the OnBase workflow and be archived within the OnBase system. Archived 
contracts can be accessed at any time. 

1. Accessing an active clinical contract. 

At any time, you may access an active clinical contract. These are contracts that have 
been fully executed and have a current term. Access an active contract from the OnBase 
Completed Contract Hold. 

To access the OnBase “OGC2 Completed Contract Hold”: 

• > Log into OnBase. > Click the “bento box”  icon in the upper left corner and select 
Open Workflow (a new browser window may open).  

 
> In the left navigation pane, click on the arrow next to “OGC2 Clinical Contracts” to 
open the drop-down. 

> Select OGC2 Completed Contract Hold.  

 

• All active contracts will be listed from this location. Requests to amend, renew or 
terminate contracts can be initiated from this location. 

2. Accessing an archived clinical contract. 

At any time, you may access an archived clinical contract. These are contracts that have 
been fully executed but which do not have a current term, whether they have expired or 
been terminated. To access an archived contract, search for the agreement using 
“Custom Queries” within OnBase. 

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

• In the upper left corner, select either OGC2 – Clinical Contracts (Intake Form 
Only) or OGC2 – Clinical Contracts (All Docs) depending on whether you want to 

https://yale.hylandcloud.com/ids/Login.aspx
https://yale.hylandcloud.com/ids/Login.aspx
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search for the intake forms only or for all agreement and supporting documents, 
respectively. 

• Search by entering in a value for a Date Range, the Agreement Number, the Contract 
Type, the Entity Name, or any of the available search fields. Double-click on an 
agreement to open it within the viewer.  

VIII. Reporting 

Check the status and generate a report of your in-progress agreements by accessing the 
Reporting Dashboard. 

Please use the following steps to access the Reporting Dashboard: 

• > Log into OnBase. > Click the “bento box”  icon in the upper left corner > Scroll to 
the bottom of the menu to “Reporting Dashboards” > select Gallery.  

 

 
> Click the arrow to the left of “Public Items” > Select OGC2 – Clinical Contracts. 

 

• View the Reporting Dashboard. 

 
Check the ‘Contract Status’ column to see the most recent status of your agreement. 

• Select Export Data in the upper-left hand corner of the Reporting Dashboard to save a 
CSV file of the information displayed in the dashboard to your Downloads folder. 

 

 

  

https://yale.hylandcloud.com/ids/Login.aspx

