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OnBase Tax Form 
Retrieval

OnBase Web Login
1. URL to OnBase

login
2. Type Username in 

lowercase.  It will 
appear in 
uppercase. Your 
username=district 
prefix, first letter of 
first name and 
lastname

3. Select HTML radio 
button

4. Click Login
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Forgot your password?
Go to http://www.hccitc.org/onbase/
Click on Password Reset/ID Reminder/Unlock

Document 
Retrieval

1. Select 
Document 
type 

2. Select Tax 
Year

3. Search by 
any other 
fields 
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Printing Employer copy for 
Local Tax

1.  Select 
Locality from 
drop down
2.  Use shift 
or control 
key to select 
documents 
to print
3.  Right 
click and 
select print 
option
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