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LOG IN

To log in to OnBase:

1. Select the Unity Client shortcut.

0

Uniky Client

2. Depending on your configuration, you may need to enter a username and password and
then select the Login button.

[x]

OnBase43

a Hyland Software solution
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UNITY HOMEPAGE

Once you have successfully logged into the system, you are presented with a Home Page,
which may include your organization’s webpage, as well as an RSS Feed related to your
organization or industry. This Home Page layout is user-configurable, and can be easily

changed to other screens in OnBase, such as Custom Queries, Document Retrieval, and
Workflow, among others.

N OnBase (Demo) =8 .
(0)
= | Home | @
. e = =
| a (B 2 <A s []Envelopes P Document Handle h X r a’ > s
A E Hy () L
ay || ~ e 1 WY 3 Query History = ~ Lﬁ
Home Personal Favorites Custom Retrieval File ) Forms  Upload Templates Mailbox Workflow Batch Scan Batch
N Pape Queries Cabinets [ My Check Outs

Sanning  Processing
Favorites

Documents Create Internal Mail | Workflow maging

Websites Lo T RSSTicker

OnBase
TeamOnBase

Live from Fusion 2013: How One Company Saved $1.5 million Annually with an Intelligent Capture Solution
Hyland Software's Document Mana...

5/22/2013 6:00:57 PM
Community

B hitp-ivewwhyland.com

@ United States

SOFTWARE

L Chat E@Contact @ Customerlogin  1.888.495.2638 =

Browse Resources

LEARN ECM SOLUTIONS PRODUCT SERVICES

ABOUT

Solve your most common business
problems

h paj

Foodback

To access the Home page from anywhere within OnBase, select the Home button at the top,
left of the screen.

Home

To select a new home page layout, select the Down arrow beneath the Home button, and

select Make this layout my home page. You can always reset the Home page by selecting
Reset home page.
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DOCUMENT RETRIEVAL BY CUSTOM QUERY

A Custom Query can be developed to allow users to more easily retrieve documents that exist

within OnBase. This allows the user to find the specified documents using a pre-defined form
and limits the criteria needed to perform the search.

Performing a Custom Query

1. Select Custom Queries in the ribbon.

B et | Home | Docume
| = _E H
"“} i nﬁ [~ Envelopes £8% Document Handle
th, : - S N & Query History
Home Personal Favorites Custom  |Retrieval File -
- Page ~ - Queries Cabinets My Check Quts
Favarites T

Documents

2. Select a custom query from the pane on the left. Once selected, the query will open to
the right.

| Haome |
z z ) o . z
ﬁ ,Q., Z_’" .‘ﬁ [ Envelopes fa Document Handle T] . E\ ‘i
L L =% AN S Query History =
Home Personal Favorites Custom  Retrieval File = Forms Upload Templates Mai
= Page = Queries Cabinets MY Check Outs
Favorites

Daocuments Create Intern

Custom Quenes s AD Admissions Documents

Qs Search for Admissions documents by ID, Name, or DOB
Find
Date Options

&% AD Admissions Documents From v| To | -

D

Comrmon Application 1D

First Marne

Last Mame

3. Enter the appropriate search criteria, and then press the Enter key, or select the

Search button configured on the custom query. Your search results will be displayed on
a tab.

4. Double-click on a document to view it.
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future use.

When you conduct multiple custom queries, results are retained on their respective tabs for

|. Home ] Document

Q\ ':Q" .E‘% [ Envelopes EE Document Handle TI ) _n.\ 3 g }
(LM =8 5 BB 2§ Query History = ~
Home Personal  Favorites Custom  Retrieval File = Forms Upload Templates Mailbox Waorkflow Batch
|- Page ~ = || Queries Cabinets M)" Check Outs Il
Favarites Documents

Il
Create Internal Mail
Custom Queries AD Admissions Documents - Search Results: 2 Document{s)

Il || Stanning

Waorkflow I

Query

AD Admissions Documents

AD Admissions Documents
Find

[
|Ic0n |D0cument Mame

Docurment Date Admit Status D
% AD Admissions Documents O] O] - o] - O] - =
[2345678] AD FR Application - FORD, GERALD - 7/3/2013 7/3/2013 1
[2345678] AD Test Scores - FORD, GERALD - 7/3/2013 7/3/2013 1

Note: results are retained for the duration of your OnBase session.

A tab contains the following buttons:

Buttom Image Description

Select to open the Custom Query results in a new window.

Select to close the Custom Query results. These results will no longer be available

To access Document Retrieval, select the Retrieval icon:

1. Select the Retrieval icon. The Document Retrieval pane will open to the left.

— Home | Document
A - _E ﬂ
Q:‘ g ) liﬁ s [-4 Envelopes 202 Document Handle
th : o i LN EﬁQuery History
Home Personal Favorites Custom]  Retrieval File
- Page ~ - Queries dabinats @My Check Outs
Favarites

Documents
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7 Document Retrieval

Document Types and Groups

|l

] AD Applicakian
&4 AD Colege Profies
T AD Correction Form (E-Farm)
i AD Correspondence (Incaming)
iy AD Correspondence (Cukgaing)
" AD Decision Letter

| AD Essay
.~ A0 Evaluation Farm (E-Farm)

20 AR Litek Sebn el Flafdas

Keywiords and Date Ranga

From |T|:||

4 Mobe Search

2, Text Search

Find

s B -

Document Types and Groups

1. Select a Document Type Group and/or
Document Type(s).
2. (Optional) Provide other search parameters

(such as a date range and/or Keyword Values). See
the following sections for further information:

* Retrieval by Keyword Value

» Retrieval by Document Date

» Retrieval Using Note Search

» Retrieval Using External Text Search
3. Select Find.

NOTE: You need user rights to access the Document
Retrieval layout and to view documents. If you have
any problems, see your system administrator.

NOTE: Depending on your configuration, you may not
be able to perform searches without providing some
search parameters.

Date Range — Define specific date or range of dates
based on the document date of the document. A
specific date can be selected from the drop-down
arrow.

Keywords — Enter specific Keywords to narrow
document searches. The Keyword edit fields will
change depending on the Document Type selected.

Note Search — Search documents for notes. You can
limit your search by Document Type, Keyword Value,
Note Type, note text, note creation date, and the note
creator.

Text Search — Find specific text in a text-based
document assigned to a Document Type or Document
Type Group.
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To retrieve all documents in the system under a particular Document Type:

NOTE: This type of blind search is only possible under certain configurations, as it may inhibit
system performance for other users by putting a strain on the database.

4. Select a Document Type Group. You will now see a list of Document Types for the
selected Document Type Group.

Document Retrieval

Document Types and Groups (™ &
| <All> E
<All> |
Financial Aid
Hurman Resources
Registrar
Systern Documents
AD School Report L
AD Teacher Eval :
Keywerds and Date Range =~ A&
From v T|:|-| - | |fH

5. Select the Document Type(s) to retrieve.

6. Select Find to execute the search. The Document Search Results will display to the right.

_ Search Results

Ican | Marme | Type | [rate |
l Ij a0 Application For MCKIMLEY, wILLCW (100 0000673010 - &D Application 41912011

D A0 Application for ADAMS, JOHN (ID: 000067 797) - A0 Application 4/19/2011

D AD Application For MCKINLEY, WILLTAM (ID: 000067795) - AFF TN AD Application 4/19/2011

D AD Application For STEPHENSON, KATELYM ROSA (10! 4066) - AD Application 8j21/2009

D A0 Application for STUDENT, JOE (ID: 999999995 - A0 Application 5j27/2009

D AD Application for ADAMS, JOSE (ID: DO00096593) - a0 Application 5j27/z009
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7. Double-click on the document in the results hit list. The document will open in a new
window.

f('-\ L]
— Homé Docurmnt Q
- o kA s [ Enveiopes {if Docunant Handie N —
[Treig = i'_n %) Query Htory o2 <5 ‘b
Hn:m F\nnl.m. éul::: Retrieval -:u;-ilr-'els [ My Chieck Ot E-Forms Uplead Templibes | Wealdlow Awuie‘almm
Fasardey Documenks Create Warkfiow WarkYies
il Docwmest Retrieyal ‘Sparch Hesulls
Cocumant Tvpes snd Groups g & J 1
Joon Nane Twpe Dt
dmizzions {Undergraduste) [ -]} -
5] D A i| | A Appication For MOKIMLEY, WILL: DTN Al Ay stior Hisf20L1
55 AD Cosrection Fom (E-Fome) ) =
¢ AD Comespordence (Incoming) -i:' ‘.I = Whwe For MEKIHLER, 'WILLDWW B0k D0S06TBE1) —Bx
f
"."I Egm’m 4 Pomument Task: Image ﬂ
T AD Essay &, _ o & =
i A‘. @ 0| Resislans e ﬁ 4 Redndex 4 7 f..
Eaywarck and Dubs Rarge [ g - i} Histary =% e K Delete —-— Anrow Ellipse .
Eeymords  CrossRelfersnces  Disqussions Send  Horta T ‘Weew Hide Anranatian Annctadon = | Delete
O Fropediey | Ta- Dicussion (©00ek OW | Males  Hetes Hate
Fromn T“l_ Infasmation Attions Notes
Liniversty ID e T LZEs0es
=] FadE T
High Schol
- V Application -
H o FAGED |
For Admission =
CEER Code H
1 I
I TPp— ; Applicant Information
o Modintey Hiit¥oa
i LSt art First Pamn sl Ingal
| 350 Fairlady Street Westtake oK #4145
] ADFRRR l ciry SIalE Zia Gt
L2TE #44 - 5555 L A7g 555 - FITY
Phore Coll Phore [E
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DOCUMENT RETRIEVAL BY KEYWORD

A Keyword is an identifying piece of information used to locate documents stored within the
electronic document imaging system.

Document Retrieval

Document Types and Groups

™ a

|ﬁ.|:ﬁ'ré:sims {Undergraduate)

= AD Application

T2 AD Correction Form (E-Form)
oo AD Carrespondence (Incoming)
ny AD Correspondence {Outgoing)
" AD Decision Letker

|:E Date Range
|To|

From |

Uriv ersiky 1D

|ucu:|n5??-;5

Mame

)

IMCK.[NLEYJ WILLIAM

Dog
L/25/1943

High Schoed

o

|0MB.|5.5E HIGH
Skake

M0

EX
4 Note Search

e
2, Tent Search

b5

0

o

-]

T R

OnBase 13, Hyland Software, Inc. — 01/14/14

To retrieve documents by keyword values:

1. Select a Document Type Group.
2. Select the Document Type(s) to retrieve

NOTE: If multiple Document Types are selected,
only the common Keyword Types for those
Document Types appear.

3. Enter a keyword value into one or more
fields. The more information entered the more
specific the search will be.

4, Select Find to execute the search. All of
the documents in OnBase for the selected
Document Type that have the keyword value(s)
indicated are displayed in the Document Search
Results window.

5. Double-click on a document to view it.
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Keywords and Date Range

2]
»

Fram ‘

bl

Student ID

Marne

IJF'.CKSON, AMNDREW|

Mame

DOE

Skatus

- ”r Mote Search

@, Tent Search

b
n o BEn
[ll _Il]

Find

NOTE: Select the keyword label (or within the keyword box press F6) to add additional search
fields of the same keyword type. Example: You would like to search for the essays for students
Bryan Chin and Chris Stone. In order to search for both last names, select the last name
keyword label and be sure to select the AND operator to change it to OR.

KEYWORD OPERATORS AND WILDCARDS

The Keyword Type Edit Field default property = (equal to) will appear in a box on the right side
of each Keyword Type Edit Field, and the default binary operator, AND will appear in a box on
the right side of each Keyword Type Edit Field when multiple search fields have been activated

Keywords and Date Range

From | | To |

Lniversity I0

Mame

DOE

High School

Skake

gl ln\fa D L5

for a Keyword in the Document Retrieval dialog box.

If you left-click the = operator, it will act as a toggle switch
and allow you to toggle through the following choices
(choices vary depending on the format of the Keyword, i.e.
date, alphanumeric, currency, etc. )

OnBase 13, Hyland Software, Inc. — 01/14/14
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Keyword Operators

Button Description
Image
- Equal To allows you to search for keyword values that are an exact match to what is
~  entered for retrieval.
— Not Equal To allows you to search for keyword values that are not equal to the
keyword value entered for retrieval.
1 Double Quotes returns only those documents containing the literal entry.
Greater Than allows for the retrieval of documents with keyword values greater than
=
— the numeric or date value entered for retrieval.
- Less Than allows for the retrieval of documents with keyword values less than the
~ numeric or date value entered for retrieval.
Greater Than/Equal To allows for the retrieval of documents with keyword values
= 5 .
T greater than or equal to the numeric or date value entered for retrieval.
— Less Than/Equal To allows for the retrieval of documents with keyword values less
- than or equal to the numeric or date value entered for retrieval.
= F6 opens a second entry field for the active keyword. You can also click on the
keyword label.
D And allows for searching two or more values of the same keyword type that exists on
the selected document type.
oR Or allows you to search either one (or more) documents containing either one or more
specific keyword types. Click And to change to Or.
TC To allows you to search from one keyword to another keyword of the same keyword.
Used with Numeric or Date keywords.
Wildcards:

Combined with keyword values, wildcards can be used to retrieve documents.

*

?

Replaces multiple characters. (ADAMS* would retrieve ADAMS, ADAMSON,
ADAMSTON, etc.)

Replaces a single character. (SM?TH would retrieve SMITH, SMYTH, SMOTH, etc.)

OnBase 13, Hyland Software, Inc. — 01/14/14 Page 10
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DOCUMENT RETRIEVAL BY DATE RANGE

1. Select a Document Type Group. You will see a list of Document Types for the selected
Document Type Group.

2. Select the Document Type(s) to retrieve.

3. Enter a date range in the From and To fields.

i Document Retrieval NOTE: Select the calendar to the right of the
From and To fields to select a Custom Date
Document Types and Groups = & Range.
Admissions §|
AD Essay E Custom Date Range E
AD FR Application | Day Selection (-]
AD FR Supplement 4 July, 2013 b
AD Letter of Recommendation
AD Midyear Report S0 Mo Tu We Th Fr 5a
AD School Report 1 2| 3| 4 5 6
AD Teacher Eval E 7 8 9 10 11 12 13
Keywords and Date Range ™~ & 14 15 16 17 18 19 20
21 22 23 24 25 26 27
From|1/1/2013  -|Te|7/3/2013 | Ifi
28 29 30 31
ID = 8
6,/30/2013 - 7/3/2013
Common Application ID E] Apply Date Range
4. Select Find.

All of the documents in OnBase for the selected Document Type that have a Document Date
within the date range indicated in the search parameters will be displayed in the Search
Results window.

5. Double-click on a document to view it.
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DOCUMENT RETRIEVAL BY CROSS-REFERENCE

A Cross Reference is a relationship between a Document Type and one or more other

Document Type(s). This allows you to double-click on a document and retrieve the related
document(s).

Opening a Document by Cross-Reference

1. Retrieve a document.

2. Highlight that document, and select the Document tab. Select the Cross-References
button. If a cross reference has been configured for the Document Type, this will

automatically display a new Cross-References pane with all of the documents related to the
original document.

NOTE: This happens without having to enter Keyword information.

/@ OnBase (Demo) = —2—
Home | Document | @
‘ Y AN (FlRevisions = = |  %JRelndex a A { &)
v i | -
“ 8 &) History = L& X Delete —= Purple (5] E
Keywords [ross-Reference: Send Compose Wiew Notes Ye.low Note = Delete  Privacy
Tk © Properties || To  Docuoemt [ B CheckOut List T MNote Options
| Informatian | Adtions Motes
't Document Retrieval Search Results: 1 of 5 Document(s) Selected Cross-References
i
Document Types and Groups = 2 [ , | Document Type
AD FR Applicati
Al -] licon  [Name [Type [Date e
<All> Document
AD Essay B = = T = M ] M [2345678] AD FR Application - FORD, GERALD -
AD FR Application ] [3456789] AD FR Application - SHARP, JAY - 7/3/2013 AD FR Application 7/3/2013 1/3/2013
AD FR Supplement [6789012] AD FR Application - JACKSON, ANGEL - 7/3/2013 AD FR Application 1/3/2012 i T T T /
) X Iec Name Type Date
AD Letter of Recommendation | [2345678] AD FR Application - FORD, GERALD - 7/3/2013 AD FR Application 1/3/2013 i 5B AD TestScores- ADTest 5
AD Midyear Report [4567890] AD FR Application - CHEUNG, SAM - 7/3/2013 AD FR Application 7/3/2013 FORD, GERALD - 7/3/2013  Scares
GDSEies (R B [1234567] AD FR Application - RAY, MICHAEL - 7/3/2013 AD FR Application 1/3/2013
AD Teacher Eval
Keywords and Date Range 7 A
Fom|[7/1/2013  -|To[7/52013 |
D B3]
Comman Application ID =
First Name B3]
Middle Name =]
Last Name =
DOB =]
Citizenship =
S (=
~# Note Search
@, Text Search A
B
Document Viewer ¥ Close

3. Double-click a document in the Cross-References pane to open it. You can then position
the windows side-by-side, or move the new window to a separate monitor if your workstation
is configured with dual monitoring, to view multiple documents at the same time.
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DOCUMENT RETRIEVL USING NOTE SEARCH

Note Search allows you to search documents for notes. You can limit your search by
Document Type, Keyword Value, Note Type, note text, note creation date, and the note creator.

Retrieving a Document Using Note Search

1. Inthe Document Retrieval pane, select the Document Type Group(s) and/or
Document Type(s) to search.

2. Select the Note Search hyperlink.

™

_“'Nutl:Sl:url:h ‘----

2, Teut Search

3. Enter the note text to search for in the Find What field, or use the dropdown list to select
from previous note searches. You can also expand the Options pane for additional search
parameters based on Date Range, Note Owner, or Note Type.

Clear Search: [

Find What:
great essa\;| EI
Options ¥

4. Select and click outside the Note Search window.

The Note Search window closes and the Note Search field displays in the Document Retrieval
pane:

- ‘f Mote Search: I"great sy F .

& Text Search

If you specified note text to search for in the Note Search window's Find What field, the Note
Search field contains this text enclosed by quotation marks; additional search criteria are
represented as +Parameters.
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5. You can remove the note search by selecting the Close button:

6. Select the Find button.

Find

When the search is finished, OnBase displays all matching documents in a Document Search
Results list.

7. Open a document by double-clicking its listing. The document is displayed in the Document

Viewer:
( = Venwr AD Essay for STEPHENSON, KATEUTH ROSA 100 123654785) SRR
—=" | Document Image [2]
B A, (7| Reswieieais A0 Re-Indes F I ]
s b —  GiHiany S B % paiete - .:'m.\"? Ell ps-:# FEHF-"."? z
Exepwioads Cross-Referemdzs  Discussions n Send Start a . Wiew Hige Annotation ARrcnasan SEalET=Enl z Delete
Properties | Te. Degumesn | BCherk Ol | Hates  Notes Hate
Infoimiakion Artiors Hiotes
- MD Essay for STEPHEMSOMN, KATELYM ROSM (ID: 123654789) | 3Pages
Post-1t-Note Blue
. - (i Tagumaae §/15/2011 958D
Lssay A What matlers most 1o vou, and why'? i —
|| What & great essay. One of the best | have read FagE 1
o . ) | allyearl
The most important timg s my life = my oy, They ha
| TS
decision made throughout my Life, [ would not be where | am toda
- . . FaGE 2
suppart, Throughout sy Life, my family Bas shaped me oo who ©have become today, My —_—

ety and two key claractenstics were developed from the Geundation of which my Gomily set:
confidence and humblenzss, | Fasea
I have a large family, both immediate and extended, and we are very close. My family
core consists of my parents, two sisters, one deceased, three brothers, six nieces, three nephows,
ome great-nephew, and one remaining grandparent. Undil my teen vears, my family consisted of
my parenls, B sisters, three hrotlvers, two nieces, three grandparents, and one great-uncle. This
group of people was mestly responsible for the formation of nrw wentity and my conlidence, As
a teenager, | lost my sister, my greatsuncle, sd one of my prandmothers, and a5 a voung adul, |

Tost iy other grandmother. Adong with my family, these events toght me to be homble.

M. T 1 o 1L TR | L Ceiall L L PO |
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DOCUMENT RETRIEVAL USING EXTERNAL TEXT SEARCH

If you have sufficient privileges, you can search for specific text in a text-based document
assigned to a Document Type or Document Type Group.

Using External Text Search

1. Inthe Document Retrieval pane, select the Document Type Group(s) and/or
Document Type(s) to search.

2. Select the Text Search hyperlink.

™

§ # Npte Search

&, Text Search ‘ —-— -

Find

The Text Search window is displayed:

Clear Text Contrainks [
Find What:
Cptions W

3. Inthe Find What field, enter the text string you want to search for. The string must contain
at least two characters, and at least one character in the string must be a letter or a number.
Use the dropdown list to select from previous text searches. To add additional search
parameters, expand the Options pane:

Clear Text Contraints [
Find What:
Dptions £
Tvpe [(Juse wildcards
(D) Text [case sensitive
OMumber [column search:
(OFormatted Mumber From Tao
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4. Select a Type radio button:

o Text - Searches for alphanumeric text.

e Number - Searches for numeric values and allows the use of the following operators to
limit the search: =, >, <, =>, and <=. You can use and, or, and to as operators to search
for a range of values. For example, type 2009 and 2010 to find documents containing
both 2009 and 2010.

o If you are searching for an exact number that is part of an alphanumeric text string, then
the number will not be found. For example, if you search for 001 and the actual text is
ABCO001, then the value will not be found.

e Formatted Number - Searches for numeric values that use formatting characters. For
example, to search for all Social Security Numbers greater than 800-00-0000, type >
800-00-0000 in the Search String field. You can use this option with following operators
to limit your search: =, >, <, =>, and <=. The and, or, and to operators can be used to
search for a range of values. For example, type 800-00-000 to 900-00-0000 to find
documents containing values within this range.

5. Select one of the following check boxes if necessary:

e Select Use Wildcards to include wild card characters in your text string search criteria.

e Select Case Sensitive to return only matches that have the same capitalization as the
text string search criteria.

e Select Column Search to search for a text string within specified columns. In the From
field, type the character position of the column to start the search in (the left most
column to be searched). The column of characters at the far left of the document is 1,
the next column to the right is 2, and so on. In the To field, type the character position of
the column to end the search in (the right most column to be searched). The number in
the To field must be greater than or equal to the number in the From field.

6. Select and click outside the Text Search window. The Text Search window closes and the
Text Search field displays in the Document Retrieval pane:

- ’f Mote Search

&, Text Search: IText: "national honor society" F 4

| Find
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7. You can clear the text search by clicking the Close button:

8. Select the Find button.

{ Find

When the search is finished, OnBase displays all matching documents in a Document Search
Results list.

9. Open a document by double-clicking its listing. The document is displayed in the Document
Viewer.

WORKING WITH DOCUMENTS

This section provides a general overview of working with documents. When working with
documents in OnBase, it is important to understand that documents may behave slightly
differently depending upon their file format. A file format identifies the type of file. The two most
common file formats are image documents and text documents. Other file formats include XML,
video formats, or OLE documents, such as those created with Microsoft Office applications. See
your system administrator for specific questions regarding your system’s file types and their
default behavior.

When you open a document, it is displayed in the Document Viewer. The document’s Auto-
Name string and page count are displayed above the document.

endor Invoice 1110 for PO 656 from COMPUTERS ARE US in the amount of $3,775.00 | 1 Page

Auto-Name

: Page Count
String

== INVOICE == Computers Are Us

12345 Lincoln Boulevard, Suite 225

DIOCUIMEN? ey Lincoln, Nebraska 68501

Invoice No: 1110
Date: January 7, 2008

To: Ship To:
9-Second Foods, Inc. Same
19000 Ouickdy Circls

Depending on the Document Type and your rights, you might see different ribbon tabs, ribbon
groups, icons and other graphics that indicate the presence of notes or annotations.

The Document tab provides a variety of options for viewing or changing the document as well as
navigation features.

From an open document, right-click to receive a list of possible options.
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Document Tab

A, — Revisions — 4 Re-Index
A B m = ﬁ p
‘ &) History W N Delete
Keywords Cross-References Discussions _ Send Start a
i @ Properties | To. Discussion | B Check Out
Information Actions
Button .
Description
Image

i

Keywords

A
It
o

(Cross-References

P

Discussions

Revisions

E{F}Histur_\f

&) Froperties

Send
To -
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Keywords displays the Add/Modify Keywords pane in the task pane

Tip: When the Add/Modify Keywords pane is displayed, you can easily view
the document’s notes and cross-references by selecting the corresponding tab.

Cross-References displays the Cross-References pane in the task pane.

Tip: When the Cross-References pane is displayed, you can easily view the
document’s keywords and notes by selecting the corresponding tab.

Discussions displays the Discussions pane in the task pane.

Note: Collaboration licensing is required to use discussions. For information on
using discussions, see the Collaboration documentation.

Revisions displays the Revisions and Renditions dialog box.

Note: EDM Services licensing is required to use revisions. For information on
using revisions, see the EDM Services documentation.

History displays the Document History dialog box.
Properties displays the Document Properties dialog box.
Send To displays the following options:

e Briefcase sends the selected document to a Unity Briefcase folio. Unity
Briefcase licensing is required to send documents to Unity Briefcase
folios. See the Unity Briefcase documentation for more information on
folios.

* Mail Recipient sends the document or a link to the document to a user
via external mail.

* Envelope displays the Envelope pane in the task pane.

e Print displays the Print dialog box.

» File displays the File pane in the task pane.

Start a Discussion displays the Discussions pane in the task pane.

Note: Collaboration licensing is required to use discussions. For information on
using discussions, see the Collaboration documentation.
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Re-Index displays the Re-Index pane in the task pane.
Delete removes the document from OnBase.

Check Out persistently checks out the selected document(s).
Note: EDM Services licensing is required to check out documents. For

information on using persistent check out, see the EDM Services
documentation.

Image Tab

The Image tab allows you to view documents more efficiently. You can use the buttons to
resize and reorient the document.

| E'E_;E I':|"|"._ d P 'D rst Page -_='H °§ Zoom In |=f Actual Size Lo g 3% Flip Horizantalty
ks S * plastrage ! @, zoom out 3] Fit Te v b &3] Fiip verticany
Selection  Hand Previaus Hext Previous  Hest £ Toggle = o Toggle  Rotate Rotate 3 -

Zoom Tl Domment  Dorument Fage Page | GoTe Page Thumbnails ""K Fit To Width * | [R5 Fit To Windaw Oweriay Left Right !

Mawigation Scale Transforms

Button Image Description
Selection Zoom allows you to zoom in on the selected region of the

: @ document.
c‘\"j When this button is selected, click on the document and drag the mouse
RS select a

region. Release the mouse button to zoom in on the selected region.
Hand Tool allows you to pan, or scroll, the document in any direction.

. When this
- 7 button is selected, click on the document and drag the mouse to move
y ‘ the
ana
L document.
Note: To pan quickly, hold down the Alt key while moving the mouse.
QS Previous Document displays the previous document in the Document
o Search
FeVIOUS A
Document Results list.
9 Next Document displays the next document in the Document Search
: Results
Mext i
Document list.
. q Previous Page displays the preceding page of a multi-page document.
FeEVIdUs
Page
et Next Page displays the following page of a multi-page document.
Pa;é
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HQ First Page

DH Last Page

& Go To Page

:

Toggle
Thumbnails

(‘\ Zoom In

G\chr' Ot

a e
e

i
1=
-
[~

o
v
[

m

-
-
]
=
|
=]
=
[=1
[=d

[z Fit To Window

]

Toggle
Owverlay
Rotate
Left
Rotate
Right
[als| Flip Horizontally
{ggl Flip Vertically

F! Save Flip & Rotation

First Page displays the first page of the document.

Last Page displays the last page of the document.

Go To Page allows you to go to a specific page in the document.
After clicking this button, type a page number and click OK.

Toggle Thumbnails displays or hides thumbnails.

Zoom In magnifies the view of a document, reducing the portion that is
visible.
Every zoom increases magnification by one third.

Zoom Out reduces the magnification of a document, increasing the
portion that
is visible. Every zoom reduces magnification by one third.

Sizing options allow you to select a standard sizing option. Select a
specific

percentage of reduction or magnification (25%, 50%, 75%, 100%, or
200%), Fit

To Width, or Fit To Window. You can also type a custom scale.

Also displays the current magnification percentage whenever the Zoom
In or the

Zoom Out options are used.

Note: Fit To Width is selected by default.

Actual Size displays the document in its actual size (as it is stored in
OnBase).

Fit To Width resizes the document page so that its width is the same as
the width of the document display area.

Fit To Window resizes the document page so that the entire image is
displayed in the window.

Toggle Overlay turns the overlay on and off, if an overlay is present.

Rotate Left rotates the document 90 degrees counterclockwise.

Rotate Right rotates the document 90 degrees clockwise.

Flip Horizontally flips the document along the horizontal axis.
Flip Vertically flips the document along the vertical axis.

Save Flip & Rotation saves any flips or rotations.
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Text Tab

The Text tab allows you to view text documents more efficiently. You can use the buttons to
resize and reorient the document. You can also search for text. The Text tab contains similar
icons and functionality as the Image tab, save for the Find in Document search box.

Internal Text Search

Find in Document

Use the Find in Document field on the Text tab to search for specific text strings within the
document.

To perform an internal text search:

1. Click inthe Find in Document field and type the characters to search for. Internal text
searches are case-insensitive, so searches for Account will also find account, and
searches for account will also find Account.

2. Pressthe Enter key.

3. The number of occurrences of the specified string of text is displayed below the Find in
Document field as Result 1 of #, where # is the total number of occurrences.

4. The first occurrence of the specified string of text is displayed within a highlight bar.

5. Click Find Next to search for the next following occurrence of the specified string within
the current text document. .

O]

6. Click Find Previous to search for the previous occurrence of the specified string within
the current text document. .

Notes

If you have sufficient privileges, you can view notes and create notes and annotations on
documents using the Notes gallery.

. r _
4 Zr| P o {
N AP - AP -Facking AP- ~

View  Hide Discrepancy  Slip Missing  Payment - Delete
Motes  Motes Mote

Motes

When you select View Notes, the Notes pane displays in the task pane.
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Tip: When the Notes pane is displayed, you can easily view the document’s keywords and
cross-references by selecting the corresponding tab.

Scroll through the available notes and annotations using the following buttons:

To display all available notes and annotations, click the following button:

Notes are available from the Notes gallery when a document is opened in the OnBase viewer
or selected in the Document Search Results list. Notes are limited to 250 characters.

Adding Notes:

1. Onthe Document tab, in Notes, select the type of note.

2. If you are adding a note to an open text or image document, select the document to
place the note. To enter text for the note, double-click the note. You can also select
View Notes, and enter text in the Notes pane.

3. If you are adding a note to a document in the Document Search Results list, or an
open OLE document or E-Form, the Notes pane is displayed. If necessary, enter text for
the note.

4, Select Close.

Deleting Notes:

1. Select the note and select Delete Note in the Notes gallery.

2. Right-click the note and select Delete.
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ANNOTATIONS

Annotations are available from the Notes gallery when a document is opened in the OnBase
Viewer. Annotations are not available from the Notes gallery when a document is selected in
the Document Search Results list. This is because annotations have to be drawn on

documents.

Highlights

To use a Highlight Annotation:

1. Select a highlight annotation from the Note Selection.

£ [ [
— : Arrow Ellipse FERPA > A
Wiew  Hide Annotation Annotation Statement elete
Motes  Motes te
Motes
(:;I 5 Wiewer AD Application for ADAMS, JOHN [T 000067757 - ==X
J Docunsent Tasks Inage «9
o -, - [ Revinaony A7 Bedndex i [ | Mabes a
g i\ ™ ! ¥ {
= = =t &:‘HI}‘.M}' — - 5, Drlete — # L
Epwceds  Cross-REferen<ss  Discussions Send Start a - . WiEW  HOE FERPA Possi1- Fost-lt- Jelete
@ Propeities | o, paeumion  ECNECEOU | piptes  Wotes | spmpement Blug Gresn Hotz
Infaimmalesn Actizag
e E . E:ﬂ CRYFIRFATIAL
. Feal- PassiT- W - LESHOng
A Application for ADKME, J0HM [10: 0000GT 797 ) - pos o a1 e B
Rajwcrid
FaE T |
d;) CorumsiA UNIVERSITY oinge bk
—— N THE CITY OF NEW YORK
Office of Undesfradeate Admissions, 212 Hamilion Hall =
1130 bmsierdam Avenme ME 2E0T, Mew Yook, Ky 10027 Redaction Fen FAE S
AETOW
Applicant Information Anngtation
Elbpses
Hdame okn
Last Hame First Name Ellipse
Annotaticn
M@.ﬁeﬂﬂ—ﬁ:’ﬁm—ﬁ duerlapped Text
Address City Staty I
Owerlapped
L£T6) 555 . S000 L2T6) 555 - 8100 - k
Fhone Cedl Fhone |
sswe 779 .79 . 9713 oos: _F0; .30 7935
Gender: [£]Male | | Female E-Mail:
Applicant Data
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2. Left-click and drag your mouse over the portion of the document that you would like to

highlight.

3. Release your left-click and the highlight will appear on the document.

O Ll Wiewer

Document Tasks Image

i A = @l - ' B
iy, [ ﬁ .‘;{ gy 2 E‘? 4 Bedndex
¥ = B Hetory — . A Delete

Erpwords  Cross-References  Discussions Starta

Informaticn Action
AD ppplication for ADAMS, JOHN (10: G000GT797) -

W CoLumBIa UNIVERSITY

IM THE CITY OF NEW YORK

Send =
O Properties | To.  pescumsion | & Chect Out

AD Apphcation for ADAMS, IOHN [0t H0005775T) -

—
4 2 F £

— Aritw Ellipia FERPA - %

Wiew Hide Annotation Annozation Statement g Delete

Raotes Hotes Naote

HMotes

Otisce of Undevgradeat Admissinss, T17 Hamingn Hal
V130 Ammeram Rne MO 2807, Mew Tk, NY 10027

Application

L276) 655 . 8000
Fhong

For Admission
Applicant Infarmation
Hitoms Joke
Last Mo [Firs1 Nams Wi Initiad

370 ﬁmﬁgj‘ Streel Ilesttoke O Ladki)
Addiress City

State pal-Te i

(276, 555 - 8700

Cell Fhaong
ssi 719 - 79 - 9713 ooe: 70, 30 ¢ 7935
Gender: [B] Make | ) Female E-Mail: _

Applicant Data

Major of Stisdy Choloes: [0

Caraer Plans:

[ | Academia | | Ergireering

| | Architecture | | Government & FPolities
L Business | |infoemation Technology

[ ] Scientific Research
[ | Secial/Public Service
[ | Teaching

= Ccuzzions
| 2Page t‘ 1 Lant Attty GEI(2030

FasE

Arrows

To use the Arrow Annotation:

1. Select Arrow as an Annotation Type.

2. Left-click and drag your mouse where you would like the arrow to display. (Where you
release the left-click is where the head of the arrow will be displayed).

(276) 855 . 8000

Phone
ssN: 779 -79 - 9713

Gender: [§] Male | ]Female

Applicant Data
Major of Study Choices:

Career Plans:
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To Use Overlap Text:
1. Select Overlapped Text Annotation Type.

2. Left-click and drag your mouse where you would like the Overlapped Text to be

displayed on the document.

3. Enter the text you would like to display on the document.

e [N THE CITY OF NEW YORK 7.
Office of Undergraduate Admissions, 212 Hamilton Hall
1130 fmsterda Avenus MC 2807, Newted NVI0OST
P e e !.| =
Applicant Information
Adams Jobr
Last Name First Name

4. When you click away from the text box, the Overlapped Text will be displayed on the

( ) s Viewer AD ARpphostion Tor ADGKS, SOHN (10 OO0 TIYT ey
Documers | Tmks  Inage @
& & == 7 e - A0 Rl [
iy & e wisiani : r‘q 3 N 4 ﬁ ’? 1.
[ - - B Hintery — " M, Darin -_ High. h.gn'n'e- Hignfigraer wgnifighoer L
- Crosad 5 rean S A #un elete
Ezyweords  Crosa-Refevences  Discussions eFIWEF‘IH 5TESI|F n“:l!:l:'" B Chech 1 P:‘l?:\. FIILIIH:‘ Grean Qraryg: 1]
Infarmation Adtlons MHotes
AD Application for ADAMS, JOHN (1D: 000067797) - |2races | €9 1 D5 o
% oo
Glo COLUMBIA UNIVERSITY B
AL W THE CITY OF NEW YORK
Office of Undergratuste Admistions, 212 Hamilton Hall & "
1130 Amsterdam dvene MC T80T, Wew Yoo, NY 10027 Appllcanon e
Vhat & great Application For Admission z 5
Applicant Information
Last Mame First Name Middle initial
370 Fairlady Sireat  MWestlhe O #4745
Addvess Oty State Zip Code
(276, 555 - 8000 L2161 555 - 8100
Prone Cail Phone
ssn: 79 - 79 - 9713 poe: 1@/ 30, 1935
Gender: L8] Male | | Female E-Mail: _
Applicant Data
Major of Stuty Chosces: R
Caneer Plans:
[ ] Academia [ ] Engsneering [ ]Scientific Research
[ ] Architoctune [ | Governmant & Politics [ 1Social/Public Senice
Le] Busingss [ ) irfarmation Technalogy [ 1Teaching _ﬂ_
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Ellipses

To use the Ellipse Annotation:

1. Select Ellipse Annotation from the Note selection

2. Left-click and drag your mouse over the portion of the document that you would like the
ellipse displayed. (When you release the left-click the ellipse will display on the

document).
g Westtoke OH 4474
City State Zip Code
(276) 555 5?’00
Cell Phong———
( DDB 70, iafjii )
E-MaT————

Deleting Annotations

To delete an annotation:

1. Left-click on the Annotation. It will be selected in gray.

2. Right-click on the Annotation. A Delete option will appear.

Cell Phofe

poe: 70/ 307935

w-Mall F‘TE]. Delete |
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3. Select Delete. Select Yes when it asks Are you sure you want to delete this note?

9 Are you sure you want to delete this noke?

fes Mo

UPLOAD

Import an Electronic Document

1. Select the Upload button or select the Upload tab.

OnBase (OnBase)

@ | Home ]l Upload |r
) _‘»@ .E‘ﬁ [ Envelopes ﬁ Document Handle | pasg| i — L |: =
L X s , ) 2 Q) <5 4 =
= ﬁQuer}r History — e
Home  Favorites Custom  Retrieval File = F 4 Upload [emplates Mailbox Workflow Batch Designer
|- = || Queries Cabinets MV Check Outs ﬂ I Il || Indexing || |
Favarites i Documents {1 Create || Internal Mail || Workflow || Imaging || Unity Forms |

2. Select Browse.

b

Browse

3. Select a document from your workstation or on a network location. A preview of the
document will appear in the window.
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©

be B

Browse Acguire

Home

Impart

Upload

* X 0

Upload Cancel | Mowe
Up
Unload

Wlewe Remave Remove
Down Al

Pages

OnBase (DnBase)

o C

Rotate Raotate
Left  Right

Transfarms

==l

El CiuserswahribanDesktopDocuments for ImpartiFin AldEirth Certificate - Ford TIF

Docurnent Type Group ——
[FA Financial Aid -] -
Documment Type

[Fa Birth Certifieste (Father) -] =
File Type e,

[Im2ge File Format -}
Docurnent Date =]
|3n8202 - " —— —— . x 2 |

Keywards ™ &

[ o &5 tion of Birth Benisteation N>
100084 State (OF Ohio

Furst Mame :
HEMRY
Micldle Mame
T

Last Name
FORD
Birthdate
17141984
Aid Year
203

Ogtions ¥

PN, Cancel |

[ & Uplaad
=

4. Index the document with information such as Document Type Group, Document
Type, and any necessary Keywords.

5. Select Upload when finished.

* Upload
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Scan a Document

1. Select the Upload button or select the Upload tab.

q ! OnBase (OnBase)

Home | Upload | b
q\ = E”Q" iE‘& [ Envelopes ﬁ Document Handle m : L\ 4 3 @‘j |: ')
(L% = ) = an ﬁ Query History = ‘[; oo
Home Favarites Custom  Retrieval File || Fegnd Upload [emplates Mailbox Workflow Batch Designer
B = Queries Cabinets & My Check Outs ) Indexing
| Favarites Documents ~ld Create Internal Mail || Workflow Imaging || Unity Forms

2. Select Acquire.

>

Acquire

3. Select an Imaging Device and then select OK. (A compatible scanner must be
attached and configured to the workstation).

Please select an imaging device.

fi-6130d] (WILA)
FLUITSU fi-6130d] (TWAIN)

WIA-fi-6130d) (TWAIN)

QK Cancel

4. The scanner device interface opens. Select appropriate criteria such as Resolution,
Simplex or Duplex, Paper Size, and Color or Black and White.

5. Select Scan.
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The image appears in the Preview window.

: (:] OnBase (OnBrse) [ ]
i Mome Upload @
| .
he & | 2 S e IRy
Browse  Acquire Upload Cancel Mase  Move Remove  Remeyve Rotate Ratate
o Down All Left  Right
Impart Uptoad Pages Transforms
[E CiusersiannbarappOatallocalTempih149250a-c466-4393-8111.205505026 298.0PG
Docurnent Type Group | » B —
[F Financial #id g,
Document Type s
[Fa 1040 Tax Return (Fathen) -] |
Fag
File Type ) = i
[1mge File Format -} |
Document Date Bl '
| 36202 - 8
Keywords ™ A # PAQE 2
8
2 L
100054 |
L ]
First Name M
HEMRY » PAQE 3
Micldle: Mame L]
T '] |
Last Mame: L]
FORD L]
PAGE &
Birthdate s &
17172984 :
SILHEL ™
017 »
» | gz
L]
L]
Options A L]
7] Open Dacument After Uplead L =
| Delete Files After Upload L] Pacd
= 2 ” »
™
| 2 Uplaed x Cancel | ™ s
-

Pages can be reordered by selecting Move Up or Move Down. Delete pages by selecting
Remove. Rotate Image Left or Right as well.

6. Index the document with information such as Document Type Group, Document
Type, and any necessary Keywords.

7. Select Upload when finished.

* Upload

Items to Note:

Ad-hoc Scanning is used to scan ONE document (either a single page or multi-page) at a time.
Meaning if you try to scan multiple documents, there is no way to separate/split them (using this
feature).

Say you scanned a document and forgot to add a page. As long as you did not select ‘Upload’
after indexing the document, you can press the ‘Acquire’ button again, and the additional
page(s) will appear in the ‘Preview’.
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BATCH SCANNING

Batch Scanning is where batches of documents can be Scanned or Swept into OnBase.

@ OnBase (Demo) U
= Home | Document @

& [ > N Envelopes 5% Document Handle | a — e

o A £, B8 r 2 ) <5 = 2

Y LS, 59 Query History =
Home Personal Favorites || Custom Retrieval _ File Forms Upload Templates Mailbox || WaorkFflow Batch | Sean Batch
S Queries Cabinets [ My Check Outs Scanning | Processing
Favorites Documents Create Internal Mail || Workflow ging

1. Select a Scan Queue to scan or sweep documents into. Scan Queues vary by
department or Document Type, such as Admissions Documents Scan Queue or

Transcripts Scan Queue.

@ OnBase (Dema) | ] |
| —_—
-’ Home | Capture | @
' 7
< S8 4 @ | & i}
Sen Scan From Sweep Refresh || Predndex Batch | Manage Sean
Disk List List Formats
Capture Layout Configuration
Scan Queue Scan Mode
© NoIndex © Pre-Index © Full Index
AD Admissions Scan Queue [2] Document Type B]
Document Date
Keywords = A
Batches A
|1
Batch # Batch Name Scan Date Status Total Documents
wE - B - B T B =
102 6/29/2013 - MANAGER 6/29/2013 12:25 PM IndexIn Progress 20
103 7/3/2013 - MANAGER 7/3/2013 2:53 PM Awaiting Index 1
I |

2. Select Scan to bring in paper documents or Sweep to browse to a directory and import
electronic documents.

3. Enter a Name for your batch and select a Scan Format.
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Batch Mame

7/3/2013 - OBUSER|

Scan Format

4. After documents are finished scanning, a dialog box appears asking if you are complete
with scanning, select Done if finished.

Scanning complete
Total number of pages scanned =3

Scan More Pages Continue adding pages to current batch or document
Mew Docurnent Create a new document within batch
Change Format Modify the current Format before continuing
Discard Pages Discard scanned pages

Done Sranning complete

Delete Last Document | Delel

Delete Last Page Delete the last page and continue

The batch will be saved and appear in Awaiting Index or Index in Progress queue for
Indexing.
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BATCH INDEXING

Indexing is the process of applying Document Type and Keyword, or index, values to the
document.

The Scan Batch Processing button allows a user with appropriate rights to view scanned
batches either by Scan Queue processing status or Scan Queue name.

1. Select a batch with a status of Awaiting Index or Index in Progress, right-click and
select Index Documents. The number next to each Scan Queue status represents the
number of batches in that processing queue.

n@j OnBase (Demo)

— Home | Scan Batch Processing Document

‘%‘, %‘é £

S )

Filter Scan  Configure Kevword Refresh
GUELIES Fanel List

Configuration Browse

Scan Batch Processing

Awaiting Ind
4 Status Queues B ey e

il
j’l!} Awaiting Ad Hoc Advanced Capture

IScan Queue IBatch # IBatch Mame IScan Date
Awaiting Index [1] W &® - H - = - O]
Index In Progress [1] » AD Admissions Scan Queue 103 7/3/2013 - MANAGER 7/3/2013 2:53 P

Awaiting Ad Hoc OCR [0]
Awaiting Commit [0]
Committed [0]

S SISt

4 Scan Queues
AD Admissions Scan Queue [2]

Indexing

The Indexing pane is displayed when a batch is opened for indexing. It contains all of the
options needed to navigate and index the documents in the batch.

1. Select a Document Type and add appropriate keywords (index values) for the
document.
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Split Documents

1. With the multi-page document selected, select the thumbnail of the page that is to be the

first page of the newly-created document. This page is displayed in detail in the

Document Viewer.
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2. Select the Create New Document button in the Indexing pane.

Keywiords ™ &

Wendor Mame

Address

|
by

|
Skate 1‘

| \

Append SCan Uindo

IEEICHE H w‘ :m

The new document is created. It consists of the currently-displayed page and all subsequent
pages of the original document. The newly-created document is now the currently-selected
document and it is added to the current batch after the document it was created from.

Configure Keyword Panel

Unity Client allows the user to customize which Keywords are available in Indexing. This feature
may be useful for scenarios where not all keyword values need to be populated by the indexer
right away, and a more targeted set of keywords is desired instead.

1. Onthe Scan Batch Processing tab, select Configure Keyword Panel.

@ OnEBase (Dema)
' = Home Document | Scan Batch Processing
= é‘ﬁ o

Filter Scan  |Configure Keyword Refresh
Cueues Panel List

Copfiguration | Browse

2. Select a Scan Queue and Document Type to configure

Configuration Style allows you to select either the Standard keyword panel or a Unity
Indexing Form.

Keywords on the left side are included in the Indexing panel for this particular Document Type.
Keywords can be re-ordered by selecting and dragging the Keyword.
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"/Oﬂ OnBase (Dema) = | B ]

Home Document | Configure Keyword Panel

X
Save Close Resetto

Original
Configuration

Scan Batch Processing

Scan Queue [AD Admissions Scan Queue

ﬂ‘ Applied Configuration Style: Standard
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NEED HELP?

Contact the IT Help Center by phone (818-677-1400), online at (http://techsupport.csun.edu) or
in person in (Oviatt Library, First Floor, Learning Commons).

CONTENT NOTE: The information in this guide was provided by Hyland Software, Inc. This document has been adapted for
accessibility.
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