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1. Introduction

1.1.

Vocabulary

The following vocabulary words will be used throughout this document. Your instructor will review

them with you, and there is space for you to make notes if necessary.

Document

Document Type

Keyword Type

Autofill

Import

Scan

Index

Scan Queue

Scan Format

Page

Commit

Purge

© Hyland Software, Inc. All Rights Reserved.
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2. Starting OnBase

To login to the OnBase client:

OnBase Client

NOTE: This links you directly to the database and it may take several minutes. Do not double-
click the icon again as doing so will only delay your access to OnBase.

Enter your Username and Password. If you do not know these values, see your System
Administrator.

OnBase

a Hyland Software solution

Copyright & 1992-2011 Hyland Software, Inc.
All Rights Reserved. Build Versiocn 11.0.0.508

U OnBase ®
This Product Licensed To: Demo
Depending on modules licensed, og#
this program may contain portions of: o9 USERMAME
Imaging technology @ Snowbound

Software, Inc.; OCR technology © ScanSoft, Inc;

Mail interface technology & Intuitive Data Solutions.; gfi RLLLITLL)

CD-R technolegy © Sonic Selutions, Inc.; Full Tesxt

Indexing technology & Verity, Inc.; JLex technology 8 _L - 1 I = T |
ogin Cancel

1558-2003 by Ellict Joel Berk and C. Scott Ananian;

AZiA ChediReader 8 AZ2iA; Adobe ® PDF Library ™

“our use of the OnBase Software indicates your agreement to the terms and conditions of the OnBase
End-User License Agreement. Clidk here to view the license.

Click Login (or press the Enter key) to continue.

3. Document Imaging

The Document Imaging window is the central point through which images are brought into the
system.

© Hyland Software, Inc. All Rights Reserved.
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Select Processing (Alt P) from the menu bar

The Document Imaging window will be displayed.

3.1. Scanning

3.1.1. Batch Status Queues

The upper left-hand corner of the Document Imaging window is where the Batch
Status Queues are located. These queues allow you to follow the progress of scanned
pages. The first choice, Scan Queues, is the only entry that is not a batch status queue.
This queue lists all the available scan queues. Double-click on a scan queue to see the
batches. Each batch status queue has a number in parentheses after the name of the
process folder. This is the number of scanned batches that are in that process folder.

Sean Queue [Batch# | Batch Hame [Scan Date - Time: [ Total Documents [#obel.. |
0 test 104 20071221 -TEST1 20071221 124715 34 E]

[ Committzd
() Scheduled Pracesses

Scan Fomat | =

SeanMede © Molndey € Fredndes € Fulllndey

Document Type [~
Document Date [02 142008 [

K

e |

e EEEEER

inder | | eopend | | Geafess |

[0Balches Selscled

© Hyland Software, Inc. All Rights Reserved.
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3.1.2. Scan Modes

Option Description

No Index Select to perform manual indexing after documents have been
scanned into the system. This option cannot be used if barcodes are
to be read from the documents that are being scanned.

Pre-Index Activates the Document Type dropdown list allowing a user to
specify the Document Type of the scanned or imported documents.
This option also allows the entry of keyword values. When scanning
is completed the newly acquired documents are sent to Awaiting
Index to be completed or reviewed.

Full Index Differs from pre-indexing by skipping the Awaiting Index queue.
Activates the Document Type dropdown list allowing you to specify
the Document Type of the scanned or imported documents. This
option also allows you to enter keyword values. Choose Full Index
when using bar codes or when AutoFill Keyword Sets are used to
automate the indexing process.

3.1.3. Scan Formats

By having multiple Scan Formats created for the same scanner with different
parameters, such as different paper sizes; you can easily switch from scanning one type
of document to scanning another type of document without having to reset all the
parameters for the scanner.

3.1.4. The Scanning Process

Double-click on a Scan Queue on the right side of the screen. A scan queue must be
selected to determine the type of Scan Format to be used.

‘ ——— |Scanned Batches
L. Scan Queues:—‘) %
.

[0 Index in Progress (0)
[0 Awaiting Commit (1)

2 Committed

@ Scheduled Processes

Total Documents
34

Scan Date - Time
2007-12-21 12:47:15

EBatch Name
2007-12-21 - TEST1

Select a Scan Format from the dropdown list. Pick the one that suits the documents
you are scanning.

© Hyland Software, Inc. All Rights Reserved.
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Scan Format IBatu:h j
ScanMode © Molnde: € Predndes & Full Inds:
Document Type ILIG.-‘E-. - Application j

Document O ate IEIE/l 42008 HH

— K =l IIMI'WI'IQ'

Select the No Index Scan Mode for Batch Scanning. Always verify the Scan Format
before scanning.

Click Scan
The Batch Name dialog box will be displayed.
Batch Mame |

Enter a name to start a new batch or "Cancel” to zelect an exizting batch.

|2nna-nz-1 4 - OnBaseTes|

Enter a batch name. All new batches should be named with the type of documents
that they contain to assist in finding the appropriate batches to process at a later date.

Click OK. The scanner will begin scanning. You will be able to see each page in the
viewer as they are scanned.

NOTE: All other OnBase functions will be inoperable while the scanner is processing.

3.2 Indexing

Indexing is performed once the scanning process is complete. OnBase will place the
documents in the Awaiting Index queue where the batch will wait to be indexed and,
optionally, committed. Indexing associates Keyword and Document Type information with
scanned documents.

3.2.1. The Indexing Process

Single-click on Awaiting Index. Your scanned images will have information about
them, such as, which Scan Queue they were scanned into, the Batch #, Batch name,
Scan Date — Time, and how many pages to be indexed.

© Hyland Software, Inc. All Rights Reserved.
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Single-click on the batch you wish to index.

Right-click the batch to bring up the indexing menu.

ﬁ 111 CranBatel A0 T Y

Scan
Scan From Disk
Sweep Direckary

 Index Batch Y

- Schedule Sweep
Schedule Scan From Disk

108-02-14 - OrBaseTest 111

Scan Eomat [ =

Dacument Type [UGA -

inder | e | CleaKess Sean v|
el el - || E|Sle |

Enter other keyword values (as many as possible).

© Hyland Software, Inc. All Rights Reserved.
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Click the Index (Alt I) button to index the document.

Scan Eormnat [N - |

GeanMode © Holnder € Fredndes & Eulllndes

Document Type I.-'-‘-.D Letter of Recommendation j

Document Date |11/11/2Elll

— Kepwards

Student D [A012345

4
First Name [JEREMY )
4

Last Name [COUNSELOR

Index | Append | Clear Keysl Seat |

3.2.2. Committing Batches

Once fully indexed, the documents are placed in the Awaiting Commit queue waiting to
be committed. Once you commit a batch you cannot make changes to it. Committing
creates a permanent copy of your documents.

Single-click the Awaiting Commit queue. The batches to be committed will be
displayed.

EDocument Imaging

[ |Seanned Batches

Lx, Scan Queues: Scan Queus | Batch # | Eatch Hame
2 awaiting Indes (23 test 101
o) Index in Progress (o) % OnBaselest

2 Awaiting Commit {2)
) Committed
* (1) scheduled Processes

Double-click each batch to view its documents. This is a good step to review the
documents prior to committing them. If any documents are indexed incorrectly they can
be Re-Indexed to the proper Document Type or the Send To option can be used to split
documents that were appended in error. See Section 4 on how to correct any errors.

© Hyland Software, Inc. All Rights Reserved.
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gDocument Imaging

|Seanned Batches

|_,, Scan Queues;

. 20 Awaiting Indesx (2)

20 Index in Progress (09

{521 Awwaiting Commit {23
B I§ OrEaseTest

o[ Committed

@ Scheduled Processes

-02-14 - OnBaseTest 112

Documents for batch 2008-02-14- OnBasel

UGA - Application - AHMED, MALIK, - 12345
UGA - College Transcript - AHMED, MALIK, - 12345
UGA - Ezzay General - AHMED, MALIK, - 12345

Single-click and highlight the batch(es) to be committed on the right side of the

screen.

EDocument Imaging

| Scanned Batches

[E2) Awaiting Commit (2)
{22 Cammitted
() Scheduled Processes

|2 scan Quenes: Scan Queue | Batch # I EBatch Name I Scan Date - Time |
[ Awaiting Index (2) ] _ 2007-11-15 - MANAGER 15 10:0343
E2 Indexin Progress (0} e A = OnB aze ? 14 11:19.15

(B[ =g bam B lT=
Skip Document Separation
Send Batch ko Administrative Repair

Esbumrb T s Tefrwrnbine,

Click OK to verfy that this is what you want to do

Commit [3098] Ed
\i? Are wau sures

Cancel

d

OnBase will commit the selected documents and the batch is now in the Committed

queue.

4. Fixing Mistakes

4.1. Purging Batches

Purging a batch deletes all documents from the batch (indexed and un-indexed documents).
(The Purge function is controlled by security. If you do not have the proper rights, the

Purging option will be greyed out.)

© Hyland Software, Inc. All Rights Reserved.
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Select Processing (ALT P) from the menu bar.

Select Scan/Index (S).

Double-click on the Queue, on the left side of the screen, that contains the batch you are
deleting. (Batches can only be deleted from the Awaiting Index, Index in Progress, or

Awaiting Commit queues.)

gDocument Imaging

| Scanned Batches

ﬁl.-‘-.laiting Index \

20 Index in Progress (0)

Scan Queue

Eﬂ test
Eﬂ test

Eﬂ OnBaseTest

Select Purge Selected

BB Document Imaging

Scanned Batches

[ Sean queues:

[22) Awaiting Tndex (3)
(2 ndex in Progress (0)
[£2 Awaiting Commit (1)
2 Committed

(5) scheduled Processes

Scan Eomat |

Soan Mode © Holnder € Prednder € Fulllnder

|

Document Type |

Document Date [0212.2000  [f]

|

Kepword:

| Sean Queue [Batch #

| Batch Mame

[ScanDate

test 104
sl

20071221 - TESTY
2008-02-14 - DA

% besst 110

Commit Selected

Index Documents
Skip Document Separation

Extrack Indes Information,
Rename Batch

Redate Batch

Refresh Batch Status
Perform Custom Process
Create List Report
Create Keyword List
Show Batch Summary
Change Scan Ques

Run Script

Send Batch bo Administrative Repar

Wiew Documents
Clear Selected

Refresh

20071221
02-14

© Hyland Software, Inc. All Rights Reserved.
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Select OK when the Purge and the Confirm dialog boxes are displayed.

Purge [8681] [ %] Confirm [8683] E
\‘{j Are you sure you wank ko purge this batch? \?/ fire you absolutely SURE you want to purgs this batch?

Cancel |

Cancel |

The purged batch is now removed from OnBase completely.

4.2. Adding Pages to a Document
The Scan More Pages option can be used to add page(s) to an existing document. To use
Scan More Pages, follow these steps:

Select Scan More Pages from the right-click menu. Note: The image must be open to use
this option.

Rendtions L
Keywords Chrl+
OvEris digfre

w Thumbnails Chrl4l
Create Mote Chrl+M
Prink Cocument Chrl+P
Rendar Statemant

Scan More Pages

Run Script

Execube WorkFlow

Workflow Queues

Send To 4
Delete/Reorder Pages  Chrl+D

Image Zooming 3
Fik: i Window
Fit: Width

Dacak

Click OK when the system prompt s you to choose the appropriate scan queue.

[nformation x|

Select a scan gueus, scan format and then
salect scan ko scan the additional pages.

© Hyland Software, Inc. All Rights Reserved.
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Place the page(s) in the scanner

Click the Scan button

Choose where you want the page to be placed in the original document from the Scan
more pages dialog

Scan nore pages

Add the new scanned pages to:
% The bedinning of the document
" Before the selected page
7 After the selected page
" The end of the dacument

Cance

Select Done when scanning is complete.

Scanning Complete |

Scan More Pages il Continue adding pages ta current batch or dacurent

Hew acument Create a new document within batch

Change Farmat b odify the curent format before continuing

Dizzard Pages Dizzard scanned pages

Done Scanning complete

Delete Last Page | Delete the last page and continue

Delete Last Document | Delete the last document and continue

© Hyland Software, Inc. All Rights Reserved.
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The page(s) have now been added to the existing document.

4.3. Separating Pages from a Document
The Send To option can be used to correct documents that have been inadvertently

combined into one document. Follow the steps below to use Send To for error correction.

Keywords Chrl+K
Renditions 2
Hiskory:

Cross-References

Dyerlay: Chrl-o
Mates 3
Redacted Image 3

Ctrl+p

File...

Run Scripk
Render Statement. ..

Delete Document

Scan Maore Pages. ..
Delete/Reorder Pages ChrHD

Mail Recipient...
Internal User...
Advanced Mail...

Mavigake
Stale
Process 4

Display »
Reset

w Thumbnails Chr+U
Redaction Bitmaps 3
Dacument Retention 4
Check 21 Options 3
Properties
Next Docurment CtrHF7

Select a new Document Type for the pages you wish to remove from the original
document from the Document Type dropdown on the Create new document from
existing window

© Hyland Software, Inc. All Rights Reserved.
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r
il Create new document from existing

Document type

ILIGA - Application j
Create from pages

|14

Enter page numbers and/or page ranges. separated by commas
For example: 1,3,5-12

Document Date
02-14-2008

¥ Delete copied pages from original document

¥ | Originalldocument wil be madified ta reflect delsted pages

Keyword
Ui |12345— ﬂ
Cammon Application 1D W
Firsthame: lMALIK—
Middletd ame: l—
Lasthlame lAHMED—

-

oK I Clear Feywords | Cancel

2

Enter the page number(s), of the page(s) you wish to move to the new document.

Example 1: The first four pages Example 2: The first three pages &

of the image need to be moved: pages 5-9 of the image need to be

moved:
h
I —— h
e nkeliey jrang oo e ' '

Document lype : Document type
IUGA - Applicatian j IUGA - Application j
Create from pages Create from pages
- |
[14 [1-359

Enty b /! b ted b :
Fg,zngngjenﬁmg Eﬁfn R, B ) s Erter page numnbers and/or page ranges, separated by commas.
- 12

For example: 1.3,5-
Document Date

|D2/14/2DDS

¥ Delete copied pages from original document

Document Date
|D2/1 4.-2008 H

¥ Delete copied pages from original document

¥ Wriginal document will be modified to reflect deleted pages

¥ Wriginal document will be modified tareflect deleted pages
i~ Keyward

= ©  Kegword:
uio |12345 j i UiD 12345 ﬂ
C Application (D IEU12345 -
SN Comman Application [D IBU12345
Firstt ame IMALIK

Firsthlame IMALIK
Middlet ame: I

MiddleMarme I
Lazth ame IAHMED
LastMame IAHMED

=

O Clear K. d | C. | |
- RS s ‘ Clear Keywordsl Cancel

(optional) Update Keyword values

© Hyland Software, Inc. All Rights Reserved. 17
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(optional) Check the Delete copied pages from original document checkbox. The
system will remove the specified pages from their original location and create a new
document based upon the Document Type that was selected.

Click OK

44. Deleting and Reordering Pages

4.4.1. The Delete/Reorder Pages Interface

© Hyland Software, Inc. All Rights Reserved.
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8% w0 | ¥H 98 B2 | &5 R | BO

| Save Changes and Close — Allows you to save all changes to
the document and closes the image.

—
(0
=

@ | Cancel Changes — Restores document back to its original
settings.

H ﬂ | Delete All — Allows you to mark all pages for deletion.

Undelete All — Allows you to unselect all pages marked for

E E | deletion.

Bl Delete Selected — Allows you the delete the pages marked for
FiE  Jeletion.

| EE | Select All - Allows the user to select all pages within the
ElE|| document.

- |'TF} Rotate Selected Page — Allows you to rotate the selected page
= 90 degrees.

@ Set thumbnail Size — Allows you to change the size of the
FA1Fd thumbnails in the Delete/Reorder Page viewer.

4.4.2. The Delete/Reorder Pages Process
Open the document that contains pages you wish to delete

Right-click on the document to bring up the right-click menu

© Hyland Software, Inc. All Rights Reserved. 19
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Select Delete/Reorder Pages and the document will be displayed for you in page-by-

page view

Keywards Chrl+E
Renditions F
Hiskary

Cross-References

Oyeray ChF O
Maotes 3
Redacted Image 3

Print Document. .. Chrl+P
Send To 3
Re-Index

Run Scripk

Render Statement. .,

Delete Document

trl+0r g
-—r___.)
e ——

Double-click on the page(s) you wish to delete. A red X will be placed over those

pages once selected.
W UGA - Application - AHMED, MALIK - 12345

2 | |WH 88 58 | B | & |88

Click Save Changes to delete the selected pages.

4.5. Combining Documents

It is possible to move pages from one document to another, effectively combining the two
documents together. We can then delete the original document if necessary.

© Hyland Software, Inc. All Rights Reserved.
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Retrieve the documents you wish to combine.

£’ Document Search Results

lic: HMEL

[ay]

Double-click on each document to open it, or right-click and select View Selected. Click
on the Tile icon to make it easier to move the thumbnails

Right-drag the thumbnail onto the new document. (Hold the right mouse button down
and drag it in to the desired document.) Example: A two page essay that has been
indexed as two separate essays. NOTE: You can only move one page (thumbnail) at a time.

[B UGA - Application - AHMED, MALIK - 12345

If the document you are removing the page from only has one page, the system will not
automatically delete it. After the page is moved into the new document you will have to
delete it manually.

© Hyland Software, Inc. All Rights Reserved.



OnBase Quick Reference Guide

Scanning and Indexing

OnBase

a Hyland Software solution

(optional) Select Delete Document to get rid of it.

Keywaords Chrl4HE
Renditions 2
Hiskary

Cross-References

Dyerlay Chrl O
Maokes 3
Redacted Image 3

Print Document. .. Chrl4+P
Send To 3
Re-Index

Run Script

Render Stakement. ..,

Delete Document

Scan Mare Pages, ..
DeletefReorder Pages Chrl+D

4.6. Changing Document Type and Keyword Values

Re-indexing allows you to change the Document Type of the current document and enter
new Keyword Values. When you re-index a document, the document is removed from the
existing Document Type and stored as the new Document Type.

File Document LUser Processing
Mew L
Cpen 3
Impork
Close
Close all

Save As

Re-Index

Print: Chrl4P
Ak Print

(optional) Select the new Document Type from the dropdown list. The Index button will
now be activated.

(optional) Enter the Document Date and/or new Keyword values.

© Hyland Software, Inc. All Rights Reserved.
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M Re-Index Document E3
Documenggﬂs I Student Files

LG R S Transcript [High School]

File Type [Image File Fomat =]

Document Date |12/1 42007 HH

— Kewwords

StudentiD [00003393

Authertication [OFFICIAL é|

Mame [HARTMAN, ROALD F

DOB [03-02/1948 =

SSN |554-74-7272

{E Indesx i, Elealﬂeywordsl E wit I
2

Once the Index button is clicked, the document can only be found and retrieved using the
new information.

5. Importing a Document

Using the Import Document dialog box is a one step process to bring individual documents
into the system. You can specify the file name to be imported, along with the Document Type
and keyword values to use for later retrieval of the document.

Click File, Import from the menu bar (or click on the Import icon.

n OnBase Client {OnBase)

File Document User  Processi

[ F
D —
Close all

© Hyland Software, Inc. All Rights Reserved.

a Hyland Software solution
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Browse for the document to be imported.

Il Import Document

Look in: IE}.ﬁ.ppIicatiDns ﬂ = I'fi{ T
] &pp 1.4

] pp 2.k
App 3.4F
] App 4.kF
] App 5.4F
App &.4F
] pp 7.4
] App &.4F
App 9.4F
] App 10,4
] App 1.4
App 12 kiF

File name: I“.x j Iﬂl
Files of type: |l Files (] o] Carcel |
™ Open as read-only Help |

g
7

The Import Document dialog will display:

© Hyland Software, Inc. All Rights Reserved.
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! Il Import Document [ =]

File Impart IE:'\Documents and SettingshDesktopt\OnBase Test Doc Browse I

™ &ppend Page I Delete File After Impaort

Diocument Type

Group IAdmissions

| Document Type |UGA - Application

File Type Ilmage File Format

! Dacument Date IUQ/H/ZUDS HER

Lef Lef Lo

— Keypword

UID 12345

Common Application 1D |BU‘I 2345

Firsttdame [MALIK

MiddleName |

LastName [4HMED|

poe| - - =H

L1

Clear Kepwards Clear All |

© Hyland Software, Inc. All Rights Reserved.

File Import
Path where the document is located.

Delete File after Import

Deletes the file from its original location
after it has been successfully imported
into OnBase.

Document Type

Allows user to indicate the Document
Type of the document being imported. A
Document Type must be selected before
the document can be imported into the
system.

File Type

Dropdown list shows the default file type
(file format for the Document Type). If
you are importing a file that does not
match the default file type, select the
appropriate file type from the list.
Example: For Word

documents select MS Word Format.

Document Date

Enter the date that will be used to retrieve
the document.

Keywords

Type the keyword values into the
Keyword Type fields.

Import

Imports the document into OnBase using
the criteria determined in the Import
Document dialog box.

25



OnBase Quick Reference Guide o “ B ase

Scanning and Indexing a Hyland Software solution

Removes all keyword data from the
Import Document dialog box.

Closes the Import Document dialog box.
No information will be saved.

Click Import
I |

Clear Kepwords | Clear &ll | E xit |

The document now resides in OnBase and can be retrieved like any other.
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Indexing Documents

Shortcut Keys
Working With Documents

Viewing Documents

Index Open Document Scan More Pages

Alt | AltF +0O AltS + M

Stop Indexing Close Document Go To Page

AltQ AltF+C Alt S+ G

Create New Document Retrieval Dialog Box Fit in Window

Alt R AtF+O+R AltS+F

Delete Document New Form Fit Width

Alt C AltF+N+F At S +W

Delete Page Import Document Rotate Document 90°
Alt G AltF +1 AtS+0+9

Skip Document

Re-index Document

Rotate Doc 180°

Alt K AltF +D Alt S+O +1

Last Page Custom Query Rotate Document 270°
Alt L AtF+0+Q AtS+0+2

Next Page Mailbox Save Rotation

AltN AltU+M AtS+0O+R
Previous Page Trash Can View Next Doc on Hit List
AltV AltU +H Ctrl + F7

First Page Help Menu Keywords

Alt 1 AltH +H Ctrl + K

Scan Close All Documents Re-index Document
Alt S AltF+L AltF +D

Clear Keys Tile Vertically Thumbnails

AltY AltW +V Ctrl + U

Append Page

Tile Horizontally

Previous Page

Alt P AtW +H Ctrl + PgUp
Change Password Next Page
AltU+C Ctrl +PgDn

Workstation Options
AltU+W

Create Note

Ctrl + N

User Options

AltU +U

Print Document

Ctrl + P

Size / Zoom In (Out)
Ctrl + (-)
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