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HYLAND ONBASE Secfion

Accessing OnBase

If OnBase is not installed on your computer, please contact the Help Desk (x4357)
for assistance. Your permissions within OnBase are based on your
supervisor/manager’s request. These requests should be directed to Sharon Shriver

at sshriver@mtsac.edu.
The OnBase Unity client is not available to MAC users. Mac users can use this link to access
OnBase: https://obpw01.msac.mtsac.edu/appnet

To begin, locate and open the OnBase Unity client.

1. Double click on the OnBase Unity Client icon on your desktop.

’-

OnBase

[/

Unity Client

2. Choose the OnBase PRD option from the drop down menu.
3. From here, fill out the password field with your Windows password.

(*Note: On shared computers, you may need to change the username to your own.)

OnBase .,

m OnBase FRD Lo
p
‘ | msac |
Copyright B 1982 - 2015 Hyland Software, Inc.
Al Rights Reserved. Build Version 14.0.1.97 -ﬂ%ﬁ |oneda |
AL
(1] | |
| Legin | [ Cancel ]

4. Click Login or press the Enter key on your keyboard to login to OnBase.
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HYLAND ONBASE

OnBase Home Page

The Home Page is the default page after you log in. The Home Page can be customized. (See instructions
below.)

Example: You can set your Home Page to the Retrieval screen by clicking on the Retrieval button on the
ribbon, then click the Home button and select Make this layout my Home Page.
Ribbon

— OnBase (OnBase PRD)

OnBase
= = & Help
& (6 2 e SR QueyHistoy | e > 3 - @‘;
] E", o -
W & = =% BB pmyychekouws | B 1 = ~
Home Personal Favorites Custom  Retrieval Forms Upload Templates Workflow Batch Batch
- P - - Queries Scanning  Processing
Favorites Documents Create Workflow Imaging

\Websies ' 7 RS55 licKer

Unity B nttp:/iunity.hyland.com

OnBase Thank you for attending

Help Desk
by Hyland CommunityLIVE

Congratulations on using the most flexible OnBase users, experts and educators gathered at the Venetian in
and comprehensive ECM product on the Las Vegas in September for CommunityL.IVE, Hyland’s
market today. OnBase empowers users to annual user conference. The show provides attendees with

grow their solutions as needs change and world-class OnBase training while also providing IT and
business evolves. It is tailored for business managers the opportunity to attend strategy and
departments, but comprehensive for the business process planning sessions, hear customer success
enterprise, designed to give you what you stories and much more. Next year’s conference will take place
need todav and evolve with vou over time. Sept. 11 to 15 at The Gaylord Palms in Orlando, Fla.

Want to change this default page? It's .
easy! 1DJnBase Community

1. Navigate to the page you'd like to set as InBase users, experts and educators are gathered at the
7 ' Tenetian in Las Vegas this week for CommunityLIVE,
) : iyland’s annual user conference. The show provides attendees
3. From the "Home" button dropdown, vith world-class OnBase training while also providing IT and
select "Make this layout my Home Page". = Jusiness managers the opportunity to attend strategy and
- | ss process planning sessions, hear customer success
tories and much more. If you can’t be there, follow along on
iocial media with the hasta; mmunityLIVE and check out
'"he OnBase Blog for daily show posts.

5. Make this layout my Home Page | 'More Resources

Reset Home Page ‘TechQuest - Hands-on focused OnBase training at Hyland
1eadquarters

[ ix]
ads
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HYLAND ONBASE

Document Retrieval by Custom Query

There are two methods to retrieve documents in OnBase. The first is Custom Query. Custom Query uses
a search form to allow users to easily retrieve preexisting documents in OnBase.

1. Start by clicking on the Custom Queries in the ribbon.

’_u
OnBase
iF
— Haome

e} :_Q'l .Eﬁ ;‘ﬁQuery History
S

L i -
h o LY My Check Outs
Home Personal Favorites Custom  [Retrieval
- Page ~ - Crueries
Favorites Documents

2. Click on a query to open the query form.

o~ OnBase (OnBase PRD)
OnBase
= Home
- o, ks SRouevmioy gl ) $ =
*Note- Quer (N < =% BB MyCheckOuts = | = S’
- y Home Personal Favorites Custom  Retrieval Forms Upload Templates Warkflow Batch Eatch
- Page - - Queries Stanning  Processing
H Favorites Documents Create Woarkflow Imaging
views vary.
Custom Queries Q Custom Query
You will
Find
ONLY see the
. = Admissions All Search
Queries and
a Articulation Search
documents

E BOT Administrative Procedure:

within a query

& B0 Board Policies

that you have

|l BOT Work in Progress AP

access to.

g BOT Work in Progress BP Please select a custom query to run.

ﬂ Singularity Search
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HYLAND ONBASE
3. Fill in the field(s). At least one field is required. Then press enter or click the Search option

to display your results.

Note: You may use the asterisk (*) wild card in the fields below. The (*) represents
one or more characters (i.e. a search for LA* could bring up documents containing
words such as Lane, Lake, or Lands.

= OnBase (OnBase PRD) [E=REER

Onbase
=’ | Home @ Help
- 2 mwm BBQuenkstoy g ) 5 - @g
" =Ty F = =
s = * BB MyCheckouts | ' 4 = ~
Home Personal Favorites Custom  Retrieval Forms Upload Templates || Workflow Batch Eatch
| - Page ~ - Queries Scanning  Processing

| Favorites Drocuments Create Workflow Imaging

Custom Queries et Admissions All Search

This Query will search all Admissions Documents that have a Banner ID. It will retrieve on Banner ID, Last Name, First
MName and Student ID.

- | Fields are
defaulted to

& Admissions All Search

a Articulation Search

BannerID

E BOT Administrative Procedure: Caps .
Last Mame

[ BOT Board Policies )
First Name

|l BOT Workin Progress AP Pl ERe

g BOT Work in Progress BP Student ID

!‘! Singularity Search

[Ce

You can click on any of the Column Titles in the results list to rearrange documents in ascending
or descending order.

= OnBase (OnBase PRD) = [

OnBase
= | Home Document @ Help
4 = L. 3 i ' i
| ‘.-\ Q _@ .& ﬁQueryHlstory ~ &\ “ - @‘j [
| N = =% BB mwychekous |1 = ~
Home Personal Favorites Custom  Retrieval Forms  Upload Templates Workflow Batch Batch |
- Page ~ - Queries Scanning  Processing

Favorites Documents Create Workflow Imaging

Custom Queries

x
B Admissions All Search
# Articulation Search
E BOT Administrative Procec
[ BOT Board Policies

w2 Admissions All Search - Search Results: 51 Document(s)

Admissions All Search E] Adwmissions All Search D <

Admissions All Search + X

Icon Document Date Document Type Last Name First Mame E |
=] = = = =]

Adrnissions All Search |-

Admissions All Search

10/12/2015 ADM High School Transcripts GUTIERREZ ANDREA
9/21/2015 ADM Graduation Degree Petition GUTIERREZ ANDREA
8/6/2015 ADM College Transcripts GUTIERREZ ANDY

6,/4/2015 ADM High School Transcripts GUTIERREZ ANDREA
10/8/2013 ADM High School Transcripts GUTIERREZ ANGELO
7/9/2013 ADM High School Transcripts GUTIERREZ ANGELA

Document Viewer

|i5. BOT Work in Progress AP
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HYLAND ONBASE
4. Double click on the file that you want to view. The Document Viewer will now open.

Note: You can view keywords and re-index, if needed. Some features like Re-Index and
Adding Notes require higher permissions. The Cross-References feature is not available.

= | B [

To modify the image click on the Image tab on the document viewer ribbon.

-~ s View: — ADM College Transcripts - 11/18/2009
"l Document I Ié € Help
iy, AN [("] Revisions &7 Re-Index P d 'd ‘
L g L &3 History — ¢ K Delete s k |
Keywords Cross-References °Properties STon:i fﬁchetkOut Vlevtrisl\:otes = ["’I—,";r:e 'E,’:\‘uf |
Infor ion Sates
ADM College Transcripts - 8/2009
CERRITOS COLNGE AN OFFICIAL SIGNATURE IS WHITE WITH A BLUE BACKGROUND
OFFICIAL TRANSCRIP | UNAITHORTED GO ot copmss & BLACA N W T COPY SAOD MO SE ACGRPTED. |
{ o Mwmonzes Name, Dean of AGrssions agg Records |
Document e
Name - -
Student XD
e |  Information, Sidebar
Actions, and Navigation
View Notes -
Send To
WALNUT, CA 91739
————— Transfer Credits ase
Transfer Credit from CYPRESS, COASTLINE COLLEGE
Applied Toward Cerrlitos College Credlt Prg Program
Course Trans GPA: 3.000 Transfer Totals : 0.0
----- Beginning of Undergraduate Ret
] 1991 Fall
sSebreck sialeg 4 Azienpeeo Larned gcee

-~ s i Graduation Degree Petition - 4/22/2013 = |6 =
OnBase
I =" Docume Image @ Help |
- 0 |
| 64 \?m}‘ 4 [ First Page @, ZoomIn | S| Actual size
L \ i Last Page qZﬂnm Out 4 Fit To Width
Selection  Hand Pre 5 lexd Previous  Mext Toggle y . Transforms  Modify
Zoom | Tool | Document Document Page  Page [X0GoToPage Thumbnais | @4/FitTowidth  ~|[E3]Fit To Window o =
Mavigation Scale
ADM College Transcripts - 11/18/2009 |5 Pages‘
CERRITOS COLLEGE AN OFFICIAL SIGNATURE IS WHITE WITH A BLUE BACKGROUND u \
™ 'Q . Tous ocally Sriod transor o0 o - e d
OFFICIAL TRANSCRIPT ' ;:unugwjvr’;:')?’i::ﬁé:::?:r;gg;;:&?g;;v%mn?oﬁﬂ; .'{EEmm
| } ot ‘
| Awsonzes Name, Dean of Agmssions g Records
Document ey
Name i Gary]
Student ID: 0544 A A Page 1 of §
weae e Navigation, Scale, Pt . 334300 |
| PaGE2 |
u and Transform —
Send To Options |
| PaceEs
————— Transfer Credits - - - - - —_
Transfer Credit from CYPRESS, COASTLINE COLLEGE
Applied Toward Cerriteos College Credl: Prg Program
Course Trans GPA: 0.000 Transfer Totals : 0.00
PAGE ¢
————— Beginning of Undergraduate Record --
: 1991 Fall —_
sevsect stale s Atienpcso Kerres cee S LgJ
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HYLAND ONBASE

5. To begin a new search close the document viewer window and select custom query. Repeat

steps 2-4.

Note: The Query History option in the home ribbon allows you to view query history for your

current login session.

£

Y S Every search opens |
— R | | anew tab. Click tab |*

A = )
.\ 3 éﬁQueryHlstory T~ 1Y

A A e to open |
Home Personal Favorites Custom  Retrieval Forms Upload Templates Worl p L] |

- Page ~ - Queries
Favorites

Documents Create

Custom Queries w_.a Admiccinne All Caarrh _ Caarch Raculter R4 NDaconmantic)

Admissions | Admissions All Search D

o Admissions All Search ~ &
Find b 4
| Admissions All Search T e -
(=] - =]
a Articulation Search 10/12/2015 ADM High School Transcripts GUTIERREZ AMNDREA
9/21/2015 ADM Graduation Degree Petition GUTIERREZ AMDREA
E BOT Administrative Procec §/6/2015 ADM College Transcripts GUTIERREZ ANDY
6/4/2015 ADM High Schoel Transcripts GUTIERREZ ANDREA
10/8/2013 ADM High School Transcripts GUTIERREZ ANGELO
[ BOT Board Policies
7/9/2013 ADM High School Transcripts GUTIERREZ ANGELA °
= L ]
5 BOT Workin Progress AP (T [ ]
Document Viewer ¥
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HYLAND ONBASE

Document Retrieval by Document Type
The second method to retrieve a document is to search by Document Group and Type.

1. Click on the Retrieval icon in the ribbon.
g

’ﬁ
OnBase
L
— Home

a . F .
= lﬂ. Query History

L r
AN — = am My Check Outs
Home Personal Favorites Custord  Retrieval
- Page ~ - Cuerie
Favorites Docu mr nts

2. Choose the Document Group then select the Type.

3. Fillin the Keywords or Date Range to narrow results. At least one keyword is required.
(Note: You may use the asterisk (*) wild card in the keyword fields. The (*) represents one
or more characters (i.e. a search for LA* could bring up documents containing words such
as Lane, Lake, or Lands.)

4. Press enter or click Find to bring up your results.
— OnBase (OnBase PRD) (o [ 5 [

— Home Document @ Help

- D, gy BQuevnsoy g ) K - Vi |
- = A E-3 M = -

i B BB muycneouws | 1S ~ @ |

Home Personal Favorites Custom  Retrieval Forms Upload Templates Workflow Batch Batch

- Page - - Queries Scanning  Processing
Favorites Documents Create Workflow Imaging

' Document Retrieval _ Search Results

Document Types and Groups ™ A

Admissions

ADM College Transcripts

ADM Evaluated College Transcripts
ADM Graduation Certificate Petition
ADM Graduation Degree Petition
ADM Graduation Variance Petition
ADM High Schoel Transcripts

ADM International Transcripts

ADM Transcripts

Date Range: Date when document was
first uploaded/scanned. (Optional)

Keywords and Date Range T &

From | 7ol Keyword: At least one is required.

BannerID = Banner ID is recommended.

et = * |f the search is too broad you may et

First Name = an error message. OnBase only retrieves
2,000 results or less.

Middle Name =

- " Note Search

Document Viewer ¥
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HYLAND ONBASE

5. Double click on the file that you want to view. The Document Viewer will open.
(See page 6 for document options.)

-~ s Viewer ADM College Transcripts - 11/18/2009 = ' =
7
[T Document Image o Help
I AN ("] Revisions &7 Re-Index & I
&I B ) & , % r
‘ v &1 History = A Delete -
Keywords Cross-References : Send View Notes - Delete Privacy
|| e @ Properties | To, [[E1Check Out List *| Note Options 6.
Information Actions Notes
ADM College Transcripts - 11/18/2009 | 5 Pages
CERRITOS COLLEGE AN OFFICIAL SIGNATURE IS WHITE WITH A BLUE BACKGROUND n [ |
S 5 X 15 O ally 100 MRCADL 15 DrMed 00 e Leclty PADEr. Whan DAGIOSOPIE: 16 ward 1 i |
OFFICIAL TRANSCRIPT ' MJTN'?F!IFDCW el o A BLACK O WHHTE COPY SHOULD NOT SE ACCEPTED
| | raee ’
{ o Awmonzes Nama, o-m/i‘:'j:?fw cords. J s
10 &V'/)'
Naze L 1 |
Student XD 4 Page 1 of § i
Birthdate : 1 Priat Date: 9242009 |
‘ PAGE 2 ‘
Send To
PAGE 3
Transfer Credit from CYPRESS, COASTLINE COLLEGE
Applied Toward Cerrltos College Credlt Prg Program
Course Trans GPA: 0.000 Transfer Totals : 0.00 33.5¢C 0.000
l PAGE ¢
- - = = - Beginning of Undergraduate Record =~ - - - =
: 1991 Fall —
sevseck Corgleg s Azienpceo farned Goses toimts L“_J

7. For a new search close the current document viewer window then click the green arrow on

the Document Types title or green arrow by Keywords to clear Keywords and Date Range.

Document Retrieval

Document Types and Groups

Admissions

ADM College Transcripts

ADM Evaluated College Transcripts
ADM Graduation Certificate Petition
ADM Graduation Degree Petition
ADM Graduation Yariance Petition
ADM High Schoel Transcripts

Keywords and Date Range

- [ 1 — 1
Note: The Query History option on the home ribbon allows you to view query history for your

current login session. ;‘:E Query History
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HYLAND ONBASE

Document Upload

Upload is an OnBase feature that allows users to import directly to OnBase. Users must have appropriate

permissions to use this feature.

1. Click the Upload icon on the home ribbon.

OnBase
— Haome Upload
",\ @ b .Eﬁ ﬁQuer}rHistor}r
AN % BA My Check Quts
Home Personal Favorites Custom  Retrieval
- Page ~ - Queries
Favorites Documents

2. Click the Browse icon in the upload screen. In the browse window select the file and click Open.

You will see a preview.

3. Index (required):

e Document Type Group — Choose the department that pertains to the scanned

document.

e Document Type — Choose the document type for the scanned document.
e File Type — In most cases will be left at default (Image File Format).
e Document Date —The document’s scanned date. It is filled automatically.

Keywords:

e *Input the Banner ID associated with the document, then click on any field to
autofill the Name & DOB or hit the tab key on your keyboard.

e Check with your department on what other Keywords will be required.

4. Click Upload.

- OnBase (OnBase PRD)
oy
=’ Home Upload
2 P BREE
W K g g0

| | Browse Acquire | Upload Cancel || Move Move Remove Remove | Rotate Rotate
U All

=

=)

@ Heip |

Up Down Left Right
Import Upload Pages Transforms
4 Unload =] C:Users\eojeda\Desktop\$7C7B1FOESDCB2FC8.jpg
Document Type Group
[Admissions [ ] -
Document Type
[ADM College Transcripts [-]
File Type _PAGET
[1mage File Format [ ]
Zialinibis TRANSCRIPT EVALUATION—Other Coll te Work
11/25/2015 % W o e
{ " does o™
Keywords A A - o Ta' YJ! Xth _
=
Banner ID
A0123456 Q
Last Name m
Pt
First Name Q.
CQ
Middle Name
S
=
==
Date of Birth
Options ¥
‘ & Upload Cancel
Fall 2015
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HYLAND ONBASE

Scanning and Indexing

Upload is an OnBase feature that allows users to scan and upload documents directly to OnBase.

Scanners must be pre-configured and only

those users with scan permissions can use this feature.

Scan one document type for each Banner ID number (student or employee) at a time.

Example: If you have multiple document ty

pes for Joe Mountie A0123456789 (such as transcripts,

petition to graduate, and appeal forms) place ONLY the transcripts in the scanner and follow steps
1-6 below. Repeat this process for the remaining document types.

bbon.

1. Click the Upload icon on the home ri
by
— Home Upload
=3 F = L.] %QuewHistuw
LN "'q"\% ﬂ gﬁMyChe(kDuts
Home Personal Favorites Custom  Retrieval
- 'age - - Queries
Favarites Documents

2. Click the Acquire icon in the upload screen.

Upload Cancel Move Move Re
Up Down
Upload Pages

OnBase (O

| ¢ | ¢
move Re mowe

3. Choose the scanner that is connected to your workstation and click OK.

Please select an imaging device.
fi-6130d;j (WIA)

~__ Scanner must end with

6130d

WIA-fi-6130d) (TWAIN)

oK Cancel

(TWAIN)

4. Click Scan on the settings window. (Image mode should be set to Black and White and

£ TWAIN Driver (52) @ resolution set to 200x 200. 300x300
0 1 2 3 4 5 8 T % mageScanner 41200 16MB  Browse. .
: e || maximum.)
Setiing Files: [0 Curent Setting ~| Config
Resolution Scan Type
200 = 200 j ADF [Front Side] j
j i F‘apeS\ze'
I~ Predefine ‘ Letter [8.5x11in] j J
=
Front | B
Image Mode Brightness
EA"; Black & white Nl e — ’ﬁ

BlackMwhite: Threshald:

- Static Thieshold - E 128

Scanning Areal inch ] . al

et [0000  Tep  [0000 e e e

Wik [2500  Length [11.000 ——

Advance.
Close Reset | Dption.. | Help About.
Specify the unique functions of specified mags scanner DataSize about:  466.4KB

Fall 2015
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HYLAND ONBASE

A preview of the scanned documents should now be displayed. In the upload ribbon, you can add,
delete, or re-scan pages.

4 Upload &l CAUsersiHGARCI-1AppD:

\Temp\2559 ¢ d27 4229 41c3-b6f1-dcSbbad56248. TIF

Indexing

Document Type Group B
<Al> u‘
Document Type
8 ; T A
file Type P and Ot 1al Development MTSAC|
Image File Format (-] ACTIVITY/PRESENTER EVALUATION AL,
Document Date oz
11/30/2015 . ‘ Activity:
Presenter(s):
Keyword: * 2 Dk
Time:
Location: 3
Pa
Affiliate Group? How did you leam about the activity? )
CSEA 262 I CSEABST [ o Facuy Manager Email l Fiyer lw.xme[ Manager/Chair Omer
o1 reun e e e
F
FT 1 PT FT 1 PT FT 1 PT PAC
Administrator Other

5. Select Document Type Group, Document Type, and enter Banner ID to autofill Keywords.

4 Upload
B Typs Gros  Document Type Group — Choose the
(IT eas -] department that pertains to the scanned
Document Type document.
[EAS OnBase Access Forms -] e Document Type — Choose the document
File Type type for the scanned document.
E:ff::;::at -] e File Type — In most cases will be left at
[ 11/30/2015 ] default (Image File Format).
Cepmords A A e Document Date_— The documen_t’s
scanned date. It is filled automatically.
Banner IO Ke-\‘ﬂmords
A01234567 @ e Input the Banner ID associated with the
La;Na:e document, hit your tab key to populate
- Name & DOB.
Joe e Check with your department on what
- ne other Keywords will be required.
Qptions ¥
[ ﬁ‘ Upload } x Cancel ‘

6. Click Upload- after all information is completed. A new preview window will open after you

click upload to confirm upload.

Fall 2015



HYLAND ONBASE

Scanning and Document Separation

The document separation feature in OnBase allows users to scan multiple document types at one time
and index them accordingly. Follow the steps below.

1. To begin scanning, place all documents in the scanner and follow steps 1-6 on pages 11 and 12.

The pages scanned may be different documents (transcripts, applications, forms, etc.), but OnBase
recognizes them as one document, since they were scanned at once. These pages need to be
separated first then moved (re-indexed) to their correct document group and type. To facilitate

this, we will start by entering the first document’s (1t page scanned) Type Group, Document Type
and Banner ID.

2. In the new window, in the Send To options click on Document Separation or right-click
on the page for the same options.

-~ 5 Viewer EAS OnBase Access Forms for GARCIA, HECTOR, Banner ID: AQ2083034 - = X
OnBase
—rl Document Image 0 Help
M A [ Revisions I Re-Ingex
Zg & @ # Z 7 Z 7 l
L4 gj History = Delete - o o o o v L
Keywords  Cross-References . Send Wiew Motes Ao Ellipse Highlight Ml ssing AutoFill _ Delete  Privacy
Properties To- Check Qut List Y| MNote Options
Information || Mail Recipient (ss Attachment) Notes
EAS OnBase Access Forms for GARCIA| & Internsl User | 5 Pages
: 5y My Personal Page !
@ Tile Groups |
[ Enwvelope
r Create New Document
& Print COLLEGE 3 PAGE 1
. SSIFIED EMPLOYEES :
|M£ . - , UNIT A 5
ocument Separation ] —
Mk P une 30, 2015 3 | |

3. Click Select all Documents.
o e - Document Separatior
~* | Document Separation /
= Select All Documents Rotate Left e
© 0 e
Save znd  Cancel ||| Group by | Keywarels o Split  Jein  Copy __” - Delet te || Und ]
Close Al Document @, Thumknail Settings - o Flip Mode Selected
Apply Viewr Modify Delete History

PAGE 1 PAGE 2 PAGE 3 | PAGE 4 PAGE 5 |
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HYLAND ONBASE

4. Under the Split options, select Break into Documents then click on Every Page.

- @ = Document Separation
Onase
=" | Dacument Separation

‘ 3¢ m E A & /| Select All Docurnents f}{‘] ﬁ JD Rotate Left x [’“\5 b >
H P a1 -

= ] g H Expand / Collapze [—?ﬁ - L [1¥ Rotate Right

Sawe and  Cancel Group by Keywords Split fJcin  Copy Delete  Delete Undo  Reclo
Close All Docurent © Thumbnail Settings - - Frip- Mode  Selected

| i History

Apply Miew

i EAS OnBase Access Forms for GARCIA, |

Custem| document(s) into separate
documents,

You should now see something similar to this window.

-~ = Docurment Separation
~* | Document Separation

Hl m E Select All Documents | sy Rotate Left M r'/@

- P
L = | Expand / L * Ratate Right A -

Save and  Cancel Group by | Keywords - . : Split  Join - Copy ~ Delete  Delete Undo  Redo

Close Al » Doament @, Thurnbnail Setings - @ Fip~ Mode  Selected -
Apply View Modity Delete History

Drop page(s) in a blank area of the Separation Workspace to create a new document

B EAS OnBase Access Forms for GARCIA,

B EAS OnBase Access Forms for GARCIA,

PAGE 2

B EAS OnBase Access Forms for GARCIA,

PAGE 3

B EAS OnBase Access Forms for GARCIA,

PAGE 4

B EAS OnBase Access Forms for GARCIA,
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HYLAND ONBASE

5. Click and drag the pages to the appropriate row to match by document type.

~ @9 = Document Separation

Select All Cocuments 1 #] Rotate Left hx 7 s
Expand / Collapse [ Rotate Right i E
Keywords oo : Spit  Jon Copy Delete  Delete | Undo fedn
@, Thumbrai Setings = - GFip- Mode  Selected
View Moddy Delete History

FPAGE 4

6. Click Save and Close on the ribbon.

Now that the pages are separated accordingly, you will now need to retrieve the documents to re-
index them to their correct group and type.

1. Perform a Custom Query to retrieve the documents (see page 4).Match the query to the group type
that you selected in the beginning for the first scanned page. It is recommended to search by Date
Option (scan date).

OnBase (OnBase PRD)

Crtase
or
= = i) [] Envelopes B Document Handle |y N — (g
w o B o2 R I 2 U
a 21 Query History =
Horme Custom  Retrieval  File Forms Upload Templates | Mailbox | Workfiow Batch Batch
~  Pager - | Queries Cabinets [ My Check Outs Scannin g P g

Documents Create Internal Mail || Workflow Imaging

Fing x W
Icon  Document Date Document Type Banner D1 LastName First Name
|@: BOT Work in Progress AP O} (=] =] v [m] - [m]
L_J 11/30/2015 EAS OnBase Access Forms AC GARCIA
t_ BOT Work in Progress BP ] 1mor01s EAS OnBase Access Forms AC GARCIA
) 11/30/2015 EAS OnBase Access Forms AC GARCIA

@ CalWORKs Search

é DSPS Document Search

W £0Ps care Search

Document is now
separated into 3 but the

& Finandial Aid Document S

[ Honors Program Search
& HsEmpioyee Search

& HS SdentSearch

v Q I forationTehToloo7S

£# singularity Search

B8 studentLife File Search
= Document Viewer

Document Types are still
the same. Follow the next
steps to change document

type.

Fall 2015
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HYLAND ONBASE

2.

Double-click on the first document to open and verify that it is indexed correctly (correct

Document Type Group and Document Type). Close the window when finished.

document viewer will now open.

Click on the Re-Index icon on the ribbon to display options.

d.

EAS OnBase Access Fc

Click Re-Index when finishe

Viewe s for

Double-click on the second, or following, document in the query search results. The

Enter the correct the Document Type Group and Document Type for that document.

~” | Document Image © Help
&y ) PE - v 4 ' { 4 2 4 2 o i
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EAS OnBase Access Forms for GARCA, HECT Re-Index _ | 2 Page
Re-index the current document ! Document Type Group.
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P File Types
MT. SAN ANTONIO COLLEGE [image Fle Format -]
SALARY SCHEDULE FOR CLASSIFIED EMPLOYEES Document Date
CSEA, CHAPTER 262, UNIT A [11/3072015 |
Effective July 1, 2014 — June 30, 2015 e et RS
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93 4,408.23 4,628.65 4,860.08 5,103.09 5,358.24 5,626.15 93 Q
94 4,452.32 4,674.95 4,908.68 5,154.11 5,411.81 5,682.41 94 LastName
95 4,496.84 4,721.69 4,957.76 5,205.66 5,465.94 573625 95 FG“’“’C‘“Y
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7. Follow steps 3-6 for the rest of the documents that need re-indexing.

8. When finished, re-start the query to display updated Document Types.

-~ OnBase (OnBase PRD)
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HECTOR
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Find
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Deleting and Re-Ordering Pages

Deleting and re-ordering pages within a document can be done after the document was originally scanned.
If there is a need to perform any of the above follow the steps below.

1. Open the document and click on the Image tab.

2. Click on Modify to select the Edit Pages option.

Pl Last Page
Previous  Next Toggle 7
Page  Page GoToPage | Thumbnails ||

[#3{ Fit To Width

widtn | [E5]Fit To Window

Mt. San Antonio College

3. Click and drag pages from the side navigation to

re-order pages.

4. To delete pages, click the red x on the upper right hand corner.

5. When all changes are made, click Save on the ribbon.

s

’

bt Document Page Ldtor

| Save Cancel Undo Redo  Browse Acguie Delete

Ede Fage Scale

8 tditing

Mt. San Antonio College

Major:
Catalog Year:

Required Courses:

Prelim Check

M [OA chg “IP ] No [
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P W47 [ RE . o e =g 1 = 1 1 oo

tate Rotate Rotate

Q FtTo Width - x al Fit To Window Rfm Right 180

Transforms

Associate in Science Degree Audit %

Final Check
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Yes [] No[ ] variance []
Yes [ 1 Nol 1 Vanance M1
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Highlights, Annotations, and Notes

Users with the appropriate permissions can add and delete highlights, annotations and notes to a
document/image. These marks will be available to other users as view only.

1. To begin open the document and click on Document tab. (You can use the Image tab to rotate
and resize the image.)

2. Toadd a note, click either of the down arrows on the Notes header to view the full list of
options available. Select the note you wish to use by clicking on it.

- = = s
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~* | Document Tmage F 4 F 4 4 @H
4?::’ A_‘_a (7] Revisions , 47 ReIndex & | Arrow Ellipse Highlight
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3. Click and drag on the area in the document where you wish to place the any of the notes.
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4. Click on either the View Notes List icon on the ribbon or the Notes icon to view or add details to
the notes.

*Each note contains the user name of who created the note as well as the date and time.

L . .
-~ ‘ Document | Image Cth on Clthel‘ e He
| dﬁ'f’ AN ("] Revisions & 45 Re-Index F g 4 tO see note
d’ b @Hlstaw = XDe\ete — P .
Keywords Cross-References o itz STeon:i Check Out Vlmtrlsl‘\tlntes Overlap Text Redactiol detalls .
Information Actions tes
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Notes
12 pages [ 8 4 =]

Document Type
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Document
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Find

Click on the note
to enter text.

4 Note-4/25/2016
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EDJIEDA
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@ Arrow - 4/25/2016
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5. To Delete a note or to set Privacy Options, right-click on the note or use the ribbon options.
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Re-Indexing

When a document is indexed incorrectly (wrong group, type, hame, etc.) it can be corrected by updating
the keywords or document group and type. (See page 12 for more information on indexing.)

1. Search for the documents (if not opened already).

2. Right-click on the document in the search results OR click Re-Index in the ribbon if the document

IS open.
T - Viewer,
o Onbise
e Socment - Document Image
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& DSPS Document Search 3/18/2010 ADM Petition for 4 sl g T3z 4 z % T g e g
378010 AOM Dettinn (o g 0 Show Folder Locations l.‘..i g2 ¥iig g‘ i' 5 H ;
3. Make changes to keywords or fields in the re-index area as necessary and click Re-Index when

done.

Document Type Group
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Document Type
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File Types
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Document Date
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Keywords ol ol
Banner ID
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[ Split l

[ Re-Index l Close l
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Exiting OnBase

OnBase will run in the background after you login. Below is how to exit OnBase completely.

1. Right click on the Unity Client icon on the task bar and click Exit OnBase. (Lower right-

hand corner of screen).

€ Application Enabler

&= Launch Unity Client

8:27 AM
11/18/2015 |

2. Click Yes to confirm exit.

0 Are you sure you would like to exit?

BTN BTN
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