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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.

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 client.

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

'1—'

OnBase

[ ]/

Unity Client

2. Choose the OnBase PRD option from the drop down menu.

3. From here, fill out the username and password using your Windows credentials.

OnBase ..

m [DnEase FRD 5 v]
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‘ [ msac |
copyright B 1292 - 2015 Hyland Software, InC.
2l Rights Reserved. Build Version 14.0.1.97 d%ds |oneda |
I/}
(1] | |
| Login | [ Cancel ]

4. Press Enter key or Login option to login to OnBase.

Fall 2015 2


https://obpw01.msac.mtsac.edu/appnet

HYLAND ONBASE

OnBase Home Page

The Home Page is the default page after you log in. This page can be
customized see instructions below.
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by Hyland

Congratulations on using the most flexible
and comprehensive ECM product on the
market today. OnBase empowers users to
srow their solutions as needs change and
business evolves. It is tailored for
departments, but compre! S
enterprise, designed to give you what you
need today and evolve with you over time.

Want to change this default page? It's
easy!

. Navigate to the page you'd like to set as
your own Home Page.
2. Click the "Home" tab.
. From the "Home" button dropdown
select "Make this layout my Home Pag

5, Make this layout my Home Page

fﬂ Reset Home Page

3 > ©

Warkflow Batch Batch

Scanning  Processing

Workflow Imaging

Thank you for attending
CommunityLIVE

OnBase users, experts and educators gathered at the Venetian in
Las Vegas in September for CommunityLIVE,

annual user conference. The show provides attendees with
world-class OnBase training while also providing IT and
business managers the opportunity to attend strategy and
business process planning sessions, hear customer success
stories and much more. Next year’s conference will take place
Sept. 11 to 15 at The Gaylord Palms in Orlando, Fla.

dnBase Community

InBase users, experts and educators are gathered at the
/enetian in Las Vegas this week for CommunityLIVE,
Iyland’s annual user conference. The show provides attendees
vith world-class OnBase training while also providing IT and
yusiness managers the opportunity to attend strategy and
s process planning sessions, hear customer success

itories and much more. If you can’t be there, follow along on

ial media with the hastag #

e On Blog for daily show posts.

Viore Resources

[echQuest - Hands-on focused OnBase training at Hyland
1eadquarters

& Help
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HYLAND ONBASE

Retrieve AP/BP Document by Custom Query

Custom Query uses a search form to allow users to easily retrieve pre-existing documents in OnBase.

1. Start by clicking on the Custom Queries option in the ribbon.
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—t Home
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- Page =
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.Eﬁ ;'ﬁ Cruery History
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Documents

2. Click onthe BOT
Procedures
Or BOT Work in

*Note: Query
views vary. You
will only see the
Queries you have

access to.

(Board of Trustees) Work in Progress AP query for Administrative

Progress BP. for Board Policies.

o~ OnBasze (OnBase PRD)

OnBase

> Home

- o o @R Haemsen oo ) S =
A £’ o'

(N L =5 =% BB B My Checkouts | - 1 = ~

Home Personal Favorites Custom  Retrieval Forms Upload Templates Workflow Eatch
- Page ~ - CQueries Scanning

Favorites Documents Create Workflow Im

E Custom Query

Custom Queries

Find
B Admissions All Search

a Articulation Search

E BOT Administrative Procedure:

[ BOT Board Palicies
[ BOT Workin Progress AP

BOT Work in Progress BP Please select a custor

!.! Singularity Search
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HYLAND ONBASE

3. Fill inthe AP# (required). The AP Name is optional. Then Press enter or click the Search
option to display your results. Do the same for BPs.
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) =

OnBase
~“ | Home & Help
; 0 ?Q" .Eﬁl 543 Query History T~ L} 3 - @g f
| (AN e = =% BB mEluychekous | * 1 = e |
Home Personal Favorites Custom  Retrieval Forms  Upload Templates Workflow Batch Batch
- Page - - Queries Scanning  Processing
Favarites Documents Create Warkflow Imaging

I8 BOT Work in Progress AP

This Query will search for all Board of Trustees Work in Progress Administrative Procedures
documents and it would retrieve on AP #.

Date Options /
From | N | To | N |

W pdmissions All Search

e Articulation Search
E BOT Administrative Procedure:

[ BOT Board Policies

|£-. BOT Work in Pragress AP AP Name
g BOT Work in Progress BP fleld IS

defaulted to
ﬂ Singularity Search CapS

|
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HYLAND ONBASE
4. Double click on the document(s) that you want to view or edit. (Document will open in

separate window).

Note: In the results view below you can click on any of the Column Titles to rearrange
documents in ascending or descending order.

= OnBase (OnBase PRD) (=] Bl ]
OnBase

= | Home Document & Help
- o, gy e o 8 > W

oy | | % BB @y chekous | 1 = =

Home Personal Favorites Custom  Retrieval Forms Upload Templates Workflow Batch Batch

- Page ~ - Queries Scanning  Processing
Favaorites Documents Create Workflow Imaging

Custom Queries

]I BOT Work in Progress AP - Search Results: 2 Document(s)

Query BOT Work in Progress AP D[j

BOT Work in Progress AP+ X

Find

a Articulation Search Icon Document Date Docurmnent Type

11/2/2015

BOT Work in Progress APs AP TEST

11/4/2015 BOT Work in Progress APs 2HHK AP TESTING

E BOT Administrative Procec
[ BoT Board Policies

[ BOT Workin Progress AP

Document Viewer

ﬂ BOT Work in Progress BP

¥
o~ s Viewer 11/2/2015, AP #: 1)K AP TEST { =6 g
OnBase
~’ | Document | Viewer € Help
I /,"j' “: (" Revisions H g’jﬂ Re-Index & Z __{r fiy ‘
L &1 History =r A Delete — = - k
Keywords (Cross-References . Send View Motes Note = Delete Privacy
o @ Properties | g, w List %) Mote Options | |
Informal Motes
11/2/2015, AP #: 1XX| CI ICk to |1 Page fedions  ersois
H % O = VIEW NOteS TABLE TOOLS ?
HOME NSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW OnBase ACROBAT DESIGN LAYOUT
| -
CJ P i Find - CI k
- - - P
[ . [Aial(Heading =[16 - A A" A2 AaBbCcOr AABB( AaBbCel AsBoceD | 5 . Ick to
%3¢ Replace -
Paste - 2 A, abe - . . -
N ¢ B I U-~aex, x* A~ A TFooter THeadingl Heading2 TNormal |5 N Select - VIeW
Clipboard Font ] Paragraph ’—xr Styles F] Editing -~ R -
. - EVISIONS
i Navigation ]
Search document o -
£d
HEADINGS ~ PAGES  RESULTS TEST AP/BP DOCUMENT
Facilitator:  Hector M. Garcia Meeting Date:  November 16, 2015
Create an interactive outline of your BP #4587 Place/Room:  23A6130
document. =]
Name Title Department | Ext Signature
It's a great way to keep track of where you are
or quickly move your content around.
To get started, ga to the Home tab and apply
Heading styles to the headings in your
document.
1 »

5. To begin a new search close the current document viewing window and return to custom
query; repeat steps 2-4.
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Edit AP/BP and Save

Once the document is open you can edit and see the revisions and notes attached to the document.

1. Edit as you would in Microsoft Word.

o~ ] Viewer 11/2/2015, AP #: 1:CCK AP TEST , = E
OnBase
- Document WViewer & Help
- 4 : .
/‘-i,'-'»-' “‘. Ifa Revisions fj Re-Index E 4 ’? {r 1
w 5 £} History = K Delete = - - L
| | Keywords Cross-References QProper‘tles Seon‘d Check Out Vlevl\-ri:v'l:otes MNote = [[?Je:!fée oﬁ;{.;ﬁs
Infol S Actions Notes
ave Revisions
11/2/20 P # 1llheroerm—ror |1 Page 3 Latest Revision: 11/6/2015
H -0 = TABLE TOOLS ?
| HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW OnBase ACROBAT DESIGN LAYOUT
s X Cut LT by T i = 5= A i Find -
M Monatype Cor - |16 ~| A" & Aa~ Soisete =5 0 T appced AABB( AaBbCel AaBbCcDi |
| ot Ey Copy N . fac Replace
aste - = R, - 3k o = === = . - -
|  Format Painter B I U ~abex x° [-%-A SE== Sy - TFooter THeadingl Heading2 TNormal [+ I Select -
| Clipboard [F] Font [r] Paragraph i [F] Styles [F] Editing E
| Navigation
]
|
Search document
! TEST AP/BP DOCUMENT
HEADINGS ~ PAGES Facilitator:  Hector M. Garcia Meeting Date:  November 18, 2015
BP # 4587 Place/Room:  23A-6130
Toolbar o . :
t Name Title Department | Ext Signature
(Microsoft  Juine

Ribbon)

2. To save changes in the AP/BP document click on the save icon E or use keyboard
shortcut (CTRL+S). Note: DO NOT save under the OnBase tab located in the MS

toolbar.
3. You will be required to enter a comment. Please add brief description of the changes made

to the document Click OK. You will then see a confirmation message.

Please enter a comment for this document.

Intro paragraph was changed.
Still in prugress|

| s
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HYLAND ONBASE

Submit for Review

Follow the four steps ONLY if you want to submit an AP/BP document for review.
1. Use the custom query tool to locate the AP/BP document that you want to submit.

2. Right Click on the document to view actions and select Workflow —> Execute Workflow.
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3. You will get this confirmation message. Click OK.

8 Add To Workflow ==

The following items are going to be added to Workflow. Please review the selection below and click
OK to continue

Mame Add To Life Cycle
11/16/2015, AP # TESTING E_TESTING " A3 and BPs Revision
Processing

e

4
[C] Ad all items to the following life cycle [/ 4P s g fcvision Processing -]
Launch the Workflow layout

co

Fall 2015



HYLAND ONBASE

A new window will now display. This is the Workflow for the APs and BPs.

ONE MORE STEP...
4. Choose one of the two options in the ribbon:

Submit for Review: Submits AP/BP for review.

OR
Send Back to Work in Progress: AP/BP will be taken out of the initial queue and sent back to

corresponding Work in Progress folder.

-~ Viewer (OnBase TST) EIM
OnBase
—t Home Workflow Document Viewer 0 Help

= Take Ownership)

E €3 Close This Layout - &= am
& )

Secondary\c’iewer — = S A Release Owners ] 5
Change Refresh Apply Auto  Owverride Route mem - Submmit fo Send Back to
Layout ~ Filter - Work Auto-feed Item - 0id Execute Script T4 payiew? ork in Progress!
Layout View Actions
Life Cycles I § Inbox a
Search... Only a partial list of the items in this queue is being displayed. Click Refresh to display all items. ®
[} i
o= Gl Icon Mame Entry Date
4 % APs and BPs Revision Processing
= L] v L]
B o 11/16/2015, AP #: TESTING
@] Bt ) e — 11/17/2015 3:37:39 PM

Initial 1Item

(i Related Items |User Interaction

= |1 Page

?

11/16/2015, AP #: TESTING E_TESTING

H g -
HOME INSERT DESIGMN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW

VIEW OnBase ACR»

o Calibri (Body) NP I e e e & — b i
_ — | = AaBbCcDc AaBbCcDe AnBbC
B I U ~abex, X A = = I=- g Editin
Pavste N A~ aly . A. - Aav | A A .Q . . gl q TMNormal = TMoSpac.. Headingl |+ - 9
Clipboard & Font F] Paragraph ] Styles ") -~
Navigation o

Search document P Test AP/BP

HEADINGS PAGES RESULTS

When an AP/BP is submitted for approval it can be approved or denied.

IF Approved: Denise or Carol will move AP/BP to appropriate folder.

IF Denied: Document will be sent back to the AP/BP Work in Progress folder with a note
attached. No user notification will be sent.
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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?
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