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1. Launch OnBase on your computer.
2. OnBase should auto-login, but if it does not,
a. Enter your UAID, your 30 million number.

b. Second Line: Enter your Edir/ElImo password (Same as UA Email/Blackboard Password)
c. Press Login
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1) To Open “Document Retrieval” (2 Different Ways)

a. File Open Retrieve Document

8@ OnBase Client (matrix_prep) Disaster Recovery - Mot Fo
(5 B Docurment User Processing  Admin  Workflow  Window  Help

Plew L | i CE :
Retrieve Document

Import File Cabinets

Close Cuskom Query

Close All

Retriewe by Dooument Hamdle
Retriewe by File Mame

b. Left-click on the icon indicated by the red circle in the below image.

,.:‘: OnBase Client (onbase_lrgp) Disaster Recowvery - |

File Document User Processing Admin Wo
EE LD @w-cil B 4

1 [
{ Retrieve Documents E vl

2) The document retrieval window will open

3) Choose a “Document Type Group” (To specify choices in “Document Types”)
4) Choose a “Document Type” (May choose more than one by holding ctrl)

5) Enter “Dates” (Optional)

6) Enter “Keywords” (Red Areas are Required)

a. TY¥axll DO NOT hit search without entering a search criteria. This will cause
your system to freeze as it will try to pull up every document in OnBase)

b. If you need to search multiple keywords, double clicking the text box or hitting
F6 will duplicate the text box.

c. There are also a few symbols that can help with searching. The * wildcard
character can be used to replace one or several characters of a text string. For
example, the text string Smit* will find all instances of both Smith and
Smithsonian. And the ? wildcard character can be used to replace a single
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character in the text string. For example, the text string SM?TH will find all

instances of both Smith and Smyth.

_ = 5

l Document Type Groups >
Admigsions I:I

FIN Fund Accourting Audit
Financial Aid

F —
Dlocument T}'pes)

AT mormmrster Score 7
AD ACT Score ':I
AD Admissions Cert

AD AP/CEEB/IB Score

AD Application GR

AD Application GR {redacted)
AD Application UG
ARApplication UG (redacted)

&9

From 7 W i o E
Today Today
uaD = | [12345678 ﬂlé
Recsivin.. =|FH | 2| and|
[ Find || TedSearch || MNote Search |
[ Clearkeywords || CQearal |

7) Click “Find”
8) “Document Search Results” window will pop up

9) To open the document, Double-click on the document in the right window

23BE7E - F - AD Admizzion: Cert - . - - 08/06/201 2

CE qm - b

-, - 082202

| 1 Documents Selected |
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1) After retrieving and opening the document, the keyword(s) can be modified

2) To modify a keyword, right-click on the opened document and click on “Keywords

3) The new window “Add / Modify Keywords” will open
=i -12345678 - F - AD Admissions Cert -, - - 08/02/2012 =N e I

‘ Keywords ,
Renditions
Hlstury

Add p' ModlfyI Keywords

AD Admissions Cert
- 12345678 - F - AD Admissions Cert -, - - 08/02/2012

Document Date | [EE=Egui=sigeSinge] FHH

UAID [12345678 I'A_I |
ReceivingCampus iF + = r Pages

ent

| Keywords

[Admissi...

4) For demonstration purposes, change only the “UAID” from 12345678 to 00000123
5) 5) Click save after changing the keyword

— -12345678 - F - AD Admissions Cert -, - - 08

DEM

®  Add / Modify Keywords

= - 00000123 - F - AD Admissions Cert-, - -0

B Add / Modify Keywords

AD Admissions Cert
- 00000123 - F - AD Admissions Cert -, - - 08/0:

Documert Date  [TER

AD Admissions Cert
- 12345678 - F - AD Admissions Cert -, -

Keywords
UAID |D0D000123

ReceivingCampus iF
Document Date SSM ]7
Keywords
NamelLast
UAID 12345678

e -z MNameFirst ]7

| Admizsi... ReceivingCampus [F
MameMiddle r—

Save

6) Above, Figure 6 shows the modifications in comparison

T ?2°fl To find the same document you will have to search the new modified
keyword(s)
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1. Tolook at the History, right-click on the retrieved document and click “History”

2. The “Document History” window will open

3. The two red circles below “Document History” is what tells the user more information
4

The user will see what time and date a user looked at the document, the user name of who looked at the
document, and the action the user did to the document and in detail what they did.

5. The user can also look at the Workflow Queues and Workflow Transactions below

=i -12345678 - F - AD Admissions Cert -, - -0... |- |- E]
e, 5

Keywords

pditions

G

=i = s

Log Time ] Jzer Hame ]Action J D@

Workflow Queues | Worflo Trancack !

€l Life Cycle J Hueus Entry U zer Mane Entry Date Exit Uzer Mame I E «it D_a_t?__>
A0 Frocersmr=—mE i VT CamePEr NI P R =R i

LR
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1) To add a note to your retrieved document right-click then go to “notes”
2) Then go to “Add note™1”
3) A new window will pop up called “Add Note” with 2 options

4) Select the appropriate note and press ok

Cross-References [

Overlay Ctr+Q

Motes ] i Ctrl+N

Redacted Image » View Motes

Print... Chrl+P | Delete Mote... .

Send To ] @ ﬁ
Re-Index

Delete Document

Delete/Reorder Pages Ctrl+D
MNavigate 4

Scale 4

Process 3

' (o ]

Trane Fanminn b
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5) A note will appear on your window which consists of the username’s UAID, when the
note was made and the time.

6) The user can minimize the note by double clicking on the yellow part of the note or by
clicking the top right minimize button and maximize by double clicking on the minimized
note

| _| -12345678 - F - AD Admissions Cert -, - - 08/02/2012 ===

-

D I = 7-AD Mote - 08032012 =] |
£ T O08/03/2012 4:08:21FPM =

(RN

0
¥

7) To delete a note, a user may do it 2 ways

a. First by going to notes then view notes as it shows in Figure 8 on page 6, then
right click on the “view note” window and delete the note.

b. Second, as shown below, right-click on the note and go on “Delete Note” and
press yes.

@j——- Delete Confirmation [1105 ¥

Unobstruct
Privacy Options

guasbdnig P osition
Delete Mote

Change note type
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There is also a function called staples that are sort of like notes. Staples are a way to attach documents
together. For example, you could staple all documents related to a single customer together, or all

documents relating to a certain date together.

Step One: You must have the documents you want to staple easily accessible.

-

'_7’ Document Search Results

BT Scocnterm )

0 Documents Selected

Step Two: Open the documents in separate windows. Right click Document 2 and drag it onto
Document 1 while holding the mouse button down. Repeat for as many secondary documents as you

have.

—
Document 1 will show this icon:

[

Document 2 will show this icon:

To view the staple, double click the staple icon. The staple window will display.

Staple Information

View Document |

-

Document 1

Document 2
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Click “View Document” to see the document stapled to the one you are currently viewing.
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1) To re-index a document right-click on the retrieved document and choose “Reindex”

Keywaords
Renditions
History
Cross-References

Overlay

MNotes
Redacted Image

Print...
Send To
Re-Index

2) A window like the one below will come up

3) To re-index, choose and change the Document Type Group and Document Type and

don’t change the File Type as it is unnecessary.

8 | Re-Index Docurnent “ 8 ' Re-Index Document “1
|' Dn-u.m!;’:l'p; i“-""'-'-” "l Dan.m;;tp; |m
Documert Type | AD Admissions Cert - Document Type | AD Appication UG
Fle Type | image File Format - '*' Fie Tyoe | image Fie Fomat

Document Date  08.-02-2012 [E§

Document Date  08.-02-2012 (B

Heywords Heryweudts
UAID [12345678 & UAID (12345678
RecetvirgCampus [F _*_J Tem [2012 ..*:J
55N | RecenrgCampa [F 4|
MNameLast | PCI Compliart [NO 4|
Hamafist | FpphcationSource [ONLINE 4|
HameMdde | + Level LG
poe [ ~ - H UAScholar | £l
FrocessngStatus | & S5M |
Qe Keyworts| [ Carcel | (o bepworss | [ Coron |
Fill in the required Keywords in red and other areas if need to be changed
4) Click “Re-Index” once everything looks good
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5) The document can now be searched under the newly changed Keywords and Doc Type
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1) To start Custom Query, right-click on the retrieved document and go to “Workflow” then
“Workflow Queues™l”

= B
kM Do o) 1234678 - = AT Ak Dol - = - 032,771 |

Life Cycl= Jueae Bazigred bo Users
AL Procseang A0 Proceesing aopueare:orbassoraoiusf

[ Ousc |
T

S Workflow Queues.., ) ‘

2) When the Workflow Queue window opens it lets you know what life cycle queue and

k
3

user group can see the document.
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1) There are 2 ways To Open “Workflow”

2) First, right-click on the retrieved document and go on “Workflow” then “Execute Workflow”

3) Second, up above on the tool bar, click on the blue, green, red circles linked together

Perform Document Automated Index...

Show Folder Locations ol ~—

Workflow v Execute Workflow..,
Redaction Bitmaps 2 WorkdTow Tlueues...

File Document User Processing Admin

rEER ey AR

« | [AD Highlight
R

4) The workflow window will pop up as shown below.
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S

BR|EB &R

$=E

% AD Change of Major -
i#-[= AD Conversion to RO Docs

Docurment Mame I

5) Find the appropriate document in the workflow and the document will be displaced on the right side.
For further assistance, contact the OnBase administrator or trainer in your department.
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1) To open custom query go to File Open then click on Custom Query

ﬁﬁﬂﬁam' ient (onba ) Disaster Recovery - “or Proc

Document User Processing Admin  Workflow  Window Help

Open ] Retrieve Document

Import File Cabinets

e R

St Retrieve by Docurmnent Handle
Save As Retrieve by File Name

2) “Custom Query” window will open which is shown below.
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? Custom Query - AD Filter by Appl Source & Recv Campus

= zj All Custom Qlueries -
-~ AD Filter by Appl Source & Recv Campus -

Alt Search for Student File

HR Timesheets |

PCI AD Financial Supporting Doc

PCI AD Reinstaternent Form

PCIAD application GR

PCIAD application UG

PCIAD unknown

PCI Documents 1 Year

PCI Keyword check ad app grand ug

PCIRO Add/Drop

PCI RO Admission Document -
| I ' ]

m

Filter by Application

Source & Receiving
Campus

Date Range or Term to

Application ]—j"
source
Receiving =1
Fl 1 F—

l=alll ¥

Enter the Application Sol|

m

and AD Applicatio

3) Choose the appropriate custom query to search for the needed document

¢ Custom Query - Search for Student File

E=mE-E =

X

----- RO Grade Roster Search by Term -
RO Search by Term
ROGH

Search for Student File Dates
..... Search TG stadent File AD FA RO August 2012 -
UAA Dept Review jUh-' ZIZ}{;‘IZZ [
..... doc fix AD AP/CEEB/IB Score May 2012
.. doc fix AD ARF ANz 5
..... doc fix AD ATE Letter
From s

doc fix AD Admissions Cert

----- doc fix AD Application GR ] Te ;o

doc fix AD Application UG ‘

----- doc fix AD Bonus Award I3
doc fix AD Change Form ‘

----- doc fix AD Transcript(High School) =
doc fix AD Transcript(colleael s
FEm! (0 b | Find
o™ o

Erterthe appropnate information to locate the student's file:

Keywords

<UD - | (12345679 __)

MNameLast _:J |

NameFirst -=] ]

NameMiddle = | |

ssN =]

pos =|[~

]

ReceivingCampus -=] ]

Clear l lClear Keywords l

[!:

z |2 =

=

=

Elrlllllx

4) Enter the needed “Keywords” and click “Find”

/9" ZI™ 00 4ab\d #ebgm 4kzZbghg ™ —ZgnZe

0z~ 10




(? Custom Query - Search for Student File e ——e =
RO Grade Roster Search by Term ~ ID rit M arne \ |
----- RO Search by Term ¢ 12345678 - F - AD Admissions Cert -, - - 08/02/2012
..... ROG Route ( - 12345678 - F - 4D Admissions Cert -, - - 08/06/2012

_____ SR TarSndent Bils AD Application GR [redacted) - 08/06/2012

- Search for Student File AD FA RO
----- UAA Dept Review
----- doc fix AD AP/CEEE/IE Score
----- doc fix AD ARF
doc fix AD ATE Letter
----- doc fix AD Admissions Cert
----- doc fix AD Application GR
----- doc fix AD Application UG
doc fix AD Bonus Award
----- doc fix AD Change Form
----- doc fix AD Transcript(High School)

. docfix AD Transcriot{colleael
4 1 b

m

0 Documents S elected

5) The custom query will find all of the files associated with the inputted keywords.

6) In this case, Figure 20 found all files found under the UAID 12345678 no matter the
location of the document.

7) Double-click on the document name to open the document.
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What is it?

The OnBase Hyland Virtual Printer is just like any regular printer except that it is a printer that is built into
the computer.

What does it do?

It bmYx1F! +z0¥ dzbOwFx ! kz¥wY X"z “mF (Y ¢¥z ¥y FO M633 swY I that is necessary for scanning into OnBase.

How does it work?

It works like any other printer would.
Select “Hyland Software Virtual Printer” and click “Print”

Where can | find my printed documents?

Go to “Start” “Computer” “Local Disk (C:) Drive” “OnBase Printer Spool”

Naming convention is random, so the user will have to rename the document in the Printer Spool.
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1. Make sure the OnBase Virtual Printer is installed on the user’s computer.

0 Please contact your Office of Information Technology (OIT) help desk
907-450-8300.

2. Have a document that is ready to print.

3. Being able to use the “print” function.

For example:

0 Using “print” from a word Document.

0 Using “print” from a PDF.

0 Using “print” from an internet browser.

O O Etc. (Doesn’t matter what option is used)
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1. Open up the “Print” Window.

Home Insert Page Layout References Mailings Review Wiew

H Save {1}
s Print
@ Save As l'_L
: Copies: 1 =
. | 5ave as Adobe PDF i
Print
|_-? COpen
[ Close Printer (3}
Info . Kyocera F5-9530DM =
= Ready
Recent Frinter Froperties
Settings
Mew (2}
j Print All Pages =
. Print the entire document
Pages:
Save & Send
[T3=] Print One Sided -
Help h Only print on one side of the page
2] Options g
Exit

Mermal Margins
Left: 1" Right 1"

| 1 Page Per Sheet -
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2. Select printer - “Hyland Software Virtual Printer.”

Home Insert Page Layout References Mailings Review
= save
- Print
Save As Lg] :
! 1 Copies: 1 =
.| Save as Adobe PDF .
Print
=F Open
Cd Close
Info ./ Hyland Software Virtual Printer
Ready
Recent ~, Adcbe PDF
w’ Ready
Mew . pa
d’ Ready {5)
Print -
—y | Hyland Software Virtual Printer
235 | Ready
Save & Send |
| . Kyocera F5-9530DN
-y
Help % Ready
. Kyocera F5-9530DN (Copy 1)
|1 Options %’ Ready
EH Eat -, Kyocera FS-CB500DN KX (XPS)
iﬁ’ Ready
oy Microsoft XPS Document Writer
;_ﬁ’ Ready
o Send To OneMote 2010
_ﬁ Ready
Add Printer...
Print ta File

3. All thatis left to do is “Print.”

a. Please wait about 10 — 15 minutes for the document to print fully, if there is

about 10 or more pages.
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1. Goto “Start” ”“Computer”

2. After opening “Computer” “Local Disk (C:)”

¥ = . et s ——— e e =
4 e ——
% [ s Computer » - | *3 |l|| Search Computer » |
2 - - - e Ellital (el i
QOrganize Properties System properties Uninstall or change a program Map network drive » ﬁ; » [Tl @
0 Favorites 4 Hard Disk Drives (1)
BE Desktop Local Disk (C:)
N Daiionds |w —— ] (2)
5] Recent Places 10.4 GB free of 744 GB
4 Devices with Removable Storage (2)
= Libraries a
[ Doacuments %y Floppy Disk Drive (&:) $ DVD/CD-RW Drive (D:)
J"l' Music .
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