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Part 1: Logging Into OnBase

1) To login to OnBase 11 Thin Client HTML, first open up either Internet Explorer (Recommended)
or Firefox.

Note: Ask your OnBase administrator what version browser to use due to compatibility issues
2) This URL is to login to LRGP: https://sw-redhead.apps.ad.alaska.edu/AppNet/Login.aspx
3) There are different URLs for PROD and Test and Mac users also have its own URLs.
4) First Line: Enter your UA ID, 3####### (30 million #)
5) Second Line: Enter your Edir/Elmo password (Same as UA Email/Blackboard Password)
6) Choose “HTML”, and click “Login”

OnBase

a Hyland Software solution

[ lx]
[ <]
I

5

ActiveX HTML @

| Legin

Figure 1: Log in window
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https://sw-redhead.apps.ad.alaska.edu/AppNet/Login.aspx

Part 2: Document Retrieval

1) Once logged into OnBase Thin Client HTML, the user will be able to see Document
Retrieval from the start as shown in Figure 2 below.

-

'_fé OnBase [Disaster Recovery - Not For Preduction Use] - Wind... E@g

|§, https://sw-redhead.apps.ad.alaska.edu/AppMet/NavPanel.a: @ Certificate Error |

-Eg"Dol:ument v P |£|

E‘/Document Retrieval v

Docurment Type Groups
[an [~

Document Types

A0 Accuplacer Score
IAD ACT Score

IAD Admissions Cert
IAD AP/CEEB/IB Score
D Application GR
a0 Application GR (redacted) 5

From Date To Date ’;1“

-'r Keywords i, Text . Note @

|| =
L_ € Internet | Protected Mode: On 43 ~ ®|100% -

Figure 2: Initial page after logging into OnBase

2) To retrieve a document, make sure that “Document” and “Document Retrieval” is
selected. (Shown in Figure 3, the red circled areas)
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. Warning: DO NOT hit search without entering a search criteria. This will cause
your system to freeze as it will pull up every document in OnBase)
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Document Name

On
o

m IAPP IN - 12345678 - F - AD Admissions Cert - , - - 8/9/2012
IAPP IN - 123435678 - F - AD Admissions Cert - , - - 8/6/2012 I
v | |- 12345678 - F - AD Admissions Cert - , - - 08/02/2012
v] .
4 418
O L 1
IAD Accuplacer Score - [ eeeeesers ]
IAD ACT Score =l
IAD Admissions Cert | ; << q [> >> @%@% EB@ 3 G
IAD AP/CEEB/IB Score pi
A0 Application GR
Application GR (redacted) 5
rom Date ¥ Tao Date @ )

iz
r @‘(w Q DEMO
UAID = =]

[12345678 |

ReceivingCampus =

MDD o | '

Page 1 of 1. 2 Note(s)

E e Internet | Protected Mode: On dy v H100% -

Figure 3: Document Type Groups, Document Types, Dates, Keywords, Searching, and Opening a
Document

7) Click “Find” (The binoculars on the left)
8) The search result will pop up in the upper right hand corner (Shown in Figure 3)
9) Double-click the document to open (Shown in Figure 3 in the middle with DEMO)
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Only an Example from Thick Client, but applies to Thin Client as well.

10) To use the * search, type in any letter or number necessary to the keyword section and
put the * sign at the end and press find.
11) This will allow the user to find all the following searches that have for example
a. LIND* will search everything that includes LIND in the keyword.
b. Example is shown below.

Document Type Groups
Admissions -
FIN Fund Accounting Audit
Financial Aid El
Intemational
Records and Information Management
Records and Information Managemert - Imaging -
Document Types
HR Bkgrd Check Release Stand
ﬂggn}i—g&%‘:‘mﬁ ovment Y HR B - NameLast: LIND?| JUNTISLEY. K -12/05/2011
(LR | | 8l HRE - NameLast: LIN® |HNDEMAH, . 1210572011
HR Injry_ilness Bl HRD - NameLast: LT* |LINDIEEN, T 12/05/2011
HR Termed File {LINDL S -10/19/2011
HR lime Shests JunD s -10/04/2011
HRW2 |UNDEEY. 1 242172011
HRW-4 JumD|R. R 02A8/2011
unDR. R -09/28/2010
JND| M - 081472010
Dates Junpl T - oeszzszm0
|UNDpFF € -08/27/2010
Fom 4 7 T S 7 LINDHEHL, M, 09/27/2010
|UNDEEY, 5 -08/27/2010
[ Todoy ] [ Today ] -JLIND| b - 08/27/2010
|UNDEEY. R -08/27/2010
Keywords |UNDEEY. R -08/25/2010
-lUNDEEY, 5 - 07162010
uap - || nd| |LINDBEY. 5 -07/16/2010
) LINDHAG. rAzEm0
ReceivingC.. = || &| and -
wogC... = | 2| 2oq] {LnDLEY, M1 -07A2/2010
woae =~ 7 And JLINDEREN. M1 o7 2/2010
=l H -LNDBERG. M - 0642372010
pos =|[ - - H| And LINDEERG, M 06/23/2010
-|UNDEEY G
[ Namelast = | JLIND | nd| LMDpLIST, C 0BA7/2010

NameFirst = | [ And |

Keyword Finding Using Asterisks *
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Part 3: Modifying Keywords
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

= @8, =kl & &

Keywords
History

Motes L]
Re-Index
Print
Send To

-

-

Mavigate E M O
Id_ Worldflow ¥
Figure 5: Getting to Add / Modify Keywords window
4) For demonstration purposes, change only the “UAID” from 12345678 to 00000123
5) Click save after changing the keyword

- 12345678 - F - AD Admissions Cert -, - - §/6/2012
- 12345678 - F - AD Admissions Cert -, - - 08/02/2012

-

B Add / Modify Keywords

-00000123 - F - AD Admissions Cert -, - - 8/6/2012

.
% Add / Modify Keywords [

AD Admissions Cert AD Adrmissions Cert

- 12345678 - F - AD Admissions Cert -, - -8/6/2012 - 00000123 - F - AD Admissions Cert -, - - 8/6/2012

Document Date I@
Keywords
I
uaD Joooootzsl B
.* N |
ReceivingCam... IF— ﬂ )
m Cancel |

Figure 6: Before (left) and After (right) keyword change
6) Above, Figure 6 shows the modifications in comparison

Keywords

JAID |12345»E?"E
ReceivingCa... IF

Save

— Note: To find the same document you will have to search the new modified
keyword(s)
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Part 4: Using “History”

1. To look 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

Keywords

Motes b
Re-Index

Print

Send To »
Mavigate b
Worldflow ]
Show Folder Locations

Display Disposition Status
Froperties

-
@& Document History for - 12345678 - F - AD Admissions Cert - , - - 08/02/2012 - Windows Intern... Lo | B [t

|g, https://sw-redhead.apps.ad.alaska.edu/AppMNet/contextmenu/DocumentHistory.aspx @ Certificate Error l
______ User | Date | Message |8

Friday, April 26, 2013 Viewed keywords on document 3678699 [ - 12345878 =)
5:52:42 AM - F - AD Admissions Cert - , - - 08/02/2012)

Modified Note 509392 (AD Redaction) on [2678699] '

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

S:37:27 AM 08/02/2012'
Friday, April 26, 2013 Viewed (2678699) ' - 12343678 - F - AD Admissions
S:37:14 AM Cert - , - - 08/02/2012'
Wednesday, April 24, 20132 Created Note 509393 (AD Redaction) on (3678699 ' -
3:36:32 PM 12345678 - F - AD Admissions Cert - , - - 08/02/2012'
Worlflow Queuesi. . Workflow Transactions
Life Cycle | Queuve | EntryTime | ExitTime | Entry User | Exit User |
AD Processing ADP Processing  8/2/2012 4:30:21 BM WaorkFlaw

Timer Service

WorkFlow WorkFlow

AD Processing ADP DCD 8/2/2012 4:30:20 PM 8/2/2012 4:30:21 PM ;=T C% L DT oM
AD Processing ADP Initial 8/2/2012 4:25:33 PM 8/2/2012 4:30:20 PM WarkFlow
Timer Service
" lhca
Done &) Internet | Protected Mode: On fy v WI00% -

Figure 7: Accessing “Document History”
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Part 5: Using “Notes”
1) To add a note to your retrieved document right-click then go to “notes’
2) Then go to “Add note...”
3) A new window will pop up called “Add Note” with 2 options

)

4) Select the appropriate note and press ok

Keywords
History
Notes ]
Re-Index iew Motes
Print - é )
Add Mote -- Webpage Dialo
Send To 4 El pag 9
Navigate 4 |§, https://sw-redhead.apps.ad.a @ Certificate Error |
Workflow b — .
. AD Note
Show Folder Locations RO Note
Display Disposition Status
Properties
T
€D Internet | Protected Mode: On %
o

Figure 8: How to Add Note
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 and maximize the note by double clicking on the yellow part of

the note or the sticky note on the top left.
3 - AD Mote - 4/26/2013

X 4/26/20132 10:00:59 AM ®

Figure 9: When a note is newly added
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7) To delete a note:
a. First by going to notes then view notes as shown below. Then Delete Notes.

Keywords

History

Notes b Add Note
Print

Send To »

Mawvigate b

Workflow »

Show Folder Locations

Display Disposition Status

FProperties

i & | Notes -- Webpage Dialog L u1

er.aspxldocld=3678699 &revisionld: @I Certificate Error |

|ﬁ. http:ﬂsw—l nead.a

o et & oo o)
o T ——

Pa Date = Note Type Title
4/26/2013 - -
< ® 1 10:00:53 AM AD Note AD Note - 4/26/2013

\

H Save % Save and Close Y Close

u@

https://sw-redhead.apps.ad.alaska.edu/Appl €0 Internet | Protected Mode: On

Figure 10: Deleting Notes
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Part 6: Re-indexing

1) To re-index a document right-click on the retrieved document and choose “Reindex”

Keywords
History
Motes
Re-Index...
Print...
Send Te

Figure 11: Opening Re-Index

2) A window like Figure 12 (below) will come up

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

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

.

{& Re-Index - Windows Internet Explorer | = | = %

I@, https:f/sw—redhead.apps.ad.alaskﬂhppNethDm @ Certificate Error1

Document @ - 12345678 - F - AD Admissions Cert - , - - 8/6/2012
Document Type : | AD Admissions Cert El

Document Date @ g/5/2012

UAID =

W

[1z345673 |

ReceivingCampus

F 3
|:§3 Re-Index 'Q’ Clear Keywords Close
€D Internet | Protected Mode: On 45 v W100% -

Figure 12: Re-Index Document Window

- -
@ Re-Index - Windows Internet Explorer [ = | B ﬂ
|g, https://sw-redhead.apps.ad.alaska.edu/AppMet/Con @ Certificate Error l

Docurment : - - - 12345678 - F - AD Application UG - , - - 8/6/2012
Document Type : | AD Application UG Izl
Document Date : g/g/z012
UAID =
[12345678 | |L|
Term
[z01204 =]
ReceivingCampus
[F =]
PCI Compliant
o =)
E,Ea Re-Index w Clear Keywords Close
e Internet | Protected Mode: On v HI100% -
L =

Figure 13: Re-Indexing Result

4) Fill in the required Keywords in red and other areas if need to be changed

5) Click “Re-Index” once everything looks good

6) The document can now be searched under the newly changed Keywords and Doc Type

OnBase Thin Client HTML Training Manual
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Part 7: Workflow Query
There is no option for accessing Workflow Query.

Part 8: Workflow

1) To open workflow click on the “Document” Drop down box or whichever is currently selected

and choose “Workflow” as shown in Figure 14.

E Folders

\a User
ﬁﬁ Admin

Figure 14: Opening the Workflow Window

2) The Workflow window will pop up as shown below in Figure 15.

r B
€& Workflow - Windows Internet Explorer Elﬂlg

ancumenis
q Prewious Results ﬁ Mext Resu

& t
Q QT:II- = | 95
" Life Cycle View . : Work Folder 5.
"'AD Change of Major it

: (=1
"'AD Conversion to RO Docs

[+“AD Dept/Grad Review

e Internet | Protected Mode: On ¥3 «~ ®100% -

. 1

Figure 15: Workflow Window
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3) Find the appropriate document in the workflow and the document will be displaced in the lower
window. For further assistance, contact the OnBase administrator or trainer in your
department.

Part 9: Custom Query
1) To open custom query click on the “Document Retrieval” drop down box or whichever is
currently selected and choose “Custom Queries” as shown in Figure 16.

I__@ Indexing

Figure 16: Opening Custom Query
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2) “Custom Query” window will open which is shown below on Figure 17.

[ Di - Not For Producti o E=Efal™ =)
"E OnBase [Disaster Recovery - Mot For Production Use] - Windows Internet lorer T

T
—— A — . _—

OJE

‘ﬁ Presious Results h Mext Results {'}Options |

|§| Document Mame (3]
- - - -12345678 - F - AD Application UG -, - - 8/6/2012
- 12345678 - F - AD Admissions Cert -, - - 8/8/2012
- 12345678 - F - AD Admissions Cert -, - -08/02/2012
RO Grade Roster Search by Term -~
RO Search by Term 1 4
I R.OG Route .
Search for Student File AD FA RO (=l 1 | mr | t
UAA Dept Review e
“Instructinns IBlaCk Redaction j E | W
Enter the appropriate information to
H = I 1( /1 cf:
From Date TuDateI @ -[m]@@@|«{ ’» | ey
] it B
oL DEMO
II LIAID = =
[12345678 | il
[ | | e rnan
F
HlS 2 & Pagelofl. [0 Note(s) ot
Done iF3i €D Internet | Protected Maode: On ¥ v ®100% ~

Figure 17: Custom Query Window

Shown in Figure 17 for Steps 3 -7

w

Choose the appropriate custom query to search for the needed document.

Enter the needed “Keywords” and click “Find” (The binoculars).

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

In this case custom query found all files found under the UAID 12345678 no matter the
location of the document.

o s

7) Double-click on the document name to open the document.
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Part 10: Virtual Printer
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 changes your documents format into the “appropriate” TIFF image 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.

Basic Requirements
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 at
907-450-8300.
2. Have a document that is ready to print.
3. Being able to use the “print” function.

For example:

Using “print” from a word Document.
Using “print” from a PDF.
Using “print” from an internet browser.

O O O ©

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

Home Insert Page Layout References Mailings Review View

H Save {1}

Print
Save As L@B
) Copies: 1 -
| Save as Adobe PDF i
Print
[£5F Open
L3 Close Printer {3)
nfo . Kyocera F5-9530DM -
= Ready
Recent Frinter Froperties
Settings
Mew (2}
Print All Pages -
Print 4 Print the entire document
Pages: i
Save & Send
. Print One Sided -
Help Only print on one side of the page
== Collated
z] Options 123 123 123 -
Ed Exit s
Portrait Orientation -
Letter -
8.5" x11"

1 Mermal Margins
i Left: 1" Right: 1"

|:| 1 Page Per Sheet -

Page Setup
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2. Select printer -

Home Insert

“Hyland Software Virtual Printer.”

Page Layout References Mailings

= save

Save As

.| Save as Adobe PDF
[ Open

Ej" Close

Info

Recent

New

Save & Send

Help

2] Options

3 Exit

Print

ik

Copies: 1

9,._,,,- Ready (5}

Hyland Software Virtual Printer
Ready

s Kyocera F5-95300M
% Ready
: Kyocera FS-9530DN (Copy 1)
ﬁ; Ready
~ Kyocera F5-CB500DM KX (XPS)
ﬁj Ready
— Microsoft XP5 Document Writer
;ﬁj Ready
f Send To OneMote 2010
@ Ready
Add Printer...
Print to File

OnBase Thin Client HTML Training Manual
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3. Allthatis 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.

Home Insert Page Layout References Mailings Review View
[H Save {6}
Print
Save As L@H
_ Copies: 1 z
.| Save as Adobe PDF . .
: Print Now Print after
Open .
= Hyland Software Virtual
i Cl Printer . .
) Close Printer is Selected
Info ./ Hyland Software Virtual Printer -
= Ready
Recent Printer Properties
Settings
Mew
% Print All Pages -
4 Print the entire document
Pages: 0
Save & Send
Print One Sided .
Help Only print on one side of the page
== Collated
] Optians =55 10 103

fd Exit P
Portrait Orientation -

Letter
a5"x11"

| Mormal Margins
o—o Left 1" Right 1"

|:| 1 Page Per Sheet -

Page Setup
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Finding the Printed Document
1. Go to “Start” = “"Computer”

OnBase Client11 - Irgp
g Camtasia Studic 7

OnBase Client 11 - Prod

]_ Sticky Motes

E"ﬂ Microsoft PowerPaoint 2010

ﬂ Borngar Representative Console

~F.
}ii‘l‘ WMware Player

»  AllPrograms

Bruce A Lee

Documents

Pictures

Music

Computer

Control Pal See the disk dr
Devices and Printers

Default Programs

Help and Support

OnBase Thin Client HTML Training Manual
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2. After opening “Computer” = “Local Disk (C:)”

CE
1=, Recent Places

- Libraries
@ Documents

J' Music

[E=] Pictures

B2 Videos

1% Computer
&, Local Disk (C:)
5@ data (\Vsw-finsysl.a)

3.

- _
b 10.4 GB free of 74.4 GB

4 Devices with Removable Storage (2)

$ Floppy Disk Drive (A:)

4 Network Location (2)

data
(W\sw-finsysl.apps.ad.alaska.edu) ...
— |

e

Find “OnBase Printer Spool”

e —

DVD/CD-RW Drive (D:)

balee?
M\lab-shares.ua.ad.alaska.edut\Us...
|

&

T —— e itb—-- E‘ﬂu‘
i S —
%VL“;‘ v Computer » v | 4 |l| Search Computer L |
e S pakh e
Organize « Properties System properties Uninstall or change a program Map network drive ~ » ;1‘; * [ I@
. Favorites 4 Hard Disk Drives (1)
Bl Desktop Local Disk (C:)
& Downloads (2)

[

OnBase Thin Client HTML Training Manual

o,

GUv|£ + Computer » Iﬂ[}isk (C) » . - | 5 | | Search Local Disk (C:) L |
Organize « 7 Open Include in library = Share with « Burn New folder =« I@
<% Favorites MName Date modified Type Size )

Bl Desktop . mislog 12/12/2012 9:04 AM  Text Document 12 KB
& Downloads || AdobeScan_SNSAD-D1 3/6/201212:20 PM Text Document IKB
=l Recent Places | .mnd 6,/14/2012 3:34 PM  RND File 1KB
. InstallationInfo 12/12/2012 8:50 AM  Text Document 1KB
- Libraries L] 701 4/10/20129:43 AM  1File 0KE
@ Documents 1 075da233a982079c] eeecifababelaf2 3/6/2012 12:46 PM File folder
J’ Music 1. 04172d13954de0bbTdfcell2ab 5/2/2012 1:47 PM File folder
[E Pictures | 3568611ab6eed(f990d513a3fald 5/2/2012 2:02 PM File folder
B videos . CCMSetup 3/2/2012 4:00 PM File folder
L dell 5/25/2011 3:02 PM  File folder
18 Computer .. onbase 3/21/2013 1:56 PM File folder {3}
E Local Disk (C:) I | . OnBase Printer Spool 3/27/2013 1:35 PM File folder I
L data (\Visw-finsysl.a) | PerfLogs 7/13/2009 6:37 PM File folder
¥ balee2 (\\lab-shares |/ Program Files 3/11/2013 448 PM  File folder
. temp 1/8/2013 5:47 PM File folder
€l Network 0 Users 6/18/201210:33 AM  File folder
| usr 1/22/2013 7:35 AM File folder
L Windows 1/28/2013 9:01 AM File folder
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4. Find your document. It should be a randomly named document in TIFF format.

e ]

@-\;jv| . v Computer » Local Disk (C:) » OnBase Printer Spool » - |4'r¢|| Search OnBase Printer Spool p|
Organize « Include in library « Share with « Slide show Burn MNew folder = « [ l@l
[ Favorites
B Desktop I E | L 3
5 Downloads | | | 2 iS
2 Recent Places B 3
N EMIT Minutes OGIT Minutes Retention 1-8-2013 EMIT 2-5-2013 EMIT
7 Libraries and TR's Schedule
3 Documents —
J’- Music
[ Pictures T — -
B2 Videos
M Computer QE4CFODTTBIEAF Disconnected E2632DF7FE2AS5
= P 45A00E9C45CTTF Scanning 11 4CB1B49F1BFET1
£, Local Disk (C:) 0643 BO7E
L data (\\sw-finsysl.a|
& balee2 (\\lab-shares Look for your printed
) document (Should be a
€l Network
random name so rename
the documents after doc
is found)
l 8 items

Some Notes/Troubleshooting to Consider***
e When using the virtual printer, 2 or 3 pages will print fine without errors.

e Errors may occur when printing 18-20 pages.
0 The user may not print the full amount of pages in your document if the user does not

wait long enough.
0 When this happens, print again and wait couple minutes or 15 minutes.

e Sometimes something that is called the “Print Spooler” will not function if the document is

printed again while the older one is still printing.
0 This is what allows the user’s computer to use the print function.
0 When it fails, go to “Start” = Right-Click “Computer” = Click on “Manage.”

OnBase Thin Client HTML Training Manual Page 19



Sticky Motes

Calculator

)“j"-iJl VMware Player

» All Programs

OnBase Client11 - Irgp
‘é Camtasia Studio 7

OnBase Client 11 - Prod

/I-r_—‘
% Disconnected Scanning

P_(; Microsoft PowerPoint 2010 3
= }

E Bomgar Representative Console

Bruce A Lee

Documents

Pictures

Music

nputer

ontrol Panel

‘-

Ope_n

Manage

Devices and Print]

Default Programs

| Search programs and files

Shut down

Help and Suppor

L3

Map network drive...

Disconnect network drive...

Show on Desktop

Rename

Properties

0 Go to “Services” under “Services and Applications.”
0 Then scroll down to find “Print Spooler.”

File

Action View Help

e AR

P

A

A Computer Management (Local
a m System Tools

i 2l Shared Folders

Print Spooler

Stop the service

» & Local Users and Groups| | Restart the service

b @ Performance
= Device Manager

4 E Storage

=4 Disk Management

3= WMI Control

LI}

Description:
Leads files to memory for later
printing

Name

% Office Source Eng...
., Office Software Pr...
Offline Files

i Parental Controls

S},Paer Mame Resolu...
% Peer Metworking ...
-%Paer Metworking L.,
-S-:{Parformance Logs..
%4 Plug and Play
(% PnP-XIP Bus Enu...
2, PNRP Machine Na...
. Portable Device E..,

P

Problem Reports a...
Program Compati...
" Protected Storage
S.q, Quality Windows ...
;. Remote Access A...
S',a, Remote Access C.,
., Remote Desktop ...
", Remote Desktop S...
S:q Remote Desktop S...
", Remote Procedur...

£ Remaote Procedur...

Description
Saves install...
Office Soft...
The Offline ...
This service ...
Enables serv...
Enables mul...
Provides ide..,
Performanc...
Enablesac..
The PnP-X ...
This service ...
Enforces gr..
I

This service

This service ...
Provides pr..
Quality Win..,
Creates a co...
Manages di...
Remote Des...
Allows user..,
Allows ther..,
The RPCSS ...
In Windows...

Status

Started
Started

Started

Started

Started
Started
Started
Started

Startup Type  Log On As
Manual Local Syste...
Manual Metwork §...
Automatic Local Syste...
Manual Local Service
Manual Local Service
Manual Local Service
Manual Local Service
Manual Local Service
Automatic Local Syste...
Manual Local Syste...
Manual Local Service
Manual Local Syste...

Automat

Manual Local Syste...
Manual Local Syste...
Manual Local Syste...
Manual Local Service
Manual Local Syste...
Manual Local Syste...
Manual Local Syste...
Manual Network §...
Manual Local Syste...
Automatic Network §...

Manual Metwork §...

b Extended /(Standard/

Actions

Services -
More Acticns »

Print Spocler a
More Actiens 3

(0}

“Stop” the service
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[ ——
Service Control I&

e —

IWindows is attempting to stoplhe following service on Local Computer...

Print Spooler

[

0 “Start” the service

' Fr——— N
Service Control
ervice Contro @
IWindows is attempting to startlhe following service on Local Computer. ..
Print Spooler

0 Re-print the document and start the process all over till you have all of the pages
printed. Continue to stop and start the process if it keeps failing.
O Remember to wait after printing so the computer has time to actually print all of the

pages.

***This is the only solution that was figured out when the printer does not work properly. Just keep
stopping and starting the service and wait for your printed document to print.

***The Virtual Printer will NOT show the user the progress in how long it takes for it to completely print.
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Part 11: Importing a Document
1) Toimport a document click on the “Document Retrieval” drop down box or whichever is
currently selected and choose “Import Document.”

-‘.:E;_‘"Dncument v "f’ E|

¥Document Retrieval v

¥ Document Retrieval
&, Retrieve by Document Handle
'E.:' Custom Queries
E Import Document I
Indexing

—

Figure 19: Opening Import Document
Steps 2 — 7 are visually shown in Figure 20 on page 14

2) The “Import Document” feature should open on the main page
3) To import a document “browse” for the document needing to be imported

*Note: For convenience and best practices, please convert your files to a TIFF image type
before uploading the file onto OnBase

— There are 2 ways for converting a document to a TIFF image
0 One way is to use the “save as” feature starting from a Word Document
—-> PDF = TIFF corresponding in the order given
0 Second way is to use the Virtual Print Driver which converts your
document into a TIFF file by using the “Print” feature and choosing
“Hyland Software Virtual Printer” as your printer option
— Please contact your local IT staff to have it installed. There are extra resources on
the RIM website on how to use the “Virtual Printer”. If you need training for this
please email help desk (helpdesk@alaska.edu) and ask them to put in a ticket for
training with OnBase.
— Feel free to ask your trainer or OnBase administrator for additional help
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4) Fill in the “Document Type Group” and “Document Type”
5) Do NOT change the “File Type” as this section will be automatically configured when the
document browsed is chosen
— WARNING: Changing the “File Type” will cause the file to be corrupted and will
not be able to open it in OnBase
6) Enter the appropriate keywords and fill in the Red areas as they are required fields
7) Click “Import” once everything is ready to be imported (The Green Upward Arrow)

E:’Document vie P

Blmpurt Document v

I Import Succeedead I

File Path
CiiUsers!

Initiate Workflow

Document Type Groups

<All= |1|
Document Types

AD Admissions Cert =
File Type

Image File Format (.777) El

Document Date

08/09/2012

m s

UAID

|123455?s |

ReceivingCampus

[F [z

= 7y

Figure 20: Import Document Window

8) The imported document may now be retrieved from Document Retrieval
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