Quick Reference Guide
Batch Processing: Indexing documents in OnBase Unity

Introduction: Below are instructions on how index batches in “OnBase Unity”.
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3. The “Batch Processing” window will open and a list of status queues will display in the left panel.
Click on the “Awaiting Index” queue to find the batch you need to work on.

| 1l

OnBase (OnBaseTest64)

Haorme Batch Processing Document

2 & | =

—t

There are 3 batches
“Awaiting to be Indexed"

Filter Scan Configure Keyword Refresh Start
es Fanel List Indexing
Indexing

Caonfiguratian Browse

Batch Processing

4 Status Queues g 1

5’1!,3 Awwaiting Ad HUCW Scan Queue Batch # | Batch Mame Scan Date Total Documents | # to be Indexed
) W (m - W s T . L) =
s, IndexIn Progress [0] FA Verification 71849 F& Verification scanned by TKEEFER or 7/3/2015 11:46 &k 4 4

s Awsiting Commit [0] FA All Documents T1862 F& Al Dacurments scanned by OMNBASE 7/30/2015 4:15 P 1 i

B2 Committed F& General Documents 71865 F& General Documents scanned by OR /3042015 £41PM 1 1

4 Scan Queues
i FaA All Documents [1]

FA Freguently Used Documen
FA General Documents [1]

FA Grant Documents [0]

FA Loan Documents [0]

FA Tuition ¥Waiver Document |

:
;
I
:
;
; Fi Werification [1]

4. Highlight the batch that you want to work on. Select “Index Documents”.
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5. Once you click on “Index Documents”, you will be able to index each document in the batch. Select the document
type.
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6. Once you select the document type you can proceed with entering the keyword data.

Click the Index button for the first page of each document within the batch, the Append button for each subsequent page within
the document.

- OnBase (OnBaseTestlS) - = X
OnBase
- Home Documett Batch Indexing Signatures Image 0 Help
<5
L o~ ’ i
e & i _ & d &
Stop Configure keyword  Detach/Attach Indexing  Rescan Index and Add Mark Document  Mark Page Manager
Indexing Panel Panel Page to Separate Batch for Rescan for Rescan Resolution
Ihdexing A, R et

Batch Indexing

Interactive Data Capture Indexing Mocle Batch Name: FA General Documents s 65)
Document Type )
[FA wsrd Statements § |-uindexed Document Enter Keywo rds | 1 Page
Document Date
07/31/2015 - Here.
Keyuwords oseph l I
Fall 2013 FAGE1
OIS Nethampion Co Arasanty C
| Teubs  Tewlpr lomT sar B B wurw .
. s " i B MZ Burvay oA vy ]
First Mame Conampcray Boksy BOL M0 GewrBoogy 4
BUD i ntodecion o B )
BE =
Middle Narme ¢ ?ﬁi '; kel J
DR S |
FOE N e Document & Image
Last Marne Founciinra Vocan Esnpar 5. HST NG Guom and Workd ince 1S 3
e C o
o : control buttons
DOB DD B Py ORI 1 PP ]
Ees s Peiates 2 W Erc Theoems 3
oo e L mE  wn evomsny 3
pri 3 PIC N0 GewosPacckm 3
e 5 FSC HB  Lfe See e Deviopresl 3
Coity Accapted -
Total Credits Accepted: E:]

Mumber of Documents: 1, 1 of 1 (Remaining)

Statu | Docurnents

» Unindexed Document

Page 2 of 5



7. Keyword Entry Made Easy = Interactive Data Capture Indexing Mode.

Note: This works with ANY keyword on the document. This will work only with documents that are images. The text
must be typed. Handwritten text is not supported.

Method 1 — Using a mouse to capture the keyword
Left click and drag your mouse over the M# and it will populate in “MU ID” keyword field.
Notice the green line that you are “drawing” over the data you are capturing.
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Press <Tab> and the rest of keywords will fill in.
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Method 2 — Typing to capture the keyword
Type in any keyword and the Data Capture engine will try to find the value. It will give you a dropdown to choose from.
If it is the top value just click Enter, otherwise select value in dropdown.
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8. Once you are done filling out the keywords and altering the image as necessary, click Index.
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9. Once you have indexed all the documents in a batch you will see the following message. When you are satisfied with

your batch click “Done Indexing.”

Your changes to this batch have been saved, Once ywou leave, they cannot
be undaone,

Rewiews Batch Done Indexing

10. Your batch has now moved to “Awaiting to Commit”.
Batches will automatically be committed nightly. Ask your Office Leader to check batches in the committed queue

weekly for accuracy and image quality.

You have completed the steps for indexing batches in OnBase Unity.
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