Outlook 2013 Tab Called “OnBase” is Missing

After an OnBase users PC is upgraded to Office 2013... the OnBase tab in
Outlook may be missing.
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Follow These Steps to make the OnBase Tab Available....

Remove 2010 Add-In and Reinstall OnBase

1. Remove 2010 Add-In

COM Add-Ins [~ 5[5
add-Ins available: QI

/] Acrobat PDFMaker Office COM Addin -

V] Business Connectivity Services Add-In B Cancel

il Hyland, OFficez010, Outlook, Addin

Microsoft Access Outlook Add-in For Data Collection and Publishing
] Microsaft Exchange Add-in
[ Microsaft SharePoint Server Colleague Import Add-in
V| Microsoft SharePoint Workspace Prozy For Outlook Add-in Remave
V| Microsoft ¥Ea For Sutlook Addin -

m

Location: File: }f}C:\Program Files (x86Y\Hyland\Office InkegrationOffice 20104Hyland. Office2010. Outlook. Addin, wst
Load Behavior: Load at Startup
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2. Uninstall “Hyland Outlook Integration.

; . @ » Control Panel » All Control Panel terns » Programs and Features - || Search Progi

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

@ Turn Windows features on or

off Organize = Uninstall

Install a program from the -

network Marne Publisher
EEomgar Automnatic Elevation Service Bormgar Corporation
E Bomgar Representative Consele 16.2.1 [support.millersville.e..  Bomgar Corporation
& Citrix Online Launcher Citrig
[27 Disconnect Desktop Disconnect
[271 Google Chrome Google, Inc.
@ GoToMeeting 7.31.0.6291 CitrixOnline
(25 Hyland Office 2013 Integration 86 Hyland Software
[25 Hyland OnBase Client [15.0.0.26] Hyland Software
(5] Hyla ol Cmasabberstioniing0.25] Hyland Software

Hyland Qutlock Integration 2010 [MUD Hyland

[ Hyland ommey uu:m[u.u.u.m]l Uninstall land Software
& Huland Lnitv Client [0nRaseTestSustemATRFT Hulancd

3. Reinstall OnBase from System Center.

Available Software Installation Status Installed Softwart
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Enable 2013 OnBase Add-In

1. Open user’s Outlook
Go to File Tab
3. Click on “Slow and Disabled Add-ins”

N

F Slow and Disabled Add-ins
i J

Manage add-ins that are affecting your Qutlook experience,
Manage Add-

Ins

4. |If disabled click on the button “Always enable this add-in” (otherwise leave it the way it is)

T T
Outlook detected an add-in problem

These add-ins decreased performance or caused Outlock to crash.

Hyland.Office2013.0utloolk.Addin [
Hyland.Office2013.0utlook. Addin 1.653 seconds

This add-in caused Qutlook to start slowly,
Abways enable this add-in

Activate Add-In

1. To locate the Onbase Add-In to Enable first go to the menu ribbon of your Outlook and Click on the “File” tab.
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2. Click on “Options” in the side panel.

©

Account

Open & Export

(‘/‘] Karen,Davis@mille

Save As LA Microsoft Exchang

4 Add Account

Act
|.—|—T"ﬁ' Char

Account conr
Settings -
Office Account
Options
Exit Aut
£ "

3. Click on “Add-Ins,” located on the side panel of the new window. And then make sure “COM Add-ins” is selected
in the Manage dropdown at the bottom of the window; click “Go....”

hl
Outlook OptiomF B
General - . ; .
1ew and manage MICroso Ice -Ins.
Ea_ View and manage Microsoft Office Add
Mail
Calendar Add-in Options
People Launch Add-in options dialog: | Add-in Options...
Tasks
Add-ins
Search
| Language MName Location Type |~
. Active Application Add-ins
Advanced Lync Meeting Add-in for Microsoft Office Professional Plus 2013 C\.A\Officel S\UCAddin.dll - COM Add-in
Customize Ribbon Microsoft Exchange Add-in G AUmMOutlookAddindll - COM Add-in
1 OnelMote Motes about Qutlook Items Ch L ficel 4 OMBHnOL. dll COM Add-in
Quick Access Tocolbar Cutlook Sacial Connector 2013 CALJALCOMNNECTOR.DLL COM Add-in| -
= o Symantec Endpoint Protection Qutlook Add in ChGASEPQutlockAddindll - COM Add-in
-Ins
Trust Center Inactive Application Add-ins
Acrobat PDFMaker Office COM Addin Ch FMOutlookAddin.dll COM Add-in
Hyland.Office2013.Outlock.Addin file:///...ddin.wstolvstolocal  COM Add-in|
Microsoft Access Outlook Add-in for Data Collection and Publishing  C:A\LADDINSVACCOLK.DLL - COM Add-in
Microsoft SharePoint Server Colleague Import Add-in Ch..S\Colleaguelmport.dil - COM Add-in
Micresoft SharePoint Workspace Proxy for Outlock Add-in L ficel WGROOVEEX.DLL  COM Add-in
Microsoft VBA for Qutlook Addin CALLDDINSVOUTLVBADLL - COM Add-in ™
Add-in: Lync Meeting Add-in for Microsoft Office Professional Plus 2013
Publisher: Micresoft Corporation
Compatibility: Mo compatibility information available
Location: C:\Program Files (x86)\Microsoft Office\Officel S\UCAddin.dll
Description: Lync Meeting Add-in for Microsoft Office Professional Plus 2013
Manage: |COM Add-ins [ =]
[ QK J ’ Cancel
— ]
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New COM Add-Ins window will appear. Check the box next to “Hyland.Office2013.0utlook.Addin;” and then
click the “OK” button.

' - Ty
COM Add-Ins e

Add-Ins available: oK

:| Acrobat PDFMaker Office COM Addin "
usiness Connectivity Services Add-In Cancel

¥ 2 ) pok.Add

in yne Meeting Add-in for Microsoft Office Professional Plus 2013

m

:| Microsoft Access Outlook Add-in for Data Collection and Publishing
] Microsoft Exchange Add-in

:| Microsoft SharePoint Server Colleague Import Add-in Bemove
:| Microsoft SharePoint Workspace Proxy for Outlook Add-in

Location: file:/#/C\Program Files [xB6)\Hyland'\Office IntegrationOffice 2013\Hyland. Office2013.Cutlook.Add

Load Behavior: Load at Startup

Note: Enable only one Hyland.Office Add-In; you may have a 2010 and 2013 one, make sure to enable the one
that matches the year of your Outlook Email software.

5. Check that the user has an OnBase tab on their Outlook menu ribbon and click on it. You should see a list of
OnBase tool icons.
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4 Favorites | search Current Mailbox [(Ctri=E)  J@ | Current Mailbox v|
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NOTE: If presented with a door icon. Click on it and log into OnBase and then you will see the OnBase tools.

Double Check the Add-In STAYS!

1. Close and re-open Outlook. Is the OnBase Tab still there?
If Not, please run through parts of this process until you get it to stay.
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