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1. Starting OnBase

To login to OnBase:

Locate and Double-Click the Unity Client shortcut

0

ity Clignk

Enter your Username and Password and click Login. Make sure you have the domain set to
MUAD not MU_DOMAIN.

[x]

Ulibase

a Hyland Software solution
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2. Unity Home Page

Once you have successfully logged into the system, you are presented with a Home
Page, which may include your organization’s webpage, as well as an RSS Feed related
to your organization or industry. This Home Page layout is user-configurable, and can

be easily changed to other screens in OnBase, such as Custom Queries, Document
Retrieval, and Workflow, among others.

tump Brirfms

- . 1] Ermbon B8 Danmari Hands & =

.- "o e et n 3 S o & =
Vs Pmaris | Cisioe Dsviesl i Cfemi Uplasd Tampistr | Woridfos  Apploden | ofges disesisd Lamn

. - rama Cabnests MY Chik Dt P atagtrard
Tmarie T TRI b

[TETTES s 7

i s gureness vl 0T FEM salTmians i adining mteoperalility in Feall s

L il T e

HUIHILL S
T r——

HYLAND

SOFTWARE

Onbase ECW - W@y Seliflens - Depdilingid Sobillein - Ghhal Saivibes - Ciidlesisl Mogises - Aleil Wil

© 2011 Hyland Software, Inc. All Rights Reserved.



Confidential - © 2011 Hyland Software, Inc.

To Access this Home Page from anywhere in OnBase, click the Home button at the top left of the
screen.

e

¢
Home

To set a new Home page layout, click the Down Arrow beneath the Home button, and select ‘Make
this layout my Home Page’. You can always reset to the default Home Page by selecting ‘Reset Home
Page'.

© 2011 Hyland Software, Inc. All Rights Reserved.
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3. Document Retrieval by Custom Query

A Custom Query can be developed to allow users to more easily retrieve documents that exist within
OnBase. This allows the user to find the specified documents using a pre-defined form and limits the
criteria needed to perform the search.

To perform a custom query:

Click Custom Queries in the ribbon

; 1 Envelopes ﬁ Document Handle D E-Forms P @
N e | E0 Patriayal ﬁ Query Histary "‘g‘ Upload ”
Home FE“W E File Cabinets (B My Check Outs [l Templates Worktlow Appllc:atmns
F&zl £5 Documents Create Workflow WaorkView

Select a Custom Query from the pane on the left. The query will open to the right.

( '} OnBase i
Home é (7]
q Q\Cunm Quﬂl ‘4nmnp¢s ﬁ Dooument Handle I_| E-Farms a !b 4 -
T A Rl ‘ﬁ_| Query History 3 uploas W
Hi B it 1 Wkt A My Aerading Approval Intelligent Aute Lean
e R c#. B My Check Outs [ Ty || YEeo | Amatonc |y i v el | e
Favnrites Dooments Create Wiorktlow Waorkiew Enowiedge Transfer Imaging Loans

. Custom Quaries B Custom Query

3 Apps and Eval Form Retrieval
|| statusview - Student File Quer

| student File Retrieval
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Enter the appropriate search criteria and Press the Enter key, or click the search button
configured on the Customer Query. Your search result(s) will be displayed on a tab.

Custom Queries M Apps and Eval Form Retrieval

e Apps and Eval Form Retrieval Lot ]
d Apps and Eval Form Retrieval
|

[ ) i Icon Document Type Iniversity 1D
I_J Status¥iew - Student File Quer =
) l_J A0 Application 000067801

wpFA AD Evaluation Form (E-Form) 000067301
d} Student File Retrieval D

Double-click on a document to view it.

When you conduct multiple Custom Queries, results for each Custom Query are retained on their
respective tabs for future use.

[l student File Retrieval

s Custom Queries

Apps and Eval Form Retriewval shfiew - Student File Query || Studertk File Retrieyval |l L

E Apps and Eval Form Retrieval

e Icon Document Type University I0 Mame
I_J Status¥iew - Student File Quer —— iE t
] I_J A0 Application 000067801 MCEIMLEY, WILLOW
. . &4 AD Evaluation Form {E-Form) 000067801 MCKIMLEY, WILLOW
‘1 Student File Retrieval H
A0 Transcript (College) 000067301 MCKIMLEY, WILLOW

NOTE: Results are retained for the duration of your OnBase session.

A tab contains the following buttons:

Click to open the Custom Query results in a new window.

Click to close the Custom Query results. These results will no longer be available.

© 2011 Hyland Software, Inc. All Rights Reserved.
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4. Document Retrieval by Document Type

To Access Document Retrieval, click the Retrieval Icon. The Document Retrieval pane will

open to the left.

= =a

Home Favorites i Retrieval
¥ = P

ries
Favorites o ¥

7 Document Retrieval

Document Types and Groups

|q.ﬁ.II:-

J

Fil
Cabinets |Ed My Check Outs
Documents

] Envelopes

g"ﬁ Document Handle h ‘\ ﬁ [5
5‘& Query History =

L

“| AD Application
&= AD Colege Profiles
T AD Carrection Form (E-Farm)
o AD Correspondence (Incoming)
wy AD Correspondence (Oubgaing)
", AD Decision Lettar

AD Essay
.+ AD Evaluation Form (E-Farm)

Tt AR Lilmb Skl FomEle

Kaywords and Date Range

From Ta

¥ Note Search

7% Text Search

a0 -

E-Forms Upload Templates Waorkflow Applications

Create Workflow WorkWView

Document Types and Groups —

1. Select a Document Type Group and/or Document
Type(s).
2. (Optional) Provide other search parameters (such

as a date range and/or Keyword Values). See the following
sections for further information:

» Retrieval by Keyword Value on page 12

* Retrieval by Document Date on page 16

« Retrieval Using Note Search on page 18

« Retrieval Using External Text Search on page 20
3. Click Find.

NOTE: You need user rights to access the Document
Retrieval layout and to view documents. If you have any
problems, see your system administrator.

NOTE: Depending on your configuration, you may not
be able to perform searches without providing some
search parameters.

Date Range — Define specific date or range of dates based
on the document date of the document. A specific date can
be selected from the drop-down arrow.

Keywords — Enter specific Keywords to nharrow document
searches. The Keyword edit fields will change depending
on the Document Type selected.

Note Search — Search documents for notes. You can limit
your search by Document Type, Keyword Value, Note Type,
note text, note creation date, and the note creator.

Text Search — Find specific text in a text-based document
assigned to a Document Type or Document Type Group.

© 2011 Hyland Software, Inc. All Rights Reserved.
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To retrieve all documents in the system under a particular Document Type:

NOTE: This type of blind search is only possible under certain configurations, as it may inhibit system
performance for other users by putting a strain on the database.

Select a Document Type Group. You will now see a list of Document Types for the selected Document
Type Group.

i  Document Retrieval

Document Types and Groups ™ &
[-::AII:: Dl
<all=

Admissions (Eraduate
Bdmissions (Undergraduate)

Admissions Profiles
Syskern Docurnents

Y = SRS EESSS =Ty |
.-. AD Decision Letter H
Keywiords and Date Range [ A
Frarm | Ta | |

Select the Document Type(s) to retrieve.

Click Find to execute the search. The Document Search Results will display to the right.

_ Search Results
[

Ican Marne Tvpe [ake
l__J AD Application For MCKIMLEY, WILLCW (ID: 000067801 - AD Application 4/19/2011
lj AD Applicakion For ADAMS, JOHM (ID: Q00067737 - aD Application 4119/2011
lj AD Application For MCKIMLEY, WILLIAM (ID: 0000E7795) - AFF IN AD Application 4119/2011
lj AD application For STEPHERSON, KATELYH ROSA (1D 4066) - AD Application 8iz1/2009
lj AD Application for STUDEMT, JOE (ID: 929229003 - a0 Application 5j27}2009
lj AD Application for ADAMS, JOSE (ID: 0000026593) - a0 Application 5j27 /2009
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Double-click on a document in the results hit list. The document will open in a new window.

()
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5. Document Retrieval by Keywords

A Keyword is an identifying piece of information used to locate documents stored within the electronic

document imaging system.

To retrieve documents by keyword values:

7L Document Retrieval

Document Types and Groups

> =

|ﬁn:h"ﬁsims {Undergraduate)

-]

. AD Application

T2 AD Correction Form (E-Form)
o AD Carrespondence (Incoming)
ny AD Correspondence (Outgoing)

- 4 Note Search

2, Text Search

_ AD Decision Lether

(eywordsend Date Range g
From | ]T.:. [ |
Urnirversity 1D EI
IIZIIIII:IE.-??QS
Mame E]
IMCKIH_EY. WILLIAM
DOB (=]

172951943

High Schioed (=]
[onpase HicH B
State (=]
|0H

b

Select a Document Type Group
Select the Document Type(s) to retrieve

NOTE: If multiple Document Types are selected, only
the common Keyword Types for those Document
Types appear.

Enter a keyword value into one or more fields. The
more information entered the more specific the search
will be.

Click Find to execute the search. All of the
documents in OnBase for the selected Document
Type that have the keyword value(s) indicated are
displayed in the Document Search Results window.

Double-click on a document to view it.

© 2011 Hyland Software, Inc. All Rights Reserved.

12



Confidential - © 2011 Hyland Software, Inc.

Keywords and Date Range = a
Fram ‘ | To |

Student ID

Mame

IJP.CKSON, ANDRE|

Mame

DB

Status

|
n o e Bl
[ll _Il]

- "r Mote Search

&, Text Search

Find

NOTE: Click on the keyword label (or within the keyword box press F6) to add additional search fields of
the same keyword type. Example: You would like to search for the essays for students Bryan Chin and

Chris Stone. In order to search for both last names, click on the last name keyword label and be sure to

click on the AND operator to change it to OR.

© 2011 Hyland Software, Inc. All Rights Reserved.
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6. Keyword Operators and Wildcards

The Keyword Type Edit Field default property = (equal to) will appear in a box on the right side of each
Keyword Type Edit Field, and the default binary operator, AND will appear in a box on the right side of
each Keyword Type Edit Field when multiple search fields have been activated for a Keyword in the
Document Retrieval dialog box.

kesywiords and Date Range e
I=f°m| |T°| | If you left-click the = operator, it will act as a toggle switch and
o — allow you to toggle through the following choices (choices vary
University ID =

| depending on the format of the Keyword, i.e. date,

alphanumeric, currency, etc. )
Marme

DOE

High School

) -@hﬁ@

(0]
&
I
o
o

I

——— Equal To allows you to search for keyword values that are an exact match to what is
entered for retrieval.

Not Equal To allows you to search for keyword values that are not equal to the keyword value
entered for retrieval.

k]
W

(" 1 Double Quotes returns only those documents containing the literal entry.

Greater Than allows for the retrieval of documents with keyword values greater than the
numeric or date value entered for retrieval.

)

——. Less Than allows for the retrieval of documents with keyword values less than the numeric or
date value entered for retrieval.

. Greater Than/Equal To allows for the retrieval of documents with keyword values greater than
or equal to the numeric or date value entered for retrieval.

Less Than/Equal To allows for the retrieval of documents with keyword values less than or
equal to the numeric or date value entered for retrieval.

F6 F6 opens a second entry field for the active keyword. You can also click on the keyword label.

And allows for searching two or more values of the same keyword type that exists on the
selected document type.

[anD |

© 2011 Hyland Software, Inc. All Rights Reserved.
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Fror | Or allows you to search either one (or more) documents containing either one or more specific

keyword types. Click And to change to Or.

(o] To allows you to search from one keyword to another keyword of the same keyword. Used
with Numeric or Date keywords.

Wildcards

Combined with keyword values can be used to retrieve documents.

Replaces multiple characters. (ADAMS* would retrieve ADAMS, ADAMSON,
ADAMSTON, etc.)

? Replaces a single character. (SM?TH would retrieve SMITH, SMYTH, SMOTH, etc.)

© 2011 Hyland Software, Inc. All Rights Reserved.
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7. Document Retrieval by Date Range

Select a Document Type Group. You will now see a list of Document Types for the selected Document

Type Group.
Select the Document Type(s) to retrieve

Enter a date range in the From and To fields

1i  Document Retrieval

[ =

(-]

Docurnent Types and Groups

[.ﬁ.dmissinns (Undergraduate)

[7] AD Application

%1% AD Correckion Form (E-Form)
ou 8D Correspondence (Incoming)
uy B0 Correspondence (Oukgoing)

keywiords and Date Range

|Fromda/1/2011  (Tew4/30/2011 -

University 10 (=] (-]
0
- =
IDOB (=]
High Schaoal (=]
= 1@

: 4 Note Search

i, Tent Search

Find |

Click Find

NOTE: Click the arrow to the right of the date
field in order to select the day, month, and year
from a calendar.

keywords and Date Range

From (04,/01/2011] ®|4;’3of2011
4 April, 2011 »
Sdg Mo Tu We Th Fr Sa

----------

LIritwg

=

Manng
|_ 3
oog| 10 11 12 13 14 15 16
17 18 19 20 21 22 23

24 25 26 27 28 29 30

High

=

2 [ Teday: 5/13/2011

w8 B In B L5

All of the documents in OnBase for the selected Document Type that have a Document Date within the
date range indicated in the search parameters will be displayed in the Search Results window.

Double-click on a document to view it.

© 2011 Hyland Software, Inc. All Rights Reserved.
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8. Document Retrieval by Cross Reference

A Cross Reference is a relationship between a Document Type and one or more other Document
Type(s). This allows you to double-click on a document and retrieve the related document(s).

To open a document by cross-reference:

Retrieve a document

Highlight that document, and click on the Document tab. Click the Cross-References button. If a cross

reference has been configured for the Document Type, this will automatically display a new Cross-
References pane with all of the documents related to the original document. NOTE: All this happens

without having to enter Keyword information.

( '\} ¥ OnBaze —mx
= Home Document 11‘ e
3 # \ ["] Revisions - 47 Re-index & ~ {
g s = e T
iz ) History - M, Delete — FERPA :
Send Harta ‘ W Hige Statement - Delete
O Fopeties | 1o, Duousson [ ECheckOut | potes ot Al
Amtions Nates
{ Document Retrieval B search Resuits rons-References
= = -]
Docurmant Types and Goups s gl W | Tcon Mame
—— - {Tcon MaTe Type 4
| Admissians (Undergraduate) [~} - A - AD Lether of Recommendation for MCKINLEY,
- = Q| A0 Application For MCKINLEY, WILLOW (1D 000067801) - A0 Applcation
L. AD Apghication —_J " § ’ A D Evslustion Form (£-Form) for MOEBRLEY, W,
Te AD Corraction Foem (E-Form) | 7] A Applcaton For ALAMS, JOHN (10s 000067757 - 4D Applcation it B
v= AD Correspondences (Treoming) - 5 - rarecript {C e far ¥,
% A0 Apphcation for MCKINLEY, WILLIAM {IC: DOOOEFFES) - AP N AD Applcabon
= AD Cerrespondence (Outgeing) L e AP IN - AD Transeriot (High School) for MCKIN
, - AD Decson Lether
" ADEssay ._
Farwonds and Date Range ™ A
From | 4/1/2011 To|4/30/2011 |
— |
Uriversity I = |
Naine =| ‘
DoA =]
High Schoal |
| =
St :|
CEEB Code = &
¥ Note Search o — o
v . =
2, Tewt Search ’? L it -
| Find | I az=

Double-click a document in the Cross-References pane to open it. You can then position the windows
side-by-side, or move the new window to a separate monitor if your workstation is configured with dual
monitoring, to view multiple documents at the same time.

© 2011 Hyland Software, Inc. All Rights Reserved.
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9. Document Retrieval Using Note Search

Note Search allows you to search documents for notes. You can limit your search by Document Type,
Keyword Value, Note Type, note text, note creation date, and the note creator.

In the Document Retrieval pane, select the Document Type Group(s) and/or Document Type(s) to search.

Click the Note Search hyperlink.

’? Hote Search ‘-_-_-_-_

&, Text Search

Type the note text to search for in the Find What field, or use the drop-down list to select from previous
note searches. You can also expand the Options pane for additional search parameters based on Date
Range, Note Owner, or Note Type.

Clear Search: [

Find what:
great essay| §|
Diptions ¥

Click outside the Note Search window.

The Note Search window closes and the Note Search field displays in the Document Retrieval pane:

: 4 Note Search: |"great escay” P9

i, Tent Search

© 2011 Hyland Software, Inc. All Rights Reserved.
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If you specified note text to search for in the Note Search window’s Find What field, the Note Search
field contains this text enclosed by quotation marks; additional search criteria are represented as

+Parameters.

You can remove the note search by clicking the following button:

A

Click Find:

Find

When the search is finished, OnBase displays all matching documents in a Document Search Results

list.

Open a document by double-clicking its listing. The document is displayed in the Document Viewer:

Wolien Taum et Sarman /1520118582
| Iwhat a great essay. One of the best | have read
s all year!

The most important thing m my life s my famalv. They ha

“WTE

Essav A: Whal matiers most to vou, and why'?

decision made throughout my life. [ would not be where | am lod

SLa lgreeer]

(-.;}1 5 e Al Exvay Por STEPHENSON, KATELTR RO Q0: 1234709
- Document Imags
e Al ~ [T | Rt | - L Rp-dndes F 0
s b =, EH"""" Lo ™ &5 Delete — Ao Ellipoe FERPA
Wepwoeds  Cross-References  DHscussions D Properties STT_H D"E?urlt“:“ W Chett Det }':'vhi-r: rﬂf:. Annatatign Anretabin
Infotrmabssen Acticaic L -.1-9
- AD Essay for STEPHENSON, KATELYN ROSA (ID: 125654789)
st e s it
Post-It-Note Blue

suppaort, Throughout my life, my family has shaped me mto who | have becoms today, My
identaty and twe key charactenstics were developed from the foundation of which my family set:
confidence and humbleness,

I kave a large family, both immediate and extended, and we are very close. My family
cone consists of my parents, two sisters, one deceased, three brothers, six nieces, theee nephows,
one gresl-nephew, and one remaining grandparent. Until my teen vears, my Family consisted of
my parents, twa sisters, thres brothers, two nieces, three grandparents, and one great-uncle. This
group of people was mostly responsible for the formation of my sentity and my confidence. As
a teenager, | lost my sister, my great-uncle, and one of my grandmothers, and as a voung aduly, |

Jost vy otheer grandmother. Along with my family, these events taught me to be humble,

hie.2d 3 Fa L B ile s 1ol £ r =1 i i Ll o

- =W

°
&y

| 3Pages

PaRGE 1

FaiE 2

F&GE D
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10. Document Retrieval Using External Text Search

If you have sufficient privileges, you can search for specific text in a text-based document assigned to a
Document Type or Document Type Group.

In the Document Retrieval pane, select the Document Type Group(s) and/or Document Type(s) to search.

Click the Text Search hyperlink.

§ ¥ Note Search

The Text Search window is displayed:

Clear Text Contraints (£

-]

Cptions ¥

Find ‘What:

In the Find What field, type the text string you want to search for. The string must contain at least two
characters, and at least one character in the string must be a letter or a number. Use the drop-down list to
select from previous text searches. To add additional search parameters, expand the Options pane:

Clear Text Contraints [

Find What:
Oiptions 2
Type [Juse wildcards
(O Text [case sensitive
OiNurnber [Ccalumn search:
(C)Formatted Mumber From Ta

Select a Type Radio Button:

¢ Text - Searches for alphanumeric text.

¢« Number - Searches for numeric values and allows the use of the following operators to limit the search: =,
>, <, =>, and <=. You can use and, or, and to as operators to search for a range of values. For example,
type 2009 and 2010 to find documents containing both 2009 and 2010.
If you are searching for an exact number that is part of an alphanumeric text string, then the number will not
be found. For example, if you search for 001 and the actual text is ABCO001, then the value will not be found.

¢« Formatted Number - Searches for numeric values that use formatting characters. For example, to search
for all Social Security Numbers greater than 800-00-0000, type > 800-00-0000 in the Search String field.
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You can use this option with following operators to limit your search: =, >, <, =>, and <=. The and, or, and to
operators can be used to search for a range of values. For example, type 800-00-000 to 900-00-0000 to find
documents containing values within this range.

Select one of the following check boxes if necessary:

¢ Select Use Wildcards to include wild card characters in your text string search criteria.

¢ Select Case Sensitive to return only matches that have the same capitalization as the text string search
criteria.

¢ Select Column Search to search for a text string within specified columns. In the From field, type the
character position of the column to start the search in (the left most column to be searched). The column of
characters at the far left of the document is 1, the next column to the right is 2, and so on. In the To field,
type the character position of the column to end the search in (the right most column to be searched). The
number in the To field must be greater than or equal to the number in the From field.

Click outside the Text Search window. The Text Search window closes and the Text Search field
displays in the Document Retrieval pane:

- 4 Note Search

&, Texnt Search: IText: "national honor society" F .9

| Find

You can clear the text search by clicking the following button:

T

Click Find:

Find

When the search is finished, OnBase displays all matching documents in a Document Search Results
list.

Open adocument by double-clicking its listing. The document is displayed in the Document Viewer.
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11.Working with Documents

This chapter provides a general overview of working with documents. When working with documents in
OnBase, it is important to understand that documents may behave slightly differently depending upon
their file format. A file format identifies the type of file. The two most common file formats are image
documents and text documents. Other file formats include XML, video formats, or OLE documents, such
as those created with Microsoft Office applications. See your system administrator for specific questions
regarding your system’s file types and their default behavior.

When you open a document, it is displayed in the Document Viewer. The document’s Auto-Name string
and page count are displayed above the document.

Wendor Invoice 1110 for PO 656 from COMPUTERS ARE US in the amount of $3,775.00 | 1 Page

Auét:;:'::’me Page Count
== INVOICE == Computers Are Us
12345 Lincoln Boulevard, Suite 225
Document . Lincoln, Nebraska 68501

Invoice No: 1110
Date: January 7, 2008

To: Ship To:
9-Second Foods, Inc. Same
1aNNN Onirlkhe Circla

Depending on the Document Type and your rights, you might see different ribbon tabs, ribbon groups,
icons and other graphics that indicate the presence of notes or annotations.

e The Document tab provides a variety of options for viewing or changing the document as well as
navigation features.

e From an open document, right-click to receive a list of possible options.
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Document Tab

=
s

frig

Keywords

>

Keywords

A
It
o

(Cross-References

ﬁ

Discussions

Revisions

E{}Histury‘

&) Properties

Send
To-

(o

Start a
Discussion

% Re-Index

75 Delete

“'"*- ﬁ‘ Revisions £ Re-Index
1E) . “--. .
—< g History = L A Delete
Cross-References Discussions Send Start a
ﬁ Properties To - Discussion | B Check Out

Infarmation Actions

Keywords displays the Add/Modify Keywords pane in the task pane

Tip: When the Add/Modify Keywords pane is displayed, you can easily view the
document’s notes and cross-references by selecting the corresponding tab.

Cross-References displays the Cross-References pane in the task pane.

Tip: When the Cross-References pane is displayed, you can easily view the
document’s keywords and notes by selecting the corresponding tab.

Discussions displays the Discussions pane in the task pane.

Note: Collaboration licensing is required to use discussions. For information on using
discussions, see the Collaboration documentation.

Revisions displays the Revisions and Renditions dialog box.

Note: EDM Services licensing is required to use revisions. For information on using
revisions, see the EDM Services documentation.

History displays the Document History dialog box.
Properties displays the Document Properties dialog box.
Send To displays the following options:

e Briefcase sends the selected document to a Unity Briefcase folio. Unity
Briefcase licensing is required to send documents to Unity Briefcase folios. See
the Unity Briefcase documentation for more information on folios.

* Mail Recipient sends the document or a link to the document to a user via
external mail.

* Envelope displays the Envelope pane in the task pane.

e Print displays the Print dialog box.

» File displays the File pane in the task pane.

Start a Discussion displays the Discussions pane in the task pane.

Note: Collaboration licensing is required to use discussions. For information on using
discussions, see the Collaboration documentation.

Re-Index displays the Re-Index pane in the task pane.

Delete removes the document from OnBase.
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Check Out persistently checks out the selected document(s).

Check Cut . . . . . .
Note: EDM Services licensing is required to check out documents. For information on

using persistent check out, see the EDM Services documentation.

Image Tab
Ereveg 0 ﬂ » B —_-'H @, foom In = Actual Size oy # 2% Flip Horizon
™ Wl F |
Bl <) g
----- % " ' © pfLast Page — @, Zoom out [ Fit To wadth W 43 Flip Vertica
Eelection  Hand Previows Mewt Hewt e Togale W o onr W £ Rotate Fotate
Zoom Tool lorument  Docsment Page % GoTo Page Thumbnails || 4 Fit To Width = | [gm Fit To Windaw Left Right

Mawigation cale Transforms

The Image tab allows you to view documents more efficiently. You can use the buttons to resize

and reorient the document.

H % H Selection Zoom allows you to zoom in on the selected region of the document.
'ﬂ When this button is selected, click on the document and drag the mouse select a
Eifgt;,‘fr region. Release the mouse button to zoom in on the selected region.

Hand Tool allows you to pan, or scroll, the document in any direction. When this

: x'll't. button is selected, click on the document and drag the mouse to move the
o document.
Hand
o0 Note: To pan quickly, hold down the Alt key while moving the mouse.
Q Previous Document displays the previous document in the Document Search
Previous Results list.
Document
D Next Document displays the next document in the Document Search Results
Naxt list.
Document
. q Previous Page displays the preceding page of a multi-page document.
FevIouUs
Page
et Next Page displays the following page of a multi-page document.
Pa;é
i First Page First Page displays the first page of the document.
Pl Last Page Last Page displays the last page of the document.
& Go To Page Go To Page allows you to go to a specific page in the document.

After clicking this button, type a page number and click OK.
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W

Toggle
Thumbnails

P'\ Zoom In

G\Zcm*’ Ot

.
5| LG

= | Actual Size

[*#] Fit To Width

[25 Fit To Window

C]

Toggle
Owerlay
Rotate
Left
Rotate
Right
a8 Flip Horizontally
{24l Flip Vertically

P! Save Flip & Rotation

Text Tab

Toggle Thumbnails displays or hides thumbnails.

Zoom In magnifies the view of a document, reducing the portion that is visible.
Every zoom increases magnification by one third.

Zoom Out reduces the magnification of a document, increasing the portion that
is visible. Every zoom reduces magnification by one third.

Sizing options allow you to select a standard sizing option. Select a specific
percentage of reduction or magnification (25%, 50%, 75%, 100%, or 200%), Fit
To Width, or Fit To Window. You can also type a custom scale.

Also displays the current magnification percentage whenever the Zoom In or the
Zoom Out options are used.

Note: Fit To Width is selected by default.

Actual Size displays the document in its actual size (as it is stored in OnBase).

Fit To Width resizes the document page so that its width is the same as the
width of the document display area.

Fit To Window resizes the document page so that the entire image is displayed
in the window.

Toggle Overlay turns the overlay on and off, if an overlay is present.

Rotate Left rotates the document 90 degrees counterclockwise.

Rotate Right rotates the document 90 degrees clockwise.

Flip Horizontally flips the document along the horizontal axis.
Flip Vertically flips the document along the vertical axis.

Save Flip & Rotation saves any flips or rotations.

The Text tab allows you to view text documents more efficiently. You can use the buttons to resize and
reorient the document. You can also search for text. The text tab contains similar icons and functionality
as the Image tab, save for the Find in Document Search box.
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Internal Text Search

Find in Document

Use the Find in Document field on the Text tab to search for specific text strings within the document.

To perform an internal text search:

1.

Click in the Find in Document field and type the characters to search for. Internal text searches
are case-insensitive, so searches for Account will also find account, and searches for account
will also find Account.
Press the Enter key.
The number of occurrences of the specified string of text is displayed below the Find in
Document field as Result 1 of #, where # is the total number of occurrences.
The first occurrence of the specified string of text is displayed within a highlight bar.
Click Find Next to search for the next following occurrence of the specified string within the
current text document.

o

Click Find Previous to search for the previous occurrence of the specified string within the
current text document.
o
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12.Notes

If you have sufficient privileges, you can view notes and create notes and annotations on documents
using the Notes gallery.

4 I Tl P m— {
= E L _
: AP - AP - Facking AP -
c

Wiew  Hide Discrepancy ip Missing Fayment = | Delete
Motes  Motes Mote

Maotes

When you click View Notes, the Notes pane displays in the task pane.

Tip: When the Notes pane is displayed, you can easily view the document’s keywords and cross-
references by selecting the corresponding tab.

Scroll through the available notes and annotations using the following buttons:

To display all available notes and annotations, click the following button:
Notes are available from the Notes gallery when a document is opened in the OnBase viewer or selected
in the Document Search Results list. Notes are limited to 250 characters.

1. Onthe Document tab, in Notes, select the type of note.

2. If you are adding a note to an open text or image document, click on the document to place the
note. To type text for the note, double-click the note. You can also click View Notes, and type
text in the Notes pane.

If you are adding a note to a document in the Document Search Results list, or an open OLE
document or E-Form, the Notes pane is displayed. If necessary, type text for the note. Click
Close.

3. To delete a note, perform one of the following:
» Select the note and click Delete Note in the Notes gallery.

* Right-click the note and select Delete.
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13. Annotations

Annotations are available from the Notes gallery when a document is opened in the OnBase Viewer.
Annotations are not available from the Notes gallery when a document is selected in the Document

Search Results list. This is because annotations have to be drawn on documents.

Highlights
To use a Highlight Annotation:

Select a highlight annotation from the Note Selection

Ty et T Arrow Ellipse FERFA "' [F-'
View  Hide Annotation Annotation Statement elete
Motes Motes te
Motes ’
{—} ® Viewer A0 &pplicabion Tor ADAMS. FOHN B S00067737) - =
Yy
= Document Tasks Inage a
" A [T Rewissni - 5 Redndex I - i Hobes =
9 L | -
i o O 5 BV e ¢ @ m
Eeywoad:  Cross-Beferemies  Discussions Send Stait a - View  Hide PERPA PoeE E Ciwista
) Poperties | To. Gwomwon ECRECC Ol | jples Notes Scatament Biul Gratn Mot
Inf oumakssn Arfene
| =)
AD Application for ADAME, JOHN [1D: 000067 797) - res potem | CERRRTYTIL o
! : | Red Yedlow Corrosnne Bartwivy: GIIRETIL
| MEgRETES
Awjected
r& FadE T
d;) CoLumsia UNIVERSITY e S
e M THE CITY OF NEW YORK
Office: of Undesmoeate Admissiors, T12 Hamiion Hail
11350 Amsierdam Avense ME JE0T, Mew York, MY 1002 T Sedaction Fen

P 3

Applicant Infarmation e

| ipes

Adume ake |
Last Name First Name | Ellipse
Ahnhot&tian

370 Lainlady Stocet — Wectloke D ovoesten
AL RS Ciy Seang ;
. zri 5£i : EEEE ZE [ EZE . EE 2 Z ‘C_I-erin:ﬂt:l I
Praona Cedl Pone | =
sswe 779 .79 9713 ooe: _J0; 30 1935
Gender: [§]Male | | Female E-Masl:
Applicant Data
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Left-click and drag your mouse over the portion of the document that you would like to highlight

Release your left-click and the highlight will appear on the document

O L) Wiswer A Appication For ADAMS, JOHN 0 0D00E7T27) - ==
™

Docunsent Tasks Inage ﬂ

s LN {7 Rwitiany }L‘ﬂhhdn { [
a'r i = .
=& i G &) Hetory = R Delete — anew" £ |-=:E‘ ;an" - ﬁ-'
Eeywords Cross-References  Distussions Send Starta h Waew  Hide Arnotasian hnnotaton Siaement 3 Delete
O Propertiss | Go. Gimoumson S TUEGOU | potes  fioter 7 hole
Infas il Atfiget Mates
AD Apphcation for ADAMS, J0HN (10 DO0067797) - | 2Pages fjl i
CoLumBIA UNIVERSITY [
IM THE CITY OF NEW YORK

DOt of Undegradeate ASmissions, 13 Hamdhen Hall i o
| 1130 Amsendam Avirws MG TBOT. Mew ek, NY 10027 Appllca“nn | paser
| For Admission
Applicant Information
Adume Toke pase
| Las Nama First Npme Wil it
370 Lairlady Streat  Westloke oK 44745
| Adkireds City Bl Dip Code
(276, 555 . B000 (276, 555 - 8100
| P Cdl Preoing
| ssic 779 - 79 - 9713 vos: 10, 30 1938
| Gender: [§] Male | | Female E-Mait; _
| Applicant Data
| s s o | ool st
Carser Plans:
| [ | Acadermia [ | Ergineenng [ ] Scintific Aesaatch
| [ | Architectire | | Governmant & Politics [ | Socdal/Public Sarvico
| L&l Businass | |nformation Technology | | Teaching (-]

Arrows
To use the Arrow Annotation:
Select Arrow as an Annotation Type

Left-click and drag your mouse where you would like the arrow to display. (Where you release the left-
click is where the head of the arrow will be displayed)

© 2011 Hyland Software, Inc. All Rights Reserved.

29



Confidential - © 2011 Hyland Software, Inc.

(276) 555 . 8000

Phone
SSN: ZZQZQ sz.j
Gender: [g]Male [ |Female

Applicant Data
Major of Study Choices:

Career Plans:

Overlap Text
To use Overlapped Text:
Select Overlapped Text Annotation Type

Left-click and drag your mouse where you would like the Overlapped Text to be displayed on the
document.

Type the text you would like to display on the document.

——— [N THE CITY OF NEW YORK _i
Office of Undergraduate Admissions, 212 Hamilton Hall
1130 Amsterdam Avenue MC 2807, New York, NY 10027
What & grest Appllcat,lon!l
Applicant Information
Adae Jokn
Last Name First Name

When you click away from the text box, the Overlapped Text will be displayed on the document.

© 2011 Hyland Software, Inc. All Rights Reserved.

30



Confidential - © 2011 Hyland Software, Inc.
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= # 1 Dtoussos
AD Application for ADAMS, JOHN (1D 000067797) |2 Pages 1 e
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¥ : '
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Last Name First Mame Migdbe Initial
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Asscress oty State 2ip Cate
(276, 555 . 8000 L2161 555 - 8100
Prong Caall Phiseies
ssv: 779 - 79 - 9713 voe: 10, 30 s 1935
Gender: Lg| Male | | Female £ Mall
Applicant Data
v o | Bk ettt
Career Plans:
[ ]Academia [ ] Engineering | | Scientific Research
[ ]1Amchiteeture [ 1 Gavernment & Politics [ 1Social/Public Service
L] Busirass | | information Technalogy [ |Teaching (-]

Ellipses

To use the Ellipse Annotation:
Select Ellipse Annotation from the Note selection

Left-click and drag your mouse over the portion of the document that you would like the ellipse
displayed. (When you release the left-click the ellipse will display on the document)

g Westlokhe /)i 4474

City State Zip Code

(276) 685 - 8700
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Deleting Annotations

To delete an annotation:

Left-click on the Annotation. It will be selected in gray.

/30 /

Select Delete. Click Yes when it asks Are you sure you want to delete this note?

*** END OF DOCUMENT ***
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