OnBase Unity Client

1) To access the OnBase Unity Client you will need to log into https://secureapps.ccsu.edu . From
there click on the Windows Icon in the lower left corner. You will then either navigate to the
Prod Application menu or Test Application menu depending on whether you want the
production or test environment. From there select the Unity Client icon.

2) Once you launch the client you will be presented with a logon screen like the one below. You
will be tempted to login here with a username and password. Don’t try, you can’t log in with a
username and password. Instead scroll down a little and you will see a label that says External
Login.

Login
Username

Password

3) Click on the CCSU button to log into OnBase. It uses single sign on and will use the username
you logged into secureapps with to log you into Onbase

Password

External Login

cCsU V
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4) After you log in you will have a screen like this

OnBase (CSCUUTT) - 0 %
e Last Login: 121 2:45:36 PM | @
= (D Query History ]ﬂ[ Trash Can = /]
O [l A Q : T »
E} My Checkouts .
Home Personal Favorites  Custom  Retrieval File Forms Import Templates  Reporting Mailbox Workflow Batch Batch
- Page ~ - CQueries Cabinets Document Handle Scanning  Processing

Favorites Documents Create Reporting  Internal Mail = Workflow Imaging

60606 6 06066

a. Thisis your home menu.

This is your Personal Page menu. Your Personal page can be customized to have
sections, that you frequent often, right there so you don’t have to go looking for them.
This menu can bring you to that layout and has tools so you can modify the layout.

c. The Favorites menu is like bookmarks in a web browser.

d. Custom queries are specialized queries that will allow you search for documents based
on the criteria of the query. This may be used if you are frequently looking for
documents that always have the same set of keywords, and you only need to modify
one or two keywords on the document. Not all users will have custom queries.

e. Retrieval is where you can look up documents.

f. Import allows you to bring other digital documents such as PDF or Word documents into
OnBase without scanning them. OnBase will then convert them to TIFF image files.

g. Mailbox is where you see documents sent to you by other users. These are documents
outside of a workflow process.

h. Workflows allow you to route documents for processing. For example, a document may
need to be reviewed by a manager before it is a approved. With a workflow the digital
document can be sent to them for review then forward to the person who needs to
approve it.

i. Batch Scanning is similar to what occurred in ImageNow. This is where you will scan
physical documents into OnBase

j-  Batch Processing is where you will index the documents that were brought in via batch
scanning

5) The home menu:

0

Home

-

1T Home
1% Makethis layout my Home Page
L1 Reset Home Page

This would normally be used to have a web feed from Hyland that contains information from
OnBase however since we are in the secure enclave that feed is blocked.
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6) The Personal Page menu:

2]

Personal
Page -

|:| Perscnal Page

|:+ Add this layout to my Personal Page.

By Add this layout to Tile Groups.
If you select Personal Page this will bring you there. If you are on another screen and select Add
this layout to my Personal Page it will add that screen to your personal page.

7) The Favorites menu:

Favarites

-
#  Manage my favorites,

+ Add this layout to my favorites,

Works like bookmarking in a web browser. You will see all the sections that you have added to
your favorites and will be able to go to them quickly. If you are on another screen and select
Add this layout to my favorites it will add that screen to the list of favorites. This is very similar
to the Personal Page but instead of being tiles it is a list.

8) When you click on the Custom Queries Icon O\ you will see a screen like this:
Custom
Chueries
Custom Queries 4, Student File
Query
—_ Please enter the criteria by which you would like to search, Append an *
‘-:!-": X for wildcard searches.
Q, student File Date Options
From v To v
O\ Training Search
First Mame E‘

(]

Middle Mame/Initial

(]

Last Mame

Search | ‘ Clear

Custom queries can be helpful in that they help narrow the search for you and will often provide
some direction on how to use the query. Just fill in the fields to narrow your search then click
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the search button to retrieve the matching documents.

9) When you click on the Retrieval icon

Retrieval

O\ you will get a screen that is almost the same

as the Document Retrieval screen in the web client. Both screens function in the same manner.

Q, Document Retrieval

A Document Types and Groups

| <All>

v]

ACD Articulations
ACD Faculty Load
ACD Faculty Meetings

APVE B i A ki m i

A Keywords and Date Range (]

From |

D

First Mame

Middle Mame/Initial

Last Mame

# Full-Text Search
Search Text: @

G Mote Search

a Text Search

C‘R Search Results

¥ Document Viewer

G ——————————————

Page 4 of 9



OnBase Unity Client

10) When you click on the import icon 4\ you will be brought to the import screen and

Import

may get a pop-up screen like this:

Citrix Workspace - Security Warning

An online application is attempting to access
information on a device attached to your
computer.

—> Block access
Do not permit the application to use these devices,

— Permit use

Permit the application to use these devices.

] Do not ask me again for this site.

Just click the Permit use button. The import screen is very similar to the one in the web client
and looks like this:

9999

r_‘ [ |

]

Browse Acquire | Import Cancel JMove Move  Remove Remove | Rotate FRotate o
Up  Down All Left  Right

Import Impart Pages Transforms
T Import L‘J_':D Preview
Document Type Group
[ <> v] o
Document Type
v]
File Type
v]

Document Date
[ 05/19/2021 -]

# Keywords &

¥ Options

Import x Cancel
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a. Browse - will allow you to look for the file you want to import into OnBase

b. Acquire - is if you have an imagining device such as a camera and want to bring in
pictures or videos.

c. Import —will bring the document in once it is ready for import
Cancel — will cancel the process
These options are for when you are bringing in graphic files such as jpg or tiff. For the
most part the files that would be imported will not be of this time so these will not be
used.

f.  From this drop down box you select the document group Bursar, Card Office,
Admissions, etc.

g. Once you have the group you can then select the specific document type

h. From this drop down you select the type of file you are importing, Word document
(doc/docx), pdfs, Excel files (xIs/xlsx), etc.

i. Once the document group and type have been selected the keyword field will populate
with the keywords for that document type. Fill out the needed keywords.

j. Thisis a preview screen so you can look at the document before you import it.

11) When you click on the Mailbox i] icon you will be brought to the Mailbox screen.
Mailbox
e
|
F-II- 4
Mew Refresh
Meszages
Actions Respond Options
LA Mailbox

This screen works much like an email client such as outlook. You can send, receive, and view
messages here. The difference is that you are limited to those who have OnBase accounts.
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12) When you click on the Workflow icon E you will be brought to the workflow screen.

Workflow
Close This Layout  [£™ fa— g% Take Ownership
Secondary Viewer A — =l Release Ownership
Change — . . Refresh Apply Aute  Owverride Route — )
Layout - Primary Viewer Filter- Work Auto-feed | ltem. L. Execute Script Task~
Layout View Actions
Life Cydes 1 nbox r
|sggmh,,, There are no queues configured for Combined Inbox | Configure Combined Inbox |

bined Inbox

There are no itemns to show for this view

0 lterns

Combined View

Q Inbox | L] Related ltems  User Interaction

. Process Flow

Many people will not be using most of the functionality of this screen. In many cases all a user

will be concerned about it is:
Route Item — this will allow you to route the document to the next queue in the

a.
workflow.
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13) When you click on the Batch Scanning icon E you will have a screen like this:

099

7 @ Scan Source | ~ | é‘@

Batch
Scanning

Scan Scan From Sweep Refresh Batch Scan Format | W | {E} Manage Global
Disk List Processing Scan Formats
Capture Layout Configuration Administration

Batch Scanning

Scan Queue o Scan Mode

F ® Mo Index ) Pre-Index ) Full Index

CCSU-5tudent Health Services [32] Document Type
ZTRM-Training [0]

Document Date

o Student Lookup |

A Keywords a &

Batches £ 0

Batch # Batch Name

m - L]
1062 4/16/2021 - STYRCZULAS@CCSU.EDU G
1063 4/16/2021 - STYRCZULAS@CCSULEDU

1064 4/16/2021 - STYRCZULAS@CCSU.EDU

e . ‘ ‘ Sweep

a. Scan — will scan the document from your scanner

b. Sweep — will pick up files from a folder and bring them into OnBase. It is similar to
importing but not exactly the same, in that it picks up all the files in a selected folder not
a single file.

c. Batch Processing — will allow you to index the document batches

d. Scan Queue - shows the queues you have access to and that you can scan document
into.

e. Batches —shows the scan batches that still need to be indexed

f.  Scan mode — will allow you scan a document with no indexing (required keywords), Pre-
index where some required keywords are entered or Full Index where all the required
keywords are entered.

g. Document Type —is used to select which document you want this to scan in as. Once
selected the keywords will appear in section H

h. Keywords — shows the keywords for the selected document type

i. Scan—run the scanner and bring the document into OnBase
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j. Sweep - will pick up files from a folder and bring them into OnBase. It is similar to
importing but not exactly the same, in that it picks up all the files in a selected folder not

a single file.

14) The Batch Processing icon is also available outside of the Batch Scanning screen. When you click

on Batch Processing a
»

Batch
Processing

Q0

e a a G

Filter 3can  Configure Keyword Batch Refresh
Queues Panel Scanning List

Configuration Layout Erowse
Batch Processing
4 Status Queues
b Import [1]
I Index [32]

Awaiting Commit [0]
Commit

4 Scan Queues ﬂ
CC5U-5tudent Health Sel 32]

ZTRM-Training [0]

¥ Options

icon you will get a screen like this:

Please select a queue to begin processing

a. If you have access to a large number of scan queues this will allow you to filter down to

the ones you want to see

b. This will bring you to the screen in item 13

While you are processing the queue someone else may have been scanning documents
into it. Refresh List will update the list so you can stay on top of what is in your queue.
Shows where the document is in regard to the indexing process.
. Shows the documents that are in a queue and have not been indexed.
f.  Will display the list of documents in a queue once the queue has been selected.
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