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agreement. It is against the law to copy the software except as specifically allowed in the license or
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Sonic Solutions; CD-R technology, Copyright © Rimage Corporation; OCR technology © ScanSoft, Inc;
Mail interface technology © Intuitive Data Solutions; Electronic signature technology, Copyright © Silanis
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1. Before Beginning
Internet Explorer security settings must be configured properly for access to OnBase

NOTE: These settings may already have been configured by your system administrator

Click the Custom level... button
i

General Security |Privacy I Content I Connections I Frograms I Advanced I

Select a zone to view or change security settings,

@ €« v O

Internet Local intranet  Trusted sites  Restricked
sikes

Internet
. . Sites |
Q This zone is for Internet websites,

excepk those listed in trusted and
restricted zones.

[ Security level for this zone

Custom
Custom sektings.
- Ta change the settings, click Custom lewvel.
- To use the recommended settings, click Default level.

Default level |

Reset all zones ta default level |

@ Some settings are managed by wour system administrator,

K Cancel | Apply |

Set Automatic prompting for ActiveX controls to Enable

© Hyland Software, Inc. All Rights Reserved.
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Security Settings - Internet Zone

[~ Settings

QO Prompt
| Aukomatic prompting For Activel controls

oy |

| Binary and script behaviors
O administrator approved
(O Disable
{® Enable
|# Display video and animation on & webpage that does not use
{2 Disable
) Enable
¢ Dowrload signed ActiveX controls
) Disable
Q) Enable {not secure)

*Takes effect after vou restart Internet Explorer

) Enable ;I

(O Disahle J

I Droront frarnmmendedt hd
< | 3

~Reset custom sektings

Reselto!  Imedium-high (default)

j Reset... |

O I Cancel

Set the logon method to Automatic logon with current user name and password (if using NT

Authentication)

Security Settings - Internet Zone

X

[~ Settings

(¥ Disable
) Enable

(%) Disable
) Enable

g. Scripting of Java applets
) Disable
(& Enable
O Prompt

.‘7& User Authentication

2, Logan
Q) Anonymous lagan
QO Automatic lagon only in Intranet zone
[oR automatic logon with current user narme and p
O Prompt for user name and passward

4 |

*Takes effect after you restart Internet Explorer

|

=] Allovs websites to prompt For information using scripted winde

E

Reset custom settings

RBesetto:  Inedium-high {default)

j Reset,., |

.

Cancel

Add the OnBase Web Client URL to the Trusted Sites zone

© Hyland Software, Inc. All Rights Reserved.
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Trusted sites x|

You can add and remave websites from this 2one, All websites in
F thiz zone will use the zone's security settings,

Add this website to the zone:
I http:ff¥ourOnBasewebServer|
Websites:

http: ) fsry-ceros ﬂ Remaye |

hktp:ffsre-cmed

http:fisre-cmedz

hktp: ) fsrv-hsidb
http:fisre-sharepoint LI

|

I Require server verification (https:) for all sites in this zone

Close |

Uncheck Turn on Pop-up Blocker (or click Settings to whitelist the OnBase web server)
2|

General I Security  Privacy | Content. I Connections I Programs I Advanced I

Settings
g Select a setting For the Inkernet zone.

Medium
- Blacks third-party cookies that do naot have a compact
privacy policy
- Blocks third-party cookies that save information that can
N - be used to contact you without your explicik consent
- Restricts first-party cookies that save infarmation that
can be used to contact vou without your implicit consent:

Sites | Import Advanced | [Pefault |

Pop-up Blacker

@ Prewvent most pop-up windows from Sebhings |

appeating.

I~ fTurm on Pap-Up Blocker:

(o]'4 I Cancel Apply

Disable any third-party pop-up blockers (Google Toolbar, Yahoo Toolbar, etc)

© Hyland Software, Inc. All Rights Reserved.
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2. Starting OnBase

To login to OnBase:

Browse to the website address (URL) for your web browser:

Internet Explorer:

Other Browsers:

Once you have successfully logged into the system, the following Retrieval screen will be
displayed for you. This screen will allow you to search by Document Type, Keywords, Dates or
a combination of these options.

/= http://vm-hedemo, - OnBase [Demo - Not For Production Use] - Windows Internet Explo - |EI|1|
@' Document vix ? [
?Document Retrieval v
Document Type Groups
[0 =
4 4

Document Types

IAD Application -
IAD Correspondence (Incoming)

IAD Correspondence (Outgoing)

D Evaluation Form (EForm)

|AD Letter of Recommendation

|AD Note to File 52
From Date To Date @
| | iz

i Keywords \Q Teaxt \< Note i

p|FuII Text Search 0
hes o e

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

e htl:p:,."',.'"\rn'l—heden'mf.+-' 58

AD Correspondence (Qutgoing)
wD Evaluation Form (EForm)
w0 Letter of Recommendation
AD Note to File

i# Document vi& P E
““Document Retrieval v
Document Type Groups

[all [[=7]
Document Types

AD Application |-
A0 Correspondence (Incoming) Tip]

From Date To Date ; Y
| [
" Kkeywords N Text i Note i
High School = o
[ |
State = _.]
| =]
CEEB Cod =
I - | ;I
|}:'| Full Text Search ﬂ‘

A o8

£

Document Type Groups — Allow user to narrow document
search by Document Type Group or department

Document Types — Allow user to narrow document search by
Document Type. Once a Document Type is selected, the
Keywords will be available. As more Document Types are
selected, the list of keyword types in the Keywords section
will be limited only to those Keywords that all the selected
Document Types have in common

Dates — Allow user to define specific date or range of dates
based on the document date of the document. The desired
months can be selected from the list box and will
automatically be entered in the From and To fields

Keywords — Allow user to enter specific Keywords to narrow
document searches. The Keyword edit fields will change
depending on the Document Type selected

Text — Opens an additional dialog box that allows you to
conduct a more specialized search

Note — Opens an additional dialog box that allows you to
search for a specific note type

Executes a search using the information configured in the Retrieval Screen

Displays history of recently used Queries

=% Clears only the information entered in the Keyword edit fields
K Clears all highlighted information and information in edit fields, including dates
#%  Executes a search by Document Handle

To retrieve all documents in the system under a particular Document Type:

© Hyland Software, Inc. All Rights Reserved.
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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.

= @ g
[ Document b G s |_|
?Document Retrieval L

Document Type Groups

Al =
Al 1
wdmissions :
Financial Aid

Provost

Registrar

System Documents
Undergraduate Admissicn

Click the Search icon #4 to execute the search. The Document Search Results window will display in
the upper right-hand window.

/= http:/ f¥m-hedemo, - DnBase [Demo - Mot For Production Use] - Windows Internet Explorer

OnBase IS
1‘3’ Document vy |:| A0 Letter of Recommendation For WILLIAM MCKIMLEY (ID: 000067795)
= Al Correspondence (Incoming) for WILLTAM MCKIMNLEY (10 000067 795)
f-’[}ocumgnt Retrieval 7 | J[1] AD application For wILLIAM MCEIMLEY (ID: 00D0&7F795)
= AL Tesk Scores For WILLIAM MCKIMLEY (1D D00067795)
TELTUECE TTES ETELAE AD Correspondence (Outgoing) For WILLIAM MCEINLEY (1D 000067795)
|ﬁ~|:|mi55icms |E] M AD Transcripk {High School) For WILLIAM MCKIMLEY (ID: 000067795

all A0 Transcript (College) for WILLIAM MCKIMLEY (ID: 0000677950

Document Types

AD Application
D Correspondence (Incoming)
D Correspondence (Outgoing)

Double-click on a document in the results hit list that you wish to view. The document will be displayed
below the Document Search Results window.

© Hyland Software, Inc. All Rights Reserved.
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[d b x|

AD Letter of Recommendation For WILLIAM MCKINLEY {ID: 000067 795)
AD Correspondence {Incoming) for WILLIAM MCKIMLEY {ID: 000067795)

AD Test Scores For WILLIAM MCKINLEY {ID: 000067 795)

AD Correspondence {Outgoing) For WILLIAM MCKINLEY (ID: 0000677953
AD Transcript {High School) For WILLIAM MCKINLEY {ID: 000067795)

AD Transcript {College) For WILLLAM MCKIMLEY (ID: 000067795)

4

[
J |1| IBIack Fiedaction j E | B IHedacliUn j|
|MES MG [« 4 b w172 [ owan HECEEER #]E]|

0

Application

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

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

,f:": http://vym-hedemo, - OnBase [Demo - Mot

5 - Sy |5
(Z/ Document v 4 |;|
::.)Document Retrieval i

Document Type Groups
|admissions |E|

Document Types

a0 Application
D Correspondence (Incoming)
D Correspondence {Cutgoing)

AD Evaluation Form (EFarm) ~ —
A0 Letter of Recommendation
B0 Mote to File i

From Date To Date ()| f

[ e | =
f Keywords _\C,_ Text ‘?‘r\“ Note ?“‘

|

First Name =

[2ATHERINE |

Last Name =

s |

To retrieve documents by keyword values:

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.

© Hyland Software, Inc. All Rights Reserved.
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Click the Search icon ﬁ 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 any of the documents to view them.

Keywords K Text _\< Mote
UIC =
| |

Cornrnon Application ID

l.'FirstNam%-{l =
[saRaH 4§ | I'H‘m

F

FirstMarme =
| |

MiddleMarne =

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.

5. 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.

© Hyland Software, Inc. All Rights Reserved.
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Keywards o, Text o Mot

UIb

|
Common Application ID <=
| |
Fitstharme
|

MiddleMarne

| |
LastMare =

: $|

If you left-click the = operator, it will act as a toggle switch and allow you to toggle through the following
choices (choices vary depending on the format of the Keyword, i.e. date, alphanumeric, currency, etc. )

~—— 3 Equal To allows you to search for keyword values that are an exact match to what is
entered for retrieval.

== 1 Not Equal To allows you to search for keyword values that are not equal to the keyword value
entered for retrieval.

w7  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.

v

—= 1 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.

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

Or allows you to search either one (or more) documents containing either one or more specific
keyword types. Click And to change to Or.

i OR ".

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

"TO k|

© Hyland Software, Inc. All Rights Reserved.
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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.)

6. 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.

Click the Search icon #4 to execute the search. The Document Search Results window will display in
the upper right-hand window.

NOTE: You can also select the calendar icon to
— select the date you wish to search for.

= -
. - - From Date To Date ;1"
- — > foi/01/2012 fo1/31/2012

e Ll e o=

E Document . u Kevmords January 2012 o

= S M T W T F S

¥Document Retrieval ¥ (1|2 2 4 5 &6 7 A

First Name
Document Type Groups 8 9 10 11 12 13 14

. FATHERINE
Adrriasicne |E| 1516 17 18 19 20 21
: 22 23 24 253 26 27 28
29 20 21
Document Types s
. .. \AJ
D Application =
MD Correspondence (Incoming)
A0 Correspondence [Outgoing)
AD Evaluation Form (EForm) [
AD Letter of Recommendation
A0 Mote to File X
From Diate To Date !.;_Il

foi/oi/z012 HHY |oi/21/2012 ﬁ_

Click the search icon £

© Hyland Software, Inc. All Rights Reserved.
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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 Document Search Results window

Double-click on any of the documents to view it

© Hyland Software, Inc. All Rights Reserved.
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7. 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:

Double-click on that document. If a cross reference has been configured for the Document Type, this will
automatically display a new Document Search Results window listing all of the documents related to the
original document. NOTE: All this happens without having to enter Keyword information.

| |:| IBIau:k Fedaction j E | s IHedactiDn j|
HECRE €4 P » 1/ |qp=)fx El=k ol

=

/2 http:/ /vm-hedemo, - AD Evaluation Form (EForm} for WILLIAM MCKINLEY (1D

SBSCOAE
mm AD Letter of Recommendation for WILLIAM MCEIMLEY (ID: 000067 795)
o, o | D Correspondence (Incoming) For WILLIAM MCKIMLEY (1D 000067795
e |11 8D Application For WILLIAM MCKINLEY (ID: 000067795)
Har &0 Test Scoves For WILLLAM MCKIMNLEY (ID: 000067795)
AL WORHE REFORY ||, Correspondence (Oukgoing) For WILLIAM MCKIMLEY {10 000067795
AD Transcripk (High School) For WILLIAM MCKINLEY (ID: 000067 795)

A0 Transcriok (Colleae) For WILLIAM MCKIMLEY (ID: 000067795
4| i

S - -

Ol
I High School Information
POLITICAL SCIE

1 FEST FOCATIONAL CHOR .

— High School OMNBASE HIGH
CEEB 1000
GPA 3.9

Class Rank 7

| . Iy
W we |0 Mote(s)
& SOERCEATEDR. | 0 | = = -
56 o |F5 ) B : : L RELIGHAS FIEFENENGE:
Bo | samsmmer 0G| ; D meeek || e 0T FRe. se00M W HOUE:
N | e (] . . i ; M e o
moescs |14 emeefoeee | H ; ==t :_,-[ BPECIAL l D%mmmmmmrmw

© Hyland Software, Inc. All Rights Reserved.
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Double-click a document in the search results hit list 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.

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

" . W o
1}" Document vw P |;|
E"'Ducument Retrieval L

j" Document Retrieval
% Retrieve by Document Handle

Custom Queries
'] New Form
B Import Document
% Full-Text Search
E@ Indexing
Q' Documents Checked Out
Briefcase

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:

# Document va ?E
? Custom Queries L

Custom Queries

© Hyland Software, Inc. All Rights Reserved.
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Click the Search icon ﬁ Your search result(s) will be displayed in the Document Search Results
window.

Double-click on a document you wish to view. It will be displayed below the search results hit list.

© Hyland Software, Inc. All Rights Reserved.
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9. The Right-click Menu

To view the right-click menu options for an open document:

Right-click on the image to bring up the Menu Options screen
NOTE: Many of these functions can also be performed by clicking an icon on the toolbar.

NOTE: Some of these options may not be available, due to licensing and/or user permissions.

Toolbars
Allows you to select which toolbars you would like displayed

4 v Yiewer Contral

v Pages
Keywords X
. v Annotations
Properties
w Mokes
v Hiskory 1
| R Iy as it appears
Send Ta 3
Motes 4
. Workflow 3
| inly one)
Re-Index. ..
Show Folder Locations
| mMavigate » 2008 -
Scale 3
Process 3

The Viewer Control Toolbar

€  Brings you to the first page of the document

4 Takes you to the previous page

b Takes you to the next page

s Brings you to the last page of the document

L. Zooms in on the image

— Zooms out on the image

= Displays image in its actual size

.+ Fits the entire Width of the image on the screen

.~/ Fits the entire Length and Width of the image on the screen

© Hyland Software, Inc. All Rights Reserved.
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& Rotates image to the left 90°

—. Rotates image to the right 90°

I Displays viewer options

Keywords
Will display all the keywords associated with the selected (open) document
x|

ADM - CA Supplement (Freshman)
ADM - CA Supplement {Freshman) - WARD, BERT (R+ID: 44221}

Diocument Dake | 1541472008 j

Keywords

Fecnuitment Plus |0 [44221

Common App 1D [44221

Banner D [44221

DuestBridge ID [44221

Last Mame [WwiARD

First Name [BERT

Middle Mame: |

Properties
Displays information about the document including its physical location and batch number

Document Information for Document Handle 943 =

Document Mame ADM - CA Supplement {Freshman) - HUGHES, KEVIM (R+ID: 111113
Batch Mumber 103  Document Date 05/14/2008 Archival Date 042412008
Document Type Murmber 102 Document Type Mame ADM - CA Supplement (Freshman)
Document Skakus 1) Document Type Revision 1 Revision 1
Created By TEST4 Security Yalue 1]
Page | Disk Group | Wolume | # of Pages | # of Lines File Format | Item Offset | Item Size | File Path |
o 101 1 1 o 2 o 85450 W973,TIF
1 101 1 1 [u] 2 [u] 249662 Ww1i14974, TIF

History

Provides a list of past actions performed on the document. Entries are sorted in descending order, with
recent actions first.

© Hyland Software, Inc. All Rights Reserved.
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x
Document Histary IWorkrow QueUes | workflow Transactions I

[Date | Lser | Ackion -
05/15/2008 09:30:55 AM TEST4 Deleted Keyword

05/15/2008 09:30:53 AM TEST4 Vigwed Keywaords —
05/15/200& 09:30:51 AM TEST4 Added Keyword

05/15/200& 09:30:24 AM TEST4 Wiewed Kevwords

TFETd Micuaad

A M S 83008 N0 70 Ak
A

Allows you to print a document (also can click on the Print icon = in the toolbar)

x|

ADM - CA Supplement (Freshman) - GRAMYILLE, ALIMA (R+1ID: 77777
IRl QUEUE ILocaI Printer j
Print Farmat I< Default = j
— Crienkation —Print Overlay

* Porkrait I~ Print Overlay

~ Landscape

I | Fax Compatible

—Print Range

@ all

= Current Page
£ Selected

" Page l_' l_

—Job Settings
Mumber of Copies

™ single Print Job

™| Continuows Flav

—MNokes Prinking

I Annotation andfor Mote Icon
On Document

[ Mate Text On Document

[~ Mote Text After Documnent

r—Print Revision

£ &l Revisions
& Current Revision

—Color
 Color

—Defaulk Settings
[ Set s Default

- Automatically Brink Using
Default Sethngs

%" Black & White

—Image Scaling

% Best Fit
 One-to-One

Cancel |

Orientation

Select Portrait (tall) or Landscape (wide)

Print Range
All

Current Page

Selected

prints entire document

prints current page being viewed

only prints selected section of the document (This option is only available for
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COLD documents or Text Reports)
Page prints selected range of pages

Notes Printing

Annotation and/or Note Icon on Document Prints note icon or annotation on document
Note Text On Document Prints note text on document

Note Text After Document Prints text of all document notes on a separate page
NOTE: Only notes to which you have access will print.

Default Settings

Set as Default — sets the current print settings as the default. Once selected, the Automatically Print
Using Default Settings is available for selection. When checked, the next time the user prints, the
document will automatically be printed in the default format, to the default printer without displaying the
print dialog box to the user.

Print Overlay

Print Overlay prints a layout of the COLD document that will be sent to the customer in a
letter format
Fax Compatible prints to a fax server if OnBase is configured for it

Job Settings
Number of Copies Number of copies to print
Single Print Job pauses between jobs the user has asked to print, for multiple print jobs

Continuous Flow allows several large documents to be printed from different locations

Print Revision

NOTE: works only if the EDM Services Module is licensed

All Revisions prints all revision levels of the selected document type
Current Revision prints the most recent or current revision of the selected document type
Color

Gives the user the option to print in Color or Black & White when using a color printer
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NOTE: The printer automatically prints to the default printer. If there is another printer, the user will have
to choose it by clicking on the dropdown next to the Print Queue.

Image Scaling

Select Best Fit or One-to-One

Upon printing, the Print Server screen appears and the document prints

Print Server - Local Printer

Print Queue: Local Printer
Printer Driver:
Device Name: HFP LaserJet 5Si/5S5i MX

Destination Port: WDET_MAINIHPSSI-Q

Current Status: Waiting for print job

Send To
This functionality is covered in the Quick Reference guide for scanning and indexing

Notes

Notes allow users to apply notes to the document.

Adding Notes

Click the Add Note icon ﬂ (or select the Add Note option from the right-click shortcut menu to display
the Add Note dialog box.)

Toolbars »

Keywaords ]| =iF 1 ‘_:L’ £

Properties

Hiskary L ION

Print... —

Send Ta » Ersitaes. fullv suppaort the use
Add Mate, ..

“tarkFlow 3 Vigw MNotes. .,

Re-Index... e

Show Folder Locations

)
Mavigate k
Sicale r - — -
Process 3

Double-click the note type you wish to use. This will display the Note box.
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x

oK | Caniel |

Type a message in the edit field.

NOTE: Some notes may have default text already assigned. You may add your message after the default
text.

Viewing or Modifying a Note

Click the yellow header to minimize the note (All changes made to the note contents will be saved and
the note will be minimized to an icon on the open document)

Note Search

Select the Document Type(s), from the Document Retrieval dialog box, that you want to limit your
note search to.

Select the Note tab to display the Note Text Search dialog box.

© Hyland Software, Inc. All Rights Reserved.



OnBase Quick Reference Guide o n B a se

Web Client Retrieval a Hyland Software solution

/2 http:,/ /¥m-hedemo, - OnBase [Demo - No

@' Document v '

[E

[+]

i"’[}ucu ment Retrieval v

Document Type Groups
Al (52

Document Types

Ao Application

D Correspondence (Incoming)
D Correspondence [(Outgoing)
A0 Evaluation Form (EForm])
.0 Letter of Recommendation
A0 Mote to File ~

From Date To Date

r Keywords _‘{ Text _‘

Search String

Note Chemer
I <Any= ;I
Note Types
| <Any> =]

Click the search icon (A list of documents will be displayed that contain notes with the search criteria you
requested)

Click on the note icon to read the text of the note.

Deleting Notes

Right-click on the note icon or the yellow header of the note you wish to delete
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Select Delete Note

NOTE: Once notes are deleted they cannot be recovered, however Document History will record the user

that deleted the note

Toolbars b

Delete Moke

Privacy Options

Right-click on the note icon.

Workflow

(_'.: OnBase - Microsoft Internet Explorer

=10l x|

B

QI

L

HR - Resumes - 07/22/2008 for JOHN NORTH (TESTER)
HR. - Resumes - 07/22/2008 for RICH ANDREWS (CEC)
HR. - Resumes - 07/22/2008 for MICHAEL OLSEM ()

: Approved Stamp - 09/04/2008
f MANAGER 09/04/2008 10:57:50 Ab

i

Toolbars »

This applicant is Ok

Delete Moke

Privacy Options

Page 1 af 1.

|IZI Thread(s)

Right-click in the note header.

Used to perform Workflow tasks (if applicable)

Re-Index

This functionality is covered in the Quick Reference guide for scanning and indexing

Show Folder Locations
Shows in which folder(s) this document resides (if applicable)
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Navigate
provides the following options:

T P EANDEER A

Toolbars »

Keywnrds o coMege fem, The mernber o
PerErtiES epe’s o, Please type ar print
HiStDr‘;.-' el 1. - ——————)

FMAL DATA
Prink. .. el

Fairidieea

Send To »
Makes » Forrmer bast nameais) il
Wik kFlio P L Brnsae
Re-Index. .. | Mandress
Show Falder Locations

ul A
Scale » Previous Page
Process L Mext Page

T SIS T | ast Page

e 1 d I .
i [Ch ] Mamibii o Go To Page. ..

Go To Page
Allows user to go directly to the page indicated.

Page |21
0K I Cancel |

Scale
Allows you to zoom in and out

I KAMNIEIEK A

Toolbars »
KerDrds P colege famm. The memnber
Froperties epe’s ram. Please type ar prin
Hiskary —s o — ]
NAL DATA
Prink... | e
Fusilinen
Send To »
Makes » Frrmes st nama(s) i
ShtarkFlow L
Re-Indes.., Matdress
Show Folder Locations
et An
Mawigate: b Unitid Stabes of America
Zoam In

Process 4 Zoorm St

EETEIVE FOUT Ty FUOTESS 100 0 aoen

L it = ) Actual Size
S TR ewom s o FiE Wiidth
ot Fit in Windaw
Tro Foms' o SuatePrarins.

Zoom In/Out

Alternatively:
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| = B Black Highlight J|
J - LIJ u E | « ‘ B % | d‘b DIF“WId“‘ : Ii_llack Highlight j|
e I@QM«4D»I'WZ Hs i E ] %]
‘ AI;ES&%%ﬁ 2007-08 TRANSFER APPLICATIONTM- VO distinction will be made Detween this form and a collegesl ———

S Y P

Tor e usied by stodents appiying for the Spring 2008, Fall 2008, or Spring 2008 coMege ferm. The memnbser colleges snd universivies fully

A -

PER,SONJ

of this v famme o, Please type ar print in black inl

PERSOMAL DATA =
Loga e _Hringon sie - oen he Harrington

LastFamiy (E08r ove grAL iy 354 d00eurs a0 DAEA Sl | Fuzirdivan Wil (covmaete ¥ iy G
Last/Family (Enter name exactly as it appears on official documents.)
et Fumes if ey
1 am apglfing tor e tarm begianing _Fall 208 Birtn e -
—— . .

- s |name, if not first name (choase only one)

ving for the term beginning _Fall 2008

Simstury T United States of America
City & Raw Stwtwitirnce Lol Py
860 BE1 7T call phane 860 388700
e e
e from aove please give your maiing adess for il adeissian _Hress
* Waling addiiss firom - = r 4 : i o 2
oy T --'—'.M.wm.. =y 7 e .
S ;i ; g | L[_I
Tl o Toas B U Sieannes . Charr - . Ay i
Nate - 04/03/2006 - =]
Mote - 04,/03/2008
Page 1 of 4, I
Fage 1 of 4, [ |
Process

Allows you to rotate, flip, and invert the image

NOTE: Be sure to click Save Rotation after rotating the image

<4 - WIS

Toolbars 4
Keywards
Properties
Histary
Prink... g s
S Tie 5 [[ asit dppears |
Mokes 3
workflow »
inly one)
Re-Index. ..
Show Folder Locations
Mavigate L4 2008 .
Scale 4

Rokate Right
Rotake Left
Save Rokation

Inwvert
Flip Harizontally
Flip Vertically

Mate - 040320058
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10. Annotations

Highlights
To use a Highlight Annotation:

Green Highlight |

Arrowr
Black Highlight o~
Ellipse -

LN EO

Orange Highlight
Overlapped Text

Yellow Highlight
I [ EORSERaN | o P I

T

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

“m COMMON
APPLICATION

T
i

2007-08 TRANSFER APPLICATION

tn ~S—— b S 8w 4 - T

s

=K

Ta e used by stodents sppiping for Fe Spring 2008, Fall 2008, or Spring 2009 coMege ferm. The meenber colleges and unisersities fully suppan the use

off this foem. Mo destinction will be made bepareen thas farm and & college’s mem, Please type ar print in black ink

e — et e N ———— st < e
PERSOMNAL DATA Framale
Legal rame Mdiw © A Ml
astFamuy Elar e guACTy 35 & doeins oo ofoia’ Sovueme f Fresinen Bl jCoeETNinE T

Praterrad name, i not Rrs rama jchease anky ene) Frumer ks namea(s) if ary

Iam applying for the 1erm h!giiﬂiln- Birtheale ..o
AT ALY
E-mai address _jubs haminglong®.  edu . M ardress
Paisanent home padress | Powder Hom Dr.
Hamber aod Sineef Apaviment §

Simstuay £T United Stabes of America

Ciy &7 Tawn SteonPurace Loy P Poata’ Dot
Perrnanent hame phand Bs0 e Call phone BED oLy

Anra Canv Ay Cage

W cifterent frovm abave, please give your mailing address for 2l admizsion correspondeace.

" Maibng address ffrom i v i ! i & G
F “u |'mm;=rm_ [ Matuir dod Sl Apaciomal BT,

Cipar fwar’, -, o5 i P . LT

| ' your niBling address i college er entvursity,inclus nama af school e

. ZUFPoatel Loas |

© Hyland Software, Inc. All Rights Reserved.

31



OnBase Quick Reference Guide o n B a se

Web Client Retrieval a Hyland Software solution

Arrows

To use the Arrow Annotation:

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)

_er i ::':*:':
APTUAMON Y | 2007-08 TRANSFER APPLICATION

To b wved by students spplying for Bre Spring 2008, Faif 2008, o Spring 2005 college ferm, The member colleges and universities fully suppart the wse
of this form. No dstinction will be made between this farm and & colfege’s cen. Please type ar print in black ind

N ——-

. - - . P —
PERSONAL DATA \‘n& |
L . emale
. o) 5 B o
asUFAEIAY (Enlar Saree RAASTY 45 4 #00#ATS 50 Ol S0curens | Fesian Widie (o T
Pratamed name, i not first ly ne) Fomes ity
|'am agelying for the: lrm heﬂ'mim- Birth date
Ay
E-mai adtress _juls harringlong 0ty 1M addrezs
Pemeanent home pddrees _ Powder Hom Or.
Haribar and Street Apavimeni 1
Simstry T United States of America 08070
ity v Rown StarnPairnce Towby P Poatel Cods
Perranent hame phane 850 A Call phong 860 B e
Arva Cave Arvy Cage
W ctitterant frow abeve, please give your mailing address far all sdmission correspondence.
prLe ey T e Mamr e Soeer Apamanln -
L e =T T T T T AP ol

f'nh;nrvﬂ'imamsaqdlweu-imw.m' amg i

Overlap Text
To use Overlapped Text:

Left-click and drag your mouse where you would like the Overlapped Text to be displayed on the
document. (A note window will pop-up for you to type the text you would like displayed on the document.)

Type a note
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This is an excellent applicant, essay is
outstanding. Well nrgamzed\|

When you minimize the note, the Overlapped Text will be displayed on the document.

This 1= an

= : llent

i COMMON', e

APFLICATION - | 200708 TRANSFER APPLICATEBRI=22"
‘ out=tanding

I

Tor b wvend by stodtents ageiying for mmm.’w&ammwmﬂt mernbeer e l‘.“t;(nlnd ttlﬂE"l\tshNnrll Fﬂglzed
of this ferm. No distinction will be made betwoen this I n and & "usu- P‘u\eiyw i prnit in bilack ink”

B R } .

PERSONAL DATA "
Lb;!\mmi- ) L] —— COwie
o R oty s T T Tz =
Prafed aams,  not ) e tas nans oy __
Vam sy o um e EMNRRRY Bt
i
o stss_jlaPartogon__od -
Powder Hom Dr
S Tt
SMmeDuy T United States of Amenca 060t
v ons oty T
880 B8l sl phone 860 3385
T

I ditteront from atieve, plsase give your mailing sddvess far all admission correspondence.

Maiing addriss from i T i
v T T i i St T

Tl fw o SR Sty ¥ T Brogte Coke

1 yeur i Baalege o . includs

Ellipses

To use the Ellipse Annotation:

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)
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This iz an

T i ; excellent
T COMMON - :
APPLICATION - | 2007-08 TRANSFER APPLICATERi=ent-

e e cut=tandi

= . e = — 3 L Igﬁ |
To b sy e aiin o e S 2008 Fall 200, S 200 ol o, The e coleges nd et R ot gt -2
of this form. Mo dstinction will be made between 1 and & callege’s o type ar print in black ind
—_— B — S -
PERSOMNAL DATA -
Logal rams Jia - e M
ASUFATAY (Enlar 4cve GEAETIY 45 o SpAETS 60 AN SocUTeRs | Faiden Wil (rovee T
Prafamed nde.II;'IIhIﬂI ity ong) Frrmer kast name(5) if any __
|am apelying for tha 1arm ren'mim- Birth date
ey
E-mai addrecs _jule oy - M arfdress
fveer - Powder Hom D,
e o0 Apariment #
Simstwy (""" or ited Starbes of America 06070
Tty ar Fown srinze Fivaby FiFiPuanel Code
Perrmaner 850 BE1~. T Call phong 860 335000
e Gate ova Care

W aiMaront frovs above, plaase givé your mailing addvess for all admission correspondenace.

* Waling addrss from i I . i : i i

| Pk I e ] Wb e ot Aramenl 4, -

[TV E e T (P N~ T "
| I your g s 3 colleg e nivoesty, inch * il )

Deleting Annotations
To delete an annotation:

Select View Notes (A list of all of the annotations on the document will be displayed)

I— Sdie
Toolbars {3 m Teaiine
Keywiords Frumes kast nas
Properties | Grhdele
Histary

1M address

Print. ..
Send To » Il"_!' : :\ B

Mokes Add Maote. ..

W'arkflow 3 Wigw Motes...
Re-Index... poaleslon correspondesce.
Show Folder Lacations ! )
Arawt
Mavigake: L | I
ol Loty

Scale 3 : "
Process o —

Select the annotation to delete (The annotation will open up for you to verify that is what you wish to
delete)
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¥iew Note (7) x|

Green Highlight - 05/15/2008 [Page 1]
Ellipse - 084152008 [Page 1)

Ao - 05152008 [Page 1]

Arraw - 05152008 [Page 1]

Arraw - 051 5/2008 [Page 1]

Arrow - 05/15/2008 [Page 1]

Orange Highlight - 05/15,/2008 [Page 1]

Select Delete Note

ﬂ:' OnBase - Microsoft Internet Explorer provid

d b |
HR. - Resumes - 07222008 for JOHN NORTH {TESTER) 1=
HR - Resumes - 0722/2008 For RICH AMDREWS (CECQ)
HR. - Resumes - 0722/2008 for MICHAEL OLSEN ()
1

b Approved Stamp - 09042008 —
Toolbars 3 E

Mt WMANAGER 09/04/2008 10:57:50 Al
b | This applicant is OK

Page 1 of 1, |D Thread(s)
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11. Internal Mail
Sending Internal Mail

Use Internal Mail within OnBase to securely send documents to other users for review. To send a
document via Internal Mail:

Choose Internal User...

Toolbars 3

Keywords
Propetties
Hiskary

Frint...
Clpbosrd..
Iokes 3 Mail Recipient. ..
‘Workflow » File...
iZreate Mew Document, ..

Re-Index...

Envelope. ..
Show Folder Lacations 2

Internal User..,

Mavigate
Scale
Process

Type a message
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/2 send Mail - Microsoft Internet Explorer provided by P ] 5|
Frarm IMANAGER
™ | ) oo
Subject |

" Read Receipt Requested

Meszsage

Characters Rernaining: 250
Attachment(s):

ADM - Student Applications from KATIE THOMAS

Send Exit

The document will be sent as an attachment to the user(s) you select.

Retrieving Internal Mail

To access your own internal mailbox:

-,1? Document vk P

II‘E"I Document
; Workflow
E_, Knowledge Transfer
l@] StatusViews
[C_| Folders
H User
(=5 .
Uy Admin

Click the Delete icon to delete the message

Inbox =] X

From

]
Delete
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