
OnBase 
Training  

Unity Client Tour (Shown in Document Retrieval context)  
Training Resources:  

• Pre-Installation: Welcome to OnBase • Premium: End User Training (Unity) 

 

Home Tab  
Click the home tab 
on any screen to 
return to the 
default ribbon and 
get access to 
common OnBase 
functions.  

Layout 
The layout serves 
as the viewer for 
open documents, 
workflows and 
other common 
functions within 
OnBase. 

Need help?  
Click on the help 
button or Press 
F1 for the 
OnBase help 
files. 

Document 
Information Panel  
The document 
information panel 
appears on the 
right and provides 
information, such 
as key words, for 
you to reference 
quickly and close. 

Ribbon  
The ribbon consists of buttons that provide quick access to the 
common functions within OnBase. The ribbon will change to provide 
customized commands based off of the ribbon group currently open.  

Ribbon Groups 
The ribbon is grouped into function specific groups 
that provide content 
specific commands. 

https://training.onbase.com/courses/course?cid=E0030
https://training.onbase.com/courses/course?cid=P1394


OnBase 
Training  

Document Retrieval  
Training Resources:  

• Premium: End User Training (Unity)  

 

 

 

                                        

 

                                                                                                                                  

Find 
After entering all applicable search criteria, 
click the “find” button to retrieve the 
appropriate documents.  

 

Document Retrieval 
Pane 
Locate documents 
across one or many 
documents types 
utilizing date range or 
keywords to limit search 
results.  

Documents Ribbon 
The ribbon contains content 
sensitive commands specific to 
working with retrieved documents. 
 

Search Results 
Hit List 
The viewer will 
display all 
retrieved 
documents 
based on the 
search criteria 
entered.  

 

Column Headers 
Click a specific column 
header to sort or 
group the search 
results further.   

Wildcard Search 
Enter * to initiate a wildcard search that will 
allow you to locate documents with only part of 
the keyword (e.g. enter Office* to retrieve all 
checks for vendor names starting with Office). 

 

Document Viewer 
Double click on any search 
result to open the 
document in the 
document viewer layout. 

Keyword Boxes  
Double click on a 
keyword box or 
press F6 to create 
another search box 
of the same 
keyword type. 

https://training.onbase.com/en/courses/course?cid=P1394


OnBase 
Training  

Custom Queries & Personal Page    
Training Resources:  

• Premium: End User Training (Unity)  

 

 

 

 

                                                                          

 

                      

Custom Queries 
Custom Queries help to stream line document retrieval by allowing 
quick access to the most frequently retrieved documents.  

Personal Page 
Create an individualized OnBase dashboard that provides shortcuts to 
frequently used features. 
 
 

Custom Queries are available from the Home Tab in the Documents 
Ribbon Group.  
 

Custom Queries allow you to retrieve and view a collection of 
documents by conducting pre-defined searches, configured by the 
system administrator. Once a Custom Query is selected from the list, 
fill in the appropriate key words and click the search button. 

Make your personal page the first thing you see when you log in by 
making it your home screen, allowing for quicker access to all your 
assigned work.  
 
 

Add specific Documents, Workflow Queues, Custom Queries, e-forms 
and more to the personal page by right clicking on the feature and 
selected “Add to Personal Page” 
 

https://training.onbase.com/en/courses/course?cid=P1394


OnBase 
Training  

File Cabinet & Folders 
Training Resources:  

• Premium: End User Training (Unity)  

 

 

 

 

 

                                   

Folder Tree 
The folder tree 
displays the 
different filing 
cabinets that are 
available, and 
expands to allow 
you to browse the 
documents in the 
selected folder. 

File Cabinets  
Click the File Cabinets button 
on the Home Ribbon to 
navigate to the folder 
interface.   

Find Folder Tab 
Use the find folder tab to search 
for a specific folder. It is located 
under the folder tab and on the 
top left of the ribbon bar.  

Folder Tab 
When the Folder Tab is open you 
will have access to the Find Ribbon 
Group and all the commands 
generally specific to folders.  

 

Document Viewer 
The document 
viewer displays 
the document 
selected in the 
folder tree.  

Missing Document 
When configured, 
folders can mark 
all missing 
documents in a 
different color, so 
you can see at a 
glance specific 
document missing. 

https://training.onbase.com/en/courses/course?cid=P1394


OnBase 
Training  

Working with Documents 
Training Resources:  

• Premium: End User Training (Unity)  

 
Add/ Modify Keywords  
Selecting the ribbon command or the command from the right click 
menu will open the Add/Modify Keywords task pane for the selected 
document. Depending on your rights and the document type, you will 
have the ability to view and edit a document’s keyword Values.  

Cross References  
The Cross 
References task 
pane can be opened 
for the selected 
document by 
clicking either the 
ribbon or the right 
click command. 
From this pane 
documents 
configured as cross 
references can be 
automatically 
retrieved.  

Re-Index  
Either the 
command on the 
ribbon or the right 
click command will 
display the Re-
index task pane for 
the selected 
document. This 
pane will allow 
modification to the 
keywords 
associated to a 
document. 

History  
Either the command on the ribbon or the right click command will open the 
Document history dialog box which includes information about all actions taken on a 
selected document (ie: viewing, updating keywords, etc.), including date and time of 
the action and what user preformed the action.  Workflow History is also included. 
 

https://training.onbase.com/courses/course?cid=P1394


OnBase 
Training  

Notes, Annotations & Highlights 
Training Resources:  

• Premium: End User Training (Unity)  

 

Notes  
 
When an image document is opened 
in the OnBase viewer the Notes 
gallery is available in the ribbon.  
 
Scroll though the available notes and 
click on the document where you 
would like to place the note.  
 
The note is displayed and expanded 
on the document. Click within the 
text field to enter the desired note. 
Once you are finished you can close 
the document, no further steps are 
needed to save the note.  

Annotations & 
Highlights 
 
Annotations and Highlights are available 
in the Notes gallery when an image 
document is opened in the viewer. 
 
Similar to notes, select a highlight or 
annotation, then click and drag where 
you would like to place the marking on 
the document image.  
 
Resize by dragging one of the boxes 
along the edge of the annotation.  
Saving is automatic. 

https://training.onbase.com/courses/course?cid=P1394


 

 

 

 

 

       

OnBase 
Training  

Image Tab 
Training Resources:  

• Premium: End User Training (Unity)  

Document Tab 
When a 
document is 
retrieved, it is 
displayed in the 
Document 
Viewer. The 
document will 
open in the 
Document Tab by 
default. In order 
to access image 
specific 
commands the 
Image Tab must 
be opened.   
 

Image Tab 
The Image Tab allows access to 
buttons to resize and reorient an 
image or PDF document.    
 

Toggle Thumbnails 
The Toggle Thumbnails button displays 
and hides thumbnails from the right 
panel. 
 

Modify Ribbon 
Group 
The Modify Ribbon 
Group allows access 
to the Page Editor 
and Document 
Separation (See 
below). 
 

Transform Ribbon Group 
Reorient pages of the document 
by using the degree rotations or 
the flip commands. 

Scale Ribbon Group 
Resize the 
document by 
magnifying or 
reducing the view 
with the zoom 
options or fitting 
the document to 
the width of the 
window using the 
“Fit to…” options.   
 Navigation Ribbon Group 

Use the Navigation Ribbon Group to 
maneuver to different pages within the 
document.  
 

https://training.onbase.com/en/courses/course?cid=P1394


OnBase 
Training  

Document Separation Tab 
Training Resources:  

• End User Training (Unity)  

 

 

 

 

 

         

Apply Ribbon 
Group 
Click the Save and 
Close All button to 
save each 
document in the 
Document 
Separation layout 
into OnBase or 
select Cancel. 
Both buttons will 
close the 
Document 
Separation Tab.  

 

Document Separation Workspace 
Documents are separated, appended, reordered, and indexed in the 
Separation Workspace. To reorder documents, click the page of the 
document you would like to move and drag the page to an empty space in 
the Separation Workspace. A red bar appears between documents to show 
where the selected document will be placed. 

Page Holder 
Pages can be dragged 
and dropped into the 
Page Holder for later 
use. To remove a 
page from the Page 
Holder, click and drag 
the page into a 
document in the 
Separation 
Workspace. 

Document Separation Tab 
Navigate to the Document Separation window 
from the Image Tab on an open document, then 
select the Document Separation button in the 
Modify Ribbon Group (See above).  
 

Group by Document Button 
The Document Separation Workspace is 
enabled when the Group by Document 
button is selected, allowing users to reorder, 
add, or remove pages of a document. 
 

Modify Ribbon Group  
With pages selected within the Document 
Separation Workspace, options to Split pages 
into separate documents, join selected pages, 
and copy selected pages are enabled. 

Keywords 
Select the View/Edit 
Keywords button to 
display the keywords 
panel. Keywords are 
inherited from the 
source document 
and should be 
updated. 

https://training.onbase.com/en/courses/course?cid=P1394


OnBase 
Training  

Saving, Printing & User Options 
Training Resources:  

• Premium: End User Training (Unity)  

 

Saving 
When a document is 
open, navigate to 
the Document Tab. 
In the “Actions” 
Ribbon Group select 
“Send To”. In the 
drop down choose 
the “File” option.  

Printing 
When a document is 
open, navigate to the 
Document Tab. In the 
“Actions” Ribbon 
Group select “Send 
To”. In the drop down 
choose the “Print” 
option.  

User Options 
Select User Options from 
within the application 
menu, by selecting the 
File option in the top left 
hand corner of the 
application.  

 

The User Options dialog box will open on the screen. 
Any settings that are saved within User Options will 
travel with the User login across different work 
stations.  

 

The “Print” 
menu will open 
in the Task 
Pane. Select the 
appropriate 
printer, format 
and apply any 
additional 
setting. Once 
you have 
selected the 
options that you 
need, select the 
“Print” button.   

The “Send to File” 
menu will open in 
the Task Pane. 
Select the 
appropriate file 
format, directory 
destination and 
apply any additional 
setting. Once you 
have selected the 
options that you 
need, select the 
“Save” button.   

https://training.onbase.com/courses/course?cid=P1394


 

OnBase 
Training  

Working with PDF & Office Documents  
Training Resources:  

• Premium: End User Training (Unity)  

Document Tab  
When working with 
a PDF or Office 
Document the 
Document Tab must 
be selected to 
access the OnBase 
commands that are 
generally available 
through the right 
options. 

Right Click Menu 
When working with 
a PDF or Office 
Document the 
standard OnBase 
right click options is 
unavailable. When 
right clicking, the 
native applications 
options will open 
(Microsoft Word’s 
menu is shown). 

Document Ribbon Group  
When the Document Tab is open you will have 
access to the Document Ribbon Group and all the 
commands generally accessed through the OnBase 
right click options. 

https://training.onbase.com/courses/course?cid=P1394


OnBase 
Training  

Document Imaging- Scanning  

Training Resources:  
• Premium: End User Training (Unity) • Quick Look: Scanning Tips and Tricks 

 

  

Pre-Index  
Select pre-index when scanning batches of 
documents with the some of the same 
document properties which will be applied 
to the whole scan batch. This scan mode 
will always require additional indexing. 

Scan 
Scan in individual 
or large batches 
of documents to 
convert paper 
files into 
electronic image 
documents. 

Full Index  
Select full index 
when using bar 
codes or if no 
manual indexing 
is needed.   

No Index  
Select no index 
when scanning in 
batches that contain 
different document 
types. 

Index Pane 
This panel allows 
for indexing, 
which is the 
process of 
classifying a 
document by 
associating it 
with keyword 
values. 

Batch Pane 
Recent scan 
batches and their 
current status will 
be outlined in the 
Batch Pane. 

Configuration Ribbon Group 
Allow users to select the scanner 
that will be used for scanning 
and specify settings for the 
scanner, documents and file 
compression.  

Scan Queue  
Limit the 
document types 
that a document  
could be 
classified to and 
defines additional 
processing on the 
document (e.g. 
bar code 
processing).  

Scan Queues Pane 
Select the scan queue that 
you would like to use to scan 
the batch. 

https://training.onbase.com/courses/course?cid=P1394
https://training.onbase.com/courses/course?cid=E1191


OnBase 
Training  

Document Imaging - Import  

Training Resources:  
• Premium: End User Training (Unity)  

 

Index Pane 
This panel allows for indexing, which is 
the process of classifying a document by 
associating it with keyword values.  

Browse  
Browse the documents on your 
computer and import them into the 
OnBase system to be indexed and 
archived. 

Import 
After indexing 
the document 
with the available 
information, click 
the upload 
button to finish 
the process. 

Document Viewer Layout 
The viewer will display a preview of 
the document imported into the 
system to provide easy access to 
important information needed for 
indexing.  Document Type  

Document Types 
group documents 
with similar 
characteristics for 
more effective 
indexing.  

 Keyword Value  
A keyword is 
specific value that 
helps to identify 
documents in the 
system for easy 
retrieval.  

Import Ribbon 
The ribbon contains content 
sensitive commands specific to 
working with imported documents.  

*AutoFill Keyword Sets  
AutoFill Keyword Sets help to increase the 
speed and accuracy of indexing. When 
configured, manually enter the primary 
keyword and press tab to complete indexing.  

https://training.onbase.com/courses/course?cid=P1394


OnBase 
Training  

Unity Forms & Virtual Print Driver   
Training Resources:  

• Quick Look: Let’s Play Unity Forms 
• Premium: Unity Forms Introduction 

 

 

Unity Forms  
In addition to importing documents into OnBase, many users use 
Unity Forms to start WorkFlow processes, such as a time off request 
or an expense reimbursement process, within OnBase. 

Virtual Print Driver 
To import a single document directly into OnBase from any 
applications print function, use the Virtual Print Driver.    
 

 
 

Forms are available from the Home Tab in the Create Ribbon Group. 
In the Forms layout there is a list of all forms that are available to a 
user. Select the appropriate form, and fill in the field values before 
clicking the submit button.   

When logged into OnBase, open the 
document that you want to “print” to 
OnBase.  Select Hyland Software Virtual 
Printer from the list of printers and click 
print.   
 
An import dialog box will appear.   Select 
the appropriate document type and fill 
in the required keywords.   Click Upload.  
 

https://training.onbase.com/courses/course?cid=E1205
https://training.onbase.com/courses/course?cid=P0809


OnBase 
Training  

Workflow  

Training Resources:  
• Pre-Installation: Welcome to OnBase • Preparing for Workflow 

 • Premium: End User Training (Unity)  

 

Workflow 
Queues  
Workflow queues 
represent the 
state of a 
document within 
the respective 
Life Cycle. 
Specific activities 
take place in each 
queue.  

Inbox Pane 
The inbox lists all 
the documents 
that are currently 
in the selected 
queue’s stage of 
the business 
process.  

Task Ribbon Group 
The task ribbon group is made up of ad hoc tasks 
that allow a user to take action on a document. 
These options will change depending on the stage 
of the business process that the document is in.  

Workflow 
Ribbon 
Contains context 
sensitive 
commands 
specific to 
working with the 
documents in 
the workflow 
process. 
 

Document 
Viewer Layout 
The viewer 
displays the 
document 
selected in the 
inbox. 

User Interaction Pane 
 The tab will expand when a task requiring user 
interaction (e.g., e-forms or question boxes) is 
executed. When the task is completed, the tab 
will no longer be displayed. 

Related Documents Folder  
The Related Document Folder contains 
documents that are linked to the 
primary viewer document with at least 
one common Keyword. Related 
documents can be opened by double-
clicking on the documents. 

Apply Filter  
Click to select a pre-configured custom query to 
apply to the Inbox pane. Filters can be used to 
sort or limit documents that appear in the 
inbox. 

Life Cycles  
A lifecycle represents a business 
process within OnBase. All Life 
Cycles available to a user will 
display in the Life Cycles Pane. 

https://training.onbase.com/courses/course?cid=E0030
https://training.onbase.com/courses/course?cid=E0159
https://training.onbase.com/courses/course?cid=P1394


OnBase 
Training  

WorkView | Case Manager - Filter View  
Training Resources:  

• Quick Look: WorkView| Case Manager                             

 

  Application 
An application is a custom configuration created using 
WorkView that manages data-driven and transactional 
processes. Applications configured as “always on” will 
appear as a tab in the ribbon.  

Filter Bar 
Filter bars are 
used to group 
related filters 
together. 

Object 
An object is an 
instance of an 
application. 
Objects consist of 
the individual  
data attributes 
pertaining to a 
given object 
(think of a row of 
data in an Excel 
worksheet). 

 

Filter Results 
The viewer will 
show a list of all 
the objects found 
via the selected 
filter. 

Filter 
A filter is a query that displays objects 
in a particular class. Filters can be used 
to return objects based on fixed 
attribute values or can prompt users 
for additional search parameters. 

Tabbed View 
Navigate between open 
Filters using the tabbed view 
above the filter results. 

https://training.onbase.com/QL_Workview


OnBase 
Training  

WorkView | Case Manager - Object View 
Training Resources:  

• Quick Look: WorkView | Case Manager  

 

Attributes 
An attribute is 
information that 
defines an object 
(Think of Column 
headers in Excel). 

Folders and Documents  
These options allow a 
user to view electronic 
documents associated 
with an object. You can 
expand a folder and 
double-click on a 
document to open it. 

Object View  
User friendly visual 
representation of 
data attributes 
associated with an 
open object. 

History 
The History button 
allows users to 
view the complete 
history of an 
object (e.g. 
changes to 
attribute values). 

https://training.onbase.com/courses/course?cid=E1206


OnBase 
Training  

Reporting Dashboards     
Training Resources:  

• Premium: Reporting Dashboards  

 
Full Screen Option 
Select any dashboard Item and 
make it full screen by selecting the 
full screen button in the ribbon or 
double clicking on the item. 

Filters 
Different types of 
filters can be 
configured. 
Unselect the types 
you wish to omit 
from the 
dashboard. Other 
dashboard items 
will update 
automatically. 

Tabbed View 
Navigate 
between open 
dashboards 
quickly by using 
the tabbed view 
above the 
dashboard items. 

Reporting Dashboard Ribbon  
The ribbon contains content 
sensitive commands specific to 
working with dashboard item. 

 

Dashboard Gallery 
 The dashboard 
gallery lists all of 
the dashboards 
and categories 
available to a user.  

Dashboard Item 
Dashboard items 
are visual 
representations 
of data in 
OnBase- including 
grids, pie charts, 
bar graphs and 
more.  

https://training.onbase.com/courses/course?cid=P1076


OnBase 
Training  

Outlook Integration      
Training Resources:  

• Pre-Installation: Welcome to OnBase • Premium: Outlook Integration 

 

Workflow 
Access all of the capabilities of Workflow in 
the Unity interface from within Outlook.  

Import Pane 
Once an e-mail 
has been placed 
into a configured 
folder the Import 
process will 
automatically 
begin for the 
email and any 
attachments. 

Automatic Indexing 
When using a 
configured folder to 
import a document 
certain keyword 
values can 
automatically 
populate aiding in 
the indexing 
process.  

Exit OnBase 
Navigate back to Outlook by closing 
the OnBase window once your task is 
completed. 

000000 

Import From File  
Browse for a document on your computer 
and upload it into OnBase after indexing. 
 

Document Retrieval  
Access the Unity 
based retrieval from 
Outlook. Once a 
document is 
retrieved the 
document can be 
opened in the Unity 
viewer allowing for 
cross references, 
notes, key words 
and other tasks to 
become available.  

Configured Outlook Folders 
Outlook folders can be 
configured to automatically start 
the import process into OnBase. 
Simply drag and drop the 
message into the folder to start 
the process.  Or select Import 
from the ribbon bar. 

https://training.onbase.com/en/courses/course?cid=E0030
https://training.onbase.com/en/courses/course?cid=P1399


   

OnBase 
Training  

OnBase Studio  

Training Resources:  
• Quick Look: Workflow and OnBase Studio 
• Premium: Introduction to OnBase Studio 

 

 • Premium: Workflow Configuration with OnBase Studio  

 
OnBase Studio Ribbon  
The Studio ribbon is made up of ad hoc tasks that allow 
a user to configure Workflows. The tasks needed to 
create life cycles, queues, rules, actions and tasks can be 
found under the Home and Workflow Tabs.  

Properties Pane 
All configuration 
choices and 
changes are made 
within the 
Properties Pane. 
The pane changes 
contextually 
based off of the 
option selected 
within the studio. 

Workflow Doctor  
Detects errors in 
real-time. There 
are two levels of 
notifications 
displayed. Errors 
will prompt you 
to a critical item 
needing attention 
immediately and 
a warnings will 
alert you to 
possible issues. 

Tree Format 
Displays all 
configured life 
cycles, queues, 
rules, actions and 
task in a 
hierarchal 
structure. 

Repository Pane 
Access Workflow 
configuration 
repositories 
(databases) via 
ODBC or App 
Server 
connections.  

Design Pane 
Displays life cycles and queues 
graphically with transition 
arrows that represent 
movement between queues.  

Workflow Tab 
When selected, 
users have access 
to all life cycles 
and queues 
within the 
selected 
repository. 

 

https://training.onbase.com/courses/course?cid=E1255
https://training.onbase.com/courses/course?cid=P1231
https://training.onbase.com/courses/course?cid=P1275
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