O N Ba se U nlty Client Tour (Shown in Document Retrieval context)

Training Resources:
Tralnlng e Pre-Installation: Welcome to OnBase e Premium: End User Training (Unit

Ribbon Groups Ribbon

The ribbon is grouped into function specific groups The ribbon consists of buttons that provide quick access to the

that provide content fQ, O\ EE"““’PE‘ common functions within OnBase. The ribbon will change to provide
Query History

specific commands. Sutom Retrieval Ml B My Checkouts customized commands based off of the ribbon group currently open.

Documents

Home Tab
Click the home tab

OnBase (OnBase)
sstem Tracking  Vendor Management  Briefcase  Document Need help?

ERNC

Expense Ref

8 o h M o9 [ & (3 (© -
=] 5 quey History > Click on the help
on any screen to Home Personal Favorites | Custorn Retrieval  File Forms Import Templates ~Dashboards  Mailbox = Workflow  Approval My Reading Batch Batch Document
- Page -~ - Queries Cabinets E’M!l' Checkouts Management - Groups - Scanning  Processing Tracking b
return to the Favorites Documents Create Dashboards | Internal Mail Workflow Knowledge Transfer Imaging Tracking utton or Press
O, Document Retrieval |©, Search Results: 1 of 18 Document(s) Selected Document Information Panel F]. fO r the
default I’Ibbon and A Document Types and Groups & 2‘;(—“:;':(:”&
et access to |<AII> ~ | lcon Name Type Date - Document OnBaSE hE|p
g (AP Checks N O] 0] . 0] . O - Check for PHOME SHACK in the amount of §3,145.80 e
5 - - Inveice # 3110 )
common OnBase % :E - ;'Ed::‘e':ﬂ Q Check for OFFICE SUPPLY WAREHOUSE in the amount of $817.91 - Invoice # 2220 AP - Checks 6/20/2016 Document Date
- Dire ay Form T
. . e g Check for PHOME SHACK in the amount of 52,340.00 - Invoice #: 3220 AP - Checks 6/20/2016 [06/20/2016 -
functions [ AP - Email Notifications
o AP - Invoices g Check for TAP-IT BUTTONS, INC in the amount of $388.00 - Invoice # 4220 AP - Checks 6/20/2016 # Keywords
A AP - Naviant GL Coding Form (4 Check for BOONE ELECTRIC CO in the emount of $2.517.12 - Inveice #: 6220 AP - Checks 6/20/2016 ‘VE"W D
135
A Keywords and Date Range ® Q Check for AMEREN-UE NATURAL GAS in the amount of $1,255.60 - Invoice #: 5220 AP - Checks 6/20/2016 Verdor Nome DOCu ment
From| -] T @ g Check for COMPUTERS ARE US in the amount of §784.00 - Invoice £ 1330 AP - Checks 6/20/2016 [PHONE SHACK Information Panel
) 1
Vendor D ~ Q Check for OFFICE SUPPLY WAREHOUSE in the amount of $275.52 - Invoice #: 2330 AP - Checks 6/20/2016 Invoice Number
endor . 3110
\ | (4 Check for BOONE ELECTRIC €O in the amount of 5242197 - Invoice # 6330 AP - Checks 6/20/2016 ‘ The document
Invoice Total
Vendor Name El Q Check for TAP-IT BUTTONS, INC in the amount of §1,482.25 - Invoice 2 4330 AP - Checks 6/20/2016 ‘53’145‘30 |nf0rmat|0n pane|
¥ 7
‘ |E| g Check for OFFICE SUPPLY WAREHOUSE in the amount of $204.48 - Invoice 2110 AP - Checks 6/20/2016 Invoice Date
Invoice Number
‘ ‘ IEI Check for PHONE SHACK in the amount voice #: 3110 AP - Checks L7202 appears on the
PO Number
\nveice Total =] g Check for BOONE ELECTRIC CO in the amount of §2,452.48 - Invoice #: 3110 AP - Checks 6/20/2016 o2 ioht d id
= rignt anda proviaes
Layout \ | g Check for AMEREN-UE NATURAL GAS in the amount of §1,023.52 - Invoice #: 5110 AP - Checks 6/20/2016 PO Amount
Invoice Date El Q Check for AMEREN-UE NATURAL GAS in the amount of $987.00 - Invoice #:5330 AP - Checks 6/20/2016 ‘3\3,210‘00 |nf0 rm at|0 n, Such
The layout serves \ -] & . o o PO Date
Check for PHONE SHACK in the amount of §1,087.80 - Invoice #: 3330 - Checks
: PO Number = (17172015 as key words, for
as the viewer for \ | Q Check for OFFICE SUPPLY WAREHOUSE in the amount of $485.10 - Invoice # 2440 AP - Checks 6/20/2016 Check Amount
d PO Amount =~ (4 Check for AMEREN-UE NATURAL GAS in the amount of $762.27 - Invoice #: 5440 AP - Checks 6/20/2016 3150 you to reference
open ocuments, = Check#
£ Full-Text Search & Q Check for BOONE ELECTRIC CO in the amount of §2,398.52 - Invoice #: 6440 AP - Checks 6/20/2016 i qu |ckIy and close
workflows and search Tat: (D
‘ | ‘Check Date
1/7/2012
other common
[L] NoteSearch
functions within (@, Toet Search | B~
OnBase ¥ Document Viewer éa E‘



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

OnBase
Training

Document Retrieval
Pane

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

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

keyword type.

Document Retrieval

Training Resources:

e Premium: End User Training (Unit

Documents Ribbon Document Viewer

The ribbon contains content Double click on any search
sensitive commands specific to result to open the

working with retrieved documents. document in the

document viewer layout.

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

¥ Document Viewer

C OnB
Contract Manager eme HR - ne Management Bri
4 = (< Envelopes = =3 /]
OE + @Q B~ E4+H & h W 2 |0 & B @
Home Personal Favorites  Customn  Retrieval File - Forms Import Templates  Dashboards Mailbox Workflow Approval My Reading Batch Batch Docurnent
- Page - - Queries Cahinets E)My[hacknuts Management ~ Groups - Scanning  Processing Tracking
Favorites Documents Create Dashboards ' Internal Mail Workflow Klowledge Transfer Imaging Tracking
4 Document Retrieval |, Search Results: 1 of 4 Document(s) Selected
# Document Types and Groups ]
‘4,\\”) v | lcon Name Type
[ AP - Checks ~ m] m] - m]
E AP~ Credit Memo ﬂ Check for OFFICE SUPPLY WAREHOUSE in the amount of $204.48 - Invoice # 2110 | AP
% AP - Direct Pay Form
2% AP - Email Notifications w H Check for OFFICE SUPPLY WAREHOUSE in the amount of $817.91 - Invoice # 2220 AP - Checks 6/20/2016
R — Q Check for OFFICE SUPPLY WAREHOUSE in the amount of $275.52 - Invoice #: 2330 AP - Checks 6/20/2016
A Keywords and Date Range {x]
F | | . | ‘ m Q Check for OFFICE SUPPLY WAREHQUSE in the amount of $485.10 - Invoice # 2440 AP - Checks 6/20/2016
pendor D E‘l Wildcard Search
_| o . ) Search Results
Vendor Name - Enter * to initiate a wildcard search that will _
|oFFIcE" v I | d ith onl ; Hit List
T allow you to locate documents with only part o ) ,
pruoice Humb = ' . The viewer will
‘ the keyword (e.g. enter Office* to retrieve all .
Invoice Total El dISplay a”
| checks for vendor names starting with Office). .
Invoice Date El w retrleved
# Full-Text Search & Fi d documents
earc H In
Search Tt © . ' .' based on the
| | After entering all applicable search criteria, o
0 Note Sech _ P _ search criteria
ol Seare click the “find” button to retrieve the
(B, et Semch _ entered.
appropriate documents.
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OnBase

Training Resources:

Training e Premium: End User Training (Unit

Custom Queries & Personal Page

Custom Queries

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

B O\ E E=] Envelopes
E=N _
(D Query History
Custorn | Retrieval File ;
Clueries Cabinets E} My Checkouts

Documents

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

m . [, Custom Cuenes (2 Envelopes F,{' Document Handle 1 Bl s @ (ii -__';- ;h-- m @-

e Yehon fm:m O, Retrigval (_‘-?Quely”iﬁoly {{] Centified Recards T Impon iy il w;m.l' K":.I =l =}
Page - P [ File Cabunets = My Cheshouts Aap (B Templates b e ‘:’f '""?'“‘1 T"’""'“g
Favurites Dotuments Geglon.  Creale Dashboards  Inleinal..

Custom Querles ¥ Commercial Loan File Search

— = ~
[p...;.- x ] Commercial Loan Document Search I

i Connmersa Loan il Seach Enter the Loan Type, Loan Number andior Company Name lor the Loan
L S e TR documents you are looking for, and then click the Search button below.
e
] U Lot S Laan Type %MQ L
S ikt Shocrold Loan Mumber
O, Deposit Account Search Campany Name
R enbiication Search
£2Y ResidentislLoan Fie Search
: It you need assistance, call the Holp Dusk ol oxt. G065
q test
B e s EEEEETTTTTTES—
Werih Year >

Su Mo TuWe Th Fria

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.

Personal Page

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

gﬂum

[2+  Add To Personal Page I
"4 Add to Tile Groups |

:::-‘- CU - Loan Fresearcm

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”

ﬁ El (G, Custam Queries [ Enve *:. [ Frems @ -i:;.. |;] m ﬂp
! ; C, Retreval Cuer, y G Certived Records = import |“_-_f" = o Bkl Y ] Sl
(0 P " B Ot i T OO MRS eton Koot irapey Ty

Dotuments Geolo... Creste Intemal.

Intemal bigi  Tilet x

LN - Manager Review

A0HN ADANS

o o A

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.
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OnBase File Cabinet & Folders

Training Resources:

Training e Premium: End User Training (Unit

e Cabine Folder Tab Find Folder Tab
e File Cabinets butto When the Folder Tab is open you Use the find folder tab to search

0 e Home Ribbon to will have access to the Find Ribbon for a specific folder. It is located
Folder Tree avigate to the folde Group and all the commands under the folder tab and on the
The folder tree erface generally specific to folders. top left of the ribbon bar.
displays the
different filing e
Horme
cabinets that are
g = Envelopes ¢ \= “
available, and O [ : N 0‘ D Query History E [E Q’ L_-F'] S m S [ [®
’ Home Personal Favorites  Custom Retrieva File Forms Impor‘t Templates  Dashboards Mailbox Worlflow My Reading Batch Batch Document
- Page - - Queries Cabinets My Checkouts Groups - Scanning  Processing Tracking
EXpandS to aIIOW Favarites ocuments Create Dashboards | Internal Mail  Workflow  Knowledge Transfer Imagin Trackin
you to browse the | F[:Ider Tree # | Document ri:d:o::”_r
. 5 HR - Audit Page # Folder Type
documents in the 4 5 HR File Cabinet HR - W-4 for JASON KNIGHT - 1/12/2017 1 = :
d — - — = |;:. HR - Employee Information Vil
4 2, JASON KNIGHT (Employee File: 3190) - ~ 2
Selected folder [*] Applicant Information g ~ &
[ Correspondence :L A Keywords
|1 Employment Documents Form W-4 !2007) e v _ovde e s fern IES Ertemac Lo o e g' Name El
EE‘I RM - Employee Records File Cabinet P Gompee o4 e B L e T :;_-::;:-my;u": o ;-;'-:m 3 | |
comect Fodoran o e oi], Gemeraly, you may clm allawances you are enities 5 caim g
e S o o e et . o s U e RO oy o 2 : Employee ID [=]
wintisding sacn han Gt U o Sia whan 3l Slowaces are cines on e
— B Fof ma SEEASERLS BRITRRaESS | e et
7 exprs Fetesiey 16, e Pun. ses. Lot T i e e e e practiocs for Form 8233 e
Missing Document [] Selected 1 of 3 Document(s) # l:i-ﬁ:"‘f;;:'%%m %’ﬂﬁ&m“gﬁﬁ mm’:‘”““ o rem it octUmentivicwen
come o 8 craqn may be chimed k 188 Pub 919 1o 18 how the dalar
_ o Ay e e e e e T The document
When configured, [ i el eyl 1
e & B T, SE e i T e S S ST [ ot viewer displays
folders can mark N T ———— R o o e g
. . [n HR - W-4 for JASOM KNIGHT - 1/12/2( — Imn—mm-mm|“ t e docu ment
all missing Direct Deoocit Form - Not Foun A T T o ol oo ot ol 100 0 8 VUM + < s s x e s e Pyp—
, e ost Form Nt Four R B e e selected in the
documents INa @"’ Eme  Medical Information - M i 'Twﬁmammumm:'slmhm:ﬂmm;::
“1° for your spouse. But. you may choose 1o enar “.0-" il you ae o 2 working spouse or
. e thin o ot [Entenng *-0." may heip you aveid having fon e tax wilbhel) . L L L. . [— folder tree.
different color, so D e et s vt | & —
F ru.r 17 if you have o1 least 31,500 of chidd or dependent care expenses for which you pen to clam acrect ., F
y T A
glance specific < I ; e 1 et o o o - s g ey e e or e :
M Acd ines A tvough G ana omer total hate. _mmyummnmw‘mmwﬂﬂmm L J—
document mISSIn [E— ..,.m..,.;,. aﬂywp-nmm-ddmmm 1o income nd want 16 feduce your withhoidng. see the Deductions.
G | 57 Retated Folders v T | e St St ottt ety St ¥ Results
LS # | neitter of the above stuations 3 hare and enter the sumber from line H on lne § of Form W-4 below.
3 Child Folders ¥ o Cul e and give Form W-A 4o your employ:. Kesp the tep part for yous recard- v Close
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OnBase Working with Documents

Training Resources:

Training e Premium: End User Training (Unit

Add/ Modify Keywords History
Selecting the ribbon command or the command from the right click Either the command on the ribbon or the right click command will open the

menu will open the Add/Modify Keywords task pane for the selected Document history dialog box which includes information about all actions taken on a

document. Depending on your rights and the document type, you will selected document (ie: viewing, updating keywords, etc.), including date and time of
have the ability to view and edit a document’s keyword Values. the action and what user preformed the action. Workflow History is also included.

Re-Index

Home  ContractMalsger  Expense Report Management L@ Employee Lifecy inc enc agement  Bricfcase [NTIGEAEN Signatures

Y2 Re-Index N [ — — 1 #q . IJil .
Cross References £ Q e AR e o ] o L Either the
Keywords »ss-References| Disc d Compose Generate Start a ‘ View Notes Discrepan: Letter Note Approved Call Note —| DEIcre oy
To. Document Packet Discussion (= Check Out - List paney e *| Mote Options

The Cross command on the

References task

tion Adtions

C'C\ Search Results: 1 of 18 Document(s) Selected

Notes

G, Document Rew. _val

ribbon or the right

# Document Typ 's and Grou|

pane can be opened [<a>

Type e - click command will

['4 AP - Checks O] - = - . _
for the selected E - credtmedo : ) P -~ | display the Re
4§ AP - Direct Pay| orm i q
document by @ 40 - Email Notftions _ c s o AP - Checks 206 index task pane for

.. . = AP - Inveices ; %
CI|Ck|ng either the 11 AP - Naviant Gl Coding Form v @ w] View NotesList

CheckforB _
[} Show/Hide Notes in Vifiver

AP - Checks 6/20/2016

oice # 4220

the selected

voice # 6220 AP - Checks 6/20/2016

document. This
P e #3220 =n| 1 P pane will allow

r|bbon or the r|ght # Keywords and| Date Range &
From | T -lm

A Document View (F]  Revisions / Rendition:
Check for PHONE (= Check Out

click command.

~ — Redactions 3
. Vendor ID =] _— = AR
From this pane \ — ' | modification to the
documents ncertin El B e deence el 664 keywords
. Invoice Number =] o B Composs Duciment AR .
configured as cross ‘ F B GencratePacket e 3 associated to a
Invoice Tota B £ | Decusions Dace _2/7/2012
references can be ‘ ‘ @ Pronerties ate =L S22 document.
Y9 Re-Index
automaticall Invoice Date = [ Creste Lk Report | 2,940.00
i Y ‘ ] Pay to the J| Generate sV File ACK $ d
retrieved. Fo e E‘l ES)  Show Folder Locstions
¥ Delete Document
PO Amount =l _TWO T@ Scan More Pages IREY BND 00,000 e
# Full-Text Search & 1 Open in Thumbnail Viewer
Search Text: () FIRS I SendTo v -
‘ | Ty 44]  Perform Full-Page OCR Processing .VI O l d
[] Note Search T B Workilow R
451 WorkView 9
8 Totsmc NEEIRL S e *373000* EEL +* 0000294000
Find = 4 Clear Customizations v

Y Toggle Column Filters
A7 Clear All Column Filters
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OnBase

Training Resources:

Training .

Premium: End User Training (Unit

Notes, Annotations & Highlights

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.

atsicn

Invoice-#2110 PO #G60) for DFFICE SUPPLY WAREHOUSL, $200,65 on 1/7/2012 (SENT TO ERP)

= Note (Green)

o)

TS
T —

INVOICE

INVOICE NO: 2110
DATE: January 7, 2012

To:
9-Second Foods, Inc.
19000 Quickly Circle
Columbia, MO 65201

Amount AFF- Offer
MNote (Green) Discrepancy Letter Note =
MNotes
Notes -
e
Amount APE)IIEr G
Discrepancy Letter Note Approved

Clﬂ'im

Caif :ote

Collected Claim Write Off
5= A\
Disputed HOA *
Invoice Email Adjustment
! @ I IJE’nager
nvoice Line Exception Approved
o o
Mew Address MNew Vendor Mote (Blue)
WoTE -
DRAFT
Mote (Green) Mote (Crange) Mote [Pink)

[EpES
Qieomou  EFToWith

fn
Qe Towidth - [Fit ToWindow | poges 0

Office Supply Warehouse

8879 Blue Street
Denver, CO 80002

Ship To:
Same

Annotations &
Highlights

e s m
Amount APP- Offer
Note [(Green) Discrepancy Letter Note

ﬁ

Motes

Annotations and Highlights are available
in the Notes gallery when an image

Highlights

H igEI igh!er E

Green

Hig:lighter E

Orange

HighlightLr E

Pink

document is opened in the viewer.

=

Highlighter - Peging

. ) . . Yellow Automat... Redaction Pen
Similar to notes, select a highlight or A
. . rmrows
annotation, then click and drag where -
you would like to place the marking on Arm'
. Annotation
the document image.
Ellipses
@
Resize by dragging one of the boxes E"‘-’;ﬁ.e_
. Annotation
along the edge of the annotation.
. . . Overlapped Text
Saving is automatic. N
AN
Overlapped
Text —
# F QF-NE S XL O 0 s L .
Vot oo S @, 0L St S G gty DO et Vel | W™ S lmaae w1
kevol . ‘r:- OFFICE SUPPLY SEHED 00 25 -.:’. TO £RF) N EW"WI
Office Supply Warehouse
8879 Blue Street
Denver, CO 80002
INVOICE NO: 2220
DATE: February 4, 2012
To: Ship To:
9-Second Foods, Inc. Same
19000 Quickly Circle
Columbia, MO 65201
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INEEERE])

Training Resources:

OnBase

Training e Premium: End User Training (Unit

Image Tab Toggle Thumbnails Transform Ribbon Group

The Image Tab allows access to The Toggle Thumbnails button displays Reorient pages of the document

buttons to resize and reorient an and hides thumbnails from the right

image or PDF document. panel.

by using the degree rotations or
the flip commands.

e .9

Document Signatures

CHOERE D e | &

G RPORATE BRANDING PRACTICES - 2018 - 12/1
@, Zoom In

Dﬁl DJ < Flip Horizontally f. r‘ H
- + 3 Flip Vertically @&, Zoom Out [3] Fit To Width =

[=] Actual Size

Selection  Hand  Previous Nedt  Previous Next Toggle
Zoom | Tool Document Document  Page  Page [© 607ToPagel Thumbnails

Navigation

Rotzte Rotate Rotate — Edit  Toggle Redaction
Left  Right 180° Save Flip & Rotatio Q| Fit ToWidth  ~|[EQ Fit To Window Mpages  Overlay  Bitmaps

Transforms Scale o dify

CORPORATE BRANDING PRACTICES - 2018 - 12/19/2017

Document Tab

When a

document is L )
. o Navigation Ribbon Group
retrieved, it is . .
: . Use the Navigation Ribbon Group to
displayed in the : "
maneuver to different pages within the
Document
' document.
Viewer. The

document will
open in the
Document Tab by
default. In order

to access image

specific 9 - SECOND FOODS, INC.

commands the

Corporate Graphics and Communications

Image Tab must

be opened.

= 8P

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.

Modify Ribbon
Group

The Modify Ribbon
Group allows access
to the Page Editor
and Document

Separation (See

below).
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OnBase

Document Separation Tab

Training Resources:

Training :

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).

End User Training (Unity)

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.

CORPORAZE BRANDING

[] Select All Documentsl (KAl (“rl [=1 #[]Rotate Left

[ ) [ Rotate Right!
split  Join Cepy
- B - iJFip-

Modify
—

File

bl [=!
Save and
Close All »

Apply

(% Kx
Delete  Delete
Mode  Selected

Delete History

Expand / Collapse
@, Thumbnail Settings
View

Keywords

nnnnnn

Page

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

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.

| Drop page(s) in a blank area of the Separation Workspace to create a new document

| 'CORPORATE BRANDING PRACTICES - 2018 - 12/18/2017

=
Styke Sheet Guide

display the keywords
panel. Keywords are
inherited from the
source document
and should be
updated.

Page Holder

Pages can be dragged
and dropped into the

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 for later
use. To remove a
page from the Page
Holder, click and drag
the page into a
document in the
Separation

Workspace.
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OnBase

Saving, Printing & User Options

Training Resources:

e Premium: End User Trainin

Unit

Training

o 5

Send Compose

To- Document Packet

T

Generate Start 3

Discussi

&2 Mail Recipient (a5 Link)
% Internal User

c.? Copy Hyperlink

@ Briefcase

EI- My Personal Page

0y Tile Groups

=] Envelope
.')-_[] Reading Group

E

Create New Document

‘ Separation

% Mail Recipient (as Attachment)

The “Send to File”
menu will open in
the Task Pane.
Select the
appropriate file
format, directory
destination and

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.

Send To File

&

Save

Document 1 of 1:

Invoice-#1220142 for COMPUTERS

ARE US, §854.40 on 2/4/2008
(POSTED TO ERP)

Send All Pages
apply any additional ‘ Send the entire document

setting. Once you
have selected the
options that you
need, select the
“Save” button.

.

Mone

File Format of Attachment ®
Default/TIFF Format
Send file using the default file format h
Settings
- ‘
Pages: @®
Mote Options

File Name:

||rwoice- 1220142 for COMPUTERS ARE US, B... | B

Directory:

| Ch\Users\Admin\Desktop

=]

Apply Settings to Subsequent Documents

Close

R

Send Compose Generate
To~ Document Packet

Start §
Discussi

7 Q

Printing

% Mail Recipient (as Attachment)
c.? Mail Recipient (as Link)

% Internal User

c.? Copy Hyperlink

@ Briefcase

EI- My Personal Page

Ay Tile Groups
(=] Envelope
.')ﬂ Reading Group

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”

@;] Document Separation

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.

option.
Print
Print
Egﬂ Copies: 10
Print
Print To...

Hyland Software Virtual Printer
Printing Device

v

Print Format

Printer Properties

|{ Default >

Settings

r Print All Pages
' Print the entire document

Pages:

| Portrait Orientation

| MNo Overlay

m@ Grayscale

- [

23

7

OnBase
-

] Applications

o>

Open in New Window

OnBase Community

Troubleshooting 3

User Options

Select User Options from
within the application
menu, by selecting the

v File option in the top left

Ny
Do

User Options I

hand corner of the
application.

@ [ [

Help

Administration 3

Change Password

General
WorlView
Approval Delegation
Document

Document Import
Imaging
Lecal Data
Frinting
Retrieval Date Options
Revision Control
Service Mode
Signatures
Workflow

General Options

Cenfirm Exit/Logoff
["] Enable Animations

[C] Motify on Mew Mail
Internal Mail Refresh Rate

Search Options

[] Automatically display decument viewer with search results

[] Allow case-sensitive sorting and grouping of search results

| Save | | Cancel |

Mote Options
MNane

Jd

Current Revision
Print the current revision

Best Fit Scaling
Fit the image to the page

Job Settings
|I§é None

[] Set As Default

| Close

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.
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OnBase
Training

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.

Keywords

Working with PDF & Office Documents

Training Resources:
e Premium:E

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.

Revisions =
Amount App
Discrepancy

N

X Delete
Stata View Notes
Discussion (= Check Out Viet

Send
To-

=t

Compose
Document

Generate
Packet

Cross-References  Discussions )
() Properties

- Offer
Letter Note

Approved

(3

Delete
Mote

Call Note H

Privacy
Options

Information Actions
e e

Motes

DRAFT DAVIS AGENCY NON-DISCLOSURE AGREEMENT 1/19/2017 (Contract #: 570) (Rev: 2)

Revision 2 of 2
Latest 1/19/2017

%‘ 5 Pages

Insert  Design References  Mailings OnBase  Q Tell me wh 9 Share

g 56t A A L Find -

Bc Times NewRo - (16| A A" | A= | @ pagbceDe Aagbeede | AaBbtl aaebce AAD assbcer acsbeene assbecne acshcco hoe

FR) Copy -| 8 Replace
Paste . Al nio C%0 Mo ! ) e
G L I U-asx, x A-%-4A TNormal  TNoSpac.. | Heading 1 | Heading2  Title Subtile  SubtleEm.. Emphasis IntenseF. 5| gy

Clipboard ] Font Fl P: h Fl Fl Editi

ipboar P on ® aragrap G Calbri (Body) - |14 = & A ¥ A‘,". [ iting ~

B I U¥-A- v 3= - styles

NON-DISCLOSURE AGREEMENTI

THIS AGREEMENT (the "Agreement”) is entered into on this Thursday. January 19. 2017 by and between 9 Second Enterprises, located at 122 L
Davis Agency located at 92244 Pinegrove, Boston, Ma 59632 (the “Recipient” or the “Receiving Party”).

The Recipient hereto desires to participate in discussions regarding Boston (the “Transaction”). During these discussions, Disclosing Party may
Therefore, in consideration of the mutual promises and covenants contained in this Agreement, and other good and valuable consideration, th
parties hereto agree as follows:

1. Definition of Confidential Information.

(a) For purposes of this Agreement, “Confidential Information” means any data or information that is proprietary to the Disclosing Party and n
form, whenever and however disclosed, including, but not limited to: (i) any marketing strategies, plans, financial information, or projections,

results relating to the past, present or future business activities of such party, its affiliates, subsidiaries and affiliated companies; (i) plans fer p
scientific or technical information, invention, design, process, procedure, formula, improvement, technology or method; (iv) any concepts, rep:
tools, specifications, computer software, source code, object code, flow charts, databases, inventions, information and trade secrets; and (v) a

© U4 >

Bg
&

confidential information of the Disclosing Party. Confidential Information need not be novel, unique, patentable, copyrightable or constitute a

Party regards all of its Confidential Information as trade secrets

2. Disclosure of Confidential Information.

Paste Options:
Py

0
Expand/Collapse *»
Eont...

Paragraph..

Smart Lookup
Synonyms 3
Translate
Hyperlink...

Mew Comment

rade secret in order to be designated Confidential
The Receiving Party acknowledges that the Confidential Information is proprietary to the Disclosing Party, has been developed and obtained through great efforts by the Disclosing Party and tha

Right Click Menu
When working with
a PDF or Office
Document the

44240 ( the” Di

y information
r of which is hel

standard OnBase
right click options is

e public, wheth
zes, business pls
customer or su
'orks-in-progres

unavailable. When
right clicking, the
native applications
options will open
(Microsoft Word's

menu is shown).
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Document Imaging- Scanning

Training Resources:

Training :

OnBase

Premium: End User Training (Unit °

Quick Look: Scanning Tips and Tricks

Configuration Ribbon Group Pre-Index

Allow users to select the scanner

No Index

Select no index Select pre-index when scanning batches of

Scan

that will be used for scanning documents with the some of the same

. when scanning in
Scan in individual &

and specify settings for the

batches that contain document properties which will be applied

or large batches

scanner, documents and file to the whole scan batch. This scan mode

different document
types.

of documents to : . : " ! .
compression. will always require additional indexing.

convert paper
files into

e

File Home

OnB
HR - Employee Li

%

Manage Global
Scan Formats

electronic image Full Index

Briefcase

Contract Manager

G 'S
] ® A
Scan  Scan From  Sweep Refresh

Disk List
Capture

Expense Report M “ment

G &

Manage Scan  Select Scan
Formats Source

m Tracking Vendor Manage nent Capiffre

documents. Select full index

a
»
Batch
Processing

Layout

when using bar
codes or if no

Configuration Administration

Scan Queue

Limit the

document types
that a document

Batch Scanning

Scan Queue

Find

AP - Direct Pay (AC) [4]
AP - Vendor Invoices [0]

Document Type

|AP - Direct Pay Form

manual indexing
is needed.

could be AP - Vendor Invoices (ICAP) [1] Scan Queues Pane

classified to and AP - Vendor Invoices (IDC) [1] Select the scan queue that
HR - Emergency Medical Forms [0] . A Keywords Q el

defines additional HR - Employee Documents (IDC) [0] you would like to use to scan vndord Index Pane

processing on the HR - Onboarding Decuments [0] the batch. | | This panel allows
HR- Hiring Documents (AC) [0] Vendor Name : _

document (e.g. Import 9SF [0] [ v P for indexing,

bar code MNAV - AP Invoices [0] U Street Address which is the

. MNAV - Vendor Invoices (ICAP) [0] | | ﬁ

processing). H City process of

Batches & | & classifying a
State

Batch Pane Batch # Batch Mame Scan Date Status Total Document: | ‘ ¥ document by

= ST m T m T m ST m . Zip Code ety
assouatmg It

Recent scan 288 10/19/2017 - MANAGER 10/18/2017 12:34 PM Awsiting Index 1 | | & o 4

batches and their 289 10/18/2017 - MANAGER 10/19/2017 12:40 PM Awaiting Advanced Capture 1 |Depa't"‘e”tN“"‘be' | & with keywor

current status will 290 10/19/2017 - MANAGER 10/19/2017 12:40 PM Awaiting Index 1 ’ values.

be outlined in the 201 10/19/2017 - MANAGER 10/19/2017 1:11 PM Awaiting Index 1 ¥ Options

Batch Pane.

Scan

| | Sweep |
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OnBase Document Imaging - Import

Training Resources:

Training e Premium: End User Training (Unit

Document Viewer Layout
Browse

Import Ribbon The viewer will display a preview of
The ribbon contains content the document imported into the
sensitive commands specific to system to provide easy access to

Browse the documents on your
computer and import them into the

OnBase system to be indexed and ) e
working with imported documents. important information needed for

indexing.

archived.
Document Type
Document Types

Home  Contract Manager _Expense Report Management : - Employee Lifedf cle Sys rManagement  Briefcase

group documents

Wlth Slmllar Browse Acquire Im;;ort Cancel | Move Move Remc".-e Remove Rotate Rotate
. . Up Down All Left Right
characteristics for Import Import Pages Transtorms
. £ Import Lﬂ_‘:a C:\ISF\Demo Data\Accounts Payable\AP - Invoice Support Docs\Check for PO_989_Invoice #_1440_Check Amt_939.82_Check Date_04-10-2008_Check #_674.pdf
more effective bocument Type Croup .
indexing. Document Type Index Pane
AP - Checks
|r-'-“~- This panel allows for indexing, which is
PDF
Keyword Value Document Date T
y . Py the process of classifying a document by
A keyword is  Keywords associating it with keyword values.
specific value that Vendor ID -
P . . | | Check Total 959,00 19.18 939.82
helps to identify Vendor Name
. | |¥
documents in the Invoice Number
| |
SyStem for easy Invoice Total Second 07’01 674
. | | 5+103/410
retrieval. — FOODS 19000 Quickly Circle 3
nvelce Date ] Columbia, MO 65201

Dare _4/10/2008

PO Number

| |
Import |POAmount Pay to the Order of COMPUTERS ARE US *AutoFill Keyword Sets

After indexing PO Date AutoFill Keyword Sets help to increase the

- S EE
Al |Che.:kAmount | NINE HUNDRED THIRTY-NINE AND §2/00

with the available ' | FIRSTBANK

Check #

speed and accuracy of indexing. When

configured, manually enter the primary

information, click ' |

CheckDate . Ean keyword and press tab to complete indexing.
the upload 1ZOLA00R 202 L1373000¢ E&7L «' 0000093982+
button to finish 4 e ‘ ‘ X conce |

the process.
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OnBase Unity Forms & Virtual Print Driver

Training Resources:

Training +  Quick Look: Let's Play Unity Forms
e Premium: Unity Forms Introduction

Unity Forms Virtual Print Driver

In addition to importing documents into OnBase, many users use To import a single document directly into OnBase from any
Unity Forms to start WorkFlow processes, such as a time off request applications print function, use the Virtual Print Driver.
or an expense reimbursement process, within OnBase. Fyw ”
—T When logged into OnBase, open the

¢ || et Pric document that you want to “print” to

ax

icrosoft XPS Documen .
: Em,m,sm.evm.pm 1 OnBase. Select Hyland Software Virtual

Microsaft Print to PDF

E‘O\ O\ f-d Envelopes =
— = (5) Query History =2
Custormn  Retrieval File Forms §lmpeort Templates

: ! 3 7 > Printer from the list of printers and click
Clueries Cabinets E} My Checkouts - ca rt — .
e e print.
Documents Create Commert
Page Range
. . . @n umber of gopies: 1 1+ H H H
Forms are available from the Home Tab in the Create Ribbon Group. - Oopmray | | B An import dialog box will appear. Select
In the Forms layout there is a list of all forms that are available to a e owmiirren | #9289 | the appropriate document type and fill

page range. For example, 5-1

in the required keywords. Click Upload.

user. Select the appropriate form, and fill in the field values before
clicking the submit button.

I R

L]

[ tveloper e | =) o F » ‘% (A L ]
iy oty } |..€.1 fﬂlv;?du Dnﬁ.* Ez w:%:lw A:f:d gl E u;cmh DNL.?; L‘ é" oo (?’S" "IE "*"' ””"Cm “ ““H E;:;
{5 My Coeckonte ¥ Mitgermert« Goum  Scannis Pioceing | Ticking ot — e i B
Create Euthbairds | inteira Mk waiktiow Enueedge asater imaging Rucking = = = =
e s - ; o Knpudecoe asate . ] T Import F o Spool 4AD3IZACAC
L Davost Document Type Group | Guide to Enterprise Content (ECM) | Document 101 - Naviant  Page 1 of 4
d = <Al -
T Direct Deposit Form — g =
p FieType =
£ et Conge s w— v 4 .
oo e NAGDNT
2 s 2022017 -
&7 e megeney Medial Marme Esngloyes ID -
a | | 7 Kepveres @ (.
L-'g_)»n Emplores Evilistion (https://naviant.com)

] 1 DECLINE Direes Depasic

W i Guide to Enterprise Content Management (ECM) |

: Document Management 101 :

Ji ¥R - inciders Coun

You have questions about enterprise content management (ECM). “What is ECM?* "What can

{5 2 - Pertermance lmprevemmens Plan Regust
ECM do?"“Can ECM really help me save time and money? Everyone says their ECM content

F - Sudtsmanca R ! Bank Name management solution will save them time and money.” “And everyone says they do the same

VR - PO Request | ) L | - thing”

g - Tiras 8 Baquest Deposit Aonnt Our ECM Solution Guide is easy to read, simple to navigate, and walks you through the basics,

A [ || ] from the different types of ECM through the benefits of implementing a carefully considered,
8 Saparation Foem

strategic solution. Its designed to fortify your research and strengthen your understanding of
# Naviant ‘what a smart ECM solution can provide. We nail the basics, give you a lot to think about and
fe Di- Dperse Regent help you move to the next level: building your ECM solution.

PP — Acen e ey o move,Busines roces . ECW expert vt can et you
[E] Vendar Cantract Request fom By signing this farm, | am agreeing te an elecironic meshod of signarure my #cep of the terms and conditions. navigate through your entire ECM journey.

¥ Options
# Vendor Management System Sgquanx

= L8 . ‘What is Covered in Guide to Understanding ECM
Vendor tualusbon form [ ) - + Understanding the Three Types of ECM
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Workflow

Training Resources:

OnBase
Training -

e Premium: En

Pre-Installation: Welcome to OnBase e Preparing for Workflow

ser Training (Unit

Task Ribbon Group
The task ribbon group is made up of ad hoc tasks

Life Cycles
A lifecycle represents a business

Apply Filter
Click to select a pre-configured custom query to

process within OnBase. All Life apply to the Inbox pane. Filters can be used to that allow a user to take action on a document.

Cycles available to a user will sort or limit documents that appear in the These options will change depending on the stage

display in the Life Cycles Pane. inbox. of the business process that the document is in.

Signatures | Queue Administration

Document  Image

Workflow Et\oseThlsLayout [Ty [£‘ =4 Take Ownership 04 Workflow
| oy [ [ 4 = X7 &
Q [E Secondary Viewer =3, Release Ownership R.bbon
Chang Refresh | Apply |futo  Overide | Route Edit/View  Submit for Submit for Reject Mesds  Sendto
ueues ayout . [r] Primary Viewer Filter- |Vork Auto-feed | em. L ExecuteScript Task - UDictribution  Approval  Multiple Approval Review Exceptions !

Actions Tacks It

Layout Vig ..,

Contains context

Workflow queues

Primary Viewer

represent the earch sensitive
&) AP - Invoice Eform Processing
[% AP - Invoice Processing

@) Initial (0)

Invoice-#44053 for STAPLES, $1,340.00 on 7/4/2014 (PROCESSING)

state of a commands

-

=

&

s
UoipeIaIu| 350

User Interaction Pane

document within specific to

The tab will expand when a task requiring user

the respective working with the

Life Cycle. A interaction (e.g., e-forms or question boxes) is documents in

? Review (0)
A\ Invoice Bxceptions (3)

executed. When the task is completed, the tab

Specific activities the workflow

will no longer be displayed.

take place in each process.

queue. (412) 977-2248

c@ AP - Naviant OCR Invoice Demo

BILL TO: SHIP TO:
I § APP1- Job Applicant Screening HYLAND SOFTWARE INC. HYLAND SOFTWARE INC.
2. aPP2- Job Applicant Interviewing 28500 CLEMENS RD. 28500 CLEMENS RD.

WESTLAKE, OH 44145 WESTLAKE, OH 44145

Document
Related Documents Folder

The Related Document Folder contains ‘m_

documents that are linked to the -~ h

Inbox Pane

Entry Date

Viewer Layout

The inbox lists all The viewer

the documents

displays the

Invoice-#2813308004 for
VENDING SOLUTIONS, $443.74
on 5/2/2013 (PROCESSING)

primary viewer document with at least

10/17/2017 3:52:49 PM

EA
EA
EA
EA

that are currently document

in the selected

queue’s stage of

Invoice Review (GL Coding)

the business

& Inbox Nt Related ltems

[ Process Flow

process.

2 ltems

one common Keyword. Related
documents can be opened by double-

clicking on the documents.

selected in the
inbox.
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OnBase WorkView | Case Manager - Filter View

Training Resources:

Training » Quick Look: WorkView| Case Manager

Filter Application
A filter is a query that displays objects An application is a custom configuration created using Tabbed View
in a particular class. Filters can be used WorkView that manages data-driven and transactional Navigate between open

to return objects based on fixed processes. Applications configured as “always on” will Filters using the tabbed view

attribute values or can prompt users appear as a tab in the ribbon. above the filter results.
for additional search parameters

Home  ContractManager  Expense Report Management ; m Tracki eme Filter Results

2 Bt & . E & ' '
E'- O+ & Reset Filter Settings Collapse All Q) Print Preview Bl The viewer WI”
Open Create Delete  Addto Add to Addto Save Filter Exportto Compese  Refresh Retffveall  Displayas
Favorites Personal Page~ Tile Groups+ | Settings [’ Display Column Choeser Excel  Document e} Dashboard h I t f ”
General Favorites Settings Subfilter Print Export Refres| Dashboard SNOW a lIst Ot a
o) i
0)Vendor Management X the ObJects found
7 riite Product Search
1 TS H
via the selected
A 4 Vendors B Vendor Name Vendor Type Description Primary Vendor Contact £ Vendor Status )
7 vendar [Searchi o o] = = . = . f||te|"

7 All Vendors (30)
' Product Search

Develops the ECM Suite known as OnBase. Solves business
17 HYLAND SOFTWARE INC. T & TELECOMMUNICATIONS problems related to doc management, case management, Steve Tillman PREFERRED
business process management, tc.

«

45) Contract Management ESs

JOHN ARROW APPROVED

BARACUDDA FIREWALLS IT & TELECOMMUNICATIONS World class firewall software

o

45 Risk Management

MARK GRIMES APPROVED

BECHTEL ENGINEERING

shipping

45 Incidents

PHIL SIMONE APPROVED

o
—

PHILS LAWN CARE CO. PROFESSIONAL SERVICES Lawn care company in Westlake, Oh.

Object

‘8 My Custom Filters BES TALLMAN SOLUTIONSLTD  IT & TELECOMMUNICATIONS Case Management solution provider. APPROVED . .
/5 Evaluations %S DERRICK'S EMPORILUM BUSINESS PRODUCTS & SERVICES Dersick’s is the new proposed vendor far our kitchen supplies APPROVED An o bJ ectis an
We need to find a vender for our growing needs for server .
il 208 SERVE-A-LOT BUSINESS PRODUCTS & SERVICES L APPROVED instance of an
Filter Bar Paula makes the best donuts. We should make her the vendor of
. aula makes the best donuts. We should make her the vendor o 5 .

Filter b 20 PAULA'S DONUTS BUSINESS PRODUCTS & SERVICES choice for donuts during Manday Marning Meetings. APPROVED appllcatlon
liter bars are 233 PEACH'S sskdjncdsaj APPROVED Obiect i
Sed to gro Compass Logistics picks up and delivers anywhere in the JECLS consist 0

u group 64 COMPASS LOGISTICS FLEET & MINOR LOGISTICS SERVICES  cort! ! FRED THOMAS APPROVED

ontinental United States, h . d . . d |
related filters Empire Building designs and constructs land and sea oil the individua
66 EMPIRE BUILDING BUSINESS PRODUCTS & SERVICES platforms. They also assist in the design of specialized EMILY ANDREWS APPROVED .
h squpment. data attributes
tOgEt er. Is an organizstion who teaches the knowledge and principles .
related to the professionsl practice of sngineering. It also
67 ESOL TEACH TEC ENGINEERING provides a service which allows our engineers to renew their STACEY PETERS APPROVED pertalnlng toa
certifications. It includes the initial education for becaming an . )
engineer given object
Fast Travel is a convenient and speedy service that provides .
6 FAST TRAVEL TRAVEL & ACCOMMODATION customers with easy access to availsble hotel rooms, airline CHRIS JANSON APPROVED (t hink of a row of
fickets and rental cars. |
69 GLASS REPAIRS CO. PROFESSIONAL SERVICES ROBERT KINGS APPROVED
Glass Repairs Co. is an automotive glass and claims management d atain an Exce |
company based in Cleveland, Ohie, United States.
L] HIGH SPEED PROFESSIONAL SERVICES High speed interet provider. FRED SPORTS APPROVED worksh eet) .
7 LABOR FORCE PROFESSIONAL SERVICES \L,f,b"’ Force provides temporary Isborers for any type of work. CAROL WALEN APPROVED
orkers are polite, attentive and ready to work.
Custorn and specialty magnets can be created and purchased
7 MAGNETS UNLIMITED BUSINESS PRODUCTS & SERVICES from Magnets Unlimited. They conduct high quality work and NICK RICHARDSON APPROVED
- - _— S ___rracanzhle nhcec S— S— _— S

Currently viewing 30 of 30 records

£\ Notifications (0)
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OnBase

Training

WorkView | Case Manager - Object View

Training Resources:

e Quick Look: WorkView | Case Manager

History

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

Object View

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

® o [ |

Vendor | Tasks

Save and Close Copy Object 2™~ [0\ Subscril F9 Folders | “Compose () Discussions [ Print 1.4 A N [\
(S SaVeEand MEW™ () Add 1o - .3 Send Documents \port 't.J Start a Discussion () Print Preview g N v v
Save Refresh = First  Previous  Next Last
¥ Delete |E| Forms - Object Object Object Object
Actions Documents Discussions Print MNavigation
General Product  Contract  Performance Incidents ~ Additional Contacts ~ MNotes & Tasks ~ Administration ~ Subcontractors ~ Demo Admin

Vendor Name: HYLAND SOFTWARE INC.

Vendor #: 117 Vendor Type: IT & TELECOMMUNICATIONS Account Owner: Tom Davis

[ vendor Details
Vendor Name Vendor Type Account Owner,

r .

[FEYLAND SOFTWARE INC. ] X | IT&TELECOMMUNICATIONS e =]
Address 1 Address 2

[[28500 cLEMENS RD. | | |
Cil State. Zin Code

|||WESTLAKE | | fon | | fparas | |
Phone Fax Website

[(22017885000___] || ] | [wwwhYLAND.COM |
Description

Develops the ECM Suite known as OnBase. Solves business problems related to doc management, case management, business process management, etc.

Primary Vend Foantant

Full Name Title Phone 1 Email

Steve Tillman F1Q, ‘ |Accoun‘t Manager ’;_.]| |(440}7BB-6285 ’;T]| ‘sleve.t\'llman@onbase.com l;]|
Point of Service

s+ X
O Location Name Location Location Phone
HQ 28300 Clemens Rd. Westlake, OH 44145 440-788-5000
< >

1-10f 1 records Show|[100]+] records

Tags

Please provide commeon search tags (In a comma separated fashion)
Vendor Management, ECM, Case Management, Document Management

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.

Attributes
An attribute is
information that

defines an object
(Think of Column
headers in Excel).
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OnBase Reporting Dashboards

Training Resources:
Training e Premium: Reporting Dashboards

Full Screen Option
Select any dashboard Item and Reporting Dashboard Ribbon
make it full screen by selecting the The ribbon contains content

Tabbed View

full screen button in the ribbon or sensitive commands specific to e

double clicking on the item. working with dashboard item. between open

dashboards

-]
File Home [T oo Management ___HR - Em y Management B

G e s NG S @ > 8 S

Dashboard Ga"ery Create New Properties Design|| Full | ClearAll Parometers Refresh  Share  Send Copyto  Print Export

Dashboard (9 History Screen | Filters Dashboard To. Clipboard~ - Data

quickly by using
the tabbed view
above the

The dashboard e ————— o Conter e e e Mo e By e e T Ap,‘micenmwm dashboard items.

New

ga”ery IiStS a“ Of — Contract Management T
the dashboards P el fepor Contracts By Tyne -

"y, Contract Management

I vENDOR. MASTER AGREEMENT [l RENTAL AGREEMENT [l PROFESSIONAL SERWICE AGREEMENT [l PRIVACY AGREEMENT [T HON-DISCLOSURE AGREEMENT [l MASTER SERWICE AGREEMENT [Jll CONTRACTOR AGREEMENT

and cate g0 ries (% Vendor Management [ CHANGE ORDER. [0 6roxeR AGREEVENT [l BLANKET SERVICE AGREEMENT MemsmeTeRns [l BACKGROUND CHECK [ AMENDMENT
& Public Dashboards . Dashboard Item
available to a user. 4 5 Shored With Me '
. Dashboard items
T. AP - Invoice Review 1.2 10
" ) .
7. HR - New Employee Onboarding -« . are visual
% Naviant AP Dema Dashboard
[ Naviant OCR AP Demo Dashboard 0 representat|ons
Contract Types Contract Status =] Contract Request Details & .
. ¥ (an - Vendor Contract Type Contract Admin Of d atain
Filters ] AMENDMENT Contract Types Status
u VELLOW ROBOT SERVL... BACKGROUND CHECK Roger Walter « . q
. E :f[fﬁrREDUND (S:HECK '—@ YELLOW ROBOT SERVI... VENDOR MASTER AGREEMENT Claims User | | o n B a Se_ I n Cl u d I ng
Different types of BLANKET SERVICE AGREEMENT BWALTING SIGHED! STEVES TEST CO. AMENDMENT . .
. /! BROKER AGREEVENT AGREEMENT STEVES TEST CO. BLANKET SERVICE AGREEMENT Sunny Patel gri d S, plec ha rts,
f| Ite rs can b ) /| CHANGE ORDER STEVES TEST CO. BROKER AGREEMENT Nicole Garrett
/| CONTRACTOR AGREEMENT STEVES TEST €O, CHANGE ORDER Tom Davis
LEGAL ADMIN
fiaured ¥ wen et o S Too [wvosomarE ey odreet bar graphs and
con |gU rea. W/ NON-DISCLOSLRE AGREEMENT STEVES TEST CO. PRIVACY AGREEMENT Terri Dean
U | tt h t % PRIVACY AGREEMENT | SCOTT'S SOLUTIONS MASTER. SERVICE AGREEMENT more.
nselec e es PROFESSIONAL SERVICE AGREEMENT I AMENOVENT
yp /| RENTAL AGREEMENT - cammv Fyp— -
you W|Sh to om |t Average Days to Approval & contract Status by Admin &
f th Davs to Aoproval [ APPROVED - AWALTING SIGHED AGREEMENT [ COMPLETE (0] LEGAL ADMIN REVIEW [ LEGAL APPROYED - AWAITING RESPONSE
rom e Y Pp 7
5
dashboard. Other 3
435
dashboard items ’ =
o]
- o
will update £
8
automatical |y . @ Dashboard Gallery Bob Thomas Claims User nsurance demo user Hiccle Garrett Sunny Patel Tom Davis
Cindy Smith Harna Rivers Manager Roger Walter TerriDean
{8} Administration
Contract Management
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OnBase Outlook Integration

Training Resources:
Tralnlng e Pre-Installation: Welcome to OnBase e Premium: Outlook Integration

Exit OnBase
Workflow Import From File Navigate back to Outlook by closing
Access all of the capabilities of Workflow in Browse for a document on your computer the OnBase window once your task is

the Unity interface from within Outlook. and upload it into OnBase after indexing. completed.

Import Pane

Home Send / Receive e W Tel yo o fendor M Contract Manager Q Tellr o o...
? O\ E""*""PS 1 E-Remy m |1 ] - Sales - hradclif... ¥ -?v ?Markuﬂread P Q Once an e-mail
[r——— Retrieval ? File .Cabmes Workflow WorkView My Reading Help  Fol 3@. Delete S EE. Import  Import All E:To Manager : Move EP - | i Categorie - Editing Zoom
L Retrieve by Document Handle N ! £ Forward Attachments [ Team Email Ml > FollowlUp~ - has been p|aced
Document Delete Respond OnBase Quick Steps 5 Move Tags ] Zoom
: Drag ":Lih e felde e e P [ curent H Sam Hast\-ngs <sam hasti a1 M1 1422/2017 Import Document - into a co nflgu red
Document Retrieval Inbor 1 ot v 52": ':“"“95 "es‘::’;mg . Atachment - Samblasingefisume tf folder the Import
Drafts. ou forwarded this message on B AM,
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OnBase OnBase Studio
Training Resources:

Tra | N | ng e Quick Look: Workflow and OnBase Studio
* Premium: Introduction to OnBase Studio
e Premium:

Repository Pane
Access Workflow

configuration

repositories
(databases) via
ODBC or App
Server

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.

nBase Studio

Design Pane

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

. B

OnBase Studic

Properties Pane
All configuration
choices and
changes are made
within the
Properties Pane.
The pane changes

—
t- Life Cycle WorkView BPMN Unity Scripts Unity Integrations Integration Services Notifications Captt e Process | Design Farmat
connections. ] = Ll [ ttem Generators ContEXtuaIIy
BERED S & 520809 | (o & &
3 x 5| ¥ = - - [5) tem Generator Sets b d ff f th
Connect Save Properties Close Reset Server Find Import  Export Web Roles SAP Content Batch Portfolio ortfolio ase 0 o e
- - - Cache = Services Servers Administration Relations Types

Workflow Tab
When selected,

OnBase - MANAGER
Local ODBC Connection

HR - Employee Review Process @ | Start Page |

~  * BProperties

|| € The configuration of this item is read-only.

To make changes to this item you must check out the life cycle.

option selected
within the studio.

seeiemiervices Notifications Capture Process HR - Employee Review Process 10:1
users have access B ploy
. Workflow WorkView | BPMN | Unity Integrations Created  5/17/2016 7:15:35 PM (INTERNAL SYSTEM)

to all life cycles T Modified 6/20/2017 5:39:43 PM (MANAGER)

d * [2 HR - Benefit Change " Titles | Documentation |
and queues 5 AR Employe Elustion: General | UserGroups | DecumentTypes Workflow Doctor

- (R Eoot o Dol

oAl Help Text

within the 4 2 HR - Employee Review Process <lp

selected
repository.

Tree Format
Displays all
configured life
cycles, queues,

rules, actions and
taskina

EEIE]
structure.

> (L) From Review Timer Life Cycle
» B Manager Review
4 o Employee Acknowledgement
b [ System Work
4 [ Ad Hoe User Tasks
» [] Acknowledge Review

Employes Acknowl...

MNew employee review forms are created in the Employee Review
Timer life cycle and enter this life cycle for processing, New review
forms are created on a time-interval basis,

7Raa dy

'ﬁ Initial Gueue Li}
Timers = .
From Review Timer Life Cycle
b [ Transitions ¥
[ ] Ready For HR Work Falder a
- <None>
e N LUy S e e e e
4 K‘ﬁ HR - Incident Case Management Make Available In a
b @, HR - Policy and Procedure Review Process Both
4 ﬂa HR - Separation - Facilities v N
2 Organizational Chart a
<Nene>
' Doctor Results
Calendar ]
€3 0Erors /1), 1Warnings @D 0Messages ) Filter by ‘HR - Employee Review Process' issues | 5 Export | ¢ Validate All | prv—
[ . r
‘Type |Name |D6c”pt\°n Scope h / Display All ltems when Life Cycle is Selected a
& Task List Send to HR. Ad Hoc task is disabled HR - Employee Review Process HR-E Content Type "
a 5 Documents.
i Unity Life Cycle |
Doctor Results [Output Find Results 1 b e Gy .

[l OnBase - MANAGER

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.



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

	Unity TourV2
	Document RetrievalV2
	Custom Queries and Personal PageV2
	FolderingV2
	Working with DocumentsV2
	Notes, Annotations and HighlightsV2
	Image Tab, Page Editor and Doc SeparationV2
	Saving, Printing and User OptionsV2
	Working with PDF and Office DocsV2
	ScanV2
	UploadV2
	Unity Forms and Virtual Print DriverV2
	WorkflowV2
	WorkViewV2
	Reporting DashboardV2
	Outlook IntegrationV2
	StudioV2

