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Overview
This document is intended to be a quick-access reference guide to essential functionality of the
OnBase 16 Unity Client. For more in-depth reference information, please refer to Additional
Reference Information section located at the bottom of this document.

Using the OnBase 16 Unity Client

Logging in to the Unity Client
1. Double-click on the “Hyland Unity Client” shortcut on your desktop.

F J—

Hyland Unity
Client

2. The login prompt below will pop up.

&l |
& | |

| Login | | Cancel |

Copyrizht © 1292 - 2017 Hyiand Softivare, Inc.
all Rights Reserved. Builld Version 16.0.2.77

3. Enter the user name in the following box:

& |

4. Enter the password into the following box:

G
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5. Click on the “Login” button.

6. If successful, the Unity Client will open and will look similar to the image below.

-~ OnBase (Production) T — =]
G
~*'| Home @ Help
& B 1N | Envelopes Document Handle - =] = =0
= g L D - I 2 B 0 3 > ©
e J £y Query History =

Home Personal Favorites | Custom Retrieval _File Forms Upload Templates | Dashboards | Mailbox | Workflow | Batch Batch

Queries Cabinets [ My Check Outs Scanning  Processing

Favorites Documents Create Dashboards | Internal Mail | Waorkflow Imaging

7RSS Ticker

Columbia -
n

B nttpiwww. columbia.edu! ™ a

Email « | QuickLinks « | Main Menu - | A-Z Index

@ COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

University News » Events & Announcements »

Ruth DeFries. Jeffrev Sachs Named Universitv Professors 2o | o

Note: The buttons in the upper area of the screen, where the Ribbons bar is located, may
appear greyed out, or missing altogether, depending on your user rights.

Note: The Unity Client will run continuously in the Windows System Tray after double-clicking
and/or logging in.

Changing Your Password
The OnBase application is currently not integrated with the University’s authentication system,
i.e. CAS, and maintains its own password system. New users are prompted to change their
temporary passwords the first time they log in to OnBase. However, if you are an existing user,
you can change it at any time.

1. Click the OnBase Application Menu button in the upper left-hand corner of the screen.

w



&

OnBase 16 Unity Client wle) COLUMBIA UNIVERSITY

Quick Refernece Guide Information Technology

™ e A

| Home Personal Favorites
| - PEQ.ET -

Fawnritac

2. Select Change Password from the menu

gi

—1 Recent Activities
Open im Mew Window
Lﬁ' “ 5‘ Home
o :
':rlu,- OnBase Community
Troubleshooting b
(b Applications ¥
éB User Optlons
[ Administration L3
= 1
‘ '[i'j Change Password |
g Help Change Password
Change your password.
'K Close Window | g~ Re-launch Client |

3. Enter your old password and your new password and click OK.
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Please enter a new password.
Old Password

Mew Password

Verify New Password

BTN BT

4. A message appears near the System Tray to indicate that you have successfully changed

your password.

OnBase Close

0 Password successfully changed

The Unity Client Window

The Unity Client window has 4 primary regions: Tabs, Ribbon, Layout, Task Pane. The screen
shot below shows 3 of the 4 regions (the fourth is not shown, intentionally).
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OnBase (OnBaseTEST),

Home Personal Favorites

Custom
- Queries
Favorites

"'t Document Retrieval

Document Types and Groups

.E& s [} Envelopes
am

8 Query History
Retrieval File =
Cabinets My Checkouts
Documents

ﬁ Dacument Handle m ‘\

2

S

Dashboards

¥

Mailbox Workflow

~
Batch Batch
Scanning  Processing
Imaging

Forms Upload Templates

Create Dashboards || Internal Mail || Workflow

Search Results

= A

All>

]

1 A

AD ABCCheck COLD

AD Application (Handwritten Restricted)
AD Application (Handwritten)

AT Annlication (Online/PerState Restricted)

Keywords and Date Range

From '| To| -|W

Full-Text Search

Search Text: €3

[

- # Note Search

@, Text Search

Document Viewer

Tabs

You can use tabs to navigate between different layouts in the Unity Client, i.e.
Document, Workflow, Dashboards, etc. Tabs are displayed at the top of the Unity Client
window, shown in the highlighted area to the left of the # 1 above.

Ribbon

The contextual ribbon, shown in the highlighted area beneath the # 2 above, displays
available user actions based on the currently displayed layout. A ribbon is displayed by
clicking on the corresponding tab. Each ribbon is divided in to individual ribbon groups.

Layout

Each screen in the Unity Client is a layout. For example, Document Retrieval, Custom
Queries, and Workflow are some of the more commonly used screens.

Home Layout

When the Home tab is selected, the layout that you have configured as your Home Page is
displayed. You can change what you see as your home page by clicking the drop-down and
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selecting Make this layout my Home Page. You can return to the default home page at any time
by selecting Reset Home Page. Selecting Home takes you to your Home Page layout.

Gopse - -

i
— Home

: Custar

;“'! Retriel
Huvme PEP;ngenfl Fav::uvrites e
‘| % Home
r.": MMake this layout my Home Page
=g

agy PReset Home Page

Unity Contextual Ribbon

As state above, the contextual ribbon contains buttons for all available user actions based on
the displayed layout. The Home tab displays the buttons that open up the most common
functionality such as Custom Queries and Retrieval, and based on your solution/licensing other
modules such as Workflow. Click on any of the respective buttons to access the desired
functionality.

OnBase (On

Home Users

= o 2 | gy Moo | go A e | 8| @ = =
[N | - = ~4 &8 My Checkouts = & o e
Home Personal Favorites Custom | Retrieval Forms Upload Templates Dashboards Mailbox Warkflow Batch Eatch
- Page ~ - Queries Scanning  Processing
Favarites Documents Create Dashboards Internal Mail Waorkflow Imaging

Document Retrieval
In order to search for and find documents, you must open the Document Retrieval layout. Click
the Retrieval button in the Documents ribbon group.
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Home

I“a :'E-:.l E [--] Envelopes

— P

= b E-! EEQuery Histary

Personal Favaorites Custom | Retrieval File

Page - 3 Querjas Cabinets & My Check Out

Favarites Documents

Document Retrieval

Retrieve and view documents by
providing keywords and other
search criteria.

Note: For more detailed information about Document Retrieval in the Unity Client, the
Unity Client Module Reference Guide (MRG) or Lesson 2 in Hyland Software End User
Training: OnBase 16 Unity Client. A link to the MRG and training can be found in the

Training Resources section of this document.

1. After opening the Document Retrieval module, select a Document Type Group and a
Document Type that you would like to retrieve.

L Document Retrieval

Document Types and Groups ™ A

[Demo El
Deme - Employee Information

Keywords and Date Range T A
From —| To| .| @

FirstName E]

LastMame E]

UNI E]

ICAP Country E]

Full Text Search I ¥

- .g Mote Search

i, Text Search

Find

(o]
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2. Enter a Keyword or Date Range to refine your search and click on the Find.

L Document Retrieval

Document Types and Groups ™ =

[Demo El

Demo - Employee Information

Keywords and Date Range [

From| '| To| '||E|

)

FirstName
SUPER)

LastMame

UNI

ICAP Country

s B0 B B D

b

Full Text Search

Search Text: %3

4 "? Mote Search

@, Teut Search

[ Find l

3. The returned Search Results are listed in the Search Results pane populates, as shown

below.
. Search Results: 2 Document(s)
[
Icon  |Mame Type Date
(= (= - (W LI
Demo - Employee Information - SUPER GIRL - DEMO11 - KENYA  Demo - Employee Information  10,/25/2016
Demo - Employee Information - SUPER MAN - DEMOTT - KENYA  Derno - Employee Information  10/25/2016

4. To open a document, double-click the document name to view the document in the Viewing
pane. Depending on your settings and the type of document you are opening, the document
may open in a reading pane or in a separate window.
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~N Demo - Employee Information - SUPER GIRL - DEMO11 - KENYA E=NAER ]
OnBase —
=" | Document @ Heip
4-".'":' n\.ﬂ ﬁ EE Revisions i @ @ Re-Index 4 J:} 4_ o
L g — @ History i ™ x Delete — L
Keywords Cross-References  Discussions . Send Start a View Notes Create Delete  Privacy
@ Froperties To~ Discussion @Check Out List Note~ HMote Options
Information Actions Motes
Demo - Employee Information - SUPER GIRL - DEMO11 - KENYA |1 Pagel
o
| =
[
. [
I Employee Information |
[
Employee: Super Girl
| =

Uploading Documents
OnBase provides various methods to import documents in OnBase. The first method is to use
the Upload functionality directly in the Unity Client, which allows you to import a document
stored locally on your machine or on a network share. To use the functionality, click the
Upload button in the Create ribbon group.

Home Upload

ﬁl ::Q“ E s [] Envelopes 8% Document Handle ﬁ >
L’ £ =3 a8 2 Query History =

Personal  Favarites Custom  Retrieval File = Forms | Upload [femplates
Page - - Queties Cabinets &MY Checkouts
Fawarites Cocuments Create

1. After clicking the Upload button, the Upload layout will open up.

10
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o~ OnBase (OnBaseTEST) - =] x
Diﬂ; Hame Upload & Help
« 1 = T 5
o s A g o | o[®

Browse Acquire Upload  Cancel Maowve Mowe Remowe Remowe Rotate  Potate
p  Down | Al Left  Right

Upload Pages Trarisfarms

Import

4 upload 2

Docurnent Type Group

All

ez ] o}

Dacument Type

\ -]

File Type

\ ]

Docurment Date

(122172017 -|
Keywards ™ &
Options ¥

& Upload N Cancel

2. Click on the Browse button to locate the document you wish to import to OnBase. Select
the document and click “Open”.

= Open @

r Y 3
esktop » w |4 || Search Desktop
(L)) M Deske [ 49 ][ Search Deskt 2|
Organize » MNew folder =~ 0O '@'
g WS SSTER FOTaEr NS FOAE s

0 Favorites T
f""‘ CUIT Softoare Center 0 Diagnostics Console
Bl Desktap v ?ﬁ Shortcut ['1. Shortcut | _
& Downloads 170 KE (A= 115kE
=l Recent Places Mobile YPH with S50 client -~ Mozilla Firefox
Shortcut ! Shortcut
wa Libraries L2 ke L0ake

3 Daocurnents A = . f Motepad++ Report Services
& Music %ﬁ Shorteut

Shortcut
= Pict S 1023 bytes
= Pictures

m

- SoaplI53.0 TearnWiewer 12
&

E Videos ‘ Shortout Shortcut m
- LIDKE

959 bytes
1M Camputer — i i
y. Unity Client Lunch & Learn

&, Local Disk (C) OnBase Shorteut gh| Lomh
L ejo3d (hc-ustus Eh‘l LD4KE f
5 grp? (hc-gpd.ais n TS Dermo 2017_EDM_Service_Tmprovernents_f

)_ ’ or_PEG (1)

10%c-gplai .
= grpl (e gplals . File folder Adobe Acrobat Document

S# apps (Yhc-aob.ais T

File name: 2017_EDM Service Improverments_for PEG (1) - [AH Files (**) 'l

[ Open Iv] [ Cancel

3. A preview of the document will be displayed in the “Preview” pane, shown in the
highlighted area marked with the # 3 above, of the Import layout.

11
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4. Index, i.e. specify what the document is and who the document belongs to, in the “Upload”
pane, shown in the highlighted area marked with the # 2 above.

5. Select the appropriate “Document Type Group” from the available pull down.

6. Select the appropriate “Document Type” from the available pull down. Note that the
keywords associated to the selected Document Type will be displayed in the Keywords
section of the Upload pane.

7. The “File Type” of the selected file will be automatically detected by OnBase.

8. The “Document Date” is prepopulated to the current date, but it can be changed if you
would like to do so.

9. Fill out the appropriate keywords.

10. Click on the “Upload” button.

Workflow

To use the Workflow module, you must open its layout. Click the Workflow button in the
Documents ribbon group.

—— P
> B
b \;‘E"
Waoarkflow Batch Eatch
Scanning  Processing
i | Wu:urhfll:uJ:},_f Imaging
Workflow

View documents and perform
actions based on workflow
UELIES,

Note: The Workflow ribbon button may not be available to you, depending on your respective
Department’s solution.

After opening the Workflow module, you may see the ‘classic layout shown below. The
Workflow module has 5 primary regions: Lifecycle View, Workflow Inbox, Work Folder, Viewing
Pane, and Task Ribbon.

Note: If the Workflow layout does not resemble the one displayed below, or if your layout
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changes in any way, you will have to change your layout or reset it altogether. Please see
instructions on changing your layout below.

Home ‘Workflow Candidate Tracking Document Queue Administration Electronic Form L
- 6 p
€ Close This Layout e -y @_; o 8 Take Qumership IENIED é JA\ ﬂ o
[ Secondary Viewer S =1 - — S 4 elease Ownership || 121 — [ g
Change Refresh Apply Auto | Override ||| Route we Viewin Approve Deny Hold Routeto APAR Sendfor  Removefrom Assign Auditorand route  Route to
Layout ~ |E\§ Primary Viewer Filter~ Work | Auto-feed Item - Epfl Execute Seript Task ARC (300)  (500) (500) ReviewQueue Image Correction WF to New Info New Queue
Layout View.. Adtions Tasks E
Life Cycles J Primary Viewer
Search... T | AWAITING AUDIT - Voucher: &—veo .o - AP Voucher (eForm) (ARC) - 7/25/2017 ' | 1 Page
9 APAR $500 & Less Review (ARC) (644) s I ~
| APAR $100 & Less Review (ARC) (710)
: &2 COLUMBIA UNIVERSITY
[ APAR New Info (ARC) (0)
IN THE CITY OF NEW YORK
a
i ! [ BASIC VOUCHER INFORMATION
con | Name = B oucher # #
= I # 20
AWAITING AUDIT - Voucher: 02, . - AP Voucher (Form} (ARC) - 7/25/
AWAITING AUDIT - Voucher: 07~ ™" - AP Voucher (eFarm] (ARC) - 7/28/
AWAITING AUDIT - Voucher: 07" - AP Voucher (eForm] (ARC) - 7/28/]
AWAITING AUDIT - Voucher: 02™~ ™" - AP Voucher (eFarm] (ARC) - 7/28/ -
AWAITING AUDIT - Voucher © = - AP Voucher (eForm) (ARC) - 7/28/ | m
APAR §500 & Less Review (ARC) | 644 items
Related ltems i
(- Display W7 Template= ™ Filter~ [ Tasks~ [} Execute Script Task
con | Name
I 3 I
m 2
AWAITING AUDIT - Voucher: C . . - AP Voucher (eForm} (ARC) - 7/25/2D1
AP Supporting Document (ARC) - Voucher: (- ._1 - Dept: - 8/1/2017 et . -
I 1 1 - v
<No Template> 2 ltems e ————

User Interaction [[f2 Process Flow

Lifecycle View
The Lifecycle View pane, shown in the highlighted area marked with the # 1, shows the
list of Lifecycles and Workflow Queue that you have access to. Clicking on the plus (+)
sign next to a Lifecycle will expand the list of Queues you are able to view.

Workflow Inbox
The Workflow Inbox pane lists all document in a respective queue that you have access
to or may have assigned to you, depending on the queue configuration. The pane is
highlighted with the # 2.

Work Folder
The Work Folder pane lists all supporting document associated with the document
selected in the Workflow Inbox above. The pane is highlighted with the # 2.

Viewing Pane
The Viewing Pane, highlighted with the # 4, displays the document selected in the
Workflow Inbox.

13
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Task Ribbon (ad-hocs)
The Task Ribbon displays all ad-hoc tasks assigned to a workflow queue that you have
access to. Ad-hoc tasks are actions that users can perform on a selected document in
the Workflow inbox. The ad-hocs tasks are highlighted in the area marked with the # 5.

Note: For more detailed information about Workflow module in the Unity Client, the Unity
Client Module Reference Guide (MRG) or Lesson 24 in Hyland Software End User Training:
OnBase 16 Unity Client. A link to the MRG and training can be found in the Training Resources
section of this document.

Changing The Workflow Layout

If your Workflow layout does not resemble the one displayed above, you can easily reset the
layout.

1. Click on the “Change Layout” ribbon button in the upper left-hand area of your Workflow
layout.

o chdeEs
OnBase
e Home Workflow Candidate Tracking L

€3 Close This Layout o~ . Oz
F ! il ._-_Y ';‘-'-\‘ﬂ

SEcnndary‘ufiewer
Change : F Refresh Apply Auto
Layout - ||:; Primary Viewer | Filter~ Work

Save current layout as my default View...

kManage user group layout settings
ky Default
Simple

M k@

Classic

[ APAR Mew Info (ARC] (0)

2. To change to the layout displayed above, select the ‘Classic’ layout option. You can select
the ‘Classic’ as your default by selecting the “Save current layout as my default” option on
the “Change Layout” ribbon button.

Note: If your layout is missing a pane, you can also reset the layout by selecting the desired
layout on the “Change Layout” ribbon button..

I —ImII—
14
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OnBase Virtual Print Driver

The OnBase Virtual Print Driver (VPD) allows users to import documents to OnBase directly from

a third-party application, i.e. a web browser, Microsoft Office, etc., by “printing” them in to the
system.

Note: You must be logged in to the OnBase Unity Client in order to use the VPD
functionality.

Note: The Virtual Print Driver must be installed on your computer in order to use the
functionality.

1. From your third party application, initiate the print process. The Print dialogue will pop up.

2. Select the “Hyland Software Virtual Printer” from your printer list and click the “Print”
button.

= Print
General | Options

Select Printer

o F o {redirected 3) [@Send To O
L@Hyland Software Virtual Printer J_ gSend To O
o icrosoft XPS Document Witer (redirected 3) = Send To O

4 —— b

Status: Risaili Pint to file

Location:

Comment; Find Printer...

Fage Range

@ Al Mumber of copies; 1 :'3:5;
Selection Current Page

") Pages: 1 | Collate I

Enter either a single page number or a zingle _1|L1J _2!'—|

page range. For example, 5-12

e,

[ Print ]I Cancel ]I Lpply ]

3. The “Upload” layout will open up.

15
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4. Follow the instructions listed under the “Upload” section of this user guide to index the

document.

5. Your document will be available for Retrieval.

Opening and Closing OnBase After Login

As stated in the Log In section of this guide, the new Unity client now runs continuously in your

machine’s System Tray.

Closing the Unity Client
Closing the Unity client by clicking on the X in the top right hand corner of the client

window minimizes the application. The application is still running in the background.

Opening the Unity Client
In order to open the Unity client after logging in, click on the “up arrow” in your system
tray (near your clock on the lower right hand corner of your screen and locate the

OnBase Unity Client icon.

i k

N @%@

w8 o &
Customize...

Then, right-hand click on the icon and select “Launch Unity Client”

%= Launch Unity Client

dll LogOut
E Exit OnBase

Log Out/Exit the Unity Client
To Log Out or Exit the Unity client, click on the “up arrow” in your system tray (near your

clock on the lower right hand corner of your screen and locate the OnBase Unity Client,
then, right-hand click on the icon and select “Log Out” or “Exit OnBase”

16
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Training Resources

Unity Client Module Reference Guide (MRG)
You can review a shortened version of extensive Hyland Software Unity Client Module
Reference Guide (MRG) by clicking on the link below:

https://onbasetest.enterprise.columbia.edu/endusertraining/16/Unity Client Docs/Module.Ref
erence.Guide UnityClient16.pdf

Hyland Software End User Training: OnBase 16 Unity Client
You can view an extensive and interactive training guide in the link below. The resource
contains information and videos on how to further your knowledge of the Unity Client.

https://onbasetest.enterprise.columbia.edu/endusertraining/16/unity client/

17



