CAPSYS & ONBASE SETUP

Prior to using the new versions of Capsys and OnBase on your computer for the first
time, there are some steps you need to do to get it working:

1. Update the Internet Options to enable Capsys and Onbase.
a. Click on the windows Start button:

b. Type in"Internet Options" and select it:
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c. Go to the Security tab:

ﬁm Internet Properties @

General Security  Privacy Content Connections Programs — Advanced

Select a zone to view or change security settings.

@ ¢ v/ O

Internet Local intranet  Trusted sites  Restricted
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0 This zone is for Internet websites, =
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Security level for this zone
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Enable Protected Mode (regquires restarting Internet Explarer)

Custom level... Default level
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d. Select Trusted Sites:
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e. Click the Sites button:
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f. Enter the URL https://docsys.araceland.edu/ and click Add:

ilj' Trusted sites @

) You can add and remove websites from this zone. All websites in
~' this zone will use the zone's security settings.

Add this website to the zone:

| https://docsys.graceland.edu Add
Websites:
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https: /flivegraceland-files, sharepaint. com
https: /flivegraceland-myfiles. sharepoint, com
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Require server verification (https:) for all sites in this zone
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g. Click Close:
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h. Click on Custom Level...

Security level for this zone
Allowed levels for this zone: Al

Medium

- Prompts before downloading potentially unsafe
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- Unsigned ActiveX controls will not be downloaded

[ ] Enable Protected Mode (requires restarting Internet Explorer)

Custom level... Default level



https://docsys.graceland.edu/

i. Scroll to the very bottom of the window that opens, and under User
Authentication and Logon categories, make sure "Automatic logon with
current user name and password" is selected:
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*Takes effect after you restart your computer
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2. OnBase is now ready to use. If you do not need to use Capsys, you can ignore
the rest of this document.
3. Set up the scanner software.
a. Navigate to Capsys: hitps://docsys.graceland.edu/capsys

C (O docsys.graceland.edu



https://docsys.graceland.edu/capsys

b. Log in when prompted:

Signin

https://docsys.graceland.edu

Password

c. Navigate to the Capture screen:

CAPSYS Home cu.ssuw INDEX

d. Click on the Create New Batch button:




e. Click the link to Download Scan Service:
IMPORTANT NOTE: Do not close this web page, you will come back to it
later.

Create New Batch

Profile: | (None selected) v

Batch Name: | |

Source: | File |rTI|'JDI"tV| -

( Download Scan Service

—

f. Once the download is completed, open your Downloads folder:

v p This PC Downloads
MName Date modified Type
# Quick access

B Desktop
canSetup.exe 6/25/2021 443 PM Application 3,069 KB

E Documents Last week (1)



g. Right-click on CAPSYSScanSetup.exe and click Run as Administrator:
IMPORTANT NOTE: You must be a local administrator to perform this step. If
it doesn't work, contact techsupport@graceland.edu to request admin
permissions. If you are a student worker, your supervisor needs to perform
these steps.

Troubleshoot compatibility
Pin to Start
T-Zip
CRC SHA
B Edit with Notepad++
| Share

Scan with Sophos Anti-Virus

Give access to

ication Tools Pin to taskbar

l E Restore previous versions
L]

Send to
Move Copy Delete Re
to~ to~- - Cut

Organize ~
= Lo F"F'

Create shortcut

T e Delete
Mame

Renarme
Last week (1)

Properties
J\ CAPSYSScanSetup.e

Earlier this month (1)

‘ Purchasing Form.cfproj

h. When it asks if you want to make changes to your computer, click Yes.


mailto:techsupport@graceland.edu

Follow the steps in the setup wizard:

B, CAPSYS Scan Setup

Welcome
Welcome to the installer for CAPSYS Scan version 5.1.

it is strongly recommended that you exit all Windows programs
before continuing with this installation.

if you have any other programs running, please click Cancel,
close the programs, and run this setup again.

Ctherwise, click MNext to continue.




Installation Successful
The CAPSYS Scan 5.1 installation is complete.

Thank you for choosing CAPSYS Scan!

Please click Finish to exit this installer.

]. Go back to the Capsys web page, and refresh your scanner list:

Create New Batch

Profile: | (NoNe selected)

Batch Name: | J
Source: | File |mpD|“tVI -

Download Scan Service




k. You should now have several options in your source drop-down. The
screenshot below is an example, but the specific names for the scanner
will vary based on the model you have attached to your scan station.

Create New Batch

Profile: | Person Folders v/

Batch Name: | Person_Ash |B‘y’8{|

Source: | 2- Canon DR-M160 TWAIN
File Import
1: Test scanner
2. Canon DR-M160 TWAIN
3. WIA-CANON DR-M160 USB #3

l.  You may noftice there are two versions of your scanner listed. The system
should have selected the correct one by default, but if that doesn't work
you can try the other one or contact ITS for assistance.



