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[bookmark: _Toc382314958]Login and Layout
Login:
 The URL is https://docsys.graceland.edu/appnet/
If you are logging into OnBase within the Graceland network you will be automatically be connected as the person who is logged into the PC.  
If you are logging outside of Graceland you will be prompted for you network user id and password.

Window layout:
This web application is a graphical tabbed interface using point and click for simple navigation.  The home screen consistent of multiple drop down lists limited based on your security rights.  
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The Context drop-down provides a set list of Context Views that enable you to start document retrieval, change user settings, access help information, and log out .  By default, Document Retrieval is selected when you log in.  
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Click the Mode drop-down select list to select a mode option.  For document retrieval and viewing, Custom Queries is recommended.
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[bookmark: 1118371]

Graceland has a limited number of shared licenses for OnBase, so be sure to logout when you complete your work.  Log out by clicking the ‘Exit’ button.  
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[bookmark: _Toc382314959]Custom Queries
Select Custom Queries from the Mode dropdown.
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Select the appropriate Custom Query from the list.  Use the scroll bar to scroll down the list of available queries.
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This example uses the Person Folders custom query.  This query includes student documents scanned and imported from the Registrar offices in Lamoni and Independence.

[image: ]

Enter the search criteria and Click the ‘Binoculars’ button or hit your ‘Enter’ key.   In this example, we are looking for Student ID 506728
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After running the search you will see a results list of all the documents that meet the entered search criteria.
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Double click a document to view.  The document will load in the viewer after the search list.
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Sorting can be used for searches with large result sets. Within Custom Query you can Click columns for sorting.
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Click ID to sort by Student ID.
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Or click the Name column to sort by name.
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Use the scroll bar to view more columns and result rows.
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Or drag the column separator to change column size and view more columns.
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[bookmark: _Toc382314960]Document Retrieval

Select Document Retrieval from the Mode dropdown.
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Select the appropriate Document Type from the list.  Use the scroll bar to scroll down the list.




Person Folder contains documents scanned and imported by the Registrar office in Lamoni and Independence.  

[image: ]

Search criteria is entered the same as Custom Queries.



The result list displays the internal document name, not the keyword/index values in a column format.





As with Custom Queries, double click the document to view.






[bookmark: _Toc382314961]Working with Search Criteria


To select a range of dates type in the date values in the From Date and To Date or use the calendar icon.




For specific dates, Click the dropdown arrow date choices.





Wild cards searches are performed using the ‘*’ or ‘?’.    
The * wildcard character can be used to replace one or several characters of a text string. For example, the text string Smit* will find all instances of both Smith and Smithsonian. 
The ? wildcard character can be used to replace a single character in the text string. For example, the text string SM?TH will find all instances of both Smith and Smyth.
Wild cards can be used before and after a value to perform searches that you do not know or want to enter the entire value for.  i.e.: you could search for any Student ID number that begins with 5 by typing 5* in the ID field or *5* to find a value that contains 5). 
Wildcards can only be used to match alphanumeric Keyword Values.




If the result list is too long, enter a more specific criteria.  The previous example only used the ID criteria, here we added the document type to narrow the search.




Narrow down the search in the dropdown lists by typing in the beginning of a word and clicking the arrow on the dropdown list box.





You can search for documents that equal, are not equal, are less than, or more than your search values.  Simply click on the equal symbol to change.  
This query is returning all documents for IDs 506* that are not TRANSCRIPT REQUEST, TRANSCRIPTS – OFFICIAL, or TRANSCRIPTS – UNOFFICIAL.



This example bringing back only that are TRANSCRIPTS.
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This example is bringing back documents that are Offical TRANSCRIPTS or APPLICATIONS.
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To search for multiple types, click on the keyword heading, and one will be added.




To change the search from equal, to <>…click on the Relational (Comparatvie) Operator.
Relational (comparative) operators allow you to retrieve documents based on a range of Keyword Values, as well as exact Keyword Value matches.
Click the relational operator button to the left of the Keyword Type field to toggle through the available operators.

[bookmark: 1116805]

The table below lists the possible operators.  Available operators vary depending on the Keyword Type. For example, only the =, <>, and "operators are available for alphanumeric Keyword Types.
	[bookmark: 1116808]Operator
	[bookmark: 1116810]Description

	[bookmark: 1116812]=
	[bookmark: 1116814]An exact Keyword Value match.

	[bookmark: 1116816]<>
	[bookmark: 1116818]Keyword Values that are not equal to the specified value.

	[bookmark: 1116820]>
	[bookmark: 1116822]Keyword Values that are greater than the specified value.

	[bookmark: 1116824]>=
	[bookmark: 1116826]Keyword Values that are greater than or equal to the specified value.

	[bookmark: 1116828]<
	[bookmark: 1116830]Keyword Values that are less than the specified value.

	[bookmark: 1116832]<=
	[bookmark: 1116834]Keyword Values that are less than or equal to the specified value.

	[bookmark: 1116836]"
	[bookmark: 1116838]The string literal operator used with alphanumeric Keyword Types. Selecting this button will match the literal string. If a wildcard is used in the string, the search will look for the exact match including the wildcard.





Use the clear keys for new searches




Click the ‘Clear Keywords’ to clear and enter new search values.

 


Click the ‘Clear All’ button to clear the keywords and results and re-select a Custom Query.

[image: ]


Click the ‘History’ button to bring up a list of recent searches.  Double click on items in the History list to view the search results.
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[bookmark: _Toc382314962]Working with Documents
Viewing/Navigating
[bookmark: 1247373]The Viewer Control toolbar allows you to view the document more efficiently. Use the buttons to navigate within the document, resize and reorient the page, and print.

[bookmark: 1247372][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/axViewerToolbar.gif]

[image: ]

	[bookmark: 1247376]Button
	[bookmark: 1247378]Description

	[bookmark: 1247383][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/OverlayButton.gif]
	[bookmark: 1247385]Overlay applies an overlay to the document, if an overlay is present.

	[bookmark: 1247390][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/SaveFileButton.gif]
	[bookmark: 1247392]Save to File displays the Save to File dialog box, allowing you to save documents outside of OnBase if you have appropriate user rights.

	[bookmark: 1247402][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/PrintButton.gif]
	[bookmark: 1247404]Print displays the Print dialog box, if you have user rights to print the document.

	[bookmark: 1247409][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/AddNoteButton.gif]
	[bookmark: 1247411]Add Note displays the Add Note dialog box, which displays note types you can add to the document.

	[bookmark: 1247416][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/ViewNotesButton.gif]
	[bookmark: 1247418]View Note displays the View Note dialog box, which displays a list of all notes on the document.

	[bookmark: 1247423][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/FirstPageButton.gif]
	[bookmark: 1247425]First Page displays the first page of the document.

	[bookmark: 1247430][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/PreviousPageButton.gif]
	[bookmark: 1247432]Previous Page displays the preceding page of a multi-page document.

	[bookmark: 1247437][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/NextPageButton.gif]
	[bookmark: 1247439]Next Page displays the following page of a multi-page document.

	[bookmark: 1247444][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/Last%20Page%20Button.gif]
	[bookmark: 1247446]Last Page displays the last page of the document.

	[bookmark: 1247451][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/AXGoToPage.gif]
	[bookmark: 1247453]Enter a page number in the Go To Page field to jump directly to a specific page.

	[bookmark: 1247458][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/ZoomInButton.gif]
	[bookmark: 1247460]Zoom In magnifies the view of a document, reducing the portion that is visible. Every zoom increases magnification by one third. 

	[bookmark: 1247465][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/ZoomOutButton.gif]
	[bookmark: 1247467]Zoom Out reduces the magnification of a document, increasing the portion that is visible. Every zoom reduces magnification by one quarter.

	[bookmark: 1247472][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/ToolStandardSizing.GIF]
	[bookmark: 1247474]Sizing options allow you to select a standard sizing option. Select a specific percentage of reduction or magnification (25%, 50%, 75%, 100%, or 200%), Fit Width, Fit Height, Fit Window, or True Size.
[bookmark: 1247475]Also displays the current magnification percentage whenever the Scale | Zoom In or the Scale | Zoom Out options are chosen in the right-click menu for the open document.

	[bookmark: 1247480][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/ActualSizeButton.gif]
	[bookmark: 1247484]Actual Size displays the document in its actual size (as it is stored in OnBase). 
[bookmark: 1247486]Clicking this button sets the magnification to 100%.
[bookmark: 1247487]Note: This zoom level differs from True Size, which takes the monitor’s and image’s DPI into account when displaying the image.

	[bookmark: 1247492][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/FitWidthButton.gif]
	[bookmark: 1247494]Fit Width resizes the document page so that its width is the same as the width of the document display area.

	[bookmark: 1247499][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/FitWindowButton.gif]
	[bookmark: 1247501]Fit Window resizes the document page so that its height is the same as the height of the document display area.

	[bookmark: 1247506][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/RotateClockwiseButton.gif]
	[bookmark: 1247508]Rotate Left rotates the document 90 degrees counterclockwise.

	[bookmark: 1247513][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/RotageCounterClockwise.gif]
	[bookmark: 1247515]Rotate Right rotates the document 90 degrees clockwise.

	[bookmark: 1247520][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/AXoptionsbutton.gif]
	[bookmark: 1247522]Options enables you to set viewer options.

	[bookmark: 1247527][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/AXScaleToGrayButton.gif]
	[bookmark: 1247529]Scale to Gray softens the contrast of text and image documents at zoom levels of less than 100%. This feature is most noticeable on black-and-white images, making it helpful for reading scanned documents containing text that is too dark or too light.

	[bookmark: 1247534][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/MagnifyButton.gif]
	[bookmark: 1247536]Magnify turns the cursor into a magnifying glass that you can place over an area in a document. The area is displayed at 200% zoom in a separate view window next to the magnifying glass.

	[bookmark: 1247541][image: https://docsys.graceland.edu/AppNet/Help/WebClient/images/ucrenditionbn.gif]
	[bookmark: 1247543]Show Alternate Rendition is available only for documents that are allowed to have multiple renditions. This button allows you to view a different rendition of a document when the document has multiple renditions. To view a list of the available renditions, click the black arrow. Select the rendition you want to view from this list.





Editing
[bookmark: _GoBack]Right mouse on the search list to update document information; keywords, re-index, or delete a document.  Items on the listed will vary depending on security.

[image: ]


If you have proper security you can Select ‘Keywords’, overwrite the existing value, and Click ‘Save’ the changes.

[image: ]


Re-indexing works similar, but added option to change the Document Type.
Enter changes; for multiply changes you may want to Click the ‘Clear Keywords’ and re-enter all values.
When changes are complete, Click the ‘Re-Index’ button to save changes.

[image: ]


To delete a document, right mouse and select ‘Delete’. You will me prompted, click the ‘Yes’ button to delete the document.  The document will go to a staging delete area for 30 days.  During the 30 days the document will not show in any searches, but is available for a restore.  Following 30 days, the document is permanently removed.

[image: ]


You can select and delete multiple documents at one time.
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[bookmark: _Toc382314963]Import Process
[bookmark: 1391022][bookmark: 1392093]
Ensure the your are in Document Context

[image: ]

Select ‘Import Document’ from the Mode dropdown list.


[image: ]


[bookmark: 1102923]

In the File Path field, identify the full file path for the document you are importing,  Click the ‘Browse’ button.

[image: ]



Go to the appropriate  to directory on the LAN.  The next time you import, the system will remember the last location you imported from.  Therefore you may want to store you files for importing in one central location.

[image: ]



Click the file to import 

[image: ]



Click the Document Types dropdown.

[image: ]


Select the appropriate document type from the list.
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Select the file type. OnBase usually will default the correct file type and no change may be necessary.

[image: ]


OnBase is capable of importing many document types.

[image: ]			[image: ]




Enter the Document Date.  OnBase will default to today’s date.   If the padlock is closed, you do not have permissions to change this field.

[image: ]


Enter the index values. 
Index values with red headings are required, in this example; ID, Name, Person Document Type
For student information; Enter the ID and hit return; the Name and SSN will be retrieved from CX and populated.  For the FAFSA document type, enter the SSN and the ID and Name will be retrieved.
As with document searches, you can enter the first part of the word in any dropdown list to narrow it down.  In this example, the Person Document Type, enter TRA and click the dropdown arrow.
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Click the “Import” option at the bottom of the screen.
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You should see “Import Succeeded” to confirm that the document was imported.

[image: ]



You can clear the key fields, or keep them and simply edit the necessary fields for the next import. 
(This can be changed to always clear the keywords in the User/Client Settings.)

For instance, if you have several of the same document type to import, leave the files filed in and click browse.
[image: ]



Since OnBase remembers the last directory you used for importing, if you put all the same type of documents in the same folder, simply click the next document in the folder.  

[image: ]



Only update the necessary fields, or instance for student data, just type over the ID number, click tab and the SSN and Name will be updated from CX for you. Then just click Import and repeat untill all the files in the folder have been imported.  Then move on to the next document type folders.
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Click the “Clear Keywords” button to clear out the keywords, but remain in the same directory, with the same Document Types, File Type and Document Date.

[image: ]

Click the “Reset” button to set Document Types, Document Files, and Document Date back to the OnBase defaults.

[image: ]
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