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ABOUT NORTHWOODS CONSULTING PARTNERS

Northwoods Consulting Partners provides document management, scheduling and workflow
solutions. Our computer training products and services focus on helping our customers improve
productivity through the successful implementation of technology.

All Northwoods Consulting Partners classroom-based, private training sessions or conference
room-based courses provide each student with his/her own training material. The training
materials are designed for student use during the training course as a step-by-step guide and
after course completion as a reference manual.

For more information on course topics presented, please contact your Local Administrator or
Northwoods Consulting Partners Account Representative or Support Center via email, fax or
phone.

COPYRIGHT AND TRADEMARKS

Copyright © 2010 by Northwoods Consulting Partners. All rights reserved. Information in this
document is subject to change without notice and does not represent a commitment on the part
of Northwoods.

All illustrations, screen shots and other data contained in this document is strictly confidential,
supplied with the understanding that it will not be disclosed to third parties without the prior
written consent of Northwoods Consulting Partners. By accepting this document, the recipient
agrees to take all reasonable care and precautions to protect the secrecy of and avoid
disclosure and unauthorized use of the confidential information. Unauthorized reproduction,
distribution, or transfer of this document or any portion of it is forbidden.

Trademarked names appear throughout this document. Rather than list the names and entities
that own the trademarks or insert a trademark symbol with each mention of the trademark
name, Northwoods states that it is using the names for editorial purposes and to the benefit of
the trademark owner with no intention of infringing upon the trademark.

DISCLAIMER

Northwoods Consulting Partners has taken every effort to ensure the accuracy of this manual.
If you should discover any discrepancies, please notify us immediately.

Northwoods Consulting Partners Northwoods Support Center
Address: Phone:

5815 Wall Street (614) 545-0999

Dublin, Ohio 43017 Email:

Phone: help@teamnorthwoods.com
(614) 781-7800

Web:

http://www.teamnorthwoods.com
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ONBASE

OnBase is a document management system used to store and retrieve documents. Depending
on the software at your agency, you can submit documents to OnBase using the following
methods:

e Scan the document using Compass Capture

e Submit the document using Compass Forms

e Submit the document from another application using Hyland Virtual Print Driver
e Import images via dragging and dropping images

The OnBase interface consists of a Menu Bar and Tool Bar. While viewing a document in
OnBase, you can perform certain System Tasks which are located in the Tasks Window.
Typical System Tasks are:

e Mark Document to be Deleted
e Add to My Follow-up Tickler
e Add to My Documents Received

‘E OnBase Client
File Document User Processing Admin  Workflow Window Help

PEER @wEAE « R=FOF2 0 EEK(sAES

PHighlight =l

System Tasks
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Each document is labeled with values known as Keywords and is stored under the appropriate
Document Type. Searching OnBase with Keyword values enables you to retrieve all digital
documents (records) for a certain client. Combining Keyword values with Document Types
allows you to retrieve specific documents for that client, for example a pay stub or birth
certificate. Below are some common OnBase terms:

Document Group

Your agency created a Taxonomy document which categorizes each state and county
document into a Group and Type. Document Groups consist of different Document Types, for
example, SSN cards, birth certificates, state-issued IDs, etc., which may all be in the same
Document Group.

Document Type

The document category under which a document is classified in OnBase. For example, a birth
certificate may be classified under the Document Type “Birth-Death”.

Keyword

A value associated with a document that enables retrieval of the document. For example
CASENUMBER and SSN are Keywords on every document in OnBase.

Re-Index

The process of changing the value of one or more Keywords on a document that already exists
in OnBase. For example, you may Re-Index a document in order to correct an incorrect case
number. In this case, you are changing the value of the CASENUMBER Keyword.

Custom Query

A feature in OnBase that allows you to search for documents by a Keyword value and/or Date
Range. For example, you can use a Custom Query to search for documents by SSN,
CASENUMBER, and/or LAST NAME. Custom Query results can be sorted by Column
Headers.

Document Retrieval

A feature in OnBase that allows you to search for documents by Document Type. Document
Retrieval is a more specific search than Custom Query.

© 2010 Northwoods Consulting Partners, Inc. Page 5 of 55
Do not duplicate or distribute without permission.



OnBase with Workflow User Manual

OnBase

Y NORTHWOODS

CONSULTING PARTNERS

LOCATING AND VIEWING DOCUMENTS

USING CUSTOM QUERIES

If you do not want to limit your search to a specific Document Type, you can use a Custom
Query to search for all documents with a certain SSN, Case Number, or Last Name.

To open a Custom Query:

1. Select File, Open, Custom Query. (Or, click the Custom Query Tool Bar button.)

Document User Processing  Admin  Workflow  Window  Help

e 4 =

drd= DD E|H

=R LR

Retrieve Document

Cuskom Query 4— =

Irnport
Close
Close all

Save As
Re-Indesx

Prink ChrP
Ak Prink

Send To 4
[ Sekup

Exit

2. In the Custom Query dialog
box, select the query you
want to use. In this example
we're using the All Docs by
Case Number, SSN, or
Name query.

I

=| ﬁ Cuskomn Query Selection
- |#3 My Custom Queries
= @ all Custom Queries
-yl Al CSEA Docs by Case Manager
Al C3EA Docs by Case Mo, 358, Mame, or Crder Mo
el All CSES Docs by Document Source
5 Al CSEA Docs Submitked By
All Does byviCase Mumber, S50,
- Ea all Docs Submitked By

or Name

3. Enter the value(s) or partial values for the Keyword(s) you want to search on (CASE
NUMBER, SSN, FIRST NAME, or LAST NAME). In this example we entered the SSN.

4. Click Find.

# Custom Query - All Docs by Case Number, S5M, or Name

F ﬁ Custom Query Selection - —
13 My Custon Cueries Entg Eee number, S5H, of name ta search for all documents for that case of person then click Find of press Entar an your
ﬁ All Custam Queries SR /
@) Al CSEA Docs by Case Manager i e
Al CSEA Dacs by Case Mo, SSN, Name, ar Grdst No = = V4
&l Al CSEA Dacs by Document Source gs;?:ﬁ:i?gﬁna & CASE NUMEER = | | K amd|
@ M CSEA Docs Subiritted By . August 2008 Al ooy - | [111-11-1111 e
- &l Docs by Case Humber, 53N, or Nams July 2008 = : 25
g Al Dacs Submitted By June 2008 ~| FIRST NAME _:I | And
- &l Al Documents by Source :
8 tiew il i) 2] LasTHaE = | And
Unit Rosters o [~ B
Clear Clear Kepwords
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5. The results display in the right pane. In this example, all documents that are indexed

with the SSN 111-11-1111 are displayed.

6. Optional — To sort by a column in ascending order, click the column header. To sort by

the column in descending order, click the column header again.

7. Double-click the document to view it.

# Custom Query - All Docs by Case Number, SSN, or Name

Custormn Query Selection

- 5 My Custom Queties
=23 All Custom Queriss

(&) All CSEA Docs by Case Manager

All CSEA Docs by Case Ma, 55K, Mame, or Order Mo

g All CSEA Docs by Document Source
“@ Al CSEA Docs Submitked By...
All Dacs by Case Mumber, S5, or Mame
%@ Al Docs Submitted By
(& All Documents by Source
New Mail

Document D ate

Document Tyepe

Document Mame

04/03/2008
= 04/03/2008
= 04/03/2008
04/03/2008
04/03/2008
04/03/2008
04/03/2008
04/03/2008
02/28/2008
02/28/2008

7092 CSEA Good Cause
ENUM IMS-Citizenship

ENUM Legal Documents

IM Checklists

INC Eamed

MED Medical Records

MED Medicare Card

5D Spend Down Cash Receipt
3536 EMT Eligibility Farm

3536 EMT Eligibility Farm

& Unit Rasters 02/28/2008 7105 Checkist 7105 Checklist - 1111111111 - NORTHW...
§ 02/28/2008 INC Earned INC Eamed - 1111111111 - NORTHWOD...

02/28/2008 2132 Affidavit Replace 2132 Affidavit Replace - 1111111111 - NOL..

S 02/27/2008 3528 HealthChek 3528 HealthChek - 1111111111 - NORTH...

114262007 7227 Checkist 7227 Checklist - 1111111111 - NORTHW...
B AllDocs by Case Nmber, 551, or Hame - S5h: 111-11-1111 4 10/22/2007 ENUIM Identiication ENUIM Identifisation - 1111111111 - NORT ..
. 08/14/2007 EP Shelter EXP Shelter - 1111111111 - NORTHWOD. .

. 08/14/2007 EXP Utities EXP Utiities - 1111111111 - NORTHWOD. .

. 08/14/2007 IM CORR Recsipts IM CORR Recsipts - 1111111117 - NORT...

S 07/24/2007 3528 HealthChek 3528 HealthChek - 1111111111 - NORTH...

§ 072472007 INC Eatned INC Eamed - 1111111111 - NORTHWOD...

) 742472007 EXP Shelter EXP Shelter- 1111111111 - NORTHWOO...

7092 C5EA Good Cause - 1171111171 - M...
EMUM IMS-Citizenship - 11111111171 - NO...
EMUIM Legal Documents - 1111111711 - M.
IM Checklists - 11111117117 - NORTHWO...
INC Earned - 1111111111 - NORTHWOO...
MED Medical Records - 1111111111 - NO...
MED Medicare Card - 1111111111 - HORT...
5D Spend Down Cash Receipt- 11111171,
3536 EMT Eligibility Form - 1111111111 - N...
3536 EMT Eligibility Form -1111111711 - M...

8. When you perform a query, its history is listed in the lower left pane. To go backto a
previously-visited query, click on the selection. In the example shown here, we
performed two queries. You can move back and forth among the query results by

clicking each query.

r Name FEX
=28 Custom Query Selection .
2 My Custom Queries Enter a case number, S5, or name to search for all documents for that case or person then click Find or press Enter on pour keyboard.
= |24 All Custom Queries
all CSEA Docs by Case Manager Dates Kepwords
Al C3EA Docs by Case Mo, S5M, Mame, or — -
& 8l CSEA Docs by Document: Source CASENUMBER = | | And
%@ Al CSEA Docs Submitted By..
a : i ssn - = Ard
@ A Docs Submitted By FIRST HAME = | [ And
&) All Documents by Source
# New Ml LASTHAME = || And
Unit Rosters
£ >
B, all Docs by Case Number, 55N, or Mame - CASE M
, all Docs by Case Number, 55N, or Name - CASE N‘
Find Clear Clear Kepwords
< >

© 2010 Northwoods Consulting Partners, Inc.
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9. Optional — Right-click on these searches and select Launch Viewer. This allows you to
view a document without having to double-click on it. The search list resides at the top
of this window, while the document can be viewed below.

3528 HealthChek - 1111111111 - NORTHWOODS, JOHNNY, - (111-11-1111) - 02/27/2008 [‘;][ﬁ][g]
Dacument Date Dacument Type Document Mame
DZfZE/ZUDB 2132 Alfldath!epIace 21 32 Affidavit Replace - 1111111111 - NORTHWOODS, JOHNNY -
352 3528 HealthChek - 1111111111 - NORTHWOODS, JOHNNY - I111
11f28/200? 7227 Checkhsl ?227 Checklist - 1111111111 - NORTHWODDS, JOHNNY - [111-11...
= 10/22/2007 ENUM |dentification EMUM Identification - 1111111111 - NORTHWOODS, JOHNNY - [1...
03/14/2007 ExF Shelter ExF Shelter - 1111111111 - NORTHWOOD S, JOHNNY - (1111111,
03/14/2007 ExF Utilities ExF Utiities - 1111111111 - NORTHWOOD S, JOHNNY - (1111111,
03/14/2007 I CORR Feceipts It CORR Receipts - 1111111111 - NORTHWOODS, JOHWNNY -[11.. 2
< >
A

Ohio Department of Job and Family Services
Healthchek and Pregnancy Services Assessment

Healthchek information has been given 1o me JOHNNY NORTHWOOOS

123 MAIN ST (Name)

APTF3 COLUMBUS OH 43015
(Address) (City/State) (Ziph

111111111 111111111

(Case Mumber) (Social Security Number) { Optional) {Telephane) Eligibility Date

I requesi the following services for my children and/or myseli:
(Flease check all the services vou need.)

™ Healih Screening Services ™ Dental Services ™ Help in making Medical or
{Including physical exams) ™ Name of Doctor Dental Appointments
™ Vision Services [~ Name of Dentist ™ Transportation to Medical or
[~ Hearing Services Dental Appointments
v
DJF... |0 Motels] 0 Highlight(z] Page 1 1 Page(s) [F)]

If you use a query often, you can drag it to your My Custom Queries list so that you can locate it
quickly. This is helpful for agencies that have a long list of custom queries. In the example
shown here, we dragged the All Docs by Case Number, SSN, or Name query to My Custom
Queries.

B {3 Custom Query Selection
#3 My Custom Queries <@
73 All Custom Queries
~ (g Al CSEA Docs by Case Manager
-5 AllCSEA Docs by Case Mo, 55M, Mame, or Order Mo
@y Al CSEA Docs by Docurment Source
-5 8l CSEA Docs Submitted By
- Al Docs byiCase Mumber, 556, or Mame
-5 all Docs Submitted By

USING DOCUMENT RETRIEVAL
If you know the document type you are looking for, use Document Retrieval to find it.

To use Document Retrieval:

Page 8 of 55 © 2010 Northwoods Consulting Partners, Inc.
Do not duplicate or distribute without permission.



OnBase with Workflow User Manual
OnBase

Y NORTHWOODS

CONSULTING PARTNERS

1. Select File, Open, Retrieve Document. (Or, click the Document Retrieval Tool Bar
button.)

48 OnBase Client (OBSERVER)

File Document User Processing  &dmin &

ZIEM Docurient  User  Processing  Admin  WarkFlow

Mew b s el =N \'T;I-I B€
Irnpork Custann Query é‘e | H |gh||ght

Close

Close all

Send Ta »

D Setup

Exit

2. Select an entry from the Document Type Groups list. You may need to scroll to find
the one you want. If you do not know which Document Type Group you need, check
your agency’s taxonomy. In this example, we selected Expenses as the Document Type
Group.

All of the Document Types for the Expenses Document Type Group display in the right pane.
There are five document types in the Expenses Document Type Group.

o)

& Document Retrieval

Document Type Groups

Document Types

Administrative Documents
Child Care
CHS

E numerations | (

|t Correspondence

I Intake/Redet

| Fizorme

_h-j _eElicaI

% >

s

W

E*P Child Support Payments
ExP Child-ddult Care

B P Medical Expenzes

ExP Shelter

ExP Utilitiez

Ke_l,lwu:uru:E

June 2007
hay 2007
April 2007

b arch 2007
February 2007
January 2007
December 2006 v

[

| #

Clear Eemwords

Clear Al E xit

| %

© 2010 Northwoods Consulting Partners, Inc.
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3. Select the Document Type(s) you want to retrieve. To select more than one, hold the
Ctrl key down during selection. In this example, we selected all five Document Types.

4. Optional — Enter dates in the From and To fields to restrict the search to a specific time
period.

5. Enter Keyword values (SSN, CASE NUMBER, LAST NAME, FIRST NAME, CASE
MANAGER) to restrict the search to a specific case or cases. In this example, we are
looking for Expense documents for SSN 111-11-1111.

6. Click Find.

E Document Retrieval |Z||E| [E|

Document Type Groups Document Types

Administrative Documents
Child Care

CMS

E numerations

E xpenzes

IM Comrespondence
1M Intake/Redet

Incame

||

ayments

Medical >
< > < >
[atez Fepwords
June 2007 -~ ssM = |[111-11-1111 and| 2
tay 2007 3 J |
April 2007 = -
Aprl 2007 CASE NUMBER = | | nd |
Februany 2007 _
e L LAST NAME = | | find
December 2008 bt FIRST NAME j | And
Erom P HHH

CASE MANAGER = || | And
To S ]

|£

Find | Text Search | Hote Search | Clear Keywords | Clear &l | E xit |

7. The results list displays in the Document Search Results window. Double-click a
document to view it. In this example, there are only two Expense documents for this
individual.

Note: You cannot sort search results when using Document Retrieval.

B Document Search Results

i e e e TN | (= 051 2/2007 - EXP Shelter Casett: 1111717111 - JOHNNY NORTHWOODS (111-1141111)
= 0242642007 - EXF Utiities Casef: 1111111111 - JOHNMY NORTHWOODS (111-11-1111)

< ¥

0 Documents Selected

Page 10 of 55 © 2010 Northwoods Consulting Partners, Inc.
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OPENING A DOCUMENT
To open a document:
1. Generate a results list using a Custom Query or Document Retrieval.
2. Double-click on the document in the results list. The document opens in a new window.

LOCATING A SPECIFIC PAGE IN A DOCUMENT
To jump to a specific page in a document:
1. Open the document.

2. Make sure the document thumbnails are visible in the lower left pane of the window. If
they are not, click Ctrl + U on your keyboard to activate the thumbnails.

3. The number of pages in the document is displayed in the bottom right corner of the
window. Thumbnails for each page are displayed in the lower left pane. In the example
shown here, there are four pages in the document.

48 OnBase Client (OBSERVER) - [7103 QMB Application - 06/20/2007]

— File Dowment User Processing Admin Workflow indow Help

FEER|®weCil d ber= s RE HEBNK v@E P
# - |[Highiigt ~l
]
|Asmcn'- USE ONLY [cm Name Larsen Il:m Number 1111111111 IDm mailed/picked up 6/4/2007 IDa!e returned to cmr?n‘ﬂwoml Unique ID

APPLICATION FOR HELP WITH MEDICARE EXPENSES

Medicaid can assist you in paying costs that are connected to Medigare. Al or part of your Medicare expenses can be paid by the Qualified
Medicare Beneficiary (QMB), Specified Low-income Medicare Beneficiary (SLMB), Qualified Individuals-1 (Ql-1), Qualified Individuals-2 (QI-Z].
or Qualified Working Disabled Individuals (QWDI) categories of Medicaid. Please complete this application to apply for or to continue
receiving this type of assistance.
A face-to-face interview is not required.
¥  You must supply proof of identification, citizenship, age, income & resources.
¥t  This is pot an application for cash assistance, regular Medicaid, or food stamps. )
If you wish to apply for any other kind of help, please call your county department of job and family services.
If you have questions, please call the MEDICAID CONSUMER HOTLINE at 1-800-324-8680 or TDD 1-800-292-3752.

You may use the blank areas at the bottom of the pages if you need more space to answer any question.

| 1. Name of person applying (PRINT) 2. Phone number where you 3. Your Social 4. Social Security

i ba sannhad Sarurins Nimhor Clairm Number

£3

DUFS Documents Wolume 4 Copy 1 Checked Out 0 Matels] 0 Highlight{s] Page 1 4 Page(s)
4. To navigate to another page, right-click on the page and select Navigate, Go To Page.
5. Type the page number you want to go to in the Page field and click OK.

Go To Page

Fage |
OF | Cancel |

-OR-

4 b

1. Navigate to different pages using the Left and Right arrow buttons on the Tool
Bar.
© 2010 Northwoods Consulting Partners, Inc. Page 11 of 55
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-OR-

1. Double-click on a page thumbnail to view it.

MODIFYING DOCUMENTS

ZOOMING IN AND OUT
Click the Zoom In or Zoom Out button on your Tool Bar to adjust the magnification.

B =
ADJUSTING THE WIDTH AND WINDOW
Click the Fit to Width or Fit to Window button on your Tool Bar to adjust the width.
==
Mok oA R
L Lowr
ROTATING
Click the Rotate Left or Rotate Right button on your Tool Bar to rotate 90 degrees.

F

RE-ORDERING THE PAGES OF A DOCUMENT

To re-order the pages of a document:

1. Open a multipage document.
2. Right-click anywhere on the document.
3. Select Delete/Reorder Pages.

4. Click and drag the thumbnail image for the page you wish to move. Un-click to place it
where you want it located.

5. Click the Save changes and close button in the top left of the Delete/Reorder Page
window to save the new positioning.

I 7103 QMB Application, - 06/20/2007

g = EE | 33 =] |s B
¥ 22 08 | BB | 62 =3 | BB

ve changes and close (Alt+D)

Note: You can also re-order pages by clicking and dragging the thumbnail
images from the document viewer window.

Page 12 of 55 © 2010 Northwoods Consulting Partners, Inc.
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COPYING ONE PAGE OF A DOCUMENT TO ANOTHER DOCUMENT
To copy one page of a document to another document:

1.

Open both of the documents you want to work with and make sure you can see both on
your screen.

Right-click the thumbnail for the page you want to move. Your mouse pointer will
change to a hook with a paper attached to it.

While holding down the right mouse button, drag the hook and paper onto the new
document and release the mouse button.

CREATING A NEW DOCUMENT FROM AN EXISTING DOCUMENT

If a document has been scanned in that should actually be two separate documents, create a
new document separate from the existing one. To create a new document separate from the
existing document:

1.

Open the document you want to alter. Right-click on the document and select Send To,
Create New Document.

The Create new document from existing window opens. If you want the new
document to have a different document type, select the new type from the Document
type list.

In the Create from pages box, enter the pages you want to create a new document
from. Enter page numbers and/or a page range separated by commas or a dash, for
example 1-5,8-11.

Create new document from existing

Document tipe 4

| 3528 HealthChek -]

Create fram pages

|2-5,8-1 1|

Enter page numbers and/or page ranges, separated by commas.
For erample; 1,3.5-12

DocﬂentDate
]Tn/29/2008

¥ Delete copied pages from original document

Kemuonds -

Clear Keywords Cancel

B

95N [111-11-1111 2

CASE MUMBER |'|'|'|'|1111‘I‘I

FIRST MAME |JDHNNY

LAST MAME |NDF|THWDDDS

CASE MANAGER: [2ARONC +

4.

Enter the appropriate Keywords for the document.

© 2010 Northwoods Consulting Partners, Inc. Page 13 of 55
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5. Optional — If you want to delete the pages in the existing document, select Delete
copied pages from original document. If you want to keep the pages in the original
document, clear this option. OnBase creates a new document from the old document

and displays it.

Create new document from existing

Document type

| 7103 AME Application

Create from pages

|1

Enter page numbers and/or page ranges, separated by commas.

For example: 1,3.5-12

Document D ate
|naxznxznn?

v [elete copied pages from ariginal document <

6. Click OK.

ADDING A STICKY NOTE TO A DOCUMENT

The Sticky Note feature allows you to place notes on documents similar to Post-it notes. Keep
in mind that the Sticky Notes you create can be seen, modified, and/or deleted by all users.

OHIO DEPARTMENT OF JOB AND FAMILY SERVICES
APPLICATION/REAPPLICATION YERIFICATION REQUEST CHECKLIST
FOR HEALTHY START/EXPEDITED MEDICAID

ASSISTANCE GROUP NAME
JOHNNY NORTHWOODS

APPLICATION DATE
10-03-2006

ASSISTANCE GROUP NUMBER
1111111111

TR, N “Yelow Sticky - 06/20/2007
Certain eligibility factors 1 wanagen oe/zn/2007 314.589M

=]

Note.

Notice the User, Date, and Time
Birth Certificate are attached to the note
automatically.

[ ] dentity proof of
I:l Income verification (|

D Pregnancy verificatio

determine your eligibility 1;2‘;(;5 an example of a Yellow

’5)

ounty department of job and family services can
Medicaid. Checked below are documents needed:

, self-employment records, etc.)

Page 14 of 55
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To add a Sticky Note to a document:

1. Open the document you want to add a Sticky Note to and click on the *Iil_]
Attach Note button on the Tool Bar.

-OR-
1. Right-click the document and select Note, Add Note.

2. Enter the text you want in the Sticky Note.
‘ellow Sticky - 10/23/2003 1

MANAGER 10/23/2008 1:19:37FM

This is an example of a Yellow
Stiky Note.

Notice that the user creating the
sticky note. date, and time
automatically display at the top of
this sticky note.

3. Click on the Minimize button in the top right corner of the note. This

minimizes the Sticky Note so that it does not cover up the document.

'

4. Once the Sticky Note is minimized, you can click and drag it anywhere on
the page.

e To open a minimized Sticky Note, double-click it.

e To delete a Sticky Note, right-click in the top colored section and select Delete
Note.

o The Delete Confirmation dialog box will open. Click Yes to finalize the deletion.

Delete Confirmation

Are you sure wou wank ta delete this noke?

Yes Mo |

HIGHLIGHTING A DOCUMENT

1. Select the highlight note type from the Annotation Type drop-down list.

|Highlight GREEM |
2. Click on the Annotation Type Tool Bar button to activate the highlighter. &
3. Click and drag your mouse over the area of the document that you want to
highlight.
© 2010 Northwoods Consulting Partners, Inc. Page 15 of 55
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4. When you are finished highlighting, click the Annotation Type Tool Bar button again to
turn off the highlighter.

Note: To remove a highlight note type from a document, right-click the note and
select Notes, Delete Note.

STAPLING A DOCUMENT TO ANOTHER DOCUMENT

You can “staple” two separate documents together. When you open and view a stapled
document you are able to open and view the other document by double-clicking on the Staple
icon.

To staple two documents:
1. Open one of the documents you want to staple.
2. Leaving the first document open, open the other document.

3. Right-click on one of the documents and drag it on top of the other document while
holding the mouse button down.

4. The document you dragged will display the front staple icon. The other document
displays the back staple icon.

[E 06/20/2007 - IM Checklists Case#: 1111111111 - JOHNNY, NORTHWOODS (111-11-1111)

OHIO DEPARTMENT OF JOB AND FAMILY SERVICES
APPLICATION/REAPPLICATION VERIFICATION REQUEST CHECKLIST
FOR HEALTHY START/EXPEDITED MEDICAID

ASSISTANCE GROUP NAME APPLICATION DATE | ASSISTANCE GROUP NUMBER
JOHNNY NORTHWOODS 10-03-2006 1111111111

in eligibility factors must he verified before the county department of job and family serviges can
ur eligibility for Healthy Start/Expedited Medicaid. Checked below are documents needed:

RE-INDEXING DOCUMENTS
To change the Document Type, Date, or Keyword values on a document that is already in
OnBase, you will need to Re-Index the document:
1. Perform a Custom Query or use Document Retrieval to generate a list of documents.
2. Select the document you want to Re-Index.
3. Click the Re-Index button on the Tool Bar. [@

4. Make your changes and click Re-Index.

CHANGING THE DOCUMENT TYPE AND DATE
To change the Document Type:

1. Inthe Re-Index Document dialog, click on the drop-down arrow next to the Document
Type field.

Page 16 of 55 © 2010 Northwoods Consulting Partners, Inc.
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2. Select the new document type. In this example, we want to change the document type
from CAF to 7103 QMB App.

3. Click Re-Index.
To change the Document Date:
1. Inthe Re-Index Document dialog, click on the calendar next to the Document Date field.

2. Change the date and click Re-Index.

M Re-Index Document E'
Dacument Tyupe
Group |<< ALL i 1'«f|
Document Type | [T Document Type
File Type | Image File Format : il

Document Date | 02222010

Eewwords

S5M [Tre<11-1111 -

C4SE NUMBER 1111111117} pocument Date

FIRST HAME |JEIHNNY

LAST MAME |NEIF|THWEIEIDS

PIN [111111111

ChIL ACTION MUMBER |11'I111'I11'I111'I111

EXTERMAL CASE MWLM |'I1'I'I11'I11'I1

FOLLOWUP DATE |01-01-2011 @

W

Fe-lndex ] [ Split ] [Elearﬂeywnrds] [ Cancel ]
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CHANGING THE KEYWORDS

If a document was scanned to the wrong caseworker, you can use the Re-Index command to
change the CASE MANAGER value to the correct caseworker. You can also change the value
of other Keywords.

To change the value of a Keyword:

1. Inthe Re-Index Document dialog, click in the textbox for the Keyword you want to
change.

M Re-Index Document f'5_<|

Document Type
Group |<< ALL »» v|

Diocurnent Type | Application

File Type | Image File Format v |

Document Date |02-22.-2010

Fewwords

SSN [111-11-1111

CASE HUMEBER |1111111111

FIRST MAME |JEIHNN‘1”

LAST MAME |NI:IFITHWEIEIDS

FIN [111111111

ChAL ACTION MUMBER |11'I111'I11'I111'I111

EXTERMAL CASE MNUM |'I1'I'I11'I11'I1

FOLLOWUP DATE [01-01-2011 |

W

[ Fe-ndex ] [ Split ] [Elearﬂeywnrds] [ Cancel ]

2. If the Keyword has predefined values (for example CASE MANAGER), click on the drop-
down arrow to select the new value from the list. If the Keyword does not have
predefined values, delete the old value and type in the new value.

3. Click Re-Index.
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ADDING A KEYWORD
To add a second value for an existing Keyword:

1. Double-click on the field name to produce a second field with an entry box. In the
example shown here, we double-clicked on the words CASE NUMBER and a second
CASE NUMBER field appeared.

Type in the new value.
Click Re-Index.

M Re-Index Document

Dacument Tyupe
Group | SCALL B

Diocurnent Type | Application

k== [

File Type | Image File Format

Document Date | 02222010

Eewwords

SSN [111-11-1111

CASE MUMEER |1111111111

CASE NUMBER | «4—}———| Second Case

Number
FIRST NAME [JOHMNY

LAST MAME |NDHTHWEIEIDS

FIN [111111111

CIIL ACTION MUMBER |11'I111'I11'I111'I111

EXTERMAL CASE MUM |'I1'I'I11'I11'I1

Fe-lndex ] [ Split ] [Elearﬂeywnrds] [ Cancel
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DELETING A DOCUMENT
It is possible to delete a document by Re-Indexing it:

Note: When possible, it is recommended to use a system task to perform this
action. See Using System Tasks.

1. Inthe Re-Index Document dialog box, click on the Document Type drop-down arrow.
2. Select DELETE — Mark to be Deleted as the new Document Type and click Re-Index.

Re-Index Document

Docurment Type |DELETE - Mark to be Deleted
DELETE - Mark to be Deleted
Emerald Documnent

EtT Appaintment Proof
EMT Gaz Youcher

File Type

Document D ate

keywards EMT Trangportation Arangement Form
EMT Yerifications n
aoM [I11-11-17111 = I
Page 20 of 55 © 2010 Northwoods Consulting Partners, Inc.
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RE-INDEXING MULTIPLE DOCUMENTS AT ONCE

You may need to Re-Index several documents at once. For example, a client may change their
case number or last name.

1. Use Custom Query or Document Retrieval to generate a list of the documents you want
to Re-Index.

Highlight each document you want to Re-Index.
Select Document, Run Script.

mUser Processing  Admin  Warkflow  Window Help
v

ent D ate Diocurment Type

Run Scripk

4. From the list, select the script type you want to perform, for example, we are adding an
SSN using KW-Add SSN. There are also scripts for KW-Add Case Number, KW-Add
First Name, KW-Add Last Name, KW-Add Person to Case, KW-Change Case
Manager, KW-Change Case Number, KW-Change CSEA Case Manager, and KW-
Change SSN.

BACKGROUND IMAGE

35 Configuration Reports - 06/02/2008 WORKFLOW CONFIGURATION IMPOR
DOC - DEFALLT

H-CHECKMARK

HCE A AENT FORM
55 HTML Foms - O5/20/2002 CSEA UNIT ROSTER EFORM
575 HTML Forms - 05/3( =m0 mam e st mom
S5 HTML Foms - 0540~ Add Case Number

$5 HTML Farms - 053] < - Add First Hame

SYS HTML Farms - 0543 KW - Add Last Name

55 HTML Forms - 05,30 KW - Add Person to Case

575 HTML Fams - 05/30 - Add 55H

55 Impart Indeses - 05/4] KW - Change Case Manager PORTER
H-CamwiTH & DOCUME KM - Change Case Mumber
H-CaR “wITH FOLDER KM - Change CSEA Case Manager
H-CHECK %/ITH FOLDER kW - Change SSN

5. In the resulting dialog box, type in the required information, for example the SSN, and
click OK.

Flease enter a walid S5M with dashes. oK.

Cancel

Click Cancel if you do not wish to add an 55N,

ERRERERER]
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6. OnBase will confirm that the changes have been made. Click OK.

-
‘!I‘) Done. Converted 3 Document Keywords,

7. The old Keyword values will still display until you right-click on the list and select
Refresh.

Wiew Selecked

Clear Selected

Prink 3
Send To »
Delete

Run Scripk...

Render Stakement...

Locake Document. ..

Refresh

Create List Repart. ..
Create Keyword List, ..
Export to DIP File, ..

Whorkflow 3
Briefrase 3

IMPORTING A DOCUMENT

OnBase stores scanned documents. It is also possible to import other types of files into
OnBase that are not scanned, including Microsoft Word documents, Excel spreadsheets,
emails, RightFax faxes, and CRIS-E screen prints.

To import a document into OnBase:

1. Save the document to a known location. In most applications you can do this by
opening the file and selecting File, Save or File, Save As.

Open OnBase and select File, Import.
Click on the Browse button and choose the file you want to import.

Click on the drop-down arrow ¥ next to the Look In: field and select the location of your
document.

5. Choose your file and click Open.
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6. Click the drop-down arrow V¥ next to Document Type field and select the correct
document type.

M Import Document [$_<|

File Path |'\"-.sewer"-.NElFETHWDDDSHEinHDnEaSEHE.D Releaze Overiew.p | [ Browse ]
[] Delete File After Impart Initiate WworkFlaw

Document Type

Group |<< ALL »» v|

Document Tupe | Application <@ ~ I

File Type | FDF " |

Document Date | 02242010

Kemwords
SSM| - - -
CASE NUMBER | 1
FIRST NAME |
LAST NAME |
PIN |
CIIL ACTION MUMBER |
bt
[ Clear éeywnrds?” Clear &l ] [ Exit
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7. OnBase will automatically fill in the File Type box. The Keywords fields that correspond
with the document type you selected will be visible. Complete the Keywords fields.

M Import Document f'5_<|

Eile Path "-.:szer'-.-'Eer"-.r'-J ORTHWOODS B inOnBazehd.0 Releaze Overview. pd |[ Browse ]

[] Delete File After Impart Initiate WworkFlaw

Document Type

Group |<< ALL »» v|
Daocument Tupe |.-’-'-.pp|iu:ati-:un W |
File Tupe PDF v|

Document Date | 02242010

Kemwords

SSN |111-11-1111

CASE MUMBER |1111111111

FIRST MAME |JEIHNNY

L&ST MAME |NEIF|THWEIEIDS

PIN [111111111

ChIL ACTION MUMBER |'I'I1'I'I'I11'I'I111'I111'I11

[Elearﬂeywurdsu Clear Al H E uit ]

8. You can mark the document to be deleted after the import is completed. To do this,
check the Delete File After Import box.

|v Dglete File After Import

9. Click Import.

|mpart

Note: OnBase will appear to pause while the file imports. Once the import is
finished, the Import Document dialog box disappears.

Most files such as emails, faxes, and Word documents should not take longer
than one minute to import into OnBase; however, larger documents can take
more than five minutes to import.

Do not continue to work in OnBase, or close OnBase, until the document is
finished importing.
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PRINTING MULTIPLE DOCUMENTS AS A SINGLE PRINT JOB

You can print multiple documents in one print job:

o bk 0N PR

Click Print.

Frinting Selected Documents

Perform a Custom Query or Document Retrieval.
Highlight the documents you want to print.
Right-click and select Print, Print Selected.

— Annatation anddor Mote
|zon On Document

& MHote Texst On
Dacument

— Maote Text After
Document

Default Settings
[ Setds Default

Frirt Qusue ] Compazs Office Automation LJ
Frint Forrmat |< Default » ﬂ

Crientation - Owerlay Print

&+ Portrait [ Print Dserlay

- B

Landscape | Fax Compatible

Print Range :

(e Al -Job Sethings -

£ Bl Mumber of Copies - |1

C Page 1_ - ]_ W Single PrintJob <

[ Continuous Flow
Motes Printing Print R evizion -

Al Bevisions

f* Cument Bevizion

Color

" Colar
{* Black & white

Image Scaling
[+ BestFit
" One-to-One

Cancel

A Print dialog box opens. In the Job Settings area, check the Single Print Job box.

© 2010 Northwoods Consulting Partners, Inc.
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PRINTING WITH NOTES

You choose different printing with notes options:

1. Right-click on the document you want to print and select Print, Print Selected.

2. A Print dialog box opens. The following options can be selected:

a. Annotation and/or Note Icon On Document — prints the annotations, for
example, a Highlight. It does not print a Sticky Note icon.

b. Note Text On Document — prints the text where the annotation is.

c. Note Text After Document — prints a separate page with the note details.

3. Click Print.

Prirting Selected Documents

— fAnnaotation anddor Moke
|zon On Document

— Maote Text On
Dacument

— Mote Text After
Document

Drefault Settings
[ Setds Default

i

Frint Qusue l Compaszz Office Automation lJ
Frint Forrnat |< Drefault » ﬂ

Crientation - Cverlay Print

(+ Parlrait [ Print Overlay

. [

Landscape | Fax Compatible

Print Range

(= Al Job Settings -

£ MHumber of Copies - |1

 Page i— To ]_ W Single Print Job

[ Continwats Flow
Motes Printing Print Revizian

" Al Revizions

(% Curent Bevision

Colar

" Color

f* Black & white
Image Scéling

{+ BestFit

" One-to-One

Cancel
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DELETING A DOCUMENT

Under certain circumstances you may want to delete a document that you accidentally
submitted to OnBase. In such cases, you can mark the document to be deleted. The document
will be sent to a designated supervisor for approval before it is actually deleted.

To delete a document from OnBase:
1. Generate a list of documents by using Document Retrieval or Custom Query.
2. Select the document you want to delete.
3. Click on the Mark to be Deleted System Task. The Document Type changes to “Mark
to be Deleted” and the document no longer appears in the list.

SENDING A DOCUMENT TO WORKFLOW

Optional — If your agency uses Workflow and you accidentally filed a document away, you can
easily send it back to your Documents Received or Follow-Up Tickler folder by using a OnBase
System Task.

To send a document back to Workflow:
1. Generate a list of documents by using Document Retrieval or Custom Query.
2. Select the document you want to send to your Workflow.
3. Click Add to My Documents Received or Add to My Follow-Up Tickler.
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VIEWING THE DOCUMENT HISTORY

When a OnBase user views, rotates, Re-Indexes, or modifies a document, each action is stored
in the document history.

To view the history of a document:
1. Right-click on the document and select History.

Keywords Chrl+E

Hiskory

Cross-References

Maotes 4
Redacted Image [
Print Document. .. Chrl+P
Send To 4
Run Script...

Render Statement. ..
Delete Docurment
DeletefRearder Pages Chrl+D

Mavigate
Scale
Process

* v v

Display
Reset
Thumbnails Chri+U

WorkFlow 4
R.edaction Bitmaps 4
Briefrase 4

Properties
Mext Document: Chrl+F7
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Each action performed on a document is listed in the top pane of the Document History window,
along with the date and time the action was performed, the user who performed the action, and details
about the action. Our example shows that the user, MANAGER, viewed the document on 6/25/2007.

You can scroll to the right to view more details about each action.

Workflow information is displayed in the bottom pane of the window. There is an entry
for each time the document was moved into or out of a Life Cycle folder, along with the
date, time, and the name of the user who moved the document.

B8] Fle Document Ussr Processing Admin Workflow  Window  Help

FEER @ @G HIEg=: g2 ?
7 = |[Highlight ~|
Log Dale [Log Time [UserMame  [Action [Detail [~
06-252007 151140 MAMAGER  Viewed Document  Wiewed (539] 02/25/2007 - EXF Uiities Caseh 2222222222 - JOHNNY NORTHWOODS (1111111111
04172007 11:08:20 CHRISM Add Kepward A #dd Kepword [CASE NUMBER) 2222222222 to 02/26/2007 - EXP umme*s:u 333333333 - JOHNNY NORTHWOODS (111111117
04172007 11:08:20 CHRAISM Delete Kepmol Deleted Keyword [CASE MUMBER) “I33333333 from '02/25/2007 - EXP/LI Mes Caseli 333333233 - JOHNNY NORTHWOODS (111111111)
04172007 11:07:08 CHRAISM Add Kepward #dd Kepward [CASE NUMBER) 3333333333 to 02/26/2007 - EXP Utities FassH: 1111171111 -JOHNNY NORTHWOODS [11111-1111)
14172007 11:07-05 CHRISM Delets Keywrd Dieleted Keyward [CASE MUMBER] 1111111111" o ‘02252007 - EXP it Casstt 1111111111 - JOHNRY NORTHWOODS (11111411117
14172007 11:0342 CHRISM Viewed Documelt  Wiewed [E33] 02/25/20007 - EXF Utities Casett 1111111111 - JOHNRY NORTHWOODS (1111111117
04172007 11:02:09 CHRISM Viewed Documat  Wiewed [E33] '02/25/2007 - EXF Uiities Casel 11111111711 - JOHNNY NORTHWOODS (1111141117
02-26:2007 18144 AHRONC Viewed Dacumat  Wiewed [E33] '02/25/2007 - EXF' Uiiities Casel 1111111171 - JOHNNY NORTHWOODS [111111111) -
< >
Workflow Queuss | workFow Transactions |
L Ty, [Gusus Entty Llser Wi | Erty Dt Eit User Marns Esit Date
Tiomiments Recored B - My Doouments e A0 N 5520007 161410
Diacuments Received O - nital AARONG 02262007 181410 AERONC 02756 2007 1410
Diacuments Received DR - Verification AARONG 02:25:2007 181410 AERONC 02-26:2007 151410
|| Log Date |Log Time |User Mame |.t’-‘«c:tic-n |Detai|
| UB-%&-EUD? 15:11:40 fANAGER iemed Docwent Yiewed (633 'D%IEBQDD? - ExoP Ulilities Casedf: 2222222202 - JOHKNNY MORTHWwWOODS [111-11-1111]
I I

USING ONBASE INTERNAL MAIL

RECEIVING ONBASE MAIL MESSAGES

OnBase internal mail is an email system that is separate from the new mail query. It is used to
send internal messages with links to specific documents to other users.

When you receive a OnBase mail message, the Message dialog box will pop up on your screen.
e To read your mail immediately, click Yes.

e To read your mail later, click No.

Message

You hawe new mail, read it now?

e ] w |
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To open your OnBase Mailbox:
1. Select User, Mailbox.

H OnBase Client (OBSERVER

File  Document Processing  Admin  Workfl
(= =

E E WaorkFflow

Text Search Resulks
Prinkt Queue

# - |Highiig

Locked Cbijects

Ervelopes 3

User Oplions
Workstation Options

Change Password
Toolbars ¥
Add [ Modify Tool Ikem

2. The Mailbox window opens. Select the Internal Mail folder.
3. Double-click on the mail message to view it.

"B Mailbox

Internal Mail 1 Mail Messages
System Mail Frarn |Subiect |Dale
R} Ircernal M ofl MANAGER 7103 OMB Application 2007-06-26

|1 Mail Messages

Fram I Subiject | D ate
gl MaMAGER 7103 QME Application 2007-06-26

£

Note: OnBase internal mail can only hold 249 characters in the message.
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4. The Text Message dialog box opens. From this box, you can choose to Reply, Delete,
Forward, and/or Exit the mail message.

Note: When you delete a message, the document that was linked to it remains in
OnBase.

M 7103 QMB Application =3

Eram MAMAGER

Subject |?1 03 OMB Application

Meszage
Far John Do
Aftachments
7103 (B Application - 06/20/2007 |
Beply Delete Eonward
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SENDING ONBASE INTERNAL MAIL MESSAGES
To send a message:

1. Open the document you want to send as an attachment and click on the Send Mail
(Mailbox) button on the OnBase Tool Bar.

48 OnBase Client (OBSERVER)

File Document User  Processing  Admin Workflow  Window  Help

& & O g Send Mail Button ?

# - ||Highlight -

2. Tosendto:
e A single recipient, click the To arrow ¥ and select a recipient.

e Multiple recipients, click the To... button.

Send Mail FE&X
From  [MANAGER
e -] To.. je————Ty To... Button

Subject |

™ Read Receipt Requésted
Meszage

To arrow

Altachments
7103 QMB Application - 06/20/2007

3. Complete the Subject line and Message fields.

Note: The document appears as an attachment at the bottom of the Send Mail
window.

4. Click Send.

5. You will receive a confirmation message. Click OK.

Success [5__(|

1 ) Message sent successfully
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SENDING EXTERNAL MAIL

To send a document that is in OnBase to an external recipeint:
1. Right-click on the document.
2. Mouse-over Send To and select Mail Recipient.
3. Complete the To, Subject, and Message fields.

4. Click Send.

B3 Mail Message - (Plain Text)

Fia Edt View Format Tooks

=, 1g_n-'l ._'- [h X

|miaplei@teamnortwoads. com
ce. ||
Bec... | |

Subject: |ln:ome Disrepancy For Johnny Mortheoods

Attach.., | |0B98.E (7 KB);

See attachment for income discrepancy info.

R

| "

NEW MAIL CusTOM QUERY
1. Open a Custom Query.
2. Click on the appropriate New Mail Custom Query.

B {j Cuskom Query Selection
- 174 My Custom Queries
=M gj &l Customn Queries
ﬁ all CSEA Deleted Docs
-‘_ﬁ ALL Z5EA Docs by Case Manager
ALL CSER Docs by Case Number, SSM, or Name
: s ALL CSEA Docs by Document Source
T AL CSEA Dacs Submitted Biv...
i -"h ALL Docs By Case Manager
ALL Docs By Case Mumber, 53N, or Mame
: 5 ALL Docs By Document Source
L a1 Docs Submitted By. ..
TR Al M Deleted Docs
& csea ENUMERP.TIONS
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3. Choose your ID from the Case Manager drop-down list.

#® Custom Query - M New Mail
S| 2§ Custom Query Selection
g My Custom Queries
&1 g3 All Custom Queries
& All CSEA Deleted Docs
A ALL CSEA Docs by Case Manager
~[B ALL CSEA Docs by Case Number, 55N, or Name
(a5 ALL CSEA Docs by Document Source
T ALL CSEA Docs Submitted By...
-5 ALL Docs By Case Manager
ALL Docs By Case Mumber, SSN, or Mame
(i ALL Docs By Document Source
- T ALL Dacs Submitted By...
Tl All 1M Deleted Docs
CSEA ENUMERATIONS
- @fl CSEA New Mail

[_[o1x]

Income Maintenance New Mail

IM Case Manager: [EEDEK =
Find

4. Click Find.

5. A search list opens. Review your documents.
6. To remove documents from your New Mail Custom Query, highlight the necessary

documents and click on the Update Status to Viewed button in your Tool Bar.

%

Note: If more than one caseworker has the same document, OnBase will remove
the document from your New Mail Custom Query but it will remain in the other

caseworker’s query.
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UNLOCKING DOCUMENTS

Sometimes errors can occur in OnBase which cause the program to exit in the middle of
executing a task. When this happens, the document can be put into a “locked” state; the
document cannot be modified until the document is unlocked by the user who was executing the
process when the error occurred.

To unlock a document:

1. If there are locks under your username, you will receive the following message when you
log into OnBase. Click Yes.

Warning!

9 | Document checkout locks assigned ko your username appeat ko have been left open from a previous session,
\-'\'() Do wou wish bo view/remove these locksy?

2. Alist of your locked document(s) displays. Select all of the documents and click

Remove.
Locked Objects X
Lock Type Lock Date and Time Lock Details

Dlocument 2007-06-27 10: 00: 00é&M Document: 7103 QMB Application

< | >
Refresh | Remove ’4 Exit

3. A Warning! dialog box opens. Click Yes to permanently remove the locks.

You are about bo remove a document lock,
- You should use this Feature only ko remove loc at have remained as the result of premature termination,
! You should this Feak Iy k locks that b ined as th It of ture kerminati
- ou should not remove locks on any documents that are currently being viewed,

Are wou sure vou want ko remove this document lock?

es Mo
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USING APPLICATION ENABLER

Application Enabler (App Enabler) is a module within OnBase that allows a document to be
retrieved within a line of business application. App Enabler requests a print-screen from the
mainframe application (LOBA) and creates a query to retrieve the associated documents from

OnBase.

To open relevant Application Enabled documents in OnBase:
1. Make sure both OnBase and your state mainframe application (LOBA) are open.
2. Double-click in a mainframe screen, for example, AEICI.

S o
Fle Edt View Communication Actions Window Help

B DD AR Bm e s e o el

I {3k 381

| &' ‘Connected to remote server/host 10,100, |

You will notice all relevant documents to that screen open in a Document window.

USING AUTOFILL KEYWORD SETS

Autofill Keyword Sets allows you to enter client information into OnBase to autofill client data in
other applications. Use Autofill Keyword Sets when a new client needs to be entered into the
system prior to your state system being scraped.

To enter client data using Autofill Keyword Sets:
1. Select Admin, AutoFill Keyword Sets, Management.

driin WorkFow  Window  Help

p=

fuboFil Eesyword Sets k Management '
W'orkflow Log k Importer

= Fotnm Lekbers
Image Forms
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2. The AutoFill Keyword Management window opens. Highlight the appropriate AutoFill
Keyword Set Type and click View Search.

E“}';;fnutuFill Keyword Management ;lglil
AutoFil K.epword Set Type
C5EA Case lnfo by S5M &dd Set
il Caze Info bu 55
Wiew Al
Wiew Search
E xit

3. Inthe Search Value window, perform a search for the person you want to add to

OnBase.
4. Click Find.

E nter Primary AutaFill Kemward Set alue
11111111

| Find | Cancel |
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1. If results:
e Display, the client is already in the system.
o Do not display, click Add Set in the Autofill Keyword Management window.

2. The AutoFill Keyword Set Add window opens. Enter the client’s data and click Add.

AutoFill Keyword Set Add X|
— Kepwords
s [ ﬂ

CASE NUMBER |

FIRST MAME |

LAST NAME |

ADDRESS LINE 1 |

Add E it |

The client’s data is added to OnBase.
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WORKFLOW

Workflow is a module of OnBase that allows you to manage and work case documents
electronically, just as you currently manage paper documents. Documents that are tagged to go
to Workflow are assigned to a specific Life Cycle and sent to the appropriate caseworker’s
Workflow. A Life Cycle, for example Documents Received, determines the actions that can be
taken on the document. Additionally, Life Cycles can determine automated follow-up dates
placed on the document, for example Follow-up Tickler.

Workflow serves as your electronic mailbox and offers intuitive functionality such as the Related
Documents window. If you view a document for a client, the rest of their case file documents
will display in this window.

2 HEeE =k

=) ﬂ IM Documents Received pa
: DR. - Initial [0]
[Z2] DR - Werification [0] H
+22! DR - Missing Information (Public) [0] < = L I fe Cyc I e fo I d ers A
-5 DR - My Documents Received [3] = ent of Job and F’:’mlly Se,
£ DR - My Documents Pending [0] F =
i - e DR - My Adverse Documents [0] &l
- i — Healihehek information kas been given 1 me JOH
Ad Hoc Tasks
Document Name iAmvaI Time: {Address)
L= e — rvrTee i
& EEEMT \ H 2 o3 (simal) (Tekebers!
% INCEARMED 1111111111 -N..  D4/03/2008 13 34:4 Document Name ndor myself:
| >
Dusue DA - e I T T~ Health Sereening Services I Dental Services ™ Help in making Medics
[Eieie DHEMyDothemshcaved S e MANADEH ligd (Including physical exams) [~ Name of Doctor Dental Appainiments
I Vision Services [T Nare of Dentist I™ Transporiation 1o Medi
I Hearing Services Dental Appoinments
el Birth date S5N or Medi
<] Action Window
Please answer the following questions:
Are your children's immunizarions and well child exams up-to-daref
& 3528 HealthChek - 1111111111 - NORTHWOODS, JOHNNY - (111-11-1111). A Please give us the names of your ehildren's current doctor Document
# INCEamed- 1111711111 - NORTHWOODS, JOHNKY - (111-11-1111]- 047.. Qentiss i
+ ENUM INS-Cifzenship - 1111111111 - NORTHWOODS, JOHNNY - [111-11-.. TR T
+ ENUM Legal Documents - 1111111111 - NORTHWOODS, JOHNNY - (11141 . I known, give t
1M Checklits - 1111111111 - NORTHWOODS, JOHNNY a—l T O Related Documents
7092 CSEA Good Cauze - 1111111117 - NORTHWOOD S, JOHNNY - (1111,
he pregnancy?  YES [TNO
1] 8D Spend Down Cash Receipl - 1111111111 - NORTHWOODS, JOHNNY - e gl I PR 2
. Do vou need other social services? [ YES. Specify 5
&\m| ¥ 1| >

LIFE CYCLE FOLDERS

Each Life Cycle folder contains subfolders representing stages in an agency’s business
process. The number of documents in each folder is displayed in brackets after the folder
name. For example, a caseworker may receive scanned applications in their DR — My
Documents Received folder shown here. Clicking on a document in that folder will provide you
with the appropriate Ad Hoc Tasks (actions that can be taken on the document, similar to
System Tasks.)

Refer to the Workflow Ad Hoc Tasks Reference document for specific descriptions of the Life
Cycles at your agency.

g- 6 IM Documents Received
[ DR - Tnitial [0]
(0] DR - Verification [0]
= DR - Missing Information (Publich [0]
,E,_' DR - My Documents Received [3]
7] DR - My Documents Pending [0]
b gy DR - My Adverse Documents [0]
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LAUNCHING WORKFLOW

When you first open OnBase, you will see the Workflow window. It may hide other windows that
you normally see. You can minimize or maximize the Workflow window to make viewing
documents easier.

o |f the Workflow window is closed, you
can reopen it by clicking the Workflow D@
Inbox button on the Tool Bar.

VIEWING AND FILTERING DOCUMENTS

VIEWING YOUR OWN DOCUMENTS
1. Select a Life Cycle folder. Two things happen:

a. Documents in the folder are listed in the Document List window below the Life
Cycle window.

b. Task buttons (Ad Hoc Tasks) display in the Tasks pane on the far right. You can
select a document in the folder and double-click a task button to perform an action
on the document.

In this example, the DR — Documents Received folder is selected.

| IR == — o e e e
[EEEE s EEeE00 |
Cal
B 3 IM Documents Received 8 =
H [£2) DR - Initial [0]
[Z2] DR - Werification [0]
w22 DR, - Missing Infarmation {Public) [0] = . L .
o] DR - My Documents Received [3] - Ohio Department of Job and Fi:ll'l’lll} Services
: {57 DR - My Documents Pending [0] Healthchek and Pregnancy Services Assessment
i ey DR - My Adwerse Documents [0]
L i = Healihchel information hns been given o me_JOHKNY NORTHWOOL
123 MAIN ST, (Nameh
COLUMBUS c
(Address) {Citw/State)
Y LALENARE LI Hi-114111 . ) . .
L (Citse Number) (Social Security Number) | Optionaly (Telephone)

=
= INCEARMED - 1111711117 - M.

Irequest the following services for my children andior mysclf:
(Please check all the services you need.)

8 | >
Qusue DR - | [CarEa ™ Health Sereening Services I~ Dental Services ™ Help in making Medics
[QhsiedD R MEbRelnenisHeceied Sl setaliEE Ifeatnes {Including physical exams) [ Name of Doctor Dental Appointments
I™ Vision Services ™ Narme of Dentist ™ Transponation o Medi
I Hearing Services Dental Appoinments
Child's name. Birth date SSN or Medi
Please answer the following questions:
Are your children's immunizations and well child exams up-to-die? T YES T NO
& 3528 HealthChek - 1111111111 - NORTHWOODS, JOHMKY - (111-11-1111) & mm give us the names of your ehildren’s current doctor
st

@ INCEarmed - 1111111111 - NORTHWOODS, JOHNMY - [111-11-1111] - 044, =

~« ENUM INS-Citizenship - 1111111111 - NORTHWOOD S, JOHNNY - [111-11-...

Tsanyone in your family {including voursetf} pregmant? CYES TNO  IFYES g
“+ ENUM Legal Documents - 1111111111 - HORTHWOODS, JOHMNY - (1111 pregnant woman . If known, give
IM Checklists - 1111111111 - HORTHWODDS, JOHMMY - [117-11-1711] - 04,., dug,

7092 CSEA Good Cauze - 1111111117 - NORTHWOOD S, JOHNNY - (1111, (bonth and Year) I - .
B e b TR PSR S AR 1 the pregnant woman now going (o a doctor or cliric for the pregnancy?  ["VES [TNO

3 11 YES; give the name of the doctor or clinic.
= Do you need other social services? [ YES, Specify:
&m) | |sm) >

v
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2. Select a document in the Document List window. Two things happen:
a. The document displays in the center window.

b. Relevant documents in OnBase that have the same case number are listed in the
bottom left window (Related Documents window).

e EBivE $-E0E 2 dE0H]
= ﬂ I Dacumerts Received o~
-[2Z] DR - Initial [0] i |
[E2] DR - Verification [0]
- DR, - Missing Infaormation (Public) [0] = . o .
- ¢5] DR - My Documents Received [3] - Ohio Department of Job and Family Services
7] DR - My Documents Pending [0] Healthchek and Pregnancy Services Assessment
- gy DR, - My Adwerse Documents [0] |
= — Healthchek information has been given 1o me JCHNNY NORTHWOOL
123 MAIN ST, (Narne)
APT F3 CoLuMBUS H
(Address) {City/State)
111111111 11111111
(Case Numher) (Sacial Security Number) | Oprional) (Telephnne)

- MT ELIGIBILITY FORM - 02/28,
& INCEARNED -1111111111 - M. 04703/2008 13:34:40 I reguest the following services for my children and/or mysell:
b | e ¥ e

(Please check all the services you need.)

| >
Tusn 5 = ™ Health Screening Services I~ Dental Services ™ Help in making Medict
i 2 ¥ B P 'q
Ctsue DH MUt Hechied [User: MANAGER [Counkt 3 dIncluding physical exams) [~ Name of Doctar Dental Appaintments
I™ Vision Services ™ Name of Dentist ™ Transporiation to Medi
J I~ Hearing Services Dental Appoiniments
date SSN or Medii

Related Documents

Please answer the fallowing questions:

v A Are your children's immunizations and well child exams up-to-dare?  TYES T NO
7
& 3528 HealthChek - 1111111111 -NDF\THWDDDS,JDHNNY-[111*111].. & Please give us the names of yout children's current doctor
# INCEamed - 1111111111 - NORTHWOODS, JOHNMY - [11117-1101) - 044 = dentist,
. ENUM INS-Citizenship - 1111111111 - NORTHWOODS, JOHNNY - [111-11-... asinnrone b s el el sl pregnani YES TNO IFYES, g
- ENUM Legal Documents - 1111111111 - NORTHWOODS, JOHHNY - (111-1... pregnant woman . Ifknown, give t
1M Checklists - 1111111177 - NORTHWDODS, JOHNKY - (111111111 - 04 due
7092 CSEA Good Cause - 1111111111 - NORTHWOODS, JOHNNY - (11141, ) EMomhin Year) . . ) ’
{0 SperetDown Cash Reesip -1 111111111 -NORTHWOODS JOHKNY - :H"ESP.';T:'&',::S,,‘::f;,‘:;:ﬁ,'r":,:Ef,'iz_'""""“fmk"“’m" (e g
| Do vou need other social services? [ YES, Specify: |
@im| B ||am ]
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FILTERING YOUR DOCUMENTS

Filtering documents allows you to view only a specific group of documents in a Workflow folder
based on case number, SSN, or last name. This can be very helpful when you have several
documents in a folder. To temporarily display only documents for a single case number:

1. Select the folder you want to filter, for example, DR — My Documents Received.

2. Click on the Filter button on the Workflow Tool Bar and choose the appropriate Filter
option, for example, Filter by Case Number, SSN, or Name.

£t S e M T+ V|
B ; i
Filker by Case Mumber, 53N, or Mame !

— Filker by Follow-up Date [
PREC  pew Mail :

I I

3. Enter a case number, SSN, or last name in the appropriate Action window field. In this
example, we entered a case number of 1111111111.

4. Click Apply.

Please enter a Case Mumber, S5M, or Last Mame and click
Apply.

Case Nurber |

SSH |

Last Mame |

Apphy | Cancel
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Only the documents in the folder with the case number you selected will display in the
Document Name window and in the Related Documents window.

Drocument Mame

Il 2132 Gfidavi Feplace - 1111111111 - NORTHWOODS, JOANNY - [A17-11-111 ..
& 3536 EMT ELIGIBILITY FORM - 1111111111 - HORTHWOODS, JOHNNY - [(11...
& INCEARMED - 1111111111 - NORTHWOODS, JOHMMY - (111-11-1111] - 04/0...

L4 [T >
Dueus: DR - H_I,I Documents Received | User MAMAGER Count: 3

& 3528 HealthChek - 1111111111 - NORTHWQADS, JOHMMY - (111-11-1111]...
g MCEamed-1111111111 - HORTHWOODS, JOHKMNY - (111171111 - 044,
« EMUM NS -Citizenship - 11111111171 - NORTHWOODS, JOHMMY - [111-11-...

« EMUM Legal Documents - 1111111117 - MORTHWOODS, JOHMMY - [111-1...
M Checklistz - 1111111117 - NORTHWOODS, JOHMNY - (111-11-1111] - 04...
70582 C5EA Good Cauze - 1111111177 - NORTHWOOD S, JOHMMY - (111-1...
5D Spend Diown Cazh Receipt - 111117171111 - NORTHWOODS, JOHMMY - ..

&' MED Medicars Card - 1111111111 - MORTHWOODS, JOHMMY - (111-11-11...
Bl 3538 EMT Eligibilty Form - 1111111111 - HORTHWOODS, JOHNMY -[117-1...

£ LG >
5. Click on the Filter button on the Workflow Tool Bar and choose <No Filter>.

B 5 | B : M = ST

< Mo Filker = ,L
—__ Filker by Case Number, 550, or Name L
: F"E_ Filter by Follow-up Date '
o e Mail

raki.

USING COMBINED VIEW

AT

The Workflow tab in the User Options allows you to combine the contents of several Workflow
gueues into a single display pane. This allows users to view a set of documents by selecting a

Life Cycle name instead of having to individually select Workflow queues to view their
documents.

1. Select User, User Options.

2. Click on the Workflow Combined View tab.

© 2010 Northwoods Consulting Partners, Inc. Page 43 of 55
Do not duplicate or distribute without permission.



OnBase with Workflow User Manual Y NORTHWOODS
WOrkfIOW CONSULTING PARTNERS

3. Select the Queue(s) you want to combine in the Available Queues pane.

4. Check the Show Combined View box.

Lser Options [z|

Retrieval Default Date Document Storage Default Date
General | Startup | Docurment | “workflow Combined Yiew

@ |:| ﬁ BCSE Deleted Documents
= [¥] @ BCSE Documents Received
@ [¥] 5] BCSE Follove-up Tickler
w- [ CSEA Modifications
[ Dﬁﬂ CSEA Teminations

It Applications
@ It Caze Document Matifications
ﬁ It Deleted Documents
6 I Docurnents Received
5] 1M Followup Tickler
=3 5%5 - C5EA Casze Reazzignment
=2 5%5 - Document Source
=3 5%5 - IM Caze Reaszighment
=5 5Y'5 - Watify Multiple \Warkers [IM]
5Y'S - Set Faollow-up Date 10 Days
SY'S - Set Follow-up Date 14 Days
SY'S - Set Followe-up Date 15 Days
SY'S - Set Follovwe-up Date 30 Days
SY'S - Set Follovwe-up Date 5 Days
?. 5SS - W Distribution [CSEA)
?. 5SS -WF Distribution [Ik)

[ A e R B L e e Ay A

OO0OOOO0O000000000010

Shaw Combined View < Show Combined View

[ Ok, H Cancel ]

Note: Normally, you do not want to add the Public Folders to a combined view.

6. Click OK.
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The designated Combined View folders automatically have their documents display in the
Documents Name window. The Workflow Queue column tells you which folder the document is
from, for example, DR — My Document Received or FT — My Working Documents.

The Queues appear in the Action window. When you click on the different documents, the Ad
Hoc Tasks will change according to the folder that it resides in.

“ﬁ File Document User Processing Admin  workflow  Window Help — | iEM

«m FEL L R = R

JH.ghhgm
= =T A0SR
S d By: Josh Insh 11/21/2006 11:27:36 ZHE? E“
% 29 Case Document Notifications ~ SIS =
= T8l C5EA Deleted Documents FOLLOWIIP DATE 12/15/2008

% g CSEA Documents Received

Ed i_‘ CSEA Follow-up Tickler

-y CSEA Modifications

& g# CSEA Terminations

# - Emerald and Wall Street Docs

%18 M Delsted Documents

[ 9 IM Documents Recelved

<50 M Follow-un Tickler ¥

Document Name Workflow Queus Arrival Time
w4 3536 EMT ELIGIBILITY FORM - DR - My Documents Hecelvad 02/28/2008 15

&\m| »
| Multiple Queues Usei: MANAGER: [Count: 4 HoFil__

Viewing Queues:

» DR - My Documents Recervedl
» DR - My Documents Pending
» DR - My Adverse Documents
s FT - My Working Docwumnents
« FT- My Dncument: for Today

T MMMl Tho

&’ MED Third Party Premium - 1122334455 - SMITH, JOHN - [339-99-9339) - 11/21/2006
| CCVerifications - 1122334455 - SMITH, JOHN - [333-33-3339) - 11/21/2006

& 3606 Med Dep - 1122334455 - SMITH, JOHN - (999-99-9999) - 11/21/2008 T‘.'A v “

L] 2
DJFS Documents Yolume T Copy 1 Checked Out |0 Mot a[s |0 Highlights) | |Page 1 (] Page[s]

USING TAB VIEW
You can set your Workflow windows so that they appear as tabs at the bottom of your screen.
1. Click on the Life Cycle window Grippers and drag it down to the bottom of the screen.

2. A confirmation window opens asking if you want to share the docking position. Click
Yes.

Confirm [5968]

. share Docking Position?
Yes Mo ‘
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3. Repeat Steps 1 and 2 until each window is sharing a docking position.

Crocument Mame I.i‘-.rrival Time X I

2132 Affidavit Replace - 1111711, 114112008 171:13:40
s JR36EMT ELIGIBILITY FORM - ... 02/28/2008 15:53.03
& IMCEARMED -11111117111 - M. 040372008 13:34:40

Grippers
Tab View
o L) >
Dueus: DR - bl Documents Received  |User MEMAGER Count: 3 M...
e Diocuments
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MOVING THE WORKFLOW WINDOWS OUT OF ONBASE

You can move your Workflow windows outside of OnBase. This is helpful when you are using
the dual monitors.

1. Click on the Grippers.

2. Drag a Workflow window, for example, Document Name, completely outside of OnBase.
The window(s) will be separate from Workflow until you move it back into OnBase.

Documents

i Diocument Mame Arrival Time

2132 affidavit Replace - 1111111, 11/11/2008 11:13:40
& 3IE3GEMT ELIGIBILITY FORM - . 02/28/200815:5303
& IMCEARMED - 1111111117 - M., 04/0342008 13:34:40

<) 5
| Gueue: DR - My Documents Received | User MANAGER Caun...

USING SYSTEM TASKS IN ONBASE

System Tasks allow you to take action on documents. Typical System tasks are:
e Add To My Documents Received (Workflow users only)
e Add to My Follow-up Tickler (Workflow users only)
e Mark to be Deleted

System Tasks available outside of
Workflow
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USING AD HOC TASKS IN WORKFLOW

Ad Hoc Task buttons allow you to take action on opened documents. For example, clicking on
Move to Another Case Manager will activate the Action window in Workflow causing you to
select a caseworker of choice.

Applicable tasks are determined by the Document Type and are county-specific. To see more
information on task buttons as they relate to your agency, please refer to your Ad Hoc Tasks
document.
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USING E-FORMS

E-Forms store or track information. E-Form Document Types are stored as normal documents in
OnBase and can be viewed outside of Workflow. There are several Northwoods E-Form Document
Types though Case Notes and Case Document Notification E-Forms are the most standard. Some
are used by the system and function behind the scenes. Others are created by users. To access an
E-Form:

1. Click on the E-Form button in the Tool Bar. @

2. The New Form Document window opens. Choose the E-Form you want to work with and
click Create.

Mew Form Document |

Laze - General Notes

Caze Document Matification Farm
Caze Reazsignment Farm

it Roster

WF - Diztribution Form

"W - Prosy Form
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CASE NOTES E-FORM

The Case Notes E-Form allows users to create an electronic document containing information about
a case that can be modified at any time. It is accessible to all users. The form can be sent to the
caseworker’s Follow-Up Tickler by selecting the Send to Follow-Up Tickler option. If this option is not
selected, the document is submitted to OnBase as a non-Workflow document.

Case MNotes

={={ | Search

Case Mumber |

First Mame |

Last Mame |

Case Manager | j*

| Send to Follow-up Tickler

Motes

Subimit Cancel
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CASE DOCUMENT NOTIFICATION E-FORM

The Case Document Notification form works in conjunction with the Case Document Notification Life
Cycle to allow users to be copied on designated Document Types that come into the system with
specific Case Numbers or SSNs.

You can create a Case Document Notification E-Form using the E-Form button in the Tool Bar. You
can enter new Case Numbers and/or SSNs into the form.

Any user can create a new Case Document Notification form. However, once a form is created, it is
visible only to that owner, supervisors, and administrators.

Case Document Notification Form

urber

Please select your Movell ID from the list below.

Case Manager IMANAGER v] Cancel

Cases 1-250 |-'c_ase$ 251-500 | SSh's 1-250 |'SSN',§ 251-500

Mumber

Case Mumbers

1111111111 [2z2ez2z222 | | |

| I I I I
I I i I I
| | I I I
I I | I I

-Stop Monitonng all £

CONFIGURING WORKFLOW TO OPEN AUTOMATICALLY

To set Workflow to launch automatically when you open OnBase:

1. Select User, User Options.

Bg File Document | User Processing  Admin  Workfloy
E | workFlow 4
& - || 1-VellowF  IexkSearch Results 3

Prink Queve [ -
’E | E Trash Can &) | !

Mailbox

Eﬁ Case Docume Locked Objects

Ba-<: Case Reassigl Envelopes »
& CSEA Deleted
mg fa ] LUser Opkions

g CSEA Emancip  Workstation Options
825 CSEA Follow-y
B CSEA Madifice
& CSEA WF Dist
Ei IM Applicatior Toolbars b
E!ﬁ IMDeleted e &dd { Modify Taol Ttem

Change User Calendar
Change Password

2. Inthe Display Components section, select the Workflow on Startup option.
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3. Make sure the Iconized options are cleared.

Lser Options [5_(|

Retrieval Default D ate Document Storage Default D ate

General | Startup | Docurment | *workflow Combined Yiew

Launch on Startup

] Mail

[] Trash Can

[] Local Print Queve

[ Custom Queny List

Fietriesal Dialog

[ ] Open File Cabinets
Wl flov lconized <@ Iconized

1] Workflow
on Startup

[15can

] l [ Cancel

4. Click OK.
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CONFIGURING WORKFLOW TO OPEN A SPECIFIC FOLDER AUTOMATICALLY

To set Workflow to automatically open a specific folder when it launches:
1. Select User, Workstation Options.

ﬂ DnBase Client (OBSERYER) - [Workflow ]

_Cig File Document | User Processing  Admin  WaorkFlov

N

'_7_’ E | “iorkflaw

7~ ||1-Ye||0w|— Text Search Resulks

y

M = = Prink Queus

E Trash Can E _!
— Maibox
E@ Case Docume Locked Objects —
=<2 Case Reassigl Envelopes N

- CSEA Deleted
& CSEA Docume  User Options

R Wa TP orkstation Options
-] CSEA Follow-u
- CSEA Modifice Change User Calendar

Ba -“ CSEA WE Dist Change Password

&--[Z] 1M Applicatior Toolbars L
& 1M Deleted pc__ Add { Modify Tool Item
EI@ IM Documents Received

H Pom— T

Click on the Workflow Display Options tab.

From the Work Queue list, select the folder you want to open automatically. In the
example below, we selected [BCSE Follow-up Tickler] CFT — My Documents for

Today.
Workstation 0 ptions g|
Startup Document Calars Print Clueue Mapping Font M apping WE Scripts
Document Irport E-tail Frint Server Queues Fath Redirection J Workflow Dizplay Options
YWindow Dizplay Optiohs Inbo:-:S/AJs Pane Order

Percent Work flow Initial Graphic £oom Pre Up
ueue Mame
Fercent Inbox Graphic Update User Mame

Document Count

Percent User Interface [ Refresh ree counters Filter
Percent Falder [ Display second pane
Restore Default Dizplay ]
Auto-Open Huesue Accelerators
wiark Queus | [ECSE Fallow-up Tickler] CFT - My Docunjir | Action
|An$wer es' w |

Filter Options

. . Accelerator Fe
[JUse Persistent Filters e

Additional Dptions

Shiow YW orkFliow bMenu Izer Interface
[ 5how "assigned Ta'" Colurnn for LB Queus
Feuse Toplevel Window for Displaying D ocument

ak. l [ Cancel

4. Click OK.
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RESTORING YOUR WORKFLOW WINDOWS

Workflow windows can sometimes appear to be missing or may get moved from their default
location.

To reset your windows:

1. Right-click in the Workflow Tool Bar and select Display, Restore Default Display.

T
E 2 ES &S| %= LlFeCycle‘u'lew ENR ) ‘ < Workflow toolbar
v Document —
Eﬁ Case Document: Notifications w Liser Inkerackion B
Ea -3 Case Reassignment LC v Work Folder
Ei i C5EA Deleted Documents w Tooks
Ei 6 CSEA Documents Received ;
E g# CSEA Emancipations E:ll:::la'.-' d v ShD:I Grlspers
Drefaults 4 Lock \Window Positions .
: g Eg: rl;ool[;:c:go:;“er Restore Defaul Display: Restore Default Dis P | ay
Ei-----'. CSEA WF Distribution e S Fene
Ei =] M Applications Elose Secand Pane
Ea & 1M Deleted Documents _

Ea {“:] IM Follow-up Tlckler
e S WF Distribution

2. A Confirmation dialog box displays. Click Yes.

Confirmation [3098] Eq

Are vou sure?

Note: You can lock your windows in place by clicking on the Lock Windows button

! e
on the Tool Bar. k=

Page 54 of 55 © 2010 Northwoods Consulting Partners, Inc.

Do not duplicate or distribute without permission.



N NORTHWOODS OnBase with Workflow User Manual
CONSULTING PARTNERS WOrkfIOW

APPLYING ZOOM SETTINGS IN WORKFLOW

To set your preferred Zoom settings:

1. Open a document in Workflow.

2. Adjust the document to your preferred Zoom settings using the Tool Bar buttons.
3. Right-click on the Workflow Tool Bar.
4

Select Defaults, Set Default Zoom. The next document you open in Workflow will be
automatically “zoomed” to your preferred settings.

[EEE I = = = |

v Life Cvcle Yiew

w Document

E@ IM Documents Received W Lser Interaction
~[L] DR - Tnitial [0] v Work Folder

- Yerification [0] v Taals
- Missing Information (Public) [0] _
- My Documents Received [1] Display 4
- My Dacuments Pending [0] Defaults Set Defaulk Page
- My Adverse Documents [0] &ear Default Page
- Wark Referrals (Public) [3] LI

Sek Default Zoom

Clear Default Zoom

Document Mame I Set Default Raotation

...... CAF - 1111111111 - NORTHWOODS, [111-11-1111] - 0B Cleat Defaulk Rotation

Note: You can also set a Default Page and Rotation.
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