OnBase Job Aid

Effective Date on change of process from scanning to OnBase: October 24, 2019

Purpose: Provide reference on how to import and retrieve Contracts, Contract Changes,
SMAs, and Miscellaneous documents needed by Financial Operations Section. OnBase
is replacing the previously used scanning function by FIIPS coordinators and region
staff to load documents for the Financial Operations Section (FOS). Documents should
no longer be bar coded and scanned to the N:drive.

Access to OnBase:

Read only — Read only access to all FOS Document Types, Custom Queries and
Document Retrieval.

Read and Import — Read access as noted above and can import certain document

types.
e FOS-Agreements
e FOS-Contract
e FOS-Contract Change Orders
e FOS-Miscellaneous

Changes to Security for OnBase or functional system questions, please contact Cody
Castillo or Kieu Vu.
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Production Web Client Access

Access OnBase Utility Web Client: https://unitydot.wi.gov/appnet/Login.aspx.
Log in to OnBase using your AD User Name and Password. Click Login.

Document Import

To import a document, click the ellipses H’ in the upper left of page which will give you a list
of items to choose from. Under Document, select Import Document.

H New Form

DOCUMENT
Document Retrieval
Custom Queries

New Farm

Import Document

ocuments

WORKFLOW

Open Workflow

USER
Mailbox

Locked Objects
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Once selected, you will see a new page with “Import” tab on the top. You can select a file by clicking the
“Choose File” or dragging a file from your desktop or another folder to the left of the page.

= Import Document

Select File

Choose File | Mo file chosen

Import Settings

Document Type Groups

<All= v
Document Types

FOS - 218 Documents v
File Type

Image File Format (.777) v

Initiate Workflow

Document Date

10/30/2019  FE] 9y

KEYWORDS
Project ID -

Federal ID

FOS Project Description
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Once a document has been imported, it will display on the preview screen, on the right of the page for
reference.

From here, you will need to add indexing values. This is the new step needed to identify the
document.
e Document Type Group: DBM — FOS Documents
e Document Type: This is the category of the document. The Document Type is used to identify
what keywords need to be entered and if the document needs to go throughworkflow.
o Most commonly used document type will be:
=  FOS - Agreements
=  FOS - Contract Change Orders
=  FOS - Contracts
= FOS — Miscellaneous Documents
e File Type: This field will auto populate based on the document you’veimported.
e Document Date: this field will default to today’s date.
e Keywords: This will change based on which document type you have selected.

o Document Type: Contracts
. A valid Project ID is required for all document types. The Project ID must begin with

395 and the 8-digit project id, no dashes (example: 39512345678), click Tab.
If the Project has more than one Project ID, use the lowest Project ID first. You can
also add additional Project IDs by clicking on the “Project ID”, which will create
additional Project ID lines. There isn’t a limit on the number of additional lines you
can add.

= Once the Project ID has been entered, if there is a Federal ID associated with the
Project, it will populate. The “FOS Project Description” field should also auto
populate with the Project Description and ID.

= |f the “FOS Project Description” does not auto populate, press the “F6” key.Make
sure the cursor is in the “Project ID” field when you press the “F6” key. There will
be a slight delay for the system to refresh/acquire the data.

= Purchase Order — not required

= Process Date — not required

=  Email — not required

=  Once all required fields have been entered, you can click “Import” box at the
bottom of page. You will get a notice at the top of the page document was
successfully imported.
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o Document Type: Contract Change Orders
=  Same information as Contracts, with additional required field, the Contract
Modification Number.

= Each contract modification has to be imported separately because the
contract mod number field is required (Example: 5)

To import a new document, there are multiple options using the icons to the left of the Import Box.

e Clear Imported Documents — will keep the current Project ID, Federal ID and FOS Project
Description but clear out the previous document. Good to use when importing projects
with multiple mods. All the information remains the same, you need to just update the
Contract Modification field with the appropriate number.

0 -

e Clear All —clears all the fields

e (Clear Keywords
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Importing Multiple Documents at Once (Drag and Drop)

]
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This functionality allows you to select one or multiple documents in a folder and drag them onto the
OnBase Import screen to process them into OnBase. You will select the applicable Document Type Group
and Document Type, then enter values for the appropriate keywords. Once this is done, the documents
are available for immediate retrieval.

NOTE: The following settings are needed in Adobe Reader to use this functionality. Adobe Pro is not
compatible with OnBase and will not reliably work for this functionality.

e Open Adobe Reader.

e Select Edit | Preferences | Security (Enhanced) | and check 'Enable Protected Mode at startup' and

'Enable EnhancedSecurity'.

e Click OK.
Preferences Lﬁ
Categories: shimeeDrotectione
Commenting Enable Protected Mode at startup [ Create Protected Mode log file View log
Documents -
Full Screen Protected View @ Off
General () Files from potentially unsafe locations
P Displ -
age Hisplay @ All files
=
3D & Multimedia
Accessibility Enhanced Security
Email Accounts [¥] Enable Enhanced Security [] Cross dormain log file View
Forms
Identi
entity Privileged Locations
Internet
JavaScript If your workflows are negatively impacted by security settings, use Privileged Locations to
Language selectively trust files, folders, and hosts to bypass those security setting restrictions.
M . Privileged Locations allows you to work securely while granting trust to items in your
easuring (20)
) workflow.
Measuring (30)
Measuring (Geo) DAutomatlcallytrust documents with valid certification
Multimedia (legacy)
Multimedia Trust (legacy) Autornatically trust sites from my Win OS5 security zones Wiew Windows Trusted Sites
Reading
Reviewing
Search
Security
Security (Enhanced)
Signatures
Spelling
Tracker
Trust Manager
Units
Add File ] [ Add Folder Path ] [ Add Host Removwe
What is Protected View?  What is Enhanced Security?  What are Privileged Locations?
[ OK J [ Cancel
H H 1 1
Select Edit | Preferences | General and click on 'Select as Default PDF Handler'.
Click OK.
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Exit Adobe Reader.
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Categories: Basic Tools
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Page Display || Miake Hand toof read articles

30 B Multimedsa
Accessibility
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Internet

JlavaScript
Language
Measuring (207
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Mubtsmedia (legacy)
Blubtsmedia Trust (legacy)
Reading
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Search

Security

Secunity (Enhanced)
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Spelling
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[T Mske Hand tool use mouse-whesl goomang

| Miake Select tool select images before text

[] Show anline storage when gpening files

|¥] Show online storage when saving files

¥ Open docurments as new tabs in the same window (requares relaunch)

|¥] Prompe before closing multiple tabs

7] Uze fixed resolutson for Snapshot tool images: I? - pixelzfinch

"1 Emable PDF thurnbnaill preveews in Windows Explorer

Touch hMode:

Scale for screen resolution (restart requaredy '@ Auto-Detect Ma Scaling

Warnings

|| Do ot show edit warmings

Messages from Adobe

|| Show me messages when | launch Adobe Acrobat Resder
7] Dan'e show messages while viewing a document

Application Stantup

[T Use anby cetified plug-ins Currently in Certified Made:  Ves

[ Select As Default POF Handier |

[ ok | [ cance |
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Document Retrieval

Custom Queries
Custom Queries can be used to find and retrieve specific documents. Custom Queries can be accessed
from the ellipses in the upper left and selecting “Custom Queries”.

—8 Custom Queries
Main Menu
DOCU™ER

Document Retrieval

The “DBM — FOS Document” custom query has been configured to allow for searching across all FOS
Document Types across the following keywords:
Date Options

From | 09/01/2019 - | To | 09/30/2019

Project 1D
Federal ID

Process Date

[ |

Purchase Order

Any of the keywords can take a wildcard if certain information isn’t known. For example, if you think a
Purchase Order number starts with 123, but don’t know the rest, the wildcard “*” can be entered to allow

. 123~
for a less restrictive search |:

Document Retrieval
Document Retrieval is another way to find documents. It can be accessed from the ellipses in the upper
left and selecting “Document Retrieval”.

» Document Retrieval requires you to select which document
E Document Retrieval type you want to search through. Multiple can be selected by
holding the Shift key at the top of the range and selecting the

7 — bottom of the range while still holding the shift key, or multiple

.
can be selected that are not together by using the Ctrl key.

Custom Queries
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» Once Document types have been selected, a list of common keywords
will be displayed which can be used to further narrow the search
results.

» Once document types and keywords have been entered, click “Find”

Note: Any of the keywords can take a wildcard if certain information isn’t
known. For example, if you think a Purchase Order number starts with
123, but don’t know the rest, the wildcard “*” can be entered to allow for

aless 123+

restrictive search

Document retrieval will also allow you to search on keywords that are specific
only to a specific document type. For example, the “FOS-Invoices” document type
has an

“Invoices Type” that can be searched. This keyword is not present in the custom query.

Re-Index
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# Documen t Types a
DBM - FOS Documents:

OF

nd Groups &

FOS - Federal Documents

FOS - Miscellaneous Docu

FOS - Pay Estimates
FOS - Receipts

ments

FOS - Redistributions

# Keywords and Date Range

From

Project ID

Federal ID

FOS Project Description

Purchase Order

Process Date

Invoice Type

Regional staff can only re-index document types that you are able to import. This is only done

if the document has already been imported into OnBase.

When you retrieve a document and right click on a document, you will see the
option to re-index.

e Depending on the document type, clicking “Re-Index” will allow you to
change the keyword values of the document. A new window will open
where you can change or update the keywords. After you have changed
the
keywords you wish to change, click “Re-Index”.
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