
hyland onbase user manual

hyland onbase user manual is an essential resource for users aiming to maximize their experience with

Hyland's OnBase software. This comprehensive guide provides detailed instructions on installation,

configuration, and troubleshooting, ensuring that users can efficiently utilize the platform's capabilities.

The article covers key features of OnBase, user navigation tips, best practices, and common issues

along with their solutions. By following the guidelines presented in this manual, users can enhance

their productivity and streamline their document management processes. Read on to explore the full

spectrum of what the Hyland OnBase User Manual encompasses.
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Overview of Hyland OnBase

Hyland OnBase is an enterprise information platform that enables organizations to manage their

content and processes efficiently. It integrates document management, business process automation,

and records management into a single unified solution. OnBase is designed to streamline workflows,

improve collaboration, and enhance decision-making by providing users with easy access to critical

information from anywhere at any time.

This system is utilized across various industries including healthcare, financial services, government,

and education. The flexibility of OnBase allows organizations to customize the platform to meet

specific needs, making it a valuable tool for managing diverse types of content and workflows.

Installation and Setup

Installing and setting up Hyland OnBase is a critical first step that allows users to access its extensive

features. The installation process can vary based on the environment (cloud or on-premise) and the

specific requirements of the organization.

System Requirements

Before installation, it is essential to ensure that system requirements are met. Key requirements

typically include:

Supported operating systems (Windows, Linux, etc.)

Database requirements (Microsoft SQL Server, Oracle, etc.)

Hardware specifications (CPU, RAM, disk space)

Network configuration for cloud access or on-premise deployment



Installation Steps

The installation process generally follows these steps:

Download the OnBase installation package from the official site or secure source.1.

Run the installation wizard and follow the prompts to configure settings.2.

Install required components such as the application server, web server, and database.3.

Complete the configuration settings, including user access and permissions.4.

Perform a post-installation check to ensure all components are functioning correctly.5.

User Interface and Navigation

The OnBase user interface is designed for ease of use, allowing users to navigate seamlessly through

its various functionalities. Understanding the layout and navigation is crucial for efficient document and

workflow management.

Main Components of the User Interface

The primary components of the OnBase user interface include:

Dashboard: A personalized view that provides quick access to frequently used features and

documents.

Navigation Pane: A sidebar that allows users to browse through different modules and content

types.



Content Viewer: Displays documents and other content, enabling users to view, annotate, or edit

as necessary.

Search Functionality: A powerful tool for locating documents based on various criteria.

Navigation Tips

To enhance user experience, consider the following navigation tips:

Utilize the search bar for quick access to documents.

Customize the dashboard to highlight the most relevant tools and information.

Familiarize yourself with keyboard shortcuts to streamline navigation.

Key Features and Functionalities

Hyland OnBase offers a plethora of features designed to optimize document management and

workflow processes. Understanding these functionalities can significantly impact an organization's

efficiency.

Document Management

OnBase provides robust document management capabilities that include:

Document capture and indexing: Automate the process of capturing documents and extracting

relevant metadata.

Version control: Maintain document integrity by tracking changes and preserving historical



versions.

Secure storage: Utilize secure cloud or on-premise storage options to protect sensitive

information.

Workflow Automation

This feature allows organizations to automate routine processes, reducing manual tasks and increasing

efficiency. Key aspects include:

Customizable workflows: Tailor workflows to specific business processes and requirements.

Task assignments: Automatically assign tasks to users based on predefined criteria.

Notifications and alerts: Keep users informed about pending tasks and deadlines.

Best Practices for Using OnBase

To maximize the benefits of Hyland OnBase, adhering to best practices is essential. These practices

help users avoid common pitfalls and enhance overall productivity.

Regular Training and Updates

Continuous education on the latest features and updates is vital. Organizations should consider:

Scheduling regular training sessions for users.

Providing access to the latest user manuals and documentation.



Encouraging feedback to understand user challenges and improve training.

Data Security Measures

Implementing stringent security measures is crucial when handling sensitive data. Key measures

include:

Regularly reviewing user permissions.

Utilizing encryption for data in transit and at rest.

Creating backup protocols to prevent data loss.

Troubleshooting Common Issues

Even with a robust platform like OnBase, users may encounter issues. Understanding common

problems and their solutions can save time and frustration.

Common Issues and Solutions

Here are some frequently encountered issues along with their solutions:

Login Problems: Ensure correct credentials are used and check user permissions.

Document Retrieval Issues: Verify search parameters and index settings.

Performance Lag: Check system resources and optimize database queries.



Conclusion

The Hyland OnBase User Manual serves as an invaluable resource for users aiming to leverage the

full potential of the OnBase platform. By understanding its installation processes, user interface, key

features, and best practices, organizations can streamline their document management and workflow

automation significantly. Additionally, being prepared to troubleshoot common issues ensures a

smoother user experience, allowing teams to focus on what truly matters: enhancing productivity and

improving business outcomes.

FAQ

Q: What is the Hyland OnBase User Manual?

A: The Hyland OnBase User Manual is a comprehensive guide that provides instructions on how to

install, configure, and effectively use the OnBase software. It includes detailed information on features,

user interface navigation, best practices, and troubleshooting common issues.

Q: How can I install Hyland OnBase?

A: To install Hyland OnBase, first ensure that your system meets the necessary requirements.

Download the installation package, run the installation wizard, and follow the prompts to complete the

setup, including configuring user permissions and system settings.

Q: What are the key features of OnBase?

A: Key features of OnBase include document management, workflow automation, secure storage,

version control, and powerful search capabilities. These features help organizations manage

information efficiently and automate routine tasks.



Q: How can I improve my productivity using OnBase?

A: To improve productivity using OnBase, customize your dashboard for quick access to essential

tools, utilize workflow automation to reduce manual tasks, and participate in regular training sessions

to stay updated on features and best practices.

Q: What should I do if I encounter issues with OnBase?

A: If you encounter issues with OnBase, first consult the user manual for troubleshooting tips.

Common solutions include checking user permissions, verifying search parameters, and ensuring

system resources are adequate. If problems persist, contact your IT support or OnBase customer

service.

Q: Is training available for new users of OnBase?

A: Yes, training is typically available for new users of OnBase. Organizations should offer regular

training sessions and provide access to updated user manuals and resources to help users familiarize

themselves with the platform.

Q: Can OnBase be customized to fit specific business needs?

A: Yes, OnBase is highly customizable. Organizations can tailor workflows, user interfaces, and

document management processes to meet their specific requirements, enhancing the software's

effectiveness for their unique operations.

Q: What security measures does OnBase provide?

A: OnBase offers various security measures, including user access controls, data encryption, and

secure storage options. Organizations are encouraged to implement regular security audits and backup



protocols to safeguard sensitive information.

Q: How often should users update their knowledge of OnBase?

A: Users should update their knowledge of OnBase regularly, especially when new features are

released or when there are significant updates to the software. Regular training and access to updated

manuals can facilitate this continuous learning process.

Q: What types of organizations use Hyland OnBase?

A: Hyland OnBase is used by various organizations across multiple industries, including healthcare,

financial services, government, and education, due to its versatile document management and

workflow automation capabilities.
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