Editing Documents

How to Edit an Existing Document
This method will only work for Microsoft Word, Excel, & PowerPoint files. If you need to make changes to a

different file format, please use the checkout/in method in the next section.

e Openthe document from OnBase. Word, Excel, and PowerPoint files will open in an embedded

viewer. Make your changes and click the Save icon (top left).
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e Each save creates a new revision, allowing you to track changes over time.

To view previous revisions, click the revisions number (top right). You can open any revision to see

how the document looked at that date/time.

Revisions and Renditions

Version Revision 2 File Type Date Comments
3 M5 Excel Spreadsheet 2/26/2018 8:32 AM
2 M5 Excel Spreadsheet 2/26/2018 8:31 AM
1 M5 Excel Spreadsheet 2/26/2018 8:28 AM

If a document type does not utilize revisions, you will be prompted to overwrite the existing document or

save as a new document. Just select Overwrite to save your changes.

Please choose whether changes should be saved as a new document, or if the current document should be overwritten.
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How to Use Check Out/In
Use this method when editing Publisher, Project, Visio, Adobe Acrobat, text files, or to work on

Word/Excel/PowerPoint documents offline for an extended period.

1. Check Out the Document:
a. Right-click the file in the search results and select Check Out.



b. A confirmation message appears at the bottom of the screen.

2. Save alocal Copy:
a. Right-click the document again and choose Send To > File.
b. Select adirectory (default is Desktop) and click Save.
c. Open and edit the document locally.

3. CheckInthe Document:

E} My Checkouts

a. Onthe Home tab, click My Checkouts.
b. Selectthe document from the right-hand panel and choose New File.
c. Browse to your edited file and click OK. This will put your updated document into OnBase

as a new revision.
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How to Save a Document That Only | Can View
If there is a specific document that only you should be able to access, you can use the ‘BGKY -
Confidential’ document type.
When you save a document using to the “BGKY — Confidential” document type, you will need to do the
following:
e Typeyour clock-in numberin the Employee Number field and press Tab. Other fields will auto-
populate. Always confirm the employee number is correct before importing. The User Security ID
shown is the only account that can access this document.

e Ifyou enter the wrong number, click the Clear icon & to reset all fields, then enter the correct
employee number.

Note: Only use this document type when necessary. Generally, most documents should be shared with
the division and do not need to be confidential. If a document is strictly for personal use, it should not be
putinthe OnBase system.



How to Delete Document(s)

Right-click the document in the search result list and click Delete Document. If you are on the Document
tab you can highlight the document and select the Delete icon at the top of your screen. Click Yes when

prompted if you’re sure you want to delete the selected document. If you want to select multiple

documents use the Shift key on your keyboard to select a range of documents or the Ctrl key to select
specific documents and then Delete. Please be careful when deleting documents as there may be other

users in your division that are still using the document.
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How to Re-Index

Use Re-Index to change a document’s type or update its keywords.

e Methods:

o Option 1: Right-click the document in search results and select Re-Index.

o Option 2: On the Document tab, select the document and click the Re-Index icon.

&

Keywords Cross-References

Home Physical Records Tracking

g [F] Revisions _D Ega [\: 1, %7 Re-Index
(D) History - — ¥ Delete
i Send Print Compose
@Proper‘tles To - Docun ent E)Check Out

Uniform/Equipment Request

[, ] View Notes List

[} Show / Hide Motes in Viewer

AENT IN

BGKY - Police .. IMPORT DOCL g
BGKY - Policies ONBASE MOB
BGKY - Registrations/Sign-Up Sheets
BGKY - Risk Management ONBASE SCAN
BGKY - Software Training / IT INSTRUCTION
BGKY - Travel ONBASE
BGKY - United Way w OMBASE BASI
wesLnpLu, —
| POLICE PROBA
Author a  CLICK - ONBA
|

h Pri
[ Print

('] Revisions / Renditions
(i) Properties

%3 Re-Index

I reaLe List nepu

BGKY -

BGKY -

BGKY -
BGKY -
BGKY -

T

BGKY -

Soff
Soff

Soff

Soff
Soff
Soff



o Re-Index Panel:
o Appears onthe right-hand side.
o Change the Document Type and update any keywords. Changing the document type may
alter available keywords.
e Save: Click Re-Index at the bottom of the panel to apply changes.
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How to use Mass Re-Index Tool

If you need to re-index multiple documents at one time, there is a custom mass re-index tool. This
process updates multiple documents at once. There is no undo. Do not re-index other users’ documents.
Contact Helpdesk if you are unsure.

Steps:
1. Search & Select: Find documents with the same target type and keywords. Select all documents
to re-index.
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2. Start Mass Re-Index:
a. Click Tasks » Execute Tasks > Mass Relndex.
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3. Configure Re-Index:
a. SelectTarget Document Type Group and Target Document Type.
b. Keywords for that type appear in the bottom grid.
4. Override Options (optional):
a. Document Date: Check Override Document Date to set a new date.
b. Keywords: Select a keyword > check Override > enter/select new value - click Override.
Repeat for other keywords as needed. Unchanged keywords retain original values.
5. Apply Changes: Click Re-Index at the bottom to update all selected documents.
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How to Revert to a Previous Revision
Document revisions cannot be deleted. They are stored as snapshots of the document at different points

in time. If a major mistake is made in a document and you need to revert to a previously saved version,

you can follow the steps below:

1. Openthe revision that you want to use.
2. Click Save -> Save as New Document. The import menu will appear.

Changes will be saved as a new document. To continue, click "Save As New Document”,

Save as New Document Cancel




3. Do not change any keywords and click Import. Since the keywords will match exactly you will get
a screen letting you know this document appears to be related to an existing document.

Click on the document listed in the top left. It will display the document in the preview window.
Click the Save as Revision button and OnBase will save this as the newest revision of the
document.

This document appears to be related to an existing document. If so, please select the original document and select the appropriate option below,
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Bowling Green Audit Committeess

Special Meeting
A &2 Keywords July 2, 2007
?:f#:';:f;‘;mtes The Bowling Green Audit Committee convened in a special meeting at 12:00 p.m. on July 2, 2007 in the
- City Hall Commission Chamber. The meeting was called to order by Internal Auditor Deborah Jenkins.
Document Members of the Committee present were: Audit Professionals, Charles Hays and Harold Wills; General
[F;inQUTE 7;:51- \WORD REVISION Business members, Jean Cherry and James Martens; Commissioner Brian Strow; and Ex-Officio member
ument e

City Manager Kevin DeFebbo. Also present were City Attorney Gene Harmon and Assistant City Clerk
Ashley Watt. There was a full quorum of the board present.

[03/01/2018

|| A Heywords Audit Committee Introductions.

Ms. Jenkins provided introductions of the newly established Audit Committee and a brief description of
her role as the Internal Auditor. Mr. DeFebbo explained that Ms. Jenkins had visited Lowisville and
Lexington in order to design the committee structure.
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Description information on governmental committees.
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Author tn the mestine The material dizrnceed in the agenda nackete included the Ordinances annroving the
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Save as New Document

Note: If you happen to get this notification because you entered the exact same information as another
document in the system and you don’t want to save it as a revision or it is not related to the existing
document you can just click the Save as New Document button at the bottom left.

How to Compare Revisions (Word)

A nice feature of OnBase is the ability to compare revisions. This feature is only available for Microsoft
Word documents. On the revisions screen check two of the revisions and click the Compare button at the
bottom.
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This will open up both revisions and a compared document listing any of the revisions. In the example
shown below the difference between the two revisions is the word “long” was added in the first

paragraph.
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How to Create a Document Version
If you need to identify certain revisions as a different version (ie: rough draft, 1st draft, final draft,
published) right-mouse click on the specific revision and click Stamp Version. You will then be able to

enter a version name.

Rewvisions and Renditions

File Type: MS Word Docurnent
Version # Revision 2 File Type Date Comments Revision: 2
Version: 1
4 MS Word Document 3172018 2:04 PM 4 et 4/3/2018
0 2018 2:04 PM 3 User Name: MAMNAGER
| il Sameleciog N Document 3/1/2018 2:02 PM rev? Version Name:
B 1 MS Word Document 3/1/2018 1:56 PM | oK | | Cancel
Notes:
o Please be aware that this name can only be 15 characters long and cannot be changed
afterwards.
e Once you stamp arevision as a version, no previous revisions can be stamped as versions.




e You can toggle between seeing versions and revisions by right-clicking and selecting either Display
Version Information or Display Revision Information.

How to Re-order, Rotate, Split, or Remove Pages
If you have documents that are saved in .tiff format there are several editing options. On the Image tab
you can rotate or zoom in/out on the image.
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If you need to reorder pages, click on the Edit Pages icon on the Image tab. From this screen you can

move pages around. If you need to split one document into two select the first page of the second
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document and click the Spliticon at the top of the page. If you need to delete individual pages you

How to Add Notes
OnBase allows you to add notes to a document, like how we use Post-it® notes in the real world.

Add a Note

1. Openthe document.

2. Select a note type from the Notes Gallery at the top.

3. Click where you want the note on the document. The maximum length of a note is 250 characters,
but multiple notes can be added.

4. Double-click a note to view or edit it.

View Notes
1. Hover over a note to see its text, author, and date/time.

o

View Motes
List

2. Turnon View Notes List to see all notes on the right-hand side.

Delete Note



e Right-click the note > Delete Note, or

e Select the note in the panel > click the Delete Note icon "<t

How to Add Redactions (TIFF files only)
OnBase allows you to redact sensitive text from a document (this feature is only an option on .tiff files).

Redactions work very similarly
1. Openthe .tiff file

to notes.

Delete

> confirm by clicking Yes.

2. Inthe Document tab, select a black or white redaction.

3. Dragover the text to redact
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4. Right-click the document -> Redactions -> Create New Redaction.

5. Click Create Redaction. OnBase will create a new revision with the redactions for external use.
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How to Convert a Document to TIFF for Redactions

1. Send to Print:

a. Right-click the documentin search results > Send To > Print.
b. Select Hyland Software Virtual Printer (requires virtual print driver).

2. Print & Import:

a. Make any print adjustments - click Print.




b. You’llbe prompted to import the new document into OnBase.
c. Enter Document Type, Document Date, and any needed keywords, then click Import.
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You can now use the new document to make any necessary redactions (see section above).



