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This article reviews how to access and install OnBase.

What is OnBase?

OnBase is a document and e-form management, retention, and workflow solution. There are two versions
available:

e OnBase Unity Client
e OnBase Web Client
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Vendor Invoice 1220 for PQ 765 from
COMPUTERS ARE US in the amount of
£854.40

Vendor Invoice 4220 for PO 797 from TAP-
IT BUTTONS, INC in the amount of
£600.00

OnBase Unity Client
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Warning: The OnBase Unity Client isonly available on Windows (&g).

The Unity Client is installable software and is the primary supported version of OnBase.

Install: New

If you're installing OnBasefor the first time, you can do so via Software Center.

Note: Need to print or upload documents to OnBase?

Install: Upgrade

If you're upgrading a previous version of OnBase, you'll need to uninstall it first.
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At the bottom of your desktop, click the Windows Search Bar
Type in and click on Control Panel
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. Scroll down and right-click Hyland Unity Client and select Uninstall
. Wait some time for uninstallation to complete
. Restart your computer

. Install OnBase via Software Center
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Using the Unity Client

Login

1. Atthe bottom of your screen, click theWindows Search Bar
2. Search for and click on Unity Client
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Uninstall

3. When prompted, enter your College email and password

Log out

1. In the bottom-right corner of your desktop, click thecarat ~
2. Right-click the OnBase icon
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3. Click Log Out or Exit OnBase



o Log Out: leaves OnBase running in the background
o Exit OnBase: closes OnBase completely

OnBase Web Client

The Web Client isaccessed from your browser and is primarily for individuals without a Windows (58
device.

1. Open Google Chrome
2. Navigate to brynmawr.hylandcloud.com/257ids &
3. If prompted, login with your College email and password

Questions?

If you have any additional questions or problems, don't hesitate to reach out to theHelp Desk!

Phone: 610-526-7440 | Library and Help Desk hoursg
Email: help@brynmawr.edu | Service catalogs
Location: Canaday Library 1st floor
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https://www.brynmawr.edu/inside/offices-services/library-information-technology-services/hours
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