Printing with the OnBase Virtual Printer

This installation guide covers these topics:

e |Installing the OnBase Virtual Printer
e  What version of Windows 7 (32- or 64-bit) are you running?
e Printing to the OnBase Virtual Printer

Before you can print with the OnBase Virtual Printer, you must first install the virtual printer.

Installing the OnBase Virtual Printer
In order to print documents directly to OnBase, you must have the OnBase Virtual Printer installed.

1. Determine what version of Windows 7 you have installed on your PC, 32-bit or 64-bit.

Note: For instructions on finding out your version, see What version of Windows 7 (32- or 64-bit) are you

running?
2. Open Windows Explorer.
3. Navigate to your SHARE drive. This is usually P:\.
4. Locate the appropriate folder.
5. For 32-bit Windows go to

P:\Installs\OnBase\Windows 32\virtualprintdriver

For 64-bit Windows go to

P:\Installs\OnBase\Windows 64\virtualprintdriver

Where P:\ is the drive on your PC assigned to the UTD SHARE drive.
6. Highlight (single-click) the file named setup.exe.
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Organize » Open Bumn New folder
£
Name Date modified Type Size
ﬂi Hyland OnBase Virtual Print Driver x64.msi  7/5/2012 5:54 PM Windows Installer ... 3361 KB
|@-&-‘ , 74503012 5.54 DhA Application 1,318 KB
Open
'&f\‘ Run as administrator
Troubleshoot compatibility
Copy 1 Filename
Ml Identity Finder 3
B IFArc 3
Encrypt
TextPad

7. Right-click the mouse and select Run as administrator.

) Hyland CnBase Virt

Welcome to the Hyland OnBase Virtual
Print Driver Setup Wizard

The Setup Wizard allows you to change the way Hyland
OnBase Virtual Print Driver features are installed on your
computer or to remowve it from your computer. Click Next to
continue or Cancel to exit the Setup Wizard.

The setup wizard begins.
8. Select Next.
The End User License Agreement dialog box displays.
9. Click the checkbox next to the statement, “l accept the terms in the License Agreement.”
10. Select Next.
The Installation Options dialog box displays.
11. Accept the defaults on the Installation Options dialog box.
12. Select Next.
The Install dialog box displays.
13. Click Install.
The Installation Status dialog box displays the progress of the install process.
14. When the installation process is complete a dialog box displays.

March 11, 2013 20f7



@DALLAS
OnBase Unity Client Installation Guide

—
Completed the Hyland OnBase Virtual
Print Driver Setup Wizard

Click the Finish button to exit the Setup Wizard.

-

Back |[  Finish { [ Cancel ]

15. Click Finish.

What version of Windows 7 (32- or 64-bit) are you running?
Note: To determine what version of Windows 7 (32- or 64-bit) you are running:

1. Click the Start button .
2. Right-click Computer in the right-hand menu.
3. Click Properties.

System type: 64-bit Operating System

Basic information about your system is displayed.

4. Your operating system is listed next to System type.
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Printing to the OnBase Virtual Printer
By printing to the OnBase Virtual Printer, you can insert any electronic document into OnBase. In other
words, you can “scan” any document on your computer into OnBase.

For purposes of demonstrating the virtual printer, we are documenting the process of moving a PDF
document into OnBase.

In this example, let’s assume we’ve received a Bursar Demand Letter as a PDF attachment to an email.

Note: This same process can be used to insert any type of electronic document into OnBase. Text files,
spreadsheets, word documents, even pictures can be printed to OnBase.

1. Make sure your OnBase client is open.

Note: the OnBase client must be open, and you must be logged in to the client in order for virtual
printing to occur.

2. Open the PDF in Adobe Reader.
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FEB 21 2013
bDALLAS i T
UTOEM RO QES The University of Texas at Dallas
ORG:
B ——

The document displays. We have blurred out personal data in the above example.

3. Click the Print icon in the toolbar %
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Prlﬂter:[ T | s Y =iy P v” Properties ] ’ Advanced ]

Copies « oy P |
Hyland Software Virtual Printer

Pages tc e
@Al | .~ p ——t A e
- e A AP
Curre I ——
Page: s
b Mo et FLN

Page Sizing & Handling (i)

[ Size ] l E:ll:l Poster l l @ Multiple

Size Options:

l [=] Booklet ]

@ Fit

() Actual size

() Shrink oversized pages

[7] Choose paper source by PDF page size
[T] Print on both sides of paper

Orientation:
@ Auto portrait/landscape

Portrait

() Landscape

‘Want to print colors as gray & black? ®
Page Setup...

Comments & Forms

[ Document and Markups

Summarize Comments

8.5x11 Inches

Pagelofl

[

Print

| [ cancel ]

The Printer dialog box opens.

4. Select Hyland Software Virtual Printer from the Printer: drop-down list.

File Path Base Printer Spoolt1C6238DB53F0254DEEBCDABCA3A0D28S fif | Ielel-1]

Append Page To Bdsting Document
Delete File Ater Import Initizte Worldlow

Document Type

Group [<< ALL > v]
Document Type [ ']
File Type [Image File Format ']
Document Date 022772013 g

Keywords

Import [Claar Keywords ][ Clear All I I Exit ]

The Import From Virtual Printer dialog box opens.

Note: You may have to switch windows or minimize some programs to see the Import From Virtual

Printer dialog box.
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Now you may proceed with the steps you normally take when scanning a document into OnBase.

1. Select the Document Type Group.
2. Select the Document Type.

File Path Base Printer Spool\1C6238DB53F0254DEEBCDABCA3ADD289 4 | Erowse
|| Append Page To Existing Document
Delete File After Import Initizte Worldlow

Document Type

Group [Bursar Cffice ']
Document Type |BUR - Demand Letter ']
File Type [Image File Format ']
Document Date 02272013 FH B gﬁ:ﬁ: IE[ ﬂ;?;:ﬁza

Lookup: [ ']
Keywords
Demand Letter Type | él li
UTDID |
Name |
SSN |
Tem | ]
Net-D |

(comtmrs et ][]

A list of available keywords appear in the Keywords pane.
3. Enter the student’s UTD ID.
4. Press [TAB]

,

File Path Base Printer Spool\DEA2CGC05C59394480EFB2E3ETFCTATESF | Browse
|| Append Page To Existing Document
Delete File After Import Initiate Wordlow

Dy ent T

ocum gruyE: [Bursar Office ‘]
Document Type [EUR - Demand Letter ']
File Type [Image File Format ']

@ Queue for Full-Page OCR

D ent Date  02-27-2013
L € [7] Gueue for Automated Index

Lookup: [

)

Keywords
Demand Letter Type I

UTD ID [2033939901

Name |HD BLITZELLE, KARL

35N [00000000¢

Ten'nl

Net-D |

)=

A

|
—

Several fields auto-populate with the student’s data.

5. Add any additional keywords.

March 11, 2013

6 of 7



@DALLAS
OnBase Unity Client Installation Guide

6. Select Import.

The image file is imported into OnBase and you are finished.
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