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How to pull up an FGN that is in OnBase 
There are a few different ways to view your casefile documents. You can view all of the documents in one 
query (legal and non-legal mixed together). You can view the Legals in one query. You can view the non-legals 
in one query. 

To view all documents in one query: 
Go to the Customer Queries tab and select 830 CSS All Documents. Type in the FGN you want to see and click 
Search. 

 

This is an example of what you will see: 
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To view the ‘Legal’ documents in one query: 
Go to the Customer Queries tab and select 830 CSS Legal. Type in the FGN you want to see and click Search. 

The search results should appear similar to the CSS All query, but only the documents that are covered by the 
“Legals” query will be included. 

To view the ‘Non Legal’ documents in one query: 
Go to the Customer Queries tab and select 830 CSS Non Legal. Type in the FGN you want to see and click 
Search. 

The search results should appear similar to the CSS All query, but only the documents that are covered by the 
“Non Legals” query will be included. 
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How to adjust your view of the FGN – tips 
You can move the columns around to fit what is most useful to you. You may not really need to see the office 
code, but would like the FGN to be further left. Just drag them around and drop them where you want them 
to be. Pretty handy! 

Also, you can sort the documents by any of the columns by clicking it, mine defaults to being in order of Most-
recent to Oldest, which is ideal. 

 

And, when you run searches, 
they stay as tabs at the top of 
the query window. You can 
have multiple open at a time. If 
you want to have one tab for 
Legals and one for Non-Legals, 
you can.  You can also click the 
little down facing arrow and 
open the query in a new 
window so you can have two 
side-by-side if needed. 



4 
 

How to update the “Other” keyword value on a document that is in OnBase 
Open a document and select ‘Keywords’ on the top left. 

A Panel will pop up on the right hand side of the 
document. Scroll down to the ‘other’ field and type 
whatever best describes the document (see examples 
above). This is also where you can update the 
Document Date if needed. When finished, click Save 
Keywords at the bottom. 
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Re-Indexing VS Updating Keywords 
Updating Keywords  

Re-Indexing 

Updating Keywords using the Keywords button is useful 
when you need to manually update the keywords associated 
with a document, such as the ‘other’ field. You are able to 
manually update any keywords using this method, except for 

Document Type.  However, if you need to change the FGN a document is 
tied to, auto-population will not work using this method.  

 

Re-Indexing a document allows you to change the document 
type. Using the Re-Index process also triggers OnBase to 

auto-populate subsequent keyword values when the FGN keyword is re-
entered. 
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How to separate a big document into smaller documents 
(Example: archive scan batch into individual documents) 

Open the document by double clicking. Click the ‘Image’ tab at the top left followed by the ‘Edit Pages’ icon on 
the right hand side. 

 

The Document Separation window will open. It defaults to very small icons so I would recommend selecting 
‘Thumbnail Settings’ selecting ‘Large’ and then click save. 
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You can also adjust the height of the viewer to see more than one row of icons at a time. This is your new 
view: 

 

Note: hover over a page to see a bigger preview. 

From here you can choose what page (or pages) you want to separate out into its own document. To select a 
document with multiple pages, you can select the first page of the document you are pulling out, hold down 
the shift button on your keyboard and then select the last page of the document you’re pulling out. Selected 
pages will appear in blue. 
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Once you’ve selected all the pages of your document. Click the blue area and drag your pages to the blank 
space below. The pages you pulled out will now be on a new line. 

 

If you have a specific page break where you want to split the 
document, instead of holding down the shift key to select each page 
of the document you want to break out, you can place your curser 
between the pages that end one document and begin the other. You 
will see a scissor icon and can then left click.  

Your document will be split into two at that point, and show on two 
different lines. Note: when using this method, the pages of the 
document that are to the left of the ‘cut’ will keep the original ‘index’ 
values such as Document type. The page to the right will split down 
to a new line which will allow you to change that document type. 
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At this point it is important to click the little ‘keywords’ icon on your new document so you can update the 
keywords to reflect what your new document is. Important ones not to miss: Document Type, Document Date, 
and ‘Other’ (if needed). 

Once finished with these keywords, click save and remove. That document has been separated out. Repeat for 
other documents. 
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How to Combine Existing Documents in OnBase 
If you have two documents in OnBase, that should really be one document, you can combine them. To do this, 
run your query to pull up those documents. When you see the two documents in your query, select one then 
hold the shift key and select the other. They should both be highlighted blue. Right click in the blue, select 
Send To, then Document Separation. 

 

This will open the Document Separation window with the two documents showing. Select one by clicking the 
checkbox next to the document name. Hold down the shift Key and select the checkbox next to the other 
document name. Both should be highlighted yellow and the Join button in your Document Separation Ribbon 
at the top should now be clickable. Select Join, then Merge Documents. 
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The Documents will then show as one document in this window. Check to see if you need to update any 
keywords. Once you are satisfied, click Save and Close All at the top left. 
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How to Add Pages to an Existing Document 
If you have the additional pages saved as a TIF/TIFF, you can import the new pages directly to the document 
they should be added to. Follow steps to open the Document Separation window for the document you need 
to add the pages to. Select Browse in the top left. 

 

A window will open for you to locate the additional pages that you have saved. Select the document you need 
to add, and click Open. You will then see the new page on a separate line. 

 

From there you can follow the Steps outlined above to Merge the two documents. All pages should then 
appear on one line. Check that your keywords are correct, and select Save and Close All. 
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How to update your Hyland Virtual Printer to default to ‘printing’ in color. 
Click the windows button on the bottom 
left of your desktop. If you start typing 
‘Printer’ it should pull up the Printers & 
Scanners option you see here. 

It should pull up a list of devices. Hyland Software Virtual 
Printer should be one. Select it and select Manage. Then 
select Printer Preferences. 

 

A new window should open. Select the Paper/Quality tab 
and then selection to Color instead of Black & white under 
the Color section. Select Apply. 
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Your Personal Page 
Your personal page is a place where you can pin queries, searches, and documents. This can be used to have 
easy access to certain cases or specific documents within cases that you are working on. This can also be used 
to create worklists when used in conjunction with queries that you’ve created. You can easily rearrange the 
tiles on your Personal Page by clicking and dragging them around. 
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How to add an FGN to your personal page 
In this example I added a specific FGN 
to my personal page, but you can add 
any query to yours that you might 
need. 

Run your query and adjust your view 
settings so you are viewing the FGN in 
the way you prefer (see above), 

You will a little downward pointing 
triangle next to “830 CSS All 
Documents” at the top of your query.  

Select the triangle and click “Add to 
Personal Page” 

A Popup will appear. Type whatever description you 
want for this FGN to help yourself remember why you 
need it on your personal page. Click ok. 

 

 

 

 

Then click on the ‘Personal Page’ icon at the top left of your screen.  
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You’ll see your personal page with a new tile for the FGN. You can click the Gear icon in your tile to change the 
title, description, and color. 
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When you click the title of the tile, your FGN query (with the settings you saved) will pull up in a new window: 
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How to add a specific OnBase document to your Personal Page 
Say you’re a finance worker 
in the middle of reviewing 
an AC in OnBase to BVD a 
case, but you need to go to 
an appointment. You can 
pin that document to your 
Personal Page for easy 
access. 

Open whatever document 
you need by double clicking 
that document. 

Select the “Send To” icon at 
the top of the page and 
then select “My Personal 
Page” from the drop down: 

 

 

 

It will be added to your personal Page. You can select the Gear icon to change the Title, description, and color 
as needed. 

 



20 
 

How Might I Use OnBase to Create Worklists? 
Incoming Mail 
If one person is processing incoming mail and needs to let workers know what mail they received, they could 
add that worker’s U# to the beginning of the ‘other’ keyword field. 

 

Then each worker can run a Custom Query with their U# followed by a * in the ‘other’ field. Only have to do 
this once if they follow the next step. 

 

Then pin that query to their Personal Page so they can always see any mail they got that needs to be 
reviewed. 

Click the document and it will open straight from their 
personal page. Review and take appropriate action. Then 
once they have completed any follow-up needed. Remove 
their U# from the ‘other’ keyword and the document will 
drop off of their worklist. Note: there is a refresh button on 
each tile so you may need to refresh the tile to have it 
rerun the search. It automatically refreshes each time you 
open OnBase. 

Case Action Needed Worklists 
Some offices in the past have used file cabinets to sort files 
that need action and workers pull files (first in first out) as 
they are able. For example an establishment file meets the 
requirements to proceed. A worker might place it in the 
cabinet to be pulled once the files in front of it have been 
worked. 

One way to use OnBase as a sort of cabinet would be like so: 

Instead of pulling a physical casefile and putting it somewhere, the worker could pull up a document called 
Legal Case History for that FGN. The caseworker would update the date of that document. The caseworker 
would also add something in the ‘other field’….this would be whatever the office has agreed upon to use for 
this particular action need. For example it could be “Establishment Pull”. Offices will want to make sure 
whatever they decide on for this is something unique that wouldn’t be used for other purposes with your 
office. 

Then a query could be run selecting your office code AND ‘Establishment Pull’ in the other field.  
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This would pull up all documents in your office that need to be pulled for establishment. 

An establishment worker could save this query to their Personal Page. There will be one line for each FGN. On 
the Personal Page, the query will sort chronologically. The worker will work from the bottom.  

When a worker is ready to work one of these, click the FGN straight from the work list on your Personal Page. 
Edit the keywords to remove the Establishment Pull words from the ‘other’ field. Then this case falls off of that 
worklist and you don’t accidently have two people working the same file. 

What this worklist might look like: 
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Requesting a User Review 
To request a review of documents associated with a FGN Number, you will need to submit a CSS User Review 
Form request: 

1.  

2. After logging into OnBase, select the Forms button from the Home ribbon. 

 

3. Select 830 CSS User Review Form from the list of available forms. 
4. Enter the FGN Number associated with the documents that need to be reviewed. 
5. Select the Request Type from the drop down for this case review. *the workflow will check both FGN 

Number and 
Request Type 
6. Select if you 
would like to 
receive an email 
when the 
requested review 

has been completed to start the process.  
7. Click the Add button to add users to the CSS User Review request. Enter the name of the user – as last 

name, first name - that you want to add as a Reviewer to the User’s Name (Last, First) field:  
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If you are unsure of how to spell the users last name or get a message that the user cannot be found, enter 
the first few characters to return a list of matches. Click the Select button next to the user that should be 
added as a reviewer: 

 

8. Enter notes for the reviewer in the “Review Notes” section 

9. Set the User Review Status as “Requested” 

10. Use the Remove button if a user is added as a reviewer that should not be. 

11. Repeat this process to add as many reviewers as desired and click the Submit button when finished.  

12. Once the form is submitted, select Yes to submit another FGN Number for User Review or No if you are 
complete. A notification will be sent to the reviewers added to the form. 

13. Each user will receive an email similar to the one below notifying them a review has been requested. 
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Adding Reviewers After the Initial Request is Submitted 
1. Select Custom Queries from the Home ribbon 

 

2. Select 830 CSS User Review and enter the FGN Number in the 830 CSS FGN Number field.  

 

3. Click Search to return a list of the documents to access the User Review form. Click the arrow next to 
the Reviewer’s name to expand the results and see all FGN Numbers assigned to the reviewer, if 
necessary.  
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4. Double click the CSS FGN Number you want to add a reviewer to. If more than one reviewer is 
assigned, you only need to select the FGN Number from one of the results.  

When you double click the search results, the CSS User Review form will open in a new window. 
Change the Review Status option to Add Reviewer and then click the Add button and follow the same 
steps to add new reviewers as when the form was originally submitted. 

 

5. Submit the form and close the window when finished. 

View Current Review Status 
1. Select Custom Queries from the Home ribbon 

 

2. Select 830 CSS User Review and enter the CSS FGN Number field. 
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3 Click Search to return the CSS User Review Request form to view the status of the review process.  

 

If more than one reviewer is assigned, the status for each will be returned in the same results window: 

 

If a CSS User Review Request is in Requested status for more than 7 days, a reminder email will be set. 

Viewing Review Status 
After a CSS User Review form is submitted, the Review Status will automatically update to Review in Progress 
after a notification is sent to all users added as reviewers. 

After all reviewers have changed the User Review status field to Completed, the Review Status will 
automatically update to Review Complete. 
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Reviewing CSS FGN Assignments 
Review Documents 

1. Select Custom Queries from the Home ribbon 

 

2. Select 830 CSS User Review and enter your name (Last Name, First Name) in the 830 User Real Name 
field to view the FGN Numbers assigned to you for review. Double click the FGN Number to review the 
associated documents. 

 

3. When the form opens in a new window, select the Cross-References button in the Document ribbon to 
view the list of associated documents. Double click the document name in the Document Information 
Panel to view each document.  
 
Note, each document will open in a separate window, so be sure to close the window when you are 
finished with your review.  
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4.  When all documents have been reviewed, select Completed from the User Review Status menu 
associated with your name, if more than one reviewer is assigned. Click Submit to complete your 
review. 
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