
 
 
 

Using OnBase Software Virtual Printer to Import Files 

The Virtual Printer will take any document, or file that can be printed, and create a digital image copy 
that can be imported into OnBase Unity Client. This walkthrough will teach you how to use the Unity 
Printer. 

Please make sure you have downloaded the virtual printer driver before 
attempting this walkthrough 

The Virtual Printer is NOT required to import documents into OnBase, but it does convert documents to 
a TIF format, making them more secure and less likely to be altered. 

There are two ways to make use of this tool found under Step 6 below.  

Option A is best when you want to scan multiple documents prior to importing into OnBase. For this to 
work, you need to make sure you have OnBase closed by right clicking the carrot at the bottom of your 
computer monitor, right clicking OnBase, and selecting ‘exit OnBase’.  

Option B is best when you are only importing one document into OnBase, and will automatically open 
the import window of OnBase if you use the Virtual Printer while OnBase is open. 

Step 1 
You can check the Printers & scanners list to make sure the Hyland Software Virtual Printer is installed. 

 



 
 
 

Step 2 
Open your file. It can be anything, as long as it can be printed: Email, PDF, Word document, Excel sheet, 
etc. 

Step 3  
Select File > Print 

Step 4 
Make sure to select 
“Hyland Software 
Virtual Printer” in your 
printer settings. 

Step 5 
Then click Print 

 

 

 

 

Step 6 Option A – Using the Spool 
The file is sent to “OnBase Printer Spool”,  
located in the C: Drive 

 
You will see documents in this file, which can 
then be imported into OnBase. 

Step 6 Option B – Not using the 
Spool 
This process is best for when you are only 
importing one document into OnBase. 
 
If OnBase is open, it will automatically pull the 
document into a new Importing window. 
Once in OnBase, use the “Import Electronic 
Document Into OnBase” instructions.  
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