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OnBase Guide - Scan Queue - Auto
Sweep Setup

Goal: To create an automated and scheduled sweep
into a scan queue.

Complexity Level: Departmental Administrative Users
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Background

Sweeps to OnBase scan queues can be performed manually by users, or can be
scheduled to create batches without user interaction.

Prerequisites

You must have full local administrator access to the machine to perform this
installation. If you do not have this access, please ask your local IT staff for
support.

The account running the Windows Service (see page 6) must also be set up
to have the “Log on as a Service” right attached to it for the computer the
service is running on. You can see how to modify the account to have that
permission by following the steps here.

Before you set up your scheduled sweep, you need to configure the scan
gueue. This guide does not cover scan queue configuration details; refer to
the Document Imaging MRG for additional information if needed.

The workstation performing scheduled processing needs to be licensed with a
Production Document Imaging license. Contact UIS_DM_Support@cu.edu for
assistance if you do not already have a license applied. You will need to log in
to OnBase from the workstation at least once so that it appears in the list to
be licensed.

If you are using a new OnBase account to run the scheduled process, log into
any OnBase client using that account at least once. New accounts are
required to have their password reset the first time they are used. If the first
logon attempt is through the service, the login will fail.

Resources

Document Imaging MRG has further information on scan queue configuration and
scheduling capture processing.

Contact UIS DM Support@cu.edu for assistance.

When troubleshooting, information on scheduled processing is available in the Thick
client. Go to Processing > Scheduler > Schedule Management > Activity Log. Find
the relevant workstation in the list and click to expand. A new entry will be listed for
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each time the service was started. Information about files found or errors
encountered will be available here.

¥
Schedule Management

Process Scheduing Activty Log

Instances

Scheduler [AC] started 02/26/2022 04:31:20 AM by S_PROCESSINGSERVER - Exted Abnomally ~
Scheduler [DR] started 02/26/2022 04:31:11 AM by S_PROCESSINGSERVER - Exited Abnormally
- [AF] started 02/26/2022 04:31:11 AMby S_PROCESSINGSERVER - Exited Abnomally (Errors) Log e
eculer [AF] started 02/25/2022 11:5458 AMby S_PROCESSINGSERVER Stont T 02/25/2022 093137 AM
Scheduier [DR]started 02/25/2022 04:31:21 AM by S_PROCESSINGSERVER End Time: 02/35/2022 09:31 4 AN
Scheduer started 02/25/2022 04:31:17 AM by S_PROCESSINGSERVER
Scheduer [ES] started 02/25/2022 04:31:17 AM by S_PROCESSINGSERVER
Automatic comm : § - E Letters - Benefts_3 started 02/25/2022 09:31:44 AM - Completed
Letter enefits_2 started 02/25/2022 09:31:44 AM - Completed
rted 02/25/2022 09:31:44 AM - Completed

ted 02/25/2022 09:31:37 AM - Completed
1 started 02/25/2022 03:31:37 A - Completed
started 02/25/2022 09:31:37 AM - Completed

_ ol
ORP started 02/25/2022 09:31:37 AM - Completed
ervice Area Letters started 02/25/2022 09:31:36 AM - Completed

02/25/2022 09:31:36 AM - Completed

arted 02/25/2022 09:31:36 AM - Completed

d Options started 02/25/2022 09:31:36 AM - Completed

intments started 02/25/2022 08:01:11 AM - Completed

s/ Withdrawals over & years started 02/25/2022 08:01:08 AM - Completed
yre old - Review started 02/25/2022 08:01:06 AM - Completed
12/25/2022 08:01:00 AM - Completed

Automatic commit : 5 - ES - System HR started 02/25/2022 08:01:00 AM - Completed

Parse Fomat : - ES - CU 75 Bighilty Letter started 02/25/2022 08:01:00 AM - Completed v

Everts

# Timestamp Event Type

10882719 02/25/2022 09:31:37 AM Information mit : S - ES - Weloome Letters - Benefics

10882720 02/25/2022 09:31:37 AM Information

10882721 02/25/2022 09:31:37 AM Information comit

10882722 02/25/2022 09:31:37 AM Information s that are candidates for auto-commit

10882723 02/25/2022 09:31:37 AM Information Auto-committing batch 336099

10882729 02/25/2022 09:31:44 AM Information Schedule Processor End - Automatic commi - § - ES - Welcome Letters - Benefits

Environments and Refreshes

It is important to consider how our refresh schedule will affect configuration of your
scheduled processes, especially when using the same workstation to configure and
test the processes and later running the processes in production.

UIS will make attempts to disable processes from running in non-production after a
refresh, but this will rely on regularly restarting the service.

Install OnBase Configuration, the OnBase Thick client and
Oracle client
Refer to the Client quides for installation instructions.

You will need to use Configuration for some steps, but Configuration does not need
to be installed on the workstation running the auto-sweep process.

The Thick client (and therefore the Oracle ODBC client) does need to be installed on
the workstation running the auto-sweep process.

Scan Queue Configuration

Once you have created the scan queue that you want to sweep into, within OnBase
Configuration, go to the Process Options menu.
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Scan Queue Configuration

CGueue Name

Queue # 181

-ES
-ES

-ES
-ES

nwmunnmumntnwnnnun o
' Voo

D - REG - DC Scan Queue

D - REG - DC Scan Queue (IDC)
- Accounting

_ES-
- General PBS Import
-ES-
_ES-
_ES-

Front Desl

Health Care Trust
INTLTX Scanning
INTLTX Scanning {10C)

- Jobs at CU
-ES-
- Office Management
_ES-
- System HR

- System HR {IDC)

- UIS Testing Scan Queue
- ¥erow Sweep

- DOTP - Office of the President

Microfiche Scans

Payroll and Benefits

~ Settings
User Group
lcon
Document Types

Scan Format

W RCM Canfig

S - UIS - Testing Scan Gueue

Create Delete

Clear Close

Then select the Capture tab.

Pre-Index Scan Gueus Sorting

Assign Process Options for 5 - UIS - Testing 5can Cueue

X

Post-Index Scan Queue Soting  Processing Gueue Waming Levels  Reverse Autofill Keysets

Batch Processing  Auto-Mame | Capture | Indexing

Imtegrations QA Image Processing  Custom Processing

Input the default location you want to sweep from in the Default Sweep/Scan from
Disk Directory field. If the folder is a shared folder on a network, do not use the
lettered drive, but the full path (e.g. not “E:\OnBase_documents” but

\\basic.location.cu.edu\OnBase_documents).
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Default Sweep/Scan from Disk Directony

|“-."-hasiu:.Iu:u:atiu:un.u:u.edu"-.@n Base_documents| Browse
TWeEp UpLons
[ ]Include Subfolders One Documert Per Folder
[ | Delete Digk Files Break Batches by Second Level Folder
Delete Folders [ ] Full-index Documerts
[ ]Images Cnly

Scan from Disk Options
[ ] Allow Scan More Pages from Dish

Bar Code Process
<Mone:> W

[ ] Clear Keywords for Folder [] Audible Bar Code Feedback

[ ] Revert to Initial Documert Type Mo Document Type Bar Code Processed
[] Prevent Manual Index Selection of Default Document Type
[] 5top Scanner on Consecutive Bar Code Separator Sheets

Unigue Bar Code Keyword Match Misc Cptions
(@) Mo Append ] Invert Images
O Append Page Only [ ] Reset Scan Format After Scan

() Append Entire Document
[ ]Onby Match in Same Batch
D ﬁppend new page':s}tu beginning D F'I'E".I'E!I'It .-E'.I.I'tD‘fI”S at SCEII'I TiITIE!

[ ]Use Document Type File Format

Paoge Separation

Blank ThreshmdD Bytes

] Separate on Blank Page
[ ] Digcard Elank Page

Maintain & Suppress Elank Pages

[ ] Separate on Patch Code Page
[ ] Digcard Patch Code Page
[ ] Digcard Back of Patch Code Page

Buclude Types

[] Automatic Scan Maore Queue
Scan More Pages Default Location
(®) Start of Document

i) Before Selected Page

() Mter Selected Page

() End of Document

() Alway=s Show Dialog

Endorsing / Imprinting
[ ] Auto Endoree Pages
[ ] Auto Kodak Imprinter
Bxdended Mumbering System

Set Up Windows Service

On the workstation that will be doing the auto-sweep processing, launch the Thick
Client as Admin by right-clicking on the shortcut and choosing Run as

administrator.

&= Hyland Unity Client [DMOPRD] 07/31/2017 12:54 Application Refere... 1KB
E OnBase Client MANAGER 09/26,/2017 09:46 Shortcut 2KB
E OnBase Client 06/02/2077 08:40 Shortcut 2 KB
B OnBase Configuration MANAGER Open 2KB
# OnBase Configuration Open file location 2 KB
¥ Web Client DMOPRD || E;l Run as administrator 1KB
[ Troubleshoot compatibility
Pin to Start

In the menu, go to Admin > Utilities > Windows Services.
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File

Document

E OnBase Client (DMOPRD)

User

ZEED @ %l

Document Type Groups

Processing = Admin  Waorkflow Window Help

Import Manager
Exception Reports
Advanced Capture Configuration

Platter Managerment

A - 5DM - DDS Documents
A - 50M - Dental Hygiene Documents Records Management
A - SDM - ISP Documents -
A - 50M - Perio Documents AutoFill Keyword Sets
A - S50M - Dean’s Office Faculty Recor T ion L.
B - ADM - App Modfication Hew=r s lizg=
B- DM - Aeplcation: ., Scanning Reports >
License Usage Report
Documert Types
A -DDS - Acceptance Letter User Management #
A - DDS - Acceptance to Program Doc - .. -
A - DDS - Acoountable Student Con Utilities ¥ Document Lock Administration
A-DDS - Applicant Review Sheet Timing Test Process Lock Administration
A-DDS - Board of Regent Questionn . o
A - DDS - Candidate Photo Document Retention » Batch Lock Administration
A - DDS - Composite Photo - _ .
A - DDS - Copy of Diploma Signature Administration » Unlock Users
A - DDS - Comespondence icti
& . MNS .l u?Pr‘ul: Form W system Statistics
< 3 W
| IUsage Search... Disk Group Encryption Key Repair

Type the name of your new service and click the Create button.

*

Services

Installed Services

Settings

|X-X-Sweep Service] ‘

Delete

Fill out the Service Configuration — Service Settings fields with the appropriate
data.
e Service Description: Auto Sweep
e Executable Path: C:\Program Files (x86)\Hyland\OnBase Client\obcInt32.exe
(or your Thick Client’s program file (.exe) if it's different from this)
e Start Type: Automatic
e User Name*: [OnBase user name / Operator ID]
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e Password*: [OnBase password for the account being used]
e Encrypt Password: [leave unmarked]
e Additional Arguments*:

-ODBC="“DMOPRD” -SCHED -SCANAUTOQUEUE : ###

*NOTES*:

e Itis strongly recommended that you use a service account instead of an
actual user account. This can make it easier to audit any actions related to
this action and ensure continuity as staffing changes. OnBase service
accounts for this purpose should:

o Follow the established naming convention, ex: S_B-ADM-DIP, S_B-
FA-SWEEP
o Be in the following user groups:
» Functional — Lvl 2 — Standard Users
= The “Scan Queue” group(s) associated with the document
type/import process.
= The “User Group” group(s) needed for create access to the
document type(s)

e Be careful if you copy and paste the Additional Arguments above to verify the
quotes are correct.

e Be sure to enter the correct environment name (DMOPRD, DMOSTG,
DMOTST, DMODEYV) in Additional Arguments.

e The pound signs in Additional Arguments should be replaced with the scan
gueue number of the scan queue you built for this process. It can be found in
the upper right-hand corner of the configuration window of the scan queue.

Scan Queue Configuration x

Queue Name m— Queue # 181

- REG - DC Scan Queus - ;

- REG - DC Scan Queue {IDC) Seftings
- ES - Accounting User G
- ES - Frort Desk =serianup
- ES - General PES Import
- ES - Health Care Trust lcon
- ES - INTLTX Scanning
-ES - INTLTX Scanning {IDC) Document Types
-ES -Jobs at CU
- Microfiche Scans ;

- ES - Office Management Frocess Options
- ES - Payroll and Benefits
-ES - System HR Scan Format
- ES - System HR (IDC)

- ES - UI5 Testing Scan Queue
- ES - Xermox Sweep

-DOTP - Office of the President

T [ o R I T R Iy I R I R I e
g '

m

(55

S - IS - Testing Scan Gueue

reate Delete Clear Close

The completed “Service Settings” tab configuration should look like this:
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Service Configuration X
Service Seltings  Service Logon Seftings  Service Dependencies

Senvice Name
:.K-F.-Ten |

Service Description
|Ato Sweep |

Executable Path
[C:\Program Fies x86)\Hytand'\OniBase Cient'obcint32.exe | | Bowse..

Stat Type

Automatic v
User Name [Password

S_B-FA-SWEEP |l|l|l|l|lllr||||-

[ Interactive Sanvice [] Encrypt Password

Additional Arguments
[ODBC="DMOPRD" -SCHED -SCANAUTOGUEUE:181|

Cancel

Go to the Service Logon Settings tab. Select the “Use Other Account” option. You
will need to use an account that has access to the location your scan queue will
sweep from. Again, this account must have the “Log on as a Service” right or the
service will not start.

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus



-
Service Configuration |

Service Settings | Service Logon Seftings | Service Dependencies

) Use Local System Account
) Use Local Service Account

) Use Network Service Account
@ Use Other Account

User UNINERSITY hudsoamb

Password ®eessssssses

Local or domain accounts other than the builtin system
accounts must have the ‘Logon as a Service” security
right specified for this workstation

(BUR-AB15tH-D& ucdenver pwt)

You do not need to change any settings in the Service Dependencies tab.

Start the Windows Service & Set Recovery Options

Open the “Run” dialogue by pressing the Windows Key (8) + R. Then type
“services.msc” and press Enter or click OK.

3 Run >

=] Type the name of a program, folder, document, or Internet
=1 resource, and Windows will epen it for you.

Open: | SEMVICES.MSC w

Cancel Browse...

Scroll through the list and find the service with the same name as the OnBase
service you just set up. Click it and click Start in “Start the Service.”
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€3, WWAN AutoConfig

e

L‘z{;){box Live Auth Manager
'»fi!;)(box Live Game Save
f‘{;){box Live Metworking Service

£

% Services O *
File Action View Help
¢ DBz HE » o uwp
/. Services (Local) 4—”‘1.“E Services (Local)
X-X-Test MName a Desci ™
f‘{;Windows Meobile Hotspot Service Provi
@I L‘%Windows Maodules Installer Enab
'»fz!;Windows Presentation Foundation Font Cache 3.0.0.0 Optir
Description: f‘{;Windows Push Motifications System Service This
Auto Sweep i€, Windows Push Metifications User Service_cc5200 This
'»fz!;Windows Remote Management (WS-Managerment) Wind
f,!;Windows Search Provi
'-.‘:".-;{;WindowsTime Main
L"E\D;Windows Update Enab
E:’;:!;WinH'I'I'P Web Proxy Auto-Discovery Service Wink
i€ Wired AutoConfig Thel
€L WLAN AutoConfig Thel
Q%WMI Performance Adapter Provi
'\‘?‘{;W:}rk Folders This
L‘%Workstation Creat

This !

Prowi
This ¢
This ¢

Extended ,;{Standardf'

Right click the service name and choose Properties. Go to the Recovery tab and

choose “Restart the Service” for First failure and Second failure. Set the Reset fail
count after option to 1 day.
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Hyland Scheduled Tasks Properties (Local Computer) i

General | Log On | Recovery | Dependencies

Bctions:

First failure: | Restart the Service W |
Second failurs: | Restart the Service W |
Subsequent failures: |Ta|-:e Mo Action W |

Reset fail count after: days

Restart service after:

I
2
=1
5
o
(]

[ Enable actions for stops with emors. Restart Computer Option

[

Fun program

Append fail count to end of command line {fail=51%]

| OK | | Cancel Apply

You may close the services window.

Note about Resetting the Service
To avoid any issues, the service should be restarted daily. You may contact your

campus OIT if you need help setting that up. This can be accomplished with
Windows Task Scheduler.

If the service is not restarted, it will not recognize any changes made to the
configuration since the last time the service started. Restarting the service ensures
that current configuration is used and provides better reliability.

Set up OnBase Schedule for Service
Go back to the Thick Client. Click the Processing menu option, then Scan/Index.

12
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[ L TR T (R

T T T1

=1

U
i
I

Processing  Admin  Woerlkflow  Windo

Scan/Index fffp—

COLD/ERM

DIP

TIP

EDI

Automated Redaction »

Directory lmport Processor

View Daily Report

Clear Daily Report

Process lobs

Scheduler »

COLD Cenfiguration b

Process Tuning

QOTEY

Scroll through the list and double-click the scan queue that you set up with the
service earlier. Right-click in the empty space on the right and select Schedule

Sweep from the menu that appears.

Index Batch

Schedule Sweep g

Schedule 5can From Disk
Schedule OCR
Schedule POF Conversion

Schedule Comrnit
Scan Format Setup

View Docurments
Show Batch Summary
Clear Selected

Refresh

In the Schedule Configuration tab, set up your schedule (what days you want to

have the process run and how often you want it to run). Do not change the Name or
Processing Workstation fields.
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%' Schedule Management

Process Scheduing  Activiy Log

Name Schedued kem Action

& Automatic commit : S « ES - Payroll and Banefits S-ES-Payolland Be.. Automatic commit
W Automatic commit : S - ES - System HR S - ES - System HR Automatic commit
W Scan Queue Sweep : B - FA - Fax 8 Upload Sweep B - FA - Fax 8 Upload Scan Queue Sweep
@ Scon Queue Sweep : B - LAW - Al Docs B - LAW - A Docs Scan Queue Sweep
W Scen Gueve Sweep : D - BUR - 3rd Party Domestic D-BUR-3d Paty Do.. Scen Queue Sweep
W Scan Queue Sweep - D - BUR - 3d Party Intemational D -BUR - 3d Patty Int Scan Queue Sweep
W Scan Queue Sweep | D - BUR - Cashier Dady Backup D-BUR- Dady Backup  Scan Queue Sweep
W Scan Queue Sweep : D - BUR - CUSIS Accass Raquests D-BUR-CUSIS Acce...  Scan Queus Sweep
W Scan Queus Sweep : General PBS mpont S-ES-General PBS | Scan Queus Sweep
W Scan Gueue Sweep : Jobs at CU S-ES-Jobs 2 CU Scan Queue Sweep
L 4 Scan Queue Sweep - S - UIS - Testing Scan Queve S

@ Scan Queue Sweep : Xerox S - ES - Xerox Sweep Scan Queue Sweep
| €

Schedue Configuration  Processing Options

Name N o Processing Workstation

[Scan Queue Sweep : S - UIS - Testing Scan Queve | |UISmDmBGTSF42 (AUTO)

Schedule Template [[] Speciic Processing instance:

Workstation

POMOPROCO1 (AU
PDMOPROCOT (AU
OFAmFAX (AUTO)
LAWIT2 (AUTO)
BURMAB15THFLmL
BURMAB15THFLmL
BURMAB15THFLmL
BURMAB15THFLmL
Unknown Workstatic

e

Click on the Processing Options tab. Within the Processing Precondition, select
the “None” option, unless there is a specific need to choose “Files Idle for at least 1

minute.”

Schedule Corfiguration | Processing Options

Processing Precondition

() None

(®) Files Idle For at Least 1 Minute
() Require Specfic Semaphaore

Migcellaneous Options
[19ne Batch per File

Document Type

|<Scan CQueue Default>

() Require Same File in a \POLL Folder

Residual File Post-Processing

(®) Leave in Source Directory

(") Move to \PROCESSED Directory
Delete
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Click OK.

As long as the Windows service is running, the sweep will be processed according
to the schedule defined here.

NOTE: If you enable the “Files Idle For at Least 1 Minute” option, ensure you also do
NOT have the “Once per Day” Processing Frequency option selected. These two
options conflict with each other and your sweep may not perform correctly. You will
want to select the “Once Every [0 Minutes” option on the Schedule Configuration
tab.
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