
Quick Guide for the OnBase Unity Client 
See https://lynx.admin.uaf.edu/OnBase/Unity/UnityGuide.pdf for more details 

Login 

- Run Hyland Unity Client  

- Select Unity13PROD from the OnBase System dropdown menu & enter your UAID and 

ELMO/UA Google Apps password 

 

- Click the Login button 

Document Retrieval  
- Click on the Retrieval button in the toolbar ribbon  

 

- Select a Document Type Group and then a Document Type to search for 

 

https://lynx.admin.uaf.edu/OnBase/Unity/UnityGuide.pdf


- Enter the Keywords you wish to use to find the documents 

 
- Click the Find button to run the search  

 

Results are listed in the right-hand panel list 

 
- Double-click a results list entry to open the document in a new window 

The Information Tab has data about this document 

 

o Click on the Keywords button to see the current Keyword values   

o Click on the History button to see who has done what  

 

Uploading Documents 
- Click on the Upload button in the Create tab 

 

- To import a file, click the Browse button in the Import tab 



 

- Once you have opened a file, use the Upload pane to set the Document Type Group, 

Document Type and Keyword values 

o Keywords in RED must be filled in to import this document 

o Some dropdown lists (like UAF Activity Location) are based on existing values.  Try to 

see if an existing value fits your document before entering a different value 

- Click the Upload button to finish  


