Document Generation

When a Request Type is “In-Progress” status, documents can be generated.

The system will display options to generate documents based on the individual tabs displayed in the request.
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To generate a document select the appropriate = icon in the header.

In the example above, there are the following options.

Generate Request Generate General ~ Generate  Generate New Generate New Generate Higher
Type Information Renovation Construction Construction Roof Education

In-Progress

options reflected in the header of your request, a screen will be displayed.

Composition Preview

Once you select one of the =

Accept Redo Cancel Print

Document Composition

If you have a dual monitor setup, the generated Word document may open on different monitor, or the document may simply
be reflected in the task bar. From there, you can select it to review.
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If desired, you are able to modify the Word document.

DO NOT select save in the Word document. This will not save the document in OnBase.

+

To save the document in OnBase, refer back to the screen, and select “<¢Pt,

+

Upon selecting “““**, the modified (or unmodified) Word document generated will save to the Pocuments taple in the

Notes/Documents tab. The Word document will also automatically close out.
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Once saved to the Documents table, you are able to click on the saved document to view it. It cannot be modified once saved.

All generated documents will appear in the Pocuments taple.

If a document is regenerated, the previous document saved to the Pocuments table will be replaced with the new document.

Saved documents cannot be deleted from the Documents taple.
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In the screen there are three additional options ( , Cancel and Print ) that can be selected.

. should be used when you modify a Word document and then decide that you do not want to save those changes.
WY When selected, the modified Word document closes out and a new Word document is generated.

Redo

m should be used when you generated a document but do not desire to save it.

Cancel

.’4 should be used when you want to either save the document on your computer as a Word or PDF document, or if you
~ & want to print a hard copy of the generated document. If, after printing the generated document you desire to save it

Print

in the system, you must still select *< on the ERSEUESEIEEIEN screen.

@

Generate
Lastly, there is an option to Al documents simultaneously. However, if this option is selected, it will take the system

several minutes to generate each document, and the generated documents cannot be modified and will automatically all save

to the Pocuments table.
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