HYLAND SOFTWARE ONBASE TRAINING

HYLAND SOFTWARE ONBASE TRAINING IS ESSENTIAL FOR ORGANIZATIONS SEEKING TO MAXIMIZE THE BENEFITS OF ENTERPRISE
CONTENT MANAGEMENT AND BUSINESS PROCESS AUTOMATION. ONBASE BY HYLAND SOFTWARE IS A POWERFUL PLATFORM
DESIGNED TO STREAMLINE DOCUMENT MANAGEMENT, AUTOMATE WORKFLOWS, AND IMPROVE INFORMATION GOVERNANCE. PROPER
TRAINING ENSURES THAT USERS, ADMINISTRATORS, AND DEVELOPERS CAN EFFECTIVELY LEVERAGE ONBASE CAPABILITIES TO
ENHANCE OPERATIONAL EFFICIENCY AND COMPLIANCE. THIS ARTICLE PROVIDES A COMPREHENSIVE OVERVIEW OF HYLAND
SorFTwARE ONBASE TRAINING, COVERING THE TYPES OF TRAINING AVAILABLE, KEY FEATURES OF THE PLATFORM, TRAINING
DELIVERY METHODS, AND THE BENEFITS OF BECOMING PROFICIENT IN ONBASE. BUSINESSES AND |'T PROFESSIONALS WILL FIND
VALUABLE INSIGHTS INTO HOW STRUCTURED TRAINING CAN SUPPORT SUCCESSFUL ONBASE IMPLEMENTATIONS AND ONGOING
USAGE.
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OVERVIEW OF HYLAND SOFTWARE ONBASE

HYLAND SOFTWARE ONBASE IS AN ENTERPRISE CONTENT MANAGEMENT (ECM) PLATFORM THAT ENABLES ORGANIZATIONS TO
CAPTURE, MANAGE, AND STORE INFORMATION SECURELY AND EFFICIENTLY. ONBASE INTEGRATES WITH EXISTING SYSTEMS TO
AUTOMATE WORKFLOWS, MANAGE DOCUMENTS, AND FACILITATE COMPLIANCE WITH REGULATORY REQUIREMENTS. THE
PLATFORM SUPPORTS VARIOUS INDUSTRIES, INCLUDING HEALTHCARE, FINANCE, GOVERNMENT, AND EDUCATION, BY PROVIDING
TAILORED SOLUTIONS THAT IMPROVE INFORMATION ACCESSIBILITY AND REDUCE MANUAL PROCESSES. |UNDERSTANDING THE CORE
FUNCTIONALITIES OF ONBASE IS CRITICAL FOR USERS AND ADMINISTRATORS TO FULLY UTILIZE THE SOFTWARE’S CAPABILITIES.

Core CoMPONENTS oF ONBASE

ONBASE CONSISTS OF SEVERAL KEY COMPONENTS THAT SUPPORT ENTERPRISE CONTENT MANAGEMENT AND PROCESS
AUTOMATION:

® DOCUMENT MANAGEMENT: CENTRALIZED REPOSITORY FOR STORING AND RETRIEVING ELECTRONIC DOCUMENTS.

W ORKFLOW AUTOMATION: TOOLS FOR DESIGNING AND MANAGING AUTOMATED BUSINESS PROCESSES.

CASE MANAGEMENT: MANAGING COMPLEX CASES AND RELATED DOCUMENTS EFFICIENTLY.

ReCORDS MANAGEMENT: ENSURING COMPLIANCE WITH RETENTION POLICIES AND LEGAL REQUIREMENTS.

INTEGRATION CAPABILITIES: SEAMLESS CONNECTION WITH ERP, CRM, AND OTHER ENTERPRISE SYSTEMS.



IMPORTANCE OF TRAINING FOR ONBASE USERS

GIVEN THE EXTENSIVE FUNCTIONALITY OF ONBASE, TRAINING IS VITAL TO ENSURE EFFECTIVE USE OF THE PLATFORM. PROPER
TRAINING HELPS USERS UNDERSTAND HOW TO NAVIGATE THE INTERFACE, HANDLE DOCUMENT WORKFLOWS, AND UTILIZE
AUTOMATION FEATURES. FOR ADMINISTRATORS, TRAINING COVERS CONFIGURATION, SECURITY SETTINGS, AND SYSTEM
MAINTENANCE. DEVELOPERS BENEFIT FROM LEARNING ABOUT ONBASE APIS AND CUSTOMIZATION OPTIONS TO TAILOR THE
SOFTWARE TO UNIQUE ORGANIZATIONAL NEEDS. COMPREHENSIVE HYLAND SOFTWARE ONBASE TRAINING THUS SUPPORTS
IMPROVED PRODUCTIVITY AND REDUCES THE RISK OF ERRORS.

TyPes oF HYLAND SofFTwWARE ONBASE TRAINING

HYLAND SOFTWARE OFFERS A VARIETY OF TRAINING OPTIONS DESIGNED TO MEET THE NEEDS OF DIFFERENT USER GROUPS AND
SKILL LEVELS. THESE TRAINING TYPES RANGE FROM INTRODUCTORY COURSES FOR NEW USERS TO ADVANCED SESSIONS FOR
SYSTEM ADMINISTRATORS AND DEVELOPERS. ORGANIZATIONS CAN SELECT FROM INSTRUCTOR-LED TRAINING, SELF-PACED ONLINE
COURSES, OR CUSTOMIZED TRAINING SOLUTIONS TO ALIGN WITH THEIR SPECIFIC BUSINESS REQUIREMENTS.

EnD-UsEer TRAINING

END-USER TRAINING FOCUSES ON FAMILIARIZING STAFF WITH THE BASIC FUNCTIONALITIES OF ONBASE. TOPICS TYPICALLY
INCLUDE DOCUMENT SCANNING AND RETRIEVAL, NAVIGATING THE OnNBAsE INTERFACE, USING WORKFLOWS, AND MANAGING TASKS
WITHIN THE SYSTEM. END-USER COURSES EMPHASIZE PRACTICAL USAGE TO ENSURE EMPLOYEES CAN EFFICIENTLY PERFORM DAILY
OPERATIONS WITHOUT EXTENSIVE TECHNICAL KNOWLEDGE.

ADMINISTRATOR TRAINING

TRAINING FOR ONBASE ADMINISTRATORS COVERS SYSTEM SETUP, USER MANAGEMENT, SECURITY CONFIGURATION, AND
PERFORMANCE MONITORING. ADMINISTRATORS LEARN TO CUSTOMIZE WORKFLOWS, MAINTAIN SYSTEM HEALTH, AND
TROUBLESHOOT COMMON ISSUES. THIS LEVEL OF TRAINING IS CRITICAL FOR ENSURING THE PLATFORM IS CONFIGURED CORRECTLY
AND OPERATES SMOOTHLY WITHIN THE ORGANIZATIONAL ENVIRONMENT.

DeVELOPER AND ADVANCED TRAINING

DEVELOPERS AND ADVANCED USERS RECEIVE TRAINING ON ONBASE SOFTWARE DEVELOPMENT KITS (SDK), APIs, AND
INTEGRATION TECHNIQUES. THIS TRAINING ENABLES CUSTOMIZATION OF ONBASE APPLICATIONS, EXTENDING FUNCTIONALITY,
AND INTEGRATING WITH OTHER ENTERPRISE SYSTEMS. ADVANCED TRAINING ALSO COVERS SCRIPTING, ADVANCED WORKFLOW
DESIGN, AND COMPLEX CASE MANAGEMENT SCENARIOS.

Key FEATURES COVERED IN ONBASE TRAINING

HYLAND SoFTwWARE ONBASE TRAINING PROGRAMS COMPREHENSIVELY COVER THE PLATFORM’S KEY FEATURES TO EQUIP USERS
WITH THE SKILLS NEEDED FOR EFFECTIVE UTILIZATION. TRAINING CONTENT IS STRUCTURED TO PROVIDE HANDS-ON EXPERIENCE
WITH THE SOFTWARE’S CORE MODULES AND TOOLS.

DocuMenT CAPTURE AND IMAGING

TRAINING INCLUDES INSTRUCTION ON CAPTURING DOCUMENTS THROUGH SCANNING, EMAIL IMPORT, AND ELECTRONIC FORMS.
LEARNERS UNDERSTAND HOW TO USE IMAGING TOOLS TO CONVERT PHYSICAL DOCUMENTS INTO DIGITAL FILES, ENSURING
ACCURACY AND COMPLETENESS IN DOCUMENT CAPTURE PROCESSES.



W ORKFLOW AND PROCESS AUTOMATION

ONBASE TRAINING EMPHASIZES CREATING AND MANAGING WORKFLOWS THAT AUTOMATE ROUTINE BUSINESS PROCESSES.
PARTICIPANTS LEARN TO DESIGN \WWORKFLOW MAPS, ASSIGN TASKS, SET TRIGGERS, AND MONITOR PROCESS PROGRESS.
AUTOMATION REDUCES MANUAL EFFORT AND ACCELERATES RESPONSE TIMES.

SecURITY AND Access CONTROL

SECURITY TRAINING COVERS USER AUTHENTICATION, ROLE-BASED ACCESS CONTROL, AND DOCUMENT SECURITY POLICIES.
PROPER TRAINING ENSURES SENSITIVE INFORMATION IS PROTECTED AND ACCESSIBLE ONLY TO AUTHORIZED PERSONNEL,
SUPPORTING COMPLIANCE WITH REGULATORY STANDARDS.

REPORTING AND ANALYTICS

USERS ARE TAUGHT HOW TO GENERATE REPORTS AND ANALYZE DATA WITHIN ONBASE TO GAIN INSIGHTS INTO DOCUMENT
USAGE, WORKFLOW EFFICIENCY, AND SYSTEM PERFORMANCE. REPORTING TOOLS ENABLE INFORMED DECISION-MAKING AND
CONTINUOUS PROCESS IMPROVEMENT.

TRAINING DELIVERY METHODS AND FORMATS

HYLAND SOFTWARE ONBASE TRAINING IS AVAILABLE IN MULTIPLE DELIVERY FORMATS TO ACCOMMODATE DIVERSE LEARNING
PREFERENCES AND ORGANIZATIONAL CONSTRAINTS. SELECTING THE APPROPRIATE TRAINING FORMAT IS ESSENTIAL FOR EFFECTIVE
KNOWLEDGE TRANSFER AND SKILL DEVELOPMENT.

INSTRUCTOR-LED TRAINING

INSTRUCTOR-LED TRAINING SESSIONS ARE CONDUCTED BY CERTIFIED PROFESSIONALS EITHER IN-PERSON OR VIRTUALLY. THIS
FORMAT ALLOWS REAL-TIME INTERACTION, IMMEDIATE FEEDBACK, AND COLLABORATIVE LEARNING. IT IS IDEAL FOR
ORGANIZATIONS SEEKING STRUCTURED TRAINING WITH OPPORTUNITIES FOR HANDS-ON EXERCISES AND Qﬁ'A SESSIONS.

SELF-PACED ONLINE COURSES

SELF-PACED E-LEARNING MODULES ENABLE LEARNERS TO COMPLETE TRAINING AT THEIR CONVENIENCE. THESE COURSES INCLUDE
VIDEO TUTORIALS, INTERACTIVE EXERCISES, AND ASSESSMENTS. ONLINE TRAINING IS COST-EFFECTIVE AND FLEXIBLE, SUITABLE
FOR GEOGRAPHICALLY DISPERSED TEAMS OR THOSE WITH VARYING SCHEDULES.

CusTtoMizeb TRAINING PROGRAMS

ORGANIZATIONS CAN REQUEST TAILORED TRAINING PROGRAMS DESIGNED TO ADDRESS SPECIFIC USE CASES, INDUSTRY
REQUIREMENTS, OR INTEGRATION SCENARIOS. CUSTOMIZED TRAINING ENSURES THAT PARTICIPANTS RECEIVE RELEVANT
INSTRUCTION THAT DIRECTLY APPLIES TO THEIR OPERATIONAL ENVIRONMENT.

BeNEFITS OF HYLAND SOFTWARE ONBASE TRAINING

INVESTING IN HYLAND SOFTWARE ONBASE TRAINING DELIVERS NUMEROUS BENEFITS THAT ENHANCE ORGANIZATIONAL EFFICIENCY
AND USER PROFICIENCY. WELL-TRAINED USERS AND ADMINISTRATORS CONTRIBUTE TO SUCCESSFUL ONBASE ADOPTION AND
LONG-TERM SYSTEM VALUE.



IMPROVED USER PRODUCTIVITY

TRAINING ACCELERATES USER ADOPTION BY REDUCING THE LEARNING CURVE AND ENABLING EMPLOYEES TO PERFORM TASKS
EFFICIENTLY. FAMILIARITY WITH ONBASE FEATURES MINIMIZES ERRORS AND STREAMLINES DOCUMENT-RELATED WORKFLOWS.

ENHANCED SYSTEM ADMINISTRATION

ADMINISTRATORS GAIN THE SKILLS TO MAINTAIN SYSTEM STABILITY, CONFIGURE ACCESS CONTROLS, AND TROUBLESHOOT
ISSUES PROACTIVELY. EFFECTIVE ADMINISTRATION ENSURES RELIABLE SYSTEM PERFORMANCE AND SECURITY COMPLIANCE.

OPTIMIZED W ORKFLOW AUTOMATION

UNDERSTANDING WORKFLOW CAPABILITIES ALLOWS ORGANIZATIONS TO AUTOMATE REPETITIVE PROCESSES, REDUCE MANUAL
INTERVENTION, AND IMPROVE TURNAROUND TIMES. TRAINING ENABLES USERS TO DESIGN AND MANAGE WORKFLOWS THAT ALIGN
\WITH BUSINESS OBJECTIVES.

CosT SAVINGS AND RO

PROPER TRAINING REDUCES DEPENDENCY ON EXTERNAL CONSULTANTS AND DECREASES DOWNTIME CAUSED BY USER ERRORS OR
MISCONFIGURATIONS. ORGANIZATIONS REALIZE A HIGHER RETURN ON INVESTMENT BY MAXIMIZING THE PLATFORM’S POTENTIAL
THROUGH TRAINED PERSONNEL.

CHooSING THE RIGHT TRAINING PROGRAM

SELECTING THE APPROPRIATE HYLAND SOFTWARE ONBASE TRAINING PROGRAM DEPENDS ON ORGANIZATIONAL GOALS, USER
ROLES, AND EXISTING ONBASE EXPERIENCE. EVALUATING TRAINING CONTENT, FORMAT, AND CERTIFICATION OPTIONS HELPS
ENSURE ALIGNMENT WITH BUSINESS NEEDS.

ASSESSING TRAINING NEEDS

ORGANIZATIONS SHOULD CONDUCT A NEEDS ASSESSMENT TO IDENTIFY WHICH USER GROUPS REQUIRE TRAINING AND THE SPECIFIC
SKILLS TO BE DEVELOPED. CONSIDERATION OF CURRENT SYSTEM USAGE AND FUTURE EXPANSION PLANS INFORMS THE TRAINING
SCOPE.

CEeRTIFICATION AND CONTINUING EDUCATION

HYLAND OFFERS CERTIFICATION PROGRAMS THAT VALIDATE ONBASE EXPERTISE AND SUPPORT CAREER ADVANCEMENT. ONGOING
EDUCATION OPPORTUNITIES KEEP USERS UPDATED ON NEW FEATURES AND BEST PRACTICES, PROMOTING CONTINUOUS
IMPROVEMENT.

PARTNERING WITH AUTHORIZED TRAINING PROVIDERS

W/ ORKING WITH AUTHORIZED HYLAND TRAINING PARTNERS ENSURES ACCESS TO OFFICIAL CURRICULUM AND EXPERIENCED
INSTRUCTORS. AUTHORIZED PROVIDERS DELIVER QUALITY TRAINING ALIGNED WITH HYLAND’S STANDARDS AND UPDATES.



FREQUENTLY AskeD QUESTIONS

WHAT IS HYLAND SoFTWARE ONBASE TRAINING?

HYLAND SoFTWARE ONBASE TRAINING IS A PROGRAM DESIGNED TO TEACH USERS HOW TO EFFECTIVELY USE ONBASE, A
CONTENT SERVICES PLATFORM THAT HELPS ORGANIZATIONS MANAGE DOCUMENTS, PROCESSES, AND DATA.

\¥/HO SHOULD ATTEND HYLAND ONBASE TRAINING?

HyLAND ONBASE TRAINING IS IDEAL FOR | T PROFESSIONALS, BUSINESS USERS, SYSTEM ADMINISTRATORS, AND DEVELOPERS WHO
WANT TO IMPROVE THEIR SKILLS IN DOCUMENT MANAGEMENT, \WORKFLOW AUTOMATION, AND ENTERPRISE CONTENT MANAGEMENT
USING ONBASE.

\WHAT ARE THE KEY TOPICS COVERED IN ONBASE TRAINING BY HYLAND SOFT\WARE?

KEY TOPICS TYPICALLY INCLUDE ONBASE ARCHITECTURE, DOCUMENT MANAGEMENT, \WORKFLOW DESIGN, CASE MANAGEMENT
SYSTEM ADMINISTRATION, REPORTING, AND INTEGRATION WITH OTHER BUSINESS SYSTEMS.

’

ARE THERE CERTIFICATION OPTIONS AVAILABLE AFTER COMPLETING HYLAND ONBASE
TRAINING?

YES, HYLAND OFFERS CERTIFICATION PROGRAMS THAT VALIDATE YOUR EXPERTISE IN ONBASE. CERTIFICATIONS INCLUDE
ONBAsE CERTIFIED ADMINISTRATOR, ONBASE CERTIFIED DEVELOPER, AND ONBASE CERTIFIED END USER.

\W/HERE CAN | FIND OFFICIAL HYLAND SoFTWARE ONBASE TRAINING RESOURCES?

OFFIcIAL HyLAND ONBASE TRAINING RESOURCES CAN BE FOUND ON THE HYLAND COMMUNITY WEBSITE, THROUGH HyLAND'S
TRAINING PORTAL, AND VIA AUTHORIZED TRAINING PARTNERS OFFERING INSTRUCTOR-LED COURSES, VIRTUAL CLASSES, AND
SELF-PACED LEARNING OPTIONS.

ADDITIONAL RESOURCES

1. MAsTERING HYLAND ONBASE: A COMPREHENSIVE TRAINING GUIDE

THIS BOOK OFFERS AN IN-DEPTH EXPLORATION OF HYLAND ONBASE, COVERING FUNDAMENTAL CONCEPTS TO ADVANCED
FUNCTIONALITIES. READERS WILL LEARN HOW TO EFFECTIVELY NAVIGATE THE SOFTWARE, CONFIGURE SETTINGS, AND OPTIMIZE
DOCUMENT MANAGEMENT WORKFLOWS. |T INCLUDES PRACTICAL EXERCISES AND REAL-WORLD EXAMPLES TO REINFORCE LEARNING.
IDEAL FOR BEGINNERS AND INTERMEDIATE USERS AIMING TO ENHANCE THEIR ONBASE SKILLS.

2. ONBASe WoRrkFLOW AUTOMATION: STREAMLINING BUSINESS PROCESSES

FOCUSED ON AUTOMATING WORKFLOWS WITHIN HYLAND ONBASE, THIS BOOK EXPLAINS HOW TO DESIGN, IMPLEMENT, AND
MANAGE EFFICIENT BUSINESS PROCESS AUTOMATION. |T COVERS WORKFLOW CREATION, TASK ASSIGNMENTS, AND INTEGRATION
WITH OTHER SYSTEMS. THE GUIDE HELPS USERS REDUCE MANUAL EFFORTS AND IMPROVE ORGANIZATIONAL PRODUCTIVITY
THROUGH SMART AUTOMATION.

3. HyLAND ONBASE ADMINISTRATION ESSENTIALS

DESIGNED FOR SYSTEM ADMINISTRATORS, THIS BOOK DELVES INTO THE CORE ADMINISTRATIVE TASKS REQUIRED TO MAINTAIN A
ROBUST ONBASE ENVIRONMENT. TOPICS INCLUDE USER MANAGEMENT, SECURITY PROTOCOLS, SYSTEM MONITORING, AND
TROUBLESHOOTING COMMON ISSUES. READERS WILL GAIN PRACTICAL KNOWLEDGE TO ENSURE SMOOTH AND SECURE ONBASE
OPERATIONS.

4. ONBASE DOCUMENT MANAGEMENT BEST PRACTICES

THIS TITLE PROVIDES A THOROUGH UNDERSTANDING OF DOCUMENT CAPTURE, INDEXING, STORAGE, AND RETRIEVAL WITHIN
HyLAND ONBASE. |T HIGHLIGHTS BEST PRACTICES FOR ORGANIZING DIGITAL CONTENT, ENSURING COMPLIANCE, AND OPTIMIZING
SEARCH CAPABILITIES. THE BOOK IS VALUABLE FOR USERS LOOKING TO ENHANCE THEIR DOCUMENT MANAGEMENT STRATEGIES.



5. IMPLEMENTING ONBASE INTEGRATION SOLUTIONS

A GUIDE FOCUSED ON INTEGRATING HYLAND ONBASE WITH OTHER ENTERPRISE APPLICATIONS SUCH AS ERP, CRM, AND EMAIL
SYSTEMS. [T EXPLAINS VARIOUS INTEGRATION METHODS, INCLUDING APl USAGE AND CONNECTORS, TO ENABLE SEAMLESS DATA
EXCHANGE. READERS WILL LEARN HOW TO EXTEND ONBASE FUNCTIONALITIES AND IMPROVE CROSS-PLATFORM WORKFLOWS.

6. ONBASE REPORTING AND ANALYTICS FOR DECISION MAKERS

THIS BOOK EXPLORES THE REPORTING TOOLS AVAILABLE WITHIN HYLAND ONBASE, TEACHING USERS HOW TO CREATE
INSIGHTFUL REPORTS AND DASHBOARDS. |T COVERS DATA ANALYSIS TECHNIQUES TO HELP ORGANIZATIONS MAKE INFORMED
DECISIONS BASED ON DOCUMENT AND WORKFLOW METRICS. THE CONTENT IS TAILORED FOR MANAGERS AND ANALYSTS SEEKING
TO LEVERAGE ONBASE DATA EFFECTIVELY.

7. CusToMIZING ONBASE: SCrIPTING AND CONFIGURATION TECHNIQUES

TARGETED AT POWER USERS AND DEVELOPERS, THIS BOOK DIVES INTO CUSTOMIZATION OPTIONS WITHIN ONBASE/ INCLUDING
SCRIPTING WITH UNITY FORMS AND CONFIGURATION SETTINGS. |T GUIDES READERS THROUGH BUILDING TAILORED SOLUTIONS
THAT MEET SPECIFIC ORGANIZATIONAL NEEDS. THE BOOK EMPHASIZES PRACTICAL CODING EXAMPLES AND CONFIGURATION TIPS.

8. ONBASE User TRAINING MANUAL: FrRoM BASICS To ADVANCED

A STEP-BY-STEP TRAINING MANUAL DESIGNED TO TAKE USERS FROM BASIC ONBASE OPERATIONS TO ADVANCED FEATURES. |T
INCLUDES TUTORIALS ON DOCUMENT HANDLING, WORKFLOW PARTICIPATION, AND PERSONALIZING USER SETTINGS. THIS MANUAL
IS SUITED FOR END-USERS WHO WANT A STRUCTURED LEARNING PATH TO MAXIMIZE THEIR ONBASE PROFICIENCY.

Q. HyLAND ONBASE SecUrITY AND COMPLIANCE HANDBOOK
THIS HANDBOOK ADDRESSES THE CRITICAL ASPECTS OF SECURITY AND REGULATORY COMPLIANCE WITHIN THE ONBASE
PLATFORM. TOPICS INCLUDE DATA PROTECTION, AUDIT TRAILS, USER PERMISSIONS, AND COMPLIANCE WITH INDUSTRY

STANDARDS SUCH AS HIPAA AND GDPR. |T SERVES AS AN ESSENTIAL RESOURCE FOR | T PROFESSIONALS RESPONSIBLE FOR
SAFEGUARDING SENSITIVE INFORMATION.
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