I was informed that I’ll be using OnBase Unity Client to review and approve

Agreement/Contract Transmittal Forms (aka the CTF Process). What do | need to know?

You need to install the Unity Client on your workstation, and if you have more than one

workstation that connects to the RCCD network you should install it on those as well. There

is an email with instructions on how to install Unity Client—in short it is available on the

Company Portal and is called RCCD - OnBase Unity Client 22-Prod.

Once installed, you should open the Unity Client at least once and make sure you are
automatically logged in. If not, let IT know immediately.

Upon opening Unity Client the first time you’ll see a screen like this:
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Expand your Hyland experience: Join Community

Hyland Community provides our customers and partners a single point of access to Hyland people, products, solutions and updates. Here, members
share feedback, ask questions, connect with other users, and get insight into what's new at Hyland. The collaboration between our experts and our
Community sets the foundation for the future of the Hyland platform

There's something for everyone in Hyland Community. Increase your operational knowledge and the value you can provide to your organization.
Get self-serve account information, access the support system, share and vote on product ideas, and make connections based on common threads.
Find community within Hyland Community, and together we'll go further.

l Leam more about Hyland Community today ]

Explore Hyland Training Connect with industry peers, the Hyland

You know your business better than anyone; and we know content services. team and PrOdUCt experts at

Our diverse catalog of role-based training for Hyland products and sclutions CommunityLIVE

enables you and your teams — from end-users and administrators to

developers, architects, and more — to learn quickly, on-demand the solutions Join industry peers and experts from Hyland and beyond to
that will empower your business. collaborate in person at CommunityLIVE! Take your content and

process solutions to the next level, hear customer innovation

This first window you see when opening Unity is called the Home screen.
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You should change the default Home screen to your Personal Page. O |:
Click on the button in the ribbon that says Personal Page. Home Pg;ﬁgﬂﬁﬂﬂ' Favorites

Faworites

Then click the small down arrow under the

O El button that says Home and select Make this layout my Home
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shortcuts to different areas of OnBase you might need. These



boxes are called Tiles. A set of Tiles has been created for you based on your User Group.
You can also add your own tiles over time as you start using OnBase more and more.

After this first interaction with Unity Client, you can close it.

For the CTF Process you will generally receive an email with an attachment when you have
a form to review and approve. Opening that attachment will launch Unity for you and bring
you right to the form and the tools you’ll need to work with.



