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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 Software 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 IT 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.

Workflow 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 Software 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-User Training
End-user training focuses on familiarizing staff with the basic functionalities of OnBase. Topics
typically include document scanning and retrieval, navigating the OnBase 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 Software 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.

Workflow and Process Automation
OnBase training emphasizes creating and managing workflows that automate routine business
processes. Participants learn to design workflow 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 Q&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.

Customized 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 Workflow 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 ROI
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.

Certification 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
Working 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.

Who should attend Hyland OnBase training?
Hyland OnBase training is ideal for IT 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
Software?
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.

Where can I 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. It includes practical exercises and real-
world examples to reinforce learning. Ideal for beginners and intermediate users aiming to enhance
their OnBase skills.

2. OnBase Workflow Automation: Streamlining Business Processes
Focused on automating workflows within Hyland OnBase, this book explains how to design,
implement, and manage efficient business process automation. It 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. It 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. It explains various integration methods, including API 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. It 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. It 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: From Basics to Advanced
A step-by-step training manual designed to take users from basic OnBase operations to advanced
features. It 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.

9. 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. It serves as an essential resource for IT professionals responsible
for safeguarding sensitive information.
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