FINANCIAL AFFAIRS

The University of Alabama at Birmingham

OnBase: Add-In for Outlook

Note: This add-in applies to Financial Affairs employees only

If you notice the OnBase tab is missing in Outlook, follow the steps below to enable the OnBase tab.

Open Microsoft Outlook on your
computer.

On the Outlook main menu, select the
File Option' Send [ Receive Folder View

OnBase

Acrobat
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In the lower left of the Account Account Information
Information screen, click on the large 7 Mo 5
(21 Microsoft Exchange
icon entitled Manage COM Add-ins. + hatnccom
F‘ Account Settings
a. Change settings for this account or set up more
Account. connecti
Settings - Acc count on the wieb
ok.office365.com/owa/uab.edu/
Change
Automatic Replies (Out of Office)
Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
=i Mailbox Cleanup
=3 Manage the size of your mailbox by emptying Deleted Items and archiving.
Cleanup.
Tools ~
98.6 GB free of 39 GB
a Rules and Alerts
g Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules | updates when items are added, chans ed.
& Alerts
= Slow and Disabled COM Add-ins
= Manage COM add-ins that are affecting your Outlook ex perience.
Manage COM
Add-ins
=y Manage Add-ins
o Manage and acquire Web Add-ins for Qutlook.
Manage Add-
ins
T X

If the Hyland Office add-in is listed as Disabled COM Add-ins
disabled: Outlook detected a COM add-in problem

These COM add-ins decreased performance or caused Qutlock to crash.

o Click AIways enable this add-in. Hyland.Office2016.0utlook Addin
Hyland.Office2016.0utlook.Addin

e C(Click Close. _
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Always enable this add-in
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If the Hyland Office add-in is *not*
disabled and the plug-in is still not
available, follow these steps:

©

Account Information

Open & Export

(el @uab.edu
SaveAs A Microsoft Exchange

= Add Account

F‘ Account Settings
a%s

Change settings for this account or set up more

Account connections.

Settings - Access this account on the web.
hitps://outlook.office365.com/owa/uab.cdu/

Save as Adobe

e Select File > Options.

Office Account
Change
Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies

Mailbox Cleanup

=,
= Manage the size of your mailbox by emptying Deleted ltems and archiving,
Cleanup
Tools -
986 GB free of 99 GB
Outiook Options 7 X

. Sepeis! &, General options for working with Outiook.

® elect -Ins. v
Calendar User Interface options
Groups 7 Show Mini Toolbar on selection G
People 7 Enable Live Peview G
e Scgeen Show festure description in ScreenTips __~
Search Personalize your copy of Microsoft Office:
Langusge Username. Diet, Rebeccs Jo
Advanced o

Customize Ribbon use these values regardless of sign in to Office.

Office Theme: Colorful
Trust Center Start up options.
Outlook Options ? X
. Se I ect t h e G 0 b utto n n ext to [‘?} View and manage Microsoft Office Add-ins.
Manage COM Add-ins.

DFMOutiookAddindll  COM Add-in
Adobe Document Cloud for Microsoft Outlook - Acrobat dAsLinkAddindll  COM Add-in
Hyland. Office2016.Outlook.Addin

Customize Ribbon Microsoft Exchange Add-in

Microsoft SharePoint Server Colleague Import Add-in
Microsoft Teams Meeting Add-in for Microsoft Office
OneNote Notes about Outlook Items

Outlook Social Connector 2016

pvanced us COM Add-in
S\UmO COM Add-in
NS\Colleaguelmport.dll  COM Add-in
Teams AddinLoader.dll  COM Add-in
Office16\ONBttnOLdll  COM Add-in
CIALCONNECTORDLL ~ COM Add-in

Quick Access Toolbar

Addins

Trust Center

Microsoft Access Outlook Add-in for Data Collection and Publishing  C:\..\ADDINS\ACCOLKDLL  COM Add-in
Microsoft VBA for Outiook Addin C:\..\ADDINS\OUTLVBADLL  COM Add-in
Skype Meeting Add-in for Microsoft Office 2016 CA\.€\Office16\UCAddin.dll - COM Add-in [~

Add-in Acrobat PDFMaker Office COM Addin

Publisher:  Adobe Inc

Compatibility: No compatibility information available

Location: Ci\Program Files (x86)\Adobe\A DC\PDFM: dil

Description:  Acrobat PDFMaker Office COM Addin

Manage: [ COMAdd-ins 71 | Go.

oK Cancel

e Uncheck and re-check the box for oM Add-ins
Hyland.OffiCEYYYY.OUthOk.Addin A.dd-ms available:
and then click OK. Adzian =<t Outlook - Acrobat

Cancel
Hyland Cffice2016.0utlook.Addin
WHCTOADIL ALess wutivok Aud-in ror Data Collection and Publishing Add
Microsaft Exchange Add-in =
Microsoft SharePoint Server Colleague Import Add-in
Microsoft Teams Meeting Add-in for Microsoft Office Remove
Microsoft WBA for Qutlook Addin v

Location: C:\Program Files (x86)\Adobe\Acrobat DO\PDFMaker\Mail\Outlook\PDFMOutlookAddin.dil

Load Behavior: Load at Startup
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