Remove OnBase Document Locks

Occasionally, you may lock yourself out of an OnBase document. This can happen if your browser crashes while viewing
a document or if you’ve opened the document in multiple windows at the same time. When locked, you won’t be able
to edit the document/form. Rather than wait the 20 minutes for the session timeout to clear the lock, you can remove
the lock yourself if it was locked by you. Ifit's locked by someone else, you can call them to unlock, or call the OnBase
team at 5684 or 5180 to unlock.

Web Client

To tell if the document is locked in the Web Client, you can right click, keywords.
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To remove a lock locked by yourself, click the hamburger menu and select Locked Objects.
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If you have any documents locked, you will see them listed here. If nothing is listed, it’s possible the document is locked
by someone else. In that case, contact that person or your OnBase Administrator.

= Locked Objects OnBase

Manage Locks

Drag a column header here to group by that column.
LOCK TYPE | LOCK DATE AND TIME DETAILS

W Contains... W Contains... " Contains...

FAC - Service Request - #37.

Document 3/25/2019 3:59:21 PM

Housekeeping In Progress

First, Click the document you wish to unlock. Then, click the Remove Lock button.

Manage Locks c

Drag a column header here to group by that column.
LOCK TYPE | LOCHK DATE AND TIME DETAILS

W Contains... W Contains... W Contains...

FAC - Service Request - #37830 3/21/2019 CPARKS1T STORMONT

Document 3/25/2019 3:59:21 PM Housekeeping In Progress
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When you open the document/form again, it should now be editable. If you already have it opened in another window,
you'll need to move away from the document (or close it) and come back for it to be unlocked.



Unity Client

To tell if a document is locked in the Unity Client, if you see a lock in the upper right corner, it's locked. If you hover over
it, you will see who has it locked:
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Click the File drop down in the upper left corner on the Unity Client, click Administration, click Manage Locks.
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A list of all documents you have open will appear. To remove the lock, select the document in the list, then click
Remove Selected.

Manage Locks

Locks  Checkouts
User Date Locked Type Details
GRAD 2/9/2018 &:32 AM Scan Batch ~ Archive
GRAD 2/9/2018 2:34 PM Scan Batch  Archive
SHEADRIC-9295 (deactivated)  2/9/2018 10:34 AM Scan Batch ~ Archive
JMANRICU 117/201812:00 PM 5can Batch ~ 01/10/20182 - IMANRICU Dodge
PDELMOTT 5/11/2018 4:04 PM Life Cycle FAC Construction Bid
SHEADRIC /15/2018 %:06 AM Life Cycle IT Cognos Report Request
S
Remove Selected Refresh




When you open the document/form again, it should now be editable. If you already have it opened in another window,
you’ll need to move away from the document (or close it) and come back for it to be unlocked.

Since you only see documents you have locked, if there are no documents listed, it’s possible the document is locked by
someone else. In that case, contact your OnBase Administrator.



