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Below is a step-by-step guide to using the new function to send an email to MOBIUS. 

 
1. The FBSubmit Ribbon in Outlook has been replaced with an OnBase Ribbon. 

 

 
 

2. The new Upload function will replace the FB Submit to MOBIUS button.  It works very similarly.  FB 

Submit will no longer work after the Outlook upgrade. 

 

 
 

  



3. In your email panel, double-click the email you want to open. 
 

 
 

4. From your open email, click the Upload arrow to open the MOBIUS  

 

NOTE: On your first upload of the day, the OnBase splash screen will display for 15 – 30 seconds. 

 



 
 

 

  



5. Next you will see the Import Documents window on the right side of the email. 

 

 
 

6. Next we’ll review how to select attachments that may be with the email. 

 

Attachments:  At the top of the import document window is an attachments button to click.  It will 

bring up a pop-up that looks like this: 
 



 
 

You can see in this example above that the 4 attachments that were attached to the email are in the 

Attachments box and they are automatically highlighted for import.   

 

Let’s say we don’t want to import the 3rd attachment listed.  If you click the line it will deselect as shown: 

 

 
 

If you don’t want to upload any of the attachments, click Clear Selection and they will all deselect 

and become un-highlighted.   You can click Select All to select all, or click the attachments individually 

and they will highlight for upload. 

 

Note:  If the email has pictures in their signature, you might de-select tem from the attachment list. 

 

7. Clicking OK takes us back to the email window. Next, we will look at how to get the email to MOBIUS 

with the proper indexing information. 

 

 
 



 
 

a. Document Type Group:  we will select the “MOB Email to Mobius Documents” from the 

dropdown. 

 

b. Document Type:  now we select “MOB EMAIL POLICY DOCUMENT”.  Life does not have 

account level documents. 

 

 



 
 
 
 

NOTE:  Don’t change from “HTML” and you probably don’t need to change the Document Date 

(that defaults to current date). 

 

  

 
 
 



c. Select the MOB Policy Documents Type from the dropdown (for example: CRFA= 

Correspondence From Agent) 

 

 
 
 

d. Enter the 7-digit Policy Number (like MOBIUS) then Policy Symbol will autofill when indexed.  

If not, choose from the drop down (000 or 090).  The policy number will trigger a lookup into 

the Smart Index to pull back information to index the document. 

 



 
 
 
  



e. Enter the Effective Date and Process Date as needed 

 

 
 
 

 



8. The email can now be uploaded: 

a. Click the Upload button to send to MOBIUS.  

b. Click Cancel to cancel the upload 

c. Clicking Skip, skips indexing the message and uploads only the attachments (if any) 

 

 
 
 
 
 
 
  



9. If attachments were selected, you will be presented to index the attachments(s).  Use the same processes 

to index.  

 

 


