1. Add the Place ID to the permission/denial letter in the location identified in the modified templates below.
2. Print the permission/denial letter
3. Have the letter signed by the delegated individual in your office
4. Make copies/mail as appropriate
5. Scan the letter into the eDoc system using the steps identified below.

Scanning letters into OnBase
The following steps assume you already have an OAKS account and that your access to CITRIX and OnBase have been established – if not, please see the install instructions provided via link on Answer Place ID 2517 (you must be logged into the Answer Place to see the documents).

Local Air Agency Staff
1. Log into Onbase via your CITRIX account as follows:
a. Navigate to https://epafarm.epa.ohio.gov
b. Log in using your user name and password
You should see a screen that looks similar to this:
[image: ]
c. Single-click on the “Unity Client” option[image: ]
d. OnBase will launch. Log into Onbase
e. Scan the hard copy letter and place it in the ingestion folder (this step varies by office location and scanner set-up – see “Part 2” of the eDoc Phase 1 OnBase Citrix Setup” document if you do not have folders )
f. Follow the general directions identified in the OnBase traning manual starting on page 31 that cover “Indexing a Document from a Scan Queue” 
g. Note in the OnBase indexing instructions that in order to allow public users to retrieve the document it must be assigned to a Document Type and the required applicable Keyword Values that must be populated. Use the following identifiers as part of uploading the document:
i. The secondary ID is the same as the unique ID you created in order to create the WRAPN record (your initials, the date and either 1,2,3 etc. or a,b,c etc.)
ii. Document Type should be one of the following:
1. ASBESTOS EMISSION CONTROLS
2. MOBILE SOURCES
3. AIR PERMIT
4. OPEN BURNING REGULATION
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Hint: Click Reconnect to resume any paused resources.  (X)
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