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CORE Place Creation Guidance

In this guidance, you will find:
e Anoverview of what a PLACE ID is and how it ties into the eDocument Management

System
e How to establish a PLACE ID using the PLACES tool

e How to add an Air Secondary ID to an existing PLACE ID

An overview of what a PLACE ID is and how it ties into the eDocument Management System
The Ohio EPA Place ID is a number that represents a physical location in Ohio that is regulated
by Ohio EPA in some form or another. The ID is a key field linking all Divisional programs that
may independently regulate certain aspects of the “place”. A good example of how a Place ID
accomplishes tying all programmatic documents together is at a landfill as shown below:

Core Place ID 33318

Program Type | Secondary ID Status

none Historical Place Name Rump_ke RN Active
Landfill Inc

Solid Waste Scrap Tire Temporary 31 Active

Programs Sequence Number

Solid Waste Scrap Tire Temporary 21 Active

Programs Sequence Number

Solid Waste Solid Waste Number 31-00-01 Active

Programs

Solid Waste Composting License 31-0105 Active

Programs Number

Right to Know RTK Number 31-4953-1022 Active

A el AIR Facility ID (State) | 1431092049 Active

Programs

The secondary IDs tied to the CORE Place Id are used to distinguish the various regulatory
programs and are also the way that the eDocument management system distinguishes
documents associated with various regulatory programs, but still can tie all the documents
together during a comprehensive search.
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How to establish a PLACE ID using the PLACES tool

Each District Office and local air agency will be responsible to establish an Ohio EPA Place ID
and air secondary ID using the steps identified below via the “Places” web tool for every non-
facility action (warning letters are not considered actions). As previously mentioned, the Place ID
is a unique ID across all Ohio EPA media that identifies a regulated place within Ohio. You
should first try searching for documents associated with the location in OnBase or try
searching for the location in PLACES if you suspect that a PLACE ID already exists for
the location (for example, open burning at a landfill), unless the location is clearly not
already place regulated by Ohio EPA. If you find documents associated with the location, use
the PLACE ID that already exists and complete the steps under “Adding an Air Secondary ID”
below to add an air secondary ID to the existing PLACE. Otherwise, you must create a PLACE
ID for each unique location associated with non-facility related documents. The Place ID and/or
the secondary ID should be included on the first page of the letter to make it easier to find the
document or identify the PLACE Id.

Establishing a new PLACE ID using the Places web tool:
1. Loginto Webapps
2. Choose the “Places” option in the left menu selection
_ Reconcile | Collapse |

List Search e Help

DBA Request
eBiz Admin . .
E— Place Search Criteria

Motor Pool

Core Place ID
Safety & Training Status <Anys v
S0OILS Name
STARS 2
T hRSZ ReEROTE_ Place Type [=Any= 3
TAS
e State |Ohio 3
TREES
County |<Anys- E
Other Links .
[ otneriina | City [<Any> .
Ohio EPA v ny:
1AEW Street Address
L — Zip Code

eHelpdesk
Log Out

Program |-<Any=
f -~

A _rna (Al PPN T

- _________________________________________________________________________________________
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3. Click on the “New Place” link

coll
p

My Applications [ Directory R il
Geld List | Search Cm) Help |
DEA Reguest
eBiz Admin
eHelpDesk Reports
Motor Pool

My Settings Core Place ID | |
'Places

Safety & Training Status ’@

SOILS Name ‘
STARS 2

QTADSY Dannarte L] -~ x 1

Place Search Criteria

4. Choose “Custom Defined Area” as the type of PLACE ID you want to create
and click “Submit”.

TAS

Directo Reconcile Collapse
A Pace | st | Seach | Heln |
DEA Request
—_— .
eszacmin | Creating A Place
eHelpDesk Reports
Motar Poaol
Select the type of place to create:
My Settings
Places ~ -
'— O d A
Safety & Training =
® Custom Defined Area
5013
STARS 2
—_—
STARSZ2 Reports Submit
—_—
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5. Enter the requested information, including the name as it appears on the
document, the county, the city or township, the type of document program (Air
Nuisance Site, Asbestos Removal Site or Open Burn Site), and change the
date to the date of the document and click “Submit”.

Directo Reconcile Collapse

List | Search | Help |

o
‘)
@

DBA Request

EeBiz Admin

Creating Custom Defined Area

eHelpDesk Reports

Motor Pool

My Setings Name* ‘DAPC edoc Test3
» Places

SEEAE Country* [United States v
SOLS =

R State (?h|9 : ¥ o B

STARS2 Reports Primary County™® |Franklin v Township | Jefferson v

Primary City |<None> 4

=
‘)‘
7

TAS Reports
TREES

CDA Type* |Open Burn Site v

Other Links

Ohin EPA Start Date ¥ Oct v [30 v 2013 v
Jpaw End Date [ 30 ] [2013

OAKS

eHelpdesk
—_—

Log Out

w Purpose

Powered by TS
Programming

Comment

CORE Place Creation Guidance rev 1.0 11/2013 Page 4



The PLACE ID is created as shown below

Directo Reconcile Collapse

List | Search | Ne | Edt | Duplicates | Help

Q
‘)
=]

DEA Request

eBiz Admin dgore Place ID 320009 >
:HelpDesk Reports

Iotor Pool

My Settings

- Flaces

Safety & Training

soLs Name DAPC edoc Test3
S5TARS 2 R
S | State Ohio
| County Franklin
TAS Reports Township Jefterson
T Teees City none
. Last Changed 10/30/2013
Other Links
Ohio EPA R
m@—w Aliases none
OAKS
eHelpdesk Secondary IDs none
Log Out
Addresses rione
Pﬁnweveu by ITS Dhona Numhaore  1mnmmn

Originally created by mahern on 10/30/2013 at 11:00:24 AM
Last updated by mahern on 10/30/2013 at 11:00:24 AM

Status Active
Place Type Custom Defined Area
Start Date 10/30/2013

End Date none
CDA Type Open Bumn Site

New Alias

New Secondary ID
New Address

Naw Phana Namhar

Add a unique “Secondary ID” to the PLACE ID record by clicking on the “New

Secondary ID” link.

gyl
Wy Appiications
cos
DBA Request
200 Core Place ID 320009

SHenDesk Reports )
= Origiually created by mahiern on 10/30/2013 af L1:00:24 AM
— Last updated by maliern on 10/30/2013 at 11:00:24 AM
My Sefings

B Places
Satety & Traning
SOILS

Search | Mew | ESE | Dupicates

Name DAPC edoc Test3
STARS 2

View Place

This place is intended for testing only.

Status Active

——
STARS? Repors State Ohio

I County Franklin

TAS Reports. Township Jefferson
TREES City none

Place Type Custom Defined Area
Start Date 10/30/2013

End Date none
CDA Type Open Bum Site

Last Changed 10/30/2013

other Links

o
z
¥

Aliases none

&

|

Secondary IDs  none

I
Addresses none

é

E|
o
=
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8. Choose “Air Pollution Programs”, the appropriate Secondary ID type (use
“Other” if you do not see one that matches the PLACE ID type), and type in a
unigue secondary ID value using your Office number, a dash and the CORE
PLACE ID (for example, for CDO, using the PLACE ID established in step 5
above, you would enter 01-320009). Click “Submit” when you have entered all
the information.

App o Directo Reconcile Collapse
—CAB | piae | List | Seach | Edt | Hep |
DBA Request z
Tepoeer repore | Creating Secondary ID
Motor Pool
My Settings Place Name DAPC edoc Test3
-Flaces Place Type Custom Defined Area
Safety & Training
SOILS Program™ |Air Pollution Programs v
STARS 2
Starsarepors | Secondary ID Type* |Asbestos Removal Site vl
— 5 ____ Secondary ID Value@BZOOOQ ) ‘
| e S
= Start Date* @ [Nov v [1 ¥ [2013 ¥/
Other Links End Date (@) W‘ B IE
Ohio EPA
1A@W I
l——— Comment ‘
eHelpdesk ‘
Log Out
[ Submit ] [ Reset ] [ Cancel ]

f

OhioEPA
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9. You will see a screen that looks similar to the one below. Note that the value
you will use in OnBase to index the scanned document will be the “Secondary
ID Value” that you typed, not the system generated Secondary ID shown at the
top of the screen shot below — that ID is just for the CORE data base, nothing

else. Select the “Place” link to navigate back to the PLACE ID record.

My Applications r Directory

CatE Place | List | Search | MNew | Edit | Help |

DEA Reguest

eBiz Admin Secondar_v ID 300414

=HelpDesk Reports | Originally created by mahern on 11/01/2013 at 10:05:19 AM
Wator Faol Last updated by mahern on 11/01/2013 at 10:05:19 AM

My Settings
. Places Place Name DAPC edoc Test3
Sarety & Traning Place Type Custom Defined Area
S0ILS
T oramsz | Program Auir Pollution Programs

sTarszReporis | Secondary ID Type Asbestos Removal Site
cSecondary ID Value 01-320009

TAS

TAS Reports
TREES Start Date 11/01/2013
End Date none

Qhio EPA
1A
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10. Next, add the latitude and longitude of the violation site by clicking on the “New
ordinate” link as shown below.

s
DBA Rowest
0 Core Place ID 320009
el Reparts
————— Originally created by mahern on 10/30/2013 at 11:00:24 AN
Wctor Poct

Last updated by mahern on 10/30/2013 at 11:00:24 AM
My Settgs

- Places.

Satety 8 Training

Name DAPC edoc Test3
State Ohio
County Frankhn
Township Jefferson
City none

This place is intended for testing only
Status Active

Place Type Custom Defined Area
Start Date 10/30/2013

End Date none
CDA Type Open Bum Site

Last Changed 10/30/2013

RGN Aliases none New Alias
RS
“iehos 1 Secondary ID New Secondary ID
ior [ ID_ [Program [Type s y ID. | Status |
I A OU] ~0 % A
@ | 300402 [Air Pollution Programs |Open Bum Ste__[UNIQUESECONDARYID | Active
Pomseatn Ty
—fmgnnnig _ Addresses none New Address
Phone Numbers none Net one N

Contacts none New Contact

New Coordinate

11. The easiest way to identify the latitude and longitude is to open a
https://www.google.com/maps page and search for the site of the action. Zoom
in and then “right-click” your mouse over the actual location. Select “What's
'here” from the menu that appears.

Coordinates none

) prm—"—

XV 2 wspeenr P\ SiE
C [ file:f/C: fDocuments9%20and%%20Settings/maherm/My 96 20D0cuments, waggoner %20and%20havens %20r0ad%20-%20G00gle96 20Maps htm @ =
5 dops (] Voo-Hone () ) ArServes Accmrts ' B () Ctrcendop - Agpkc. ] DAPCAQS Mot | eCocument Sewch (] eocument Sewrch A Mame-CA8 || omm -ONPC skt (@) O6PA Tekphone Lt | Strs2 - 3 tbertechmrks
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https://www.google.com/maps

12. The latitude and longitude will then be displayed in the search box toward the
top of the web page as shown below.

(@ oroEpa Inanet >Home X | S thle v 5 ) Ghio EPA Place Nanagement %) 2 40.029907,-62.790523 - G0 X lel@l = J
€ - C | & nits:/www.googe.com/rmaps it 478spr 8048365 15338195 put=cla pt @ =
WVoip - Home (3) Biz Hub. DAPC. ) Home - CAB Home - DAPC MaFunct. OEPA Telephone List Stars2 - Home | O] State of Ohio Outlook .. (] Imported From IE »

Gok;gle 40.029907 -82.790523 ‘- “ squidy@omail.com =

Y & Trlan 3 0028507, 52.7%0...[TIA Mresolt ook, = | 8 H\SHAREDIC 0 openburnngaass

13. Navigate back to “PLACES” and choose “Air Pollution Programs” in the first
field, choose “Other” for the second field, and copy and paste the latitude and
longitude of the site into the “Latitude/Longitude” fields as appropriate and click

the “Collection Date box, then click “Submit” at the bottom of the page.
V5 oot e+ e Y SR

& C [ testapps epastate.chus, avy @ =
nb e o8 @ i Tepbone ) w2 -ome = (3 e bockmar:

Create Coordinate

e o Creating Coordinate
" Vowrpoa
vy Settings

» Places Program* | Air Pollution Programs +
s:
Location Type  Other -

STARS2 Reports atitude/Longitude® 40.030005 -B2.790619 Map
a5

TAS Repats
TREES 3
Horizontal Method  <None> -
S Horizontal Datum | <None> -
OhioEPA
1AGW Horizontal Accuracy
oacs
etelpdesk Vertical Method  <None> 4
Letl Vertical Datum | <None> v
Vertical Accuracy
Povored by 1T5
Frogranms

Scale  <None= hd
Verification Method  <None>

Collector  <None> t]
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14. You will see a screen similar to the one below. You do not need to go back to
the “Place” record again. You can now navigate to OnBase to search for the
record you just created using the secondary Id in order to index the document
associated with this record.

Vo e X
[ C [ testapes ena state. oh s, PO fEp iew_cox e K a @ =
5 Aoos [ Wo-rome (5 A Servioes Accounts Berub () Chix Kerdcp - Appi. DA AQS Moderrizat... wbocument Sasrch ] eDocuman: Search - 4 Home - CAB o - DAFC afurnct . (@ 0EPA Tekephon List Stared - Home: » (1] Cther bookmarks

View Coordinate

G5 Bae | Ust | Ssamn | New | Ean | bR
DBARequest
EGIT ATmin Coordinate 321407

eHepDesk Reports | Originally created by mahern on 10/30/2013 af 11:34:53 AM
T Wooreom | Lastupdated by mahern on 10/30/2013 at 11:34:53 AM

Place Name DAPC edoc Test3

‘Satety & Training Place Type Custom Defined Area
— Program Air Pollution Programs

STARS 2 )

T rars: repars | Location Type Other

T = Latitude/Longitude 40.030005,-82.790619 (40° 1' 48.018" N, 82° 47' 26.2284" W) Map
TAS Reparts Height none

Horizontal Method rone
Horizontal Datum zone

ST Horizontal Accuracy nonie
1A

04kS Vertical Method sane
=Helpdeske Vertical Datum none

L Vertical Accuracy none

@ﬂ Geopositioning Scale none

PamisamTs | o
ot Verification Method none

Collector nikmnown
Collection Date 10/01/2013

Description F

B

How to add an Air Secondary ID to an existing PLACE ID

You can add a unique secondary ID to an existing PLACE ID by performing the following steps.
1. Loginto PLACES
2. Search for the existing CORE PLACE ID

Lg | Seach | New | bem

Place Search Criteria

Core Place 1 Click Help for

Status | <Any= « definng sea

Name
Place Type <Ay

State  Chio ¥
County | <Any> || Township =Any>- ~
City | <Amy> 4
Street Address
Zip Code

Program  <Any=
Office | <Any= 3
Secondary ID Type  <Any> .
Secondary ID Value

Latitude/Longitude  Adjacent To  ~

Keyword(s)
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» a
Directo Reconcile Collapse
CAE List | seach | New | Help |
3A Request
gzadmin | Places Matching Current Search Criteria .2
1Desk Reports Page 1 of 1 Place 1-1 of 1 4 |
Adotor Pool
ty Settings 1D Name ¥ Tvpe |Recent Physical Address Status
p Places o 1608 US 127 :
E_ty& T Rose Gunkel Open Dump Facility Scott, OH 15886 Active

50ILS

»
AN E B
Fil = =
il o e S
dl BN Y D
B = < |
o =
= =

4. Click on the “New Secondary ID” link if you do not see an existing Air
secondary ID, otherwise, use the existing Air Secondary 1D

View Place

Core Place ID 319538 -]

Originally created by peanter on 09/25/2013 at 02:23:56 PM
Last updated by peanter on 09/25/2013 at 02:23:56 PM

Status Active
Name Rose Gunkel Open Dump
State Ohio Place Type Facility
County Paulding Start Date 09/25/2013
Township none End Date none
City none
Last Changed 09/25/2013
Aliases none New Alias
Secondary IDs  none Ve econ D
1 Address New Address
1D am Type | ess Status
= S US 127
294 |\ S fas siness Physica , [Le0SUS 127 Active
= 441224 |Municipal Sohd Waste Landfills Busmess Physical Only Scott, OH 45886 Active

Phane Numhare 11010 New Phana Numher

5. Choose “Air Programs”, the appropriate Secondary ID Type, and type in the
unique Secondary ID as shown below:
> | Create Secondary ID

= Creating Secondary ID

Place Name Rose Gunkel Open Dump
Place Type Facility

Program* Qir Pollution Programs 2

Secondary ID Type* 4: v
Secondary ID Value*CONIQUE ID 1

Start Date* ¥  Oct v 31~ 2013~
End Date Ost 31 ¢ [2013

Comment

[submit]  [Reset] [Cancel]
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6. You will see the results for the created Secondary ID:

Directo Reconcile Collapse
—CA8 | pPace | Lt | Seah | New | Edf | Help |
DEA Request
eBiz Admin Secondar_v ID 300412
m Originally created by mahern on 10/31/2013 at 03:08:28 PM
Mator Pool Last updated by mahern on 10/31/2013 at 03:08:28 PM
» Fiaces Place Name Rose Gunkel Open Dump
afety & Training Place Type Facility
e
STARS 2 Program Air Pollution Programs
Tarseepos | Secondary ID Type Asbestos Removal Site
TAS Secondary ID Value UNIQUE ID 1
TAS Reports
TREES Start Date 10/31/2013
T End Date none
Ohio EPA
1AGW
OAKS

7. You can now search on the new Secondary ID in OnBase to index the
associated document.
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