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Logging into OnBase
The first step to testing the solution is to launch the OnBase Unity Client and Log in.

1. Launch the Unity Client by double-clicking the icon on your desktop:

(UATGI e
2. After you launch the module, the following dialog box is displayed:

[x]

OnBaseq{3

a Hyland Software solution

3. m Enter the username you have been assigned.

1§
4. Enter the password associated with the username.
5. Click Login.
6. The Unity Client will open.

'/C 5 — S OnBase(edoct) | B e
Home | Briefcase @
= [61‘ 2 - s [ Envelopes % Document Handle r] RS 5 - ﬁ“j |
Ay | = ~» B8 2 Query History = 0 ~ al |
Home Personal Favorites Custom  Retrieval File & Forms Upload Templates Mailbox ‘Workflow Batch Scan Batch
< Page~ i Queri Cabinets & My Check Outs Scanning  Processing
Favorites Documents Create Internal Mail || Workflow Imaging

S RSSTicker * oA

Websites

OnBase

TeamOnBase
Community -
B nttp:iiwww.hyland.com oA
@ United States & Chat B Contact . Customer Login 1.888.495.2638 =
HYLAND L&,
SOFTWARE \ B

Browse Resources

LEARN ECM SOLUTIONS PRODUCT SERVICES ABOUT

OnBase will revolutionize your 350 b b
organization

Learn more

Faodback
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Navigating the Unity Client
The OnBase Unity Client .......

e OnBeefedecty Lo CO

Brietcase

Hame

® = ﬁ s tmeiopes g Oocument Hane o2 = - ;

& A . 5 Queny Hitory ) o =
Personal  Favorfiey Custom  Fetrewal ad o Forme Upload Templater Masibor Workflow t San Baten
Page~ - Queres Catinets 0 My Check Outs a Procersing

Documents Create Internal biad  Workow Imaging

fwvontes

T RSS Ticker

How to Turn a Bad Dream Good: Department of VA Loses a Half- Million Loan Files 2
TeamOnSase Hyland Scftware's Decument Mana. . 61472013 105944 AM -
Commundy
T nttpcweww trytand.com A
@ Unted States 2Chat ECotscs @ Customerlogn 15884952638 =
SOFTWARE 4 i - e B

LEARN ECM SOLUTIONS PRODUCT SERVICES ABOUT

Understanding ECM has never been
R PROCESS

agt = =|ll I”‘ ‘\\
Zywm  (OnBase/= @ | G
< - \ _

_ Hyland Leads the Way The total Cost Of oWnersig over fve years

Region Description

o Tabs Clicking on a tab will display a ribbon with buttons related to the
available user actions

Ribbon A ribbon is displayed by clicking the corresponding tab. Each ribbon is
o divided into ribbon groups.

In the above screen shot, the Home tab is displayed.
The contextual ribbon displays available user actions based on the
currently displayed layout.

1. Place your cursor over each button to view the contextual help that is displayed.
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Uploading a Document to OnBase

You can use the Unity Client to upload documents to OnBase. For this example we will bring in a sample

Warning Letter Document Type.

1. Onthe Home tab, click Upload.

Home Briefrase Document
o1 =
‘.-\ -_—c_\ m [] Envelopes
[N =% BB EﬁQueryHlstory
Home Personal Favorites Custom  Retrieval File
- Page ~ - Queries Cabinets @Mycheckouts
Favorites Documents

+* Document Retrieval

ﬁ Document Handle ﬁ

Form

Search Results: 2 of 18 Document{s) Selected

Document Types and Groups

= & W

Icon Marne

[Regulatury Documents

[ S
2. The Upload Pane will be displayed.

@ o ——
Home  Bretcase | Uploss

-~ A ot
b 2 o o VW
tiowse Cancal | 1 ’

mpont Uploss Pagn

OnBase (edoct)

e OnBase (edoct) =
3 ©w $ = @
=
Upload Femplates Mailbox Workflow Batch Scan Batch
Scanning  Processing
Internal Mail || Workflow Imaging
Uplosd |
Upload a new document,
providing keywords and other
infermation. Date
o ) iy

Document Type Geoup
< o
Document Type
File Type
Decument Date
a3

Keywonts A

3. Select Browse.

N
X 8 a9 ¢

Cancel )

Uploss Page

Beowse

1 Browse fee Socuments.

< o
Document Type

File Type

Decument Date

a3

Keywonts A

L I —

Lo O

The standard Windows Open File dialog box is displayed. Browse imports the document from

any drive accessible from your workstation.
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4. Browse to C:\Ohio EPA\Regulatory Documents

—
E Open g
——

@ u v| .. » Computer » Local Disk (C:) » Ohio EPA » Regulatory Documents - | 3 | | Search Requlatory Documents |
Organize « New folder =« H @
Y Eavorites MName Date Type

|i=| BCA Document 01.jpg 7/12/2013 10:51 AM JPEG image
il Libraries || DFFO Document 01.jpg 7/12/2013 10:53 AM JPEG image
. Document Types.tut 7/12/2013 10:48 AM Text Document
1M Computer li=| Judicial Order Document 01.jpg 7/12/2013 10:54 AM JPEG image
. |%| NOV. Df)cument 01.jpg . 7/12/2013 10:58 ;:\M JPEG ?mage Select a file to preview.
‘M MNetwork li= Rescission Document 01.jpg 7/12/2013 11:00 AM JPEG image
18 BDEV-012424 |i=| Retention Hold Request Form Document.jpg 7/12/201311:03 AM JPEG image
/M BDEV-015199 li= Return to Compliance Document.jpg 7/12/2013 11:05 AM JPEG image
1% BDEV-018717 || Warning Letter.jpg 7/12/2013 11:06 AM JPEG image
1% BDEV-019428
1M BDEV-019552
- (I I | b
File name: | ~| [ A Files () -
| Open |v| ’ Cancel ]
5. Select the Warning Letter.jpg
E Open g
o

O u v| .. » Computer » Local Disk (C:) » Ohio EPA » Regulatory Documents - | 3 | | Search Requlatory Documents |
Organize « New folder === | @
Y Eavorites MName Date Type

Bl Desktop || BCA Document 01.jpg 7/12/2013 10:51 AM JPEG image
4 Downloads |i=| DFFOQ Dacument 01.jpg 7/12/2013 10:53 AM JPEG image
1= Recent Places li= Judicial Order Document 01,jpg 7/12/2013 10:54 AM JPEG image Warning Letier
|i=| MOV Document 01.jpg 7/12/2013 10:58 AM JPEG image
- Libraries |i=| Rescission Decument 01.jpg 7/12/2013 11:00 AM JPEG image
@ Documents li= Retention Hold Request Form Document.jpg 7/12/2013 11:03 AM JPEG image
J’ Music li= Return to Compliance Document.jpg 7/12/2013 11:05 AM JPEG image
(&5 Pictures | Warning Letter 01, 771272013 11:06 AM JPEG image
=] g JPg g
B videos ||;| Warning Letter.jpg 7/12/2013 11:06 AM JPEG image W
M W
‘ ic‘_)mp‘_]t_e_ m— ) | m | b
File name: Warning Letter,jpg - ’Imags (*.bmp;*)pg;* jpeg:*.pn v]
| Open |v| ’ Cancel ]
— — —— —— —— — ——

6. Click Open.
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7. The document is displayed in the Preview pane.

@‘, -
Wome  Beetale | Uposs

b > 2 oS o A A B o

trewse Concst Move N
[t ] o P
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L=

tmeont Lotses Fage Tramsterms

& COto Efgulatony Documents Warsng Letie 59

= Warning Letter
Keyword Name ’ Keyword Value
Secondary ID 1
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Program Scrap Tires
County Columbiana e Ff L(-:le“
ConfidentialityStatus ~ PUBLIC RECORD FOR PUBLICATION '-"NJ-'J' é o Pp '
v Ss It
re3 44 S
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5 K Conce

Indexing the Uploaded Document
In order to allow users to retrieve the document it must be assigned to a Document Type and any
applicable Keyword Values should be populated.

Indexing is done in the Upload Pane.

oy
o

@\, -
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. -
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1. From the Document Type Group drop-down list, select the Document Type Group to be

assigned to the document by OnBase. After selecting a Document Type Group, OnBase

automatically filters the available Document Types in the Document Type drop-down list.

4 Upload

Document Type Group

f[cans [~ ]
Document Type =
| -]
File Type

[Image File Format -]

Document Date

[712/2013

Document Type Group

2. From the Document Type drop-down list, select the Document Type to be assigned to the
document by OnBase. After selecting a Document Type, OnBase automatically displays fields for
Keyword Types that are used to index documents of that type.

Document Type Group
l <All>

Document Type

|

Fie Type

|Image File Format

Document Date

(11272013

Document Type

3. Review the document and enter the appropriate keywords.

Keywords

Secondary ID

Core ID

Program

County
Confidentiality Status

PUBLIC RECORD FOR PUBLICATION
SYS Document Handle

L [

Note: Some Document Types are configured to require
Keyword Values to be entered in order to create and/or
retrieve documents. Required Keyword Values are displayed
in red for these operations, which may include the following:
Document Retrieval, Upload, and Add/Modify Keywords.
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Secondary ID

Core ID

Program

County

Confidentiality Status

TIP! Click the Tab button to move between keywords.

4. Click the Upload button to import the document into OnBase.
Q" Lend Pretiore Uposd
> ?_5 28 e

trewe o Move

- -

O ]
o

s 00

Remsve Remors Mot Rotate
u o g

= = Warning Letter
Secondery ©
o & Keyword Name Keyword Value
m;w'u{ : Secondary ID 1
Mttt Core ID 2
Program Scrap Tires
County Columbiana ’_5‘&'_ Ef &g,
r Kk L)
ConfidentialityStatus  PUBLIC RECORD FOR PUBLICATION - 'N <) Oo Pp
al TT u ‘
’ Ss
.= &
VN w XX = b
& Upload 314567
-
Optcra
D Upiend xw

Note: Once uploaded the document may open. This is dependent on the Options selected while

uploading the document.
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Retrieving a Document from OnBase
You can retrieve documents from OnBase. For this example we will retrieve the Warning Letter we
imported in the last example.

1. Onthe Home tab, click Retrieval.

OBt (03OCU Mo G

71 Document Retrieval
Document Types and Groups A
o> 8
AdvCap-B e
AdvCap - President

Ban_159 Testing Document
Ban_OAC EDD Questionnaire
Ban_Signature Card

BCA

DFFO

Judicial Order

(N

Note: After selecting a Document Type Group, OnBase automatically filters the available
Document Types in the Document Type drop-down list.
3. Select the Document Type that corresponds to the document to be retrieved.

Document Types and Groups (o

A
Fegulatory Documents -]
(" OFFC |
Judicial Ordes |

I
NOV
Rewcnwon

I

Retention Hold Request Form
RYC
Warning Letter

4. From the Keyword and Date Range dialog, enter either a date range and/or enter keyword
values for one or more of the keywords related to the Document Type(s) being retrieved.

For this example retrieve all Warning Letters for Scrap Tire Programs in Columbiana County.

Keywords and Date Range = A

Fromi v l To [

[n]

Secondary ID

(v

CoreID

Program
SCRAP TIRES

|n‘ﬁ;u

County
COLUMBIANA

i«

Confidentiality Status

|l

10
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Note: The keywords displayed in the Keyword and Date Range pane may differ between
Document Types. Only Keywords assigned to the Document Type selected in the Document
Types and Groups pane will be displayed.

Click the Find button once the date range and/or keywords have been entered.

@ - —— OrBase (edect) Lo G
Vome | Befase  Dotument

- o A M G g M > ; = -
W= S 28 uery sty I 2 ¥ 9 >
Vome Fuans | Comem et 10 fouw Upssd Toopltrs | Matoee | Wediow st
o s || G o e oot
peis w

seahe W b Wanktiow [,

Docament Retrevas 8 search Resatts
Cocumant Types ang Casups . g
Ragutatory Cocumants

0FF0

Sl Ovder

MoV

Fercnwon

Fetentucn Hosd Request Form

RIC

i
b

Find

Ful Text Semch

Sewrch Tot ©

£ Note Search

7, et Sewhy

All documents that match the search criteria are displayed in a Search Results list.

- T Orse (edoct)
@ I R

® o oM 8 ST R v 3 >

Query retany = A
Mome Ferons Peerdr  Cotom Methet  Pie Fowi Upisad Tempatrs  Maibse  Wedtiow Sean Barc
oo - - Quener Cobeets “p My Ovect Outs

B Search Resuits: 1 Docementis)
ocumart Types and Gosups
Reguistor; Cocumants

00

Nodcial Ordes

-]
o
NV
Fescnson
Fatentuc Hosd et Fomm
#iC

Warmar Lemmes

Keywards and Date Range o .

Frogram

ChaS TRES -
Ceunty
COLUMBIANA -
Confidentality Status

S¥S Docement Haedfle

Fol Tent Semch )
Sewrch Toz: ©

¥ Note Search
P, Test Sewhy

Cocument Viewss

.

11
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Viewing a Document in OnBase

Viewing Documents with the Document Viewer
There are 2 options for viewing documents from the Search results pane.

When the Document Viewer pane is expanded, you can view a document by selecting it from the
Documents Search Results list.

o Tosts L Viewss . o

U‘ e | Bepliie Degmert  Taky s e
o 8] o I joe 11}

- o oo @ e e > S > 3

e = A S Qi idiey = ?J < -~

Mome Fotans metn | Cotem Betiewt B0, fomwn Upissd Tompatrs  Maiber  Wedmow f scan ten

i e o soeets Ot Oute cesing

Favertne Occumarat e T .

Use this button to minimize

or maximize the Document

Viewer pane

From| - To! |75 [ Waening Letter - 7/12/2013 - SCRAP TIRES - COLUMBIANA - 2 - 1 11 Page

Warning Letter

v s -
Confidermiatty Status ?
¥ Documert Hont -] Keyword Name | Keyword Value

Secondary ID 1

Core ID 2
o Test Semch = Program Scrap Tires
il County Columbiana = Ff kGe\ ¥
":":: ConfidentialityStatus  PUBLIC RECORD FOR PUBLICATION C‘NJ;{ éo Pp :

— w S= 1t =

12
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Viewing Documents in a New Window
When the Document Viewer pane is minimized, double-clicking on a document will open the document
in a new window with the Document tab and ribbon displayed.

G- TamsT.| Viewst | Waming Letter - 7/12/2013 - SCRAP TIES - COLUMBIANA-2-1 | I EM
l Document l Tasks Image

S A I Revisions $ Redndex a2 1 A ‘D
i ﬁ
L = i) History -5 K Delete — AP i AP IAvoice W '
i

Kepwords CrossReferences @y oo | SEND U o, ViewNotes  Claim Requ- APDeiete Note  Removed Receiving = Delete
operts [0« S Chedk C ] te

Information Adions Notes

Warning Letter,<7/12/2013 - SCRAR TIRES - COLUMBIANA - 2 -}, e 13 Page
| Warning Letter
&

| SecondaryID
Core ID 2
Program Scrap Tires
i County Columbiana e ¥, <g.t
: ConfidentialityStatus  PUBLIC RECORD FOR PUBLICATION '-—'NJ;i ST‘; P\f) '
| e e tx
e o7

Regardless of which option used to view documents, the same functionality is available on the
Document tab.

The Ohio EPA OnBase solution will commonly utilize the following buttons on the Document tab:

s
“& Keywords displays the Add/Modify Keywords pane in the task pane. From
Keywords | thispane a usercan view and/or modify keyword values.

™ /
¥ [ | Revisions

Revisions displays the Revisions and Renditions dialog box.
In the Ohio EPA OnBase solution therewillbe PDF renditions of image documents.

SendTo displays many options. Inthe Ohio EPA OnBase solution the
S-ﬁ,"f’ option that will be used is Create New Document.

47 Re-Index

3 ""

Re-Index displays the Re-Index pane in the task pane. Re-Indexing allows a userto change
the Document Type, Document Date, and optional Keyword Types.

13
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Reviewing Keywords on a Document in OnBase
While viewing a document in OnBase, users can utilize the Add/Modify Keywords pane to view and
update keywords.

1. While viewing a document click on the Keywords button on the Document tab to view the
Add/Modify Keywords pane.

@, s Tk T Viewer o Warmeng Letter « J/12/2013 - SCRAP TIRES - COLUMBLENA - 2 - 1 Lo (o
- - o
. x Revinen 5 reaneen 2 — =3 L
4 L &) sy o uﬁm, - 4 mrﬁ.ze [T ] u@ »!uin U vetsiea Hldm Ml(e::}r » 3!,-‘« - K
Kepweste Oacietmencts @, L Sena Vewheter  Clombequ. A OcieeNcne  femoves Recereng tetea Do note e bty Remaved Gamteesea  faved
p— o s - Cowoma 2.1 o

Votm 80 €28 beymers on the

Oocument Type
Cunent decamert

Wormeng Letter
Docoment

Warming Letter - 7/12/2013 - SCRAP TIRES -
COLUMIBANA - 2 -1

Documest Date

Warning Letter

Secendury 10

Keyword Name Keyword Value & ;

Secondary ID s
Core ID 2
Program Scrap Tires
County Columbiana /E\(' =3 (58\‘
ConfidentialityStatus ~ PUBLIC RECORD FOR PUBLICATION ri <y K; P
Nz O b,

r 55 >'T<_T Y

(VAYAYY >

‘3567

Closa

2. From the Add/Modify Keywords pane, you can view or edit a document’s Document Date or
Keyword Values, depending on your rights and the Document Type.

Using the Add/Modify Keywords pane to complete the following table:

Secondary ID

CorelID

Program

County

Confidentiality Status

14
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Modifying the Keywords on a Document
Keywords are assigned to documents to help identify documents in the system. In some cases you may
need to update the value of a Keyword.

Modifying Keywords - This is how you modify keywords

1. From an open document or from a Document Search Results list click Keywords on the
Document tab.

2. The Add/Modify Keywords pane is displayed:
From the Add/Modify Keywords pane, you can view or edit a document’s Document Date or
Keyword Values, depending on your rights and the Document Type. Some Document Types are
configured to not allow keyword editing, which renders a document’s Keyword Values read-
only.

Note: When the Add/Modify Keywords pane is displayed, other users cannot edit that document’s
Keyword Values. The document is locked until the Add/Modify Keywords pane is closed.

3. You can use the Add / Modify Keywords pane to remove, add, or change a Keyword Value:
a. Toremove a Keyword Value from a document, delete the contents in the Keyword Type
field.
b. To change the value, edit the Keyword Value currently residing in the Keyword Type
field.
4. Click Save Keywords to save any additions or modifications in the Add/Modify Keywords pane.

When you modify a Keyword Value, the modified Keyword Value turns yellow.

TIP: You can use the Tab key to move to the next Keyword Value field.

15
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Re-Indexing a Document
Re-indexing provides the ability to change Keyword Values, Document Date, and Document Type.

Each document stored in OnBase has an associated Document Type, Document Date, and optional
Keyword Types. This information is usually entered when a document is first imported into OnBase upon
indexing.

You can change this associated information using the Re-Index feature.

1. From an open document or from a Document Search Results list click Re-Index on the
Document tab.
2. The Re-Index pane is displayed.

a. If necessary, change the document’s Document Type by selecting a new Document Type
from the Document Type drop-down list. All Document Types that you have rights to
create are displayed.

b. Change the Document Date, if desired. If a document date is not specified when the
document is processed into OnBase, the Document Date is the same as the Date Stored.

c. Change Keyword Values as desired. You can use the Tab key to move to the next
Keyword Value field. When you modify a Keyword Value, the modified Keyword Value
turns yellow.

3. Click Re-Index to save your changes and re-index the document. Click Close to cancel changes.

16
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Retrieving a Document Using OnBase Folders

OnBase folders allow users to view and organize documents electronically, as they would with a folder
of paper documents, but with the added benefits and security of OnBase. Users can access related
documents in a way that is familiar, logical, and easy to use.

Because each document can reside in multiple folders, departments that prefer different folder
structures can access the same document in different locations. Because there is only one actual
document, changes to the document are reflected in all locations, even when the document resides in
many folders.

The Ohio EPA OnBase solution includes several folders:

e Compliance Correspondence
e OEPA — Regulatory Documents (County View)

=-(Z0) OEPA - Regulatory Documents (County View)
= County (County View)
<-{ZJ Core ID (County View)
={0 Program (County View)
{Z3 Documents (County View)

e OEPA—Regulatory Documents (Facility View)

—-{{J) OEPA - Regulatory Documents (Facility View)
5[0 Core ID (Facility View)
(3 BCA (Facility View)
() DFFO (Facility View)
(3 Judicial Order (Facility View)
{3 NOV (Facility View)
{0 Rescission (Facility View)
{30 RTC (Facility View)

e OEPA — Regulatory Documents (Program View)

=) OEPA - Regulatory Documents (Program View)
=-{ Program (Program View)
=-{ZJ County (Program View)
=-{0 CoreID (Program View)

{3 Documents (Program View)

For this example we will retrieve the Warning Letter imported earlier and view the document through
each foldering solution.

17
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Recall the keywords for the document imported earlier:

Keywords ]

Secondary 1D

il

: CorelD

o2

Program
| SCRAP TIRES =]
County
: COLUMBIANA [=]
Confidentiality Status
i PUBLIC RECORD FOR PUBLICATION B

Viewing Folders

1. To access OnBase folders, select the File Cabinets button on the Documents ribbon.

@ - —— Orase (edoct] - Lo 2
[ o

ToomOellese Hytond Sol oo e e 610191920 20

2. The Browse Folders and File Cabinets layout displays all available file cabinets and folders.
3. The Folder Tree displays the available Folders.

@ o —— OrZase (edect] - L2 ) gt
Wome Bt feon | Doamest e

~ e kR > @3

tne

i Fokder Tree 4 Documest

Comphance Comespondence

KC_Foders

CEPA - Fagulstcry Decumerts

O(PA - Begulatory Documests & aciey View)
O1P4 - Pagutatory Documents Program View)

4. Select the OEPA — Regulatory Documents (County View) folder to expand the folder and view
sub-folders.

18
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P Foider Tree 2

Compliance Correspondence

BUTLER

CARROLL

COLUMBIANA

CUYAHOGA

FAYETTE

GEAUGA
OEPA - Regulatory Documents (Facility View)
OEPA - Regulatory Documents {Program View)

Note: The list of counties populates based on the documents in the system. For example, by
looking at the list of counties displayed we know that Stark county has no documents in this
folder.

Select the folder that represents the county of the Warning Letter imported into OnBase earlier
in this session.

What county did you select?

The folders displayed under each county represent the Core ID. Folders are created
dynamically. This means that a folder will only exist if a document with a corresponding County
and Core ID exists in OnBase.

- OEPA - Regulatory Documents
ASHLAND
ATHENS
BUTLER
CARROLL
4 | COLUMBIANA

CUYAHOGA
FAYETTE
GEAUGA

Select the 2 folder to drill father into the Regulatory Documents in OnBase with a Core ID = 2.
The folders displayed under each Core ID represent the Program. Folders are created
dynamically. This means that a folder will only exist if a document with a corresponding
County, Core ID and Program exist in OnBase.

4 OEPA - Regulatory Documents
ASHLAND
ATHENS
BUTLER
CARROLL
- SOI.UMBIANA

SCRAP TIRES
CUYAHOGA
FAYETTE
GEAUGA

8. The Documents folder found under the Program folder will contain documents that meet the

criteria of the folder structure. In this example the Warning Letter imported earlier in the class
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should be available in the Documents pane.

\ — T L Viewer I | Orase (edoct) - L) i
O Mome | Betiare  Fuow  Docssest  Tedti  eage o
Ny N ﬁ ‘ n:‘,‘,n,.':.,, A ceemmyens I 2 @ 5 > v
Vome s Tt Cotem bt G100 e il

::_":;""“‘"""‘"'"‘ Warning Letter - 7/12/2013 - SCRAP TIRES - COUIMBIANA - 2 - 1 11Page | o

CEPA - Fagulstory Decumerts

ASUND

ATHENS

BUTLER

CARROUL

- CouummANA
- 2
- SCRAP TRES -
Docemenas

o Warning Letter

GEALGA

OEPA - Fegatory Documerts ¥ acity Viem)

OLPA - Regulatory Documents Brogram View)
Keyword Name ] Keyword Value
Secondary ID 1
Core ID 2

) ® &
e ; . Program Scrap Tires -
County Columbiana ‘Ea FF (5‘5_)\‘
|
ConfidentialityStatus ~ PUBLIC RECORD FOR PUBLICATION ‘F‘NJ7{ ot =
Ss It
TN 252 X5

Galel [SY BS I PN Gl T

Additional Practice Utilizing OnBase Folders to Retrieve Documents

Navigate to the Warning Letter again, this time using the OEPA — Regulatory Documents (Program
View). This folder structure will lead users to the same document, but through a different route. The
Program is the highest lest folder. Fill in the information below detailing the structure of the OEPA —
Regulatory Documents (Program View).

YAl OEPA - Regulatory Documents (Program View)
. BENEFICIAL USE
. CLEAN OHIO FUND
. NPDES
4  SCRAP TIRES Program
4

~
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Searching for Folders

You can search for folders using the Find Folders dialog box, which is displayed when you initiate a
folder search from the Folders window or when you open a folder that is set up for child folder
searching.

In this example we will look for all documents related Columbiana County.

1. Navigate to the Folder tab.

@ OnBase (edoct)
Home Briefcase Document
oy (g History ,; s 7 § 2 View Hold
% v ©Q Froperties | — L td r it O Re
Find  Filter Template Keywords Notes ! Delete 50 T Post  Place
Find Information Notes and Bookmarks Records Management
2. Click on the Find button.
@ Orase (edoct) o
Bt Coment o

% v

tna Cepwore ote

find
Prtneve and coew fciders by
g beyments and cihes
search crtena

® - v Orllete (630C M e s o o

KE_Fokders
CEPA - Pagutory Decumests

OLPA - Regulatiry Documents (¥ achty View)
(P4 - Pagutatory Occuments Program View)

4. From the Folder Type drop-down, review the folder options available.

Folder Type R
| County (County View) Di
‘ [ Core ID (County View) L

Core ID (Facility View) I
Core ID (Program View)

County (County View)

County (Program View)

Program (County View)

Program (Program View)

Each Folder Type in the drop-down is named based on the search criteria and the folder results
that will be displayed. For example, the Core ID (County View) prompts users to enter a Core ID
and/or County keywords. When the users selects the Find button at the bottom of the Find
Folder pane, the Results pane display any folders that have documents matching the criteria
entered.

This functionality is very useful when there are a large number of folders in the OnBase solution.
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5.

To locate the documents related to the Scrap Tires program, find the Program (Program View)
Folder Type and select Scrap Tires from the Program drop-down.

Folder Type A
Program (Program View) -}
Keyworda R
Program =
HSV.A C - HAZARDOUS WASTE 6
RCRA C CORRECTIVE ACTION

RCRA C UNIT CLOSURE

REMEDIAL RESPONSE

RESIDUAL SOLID WASTE LANDFILLS

RIGHT TO xNOW

SCRAP TIRES

SITE ASSESSMENT .
SOLID WASTE INCINERATORS

SOLID WASTE MANAGEMENT PLANNING
SOURCE WATER ASSESSMENT PROGRAM .
CUMFACE WATER SSRAIT TO INSTALL

Click the Find button.
The Results will be displayed in two places:

a. The Results pane will display the Folder Name that is related to the search.
b. The Folder Tree will open to the resulting folder and will highlight the folder.

@M - o OMBee (630CK) M

. S0 gt
Bt | foon | Docsment L]
5 ey z
) ¥ O 4
e [rone ot
Sostme » emre
i Folder Troe b ODocument [
Con x Folder Type
. KC_Folders
ot Drograrn Brogeem View -]
134-58-513
PrRTeT Keywordt
9099 999 -
CEPA - Regulatory Docurnents 'f?f-s,-
OEPA - Ragulatory Docurments (F ecity View)
4 COPA - Pagulatery Decuments (Program View)
SENEFICIAL USE
CLEAN OHI0 FUND
w0t
. SCRAP TIES
. COLUMELANA
2
Documern
- efost & docm Pewum -
Faider Name
SChap THES
B Related Foders o
L e Cloar Concel

Note: If a document does not have a Core ID it will NOT appear in any folders. Every folder requires that
the documents contained within will have a Core ID. In the event that the Core ID is unknown at the
time the document is imported, it will be routed to a workflow and a specified user will determine the

Core ID.
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Copying an Existing Document to Create a New Document
Documents in OnBase can be copied and saved as other documents. In this example we will take the
Warning Letter we imported in an earlier exercise and save it as a Judicial Order.

1. Retrieve the Warning Letter for Columbiana County.

= OnBase (edoct)

@ -
4 Home Briefcase Document
= 2 Envelopes 2% Document Handle < —
a5 ; ek s ) Envelop g a2 - [@«
w2 4 A = ¥ 3 o >

2 Query History
Home Personal  Favorites Custom  Retrieval File Forms Upload Templates Mailbox ‘Workflow Batch Scan Batch

- Page - - Queries Cabinets [ My Check Outs Scanning  Processing
Favorites Documents Create Internal Mail = Workflow Imaging
i Document Retrieval Search Results: 1 Document(s)
Document Types and Groups =~ W
(<> a Icon  |Name Type Date
SYS User Printing Reports u & & . & . &
Warning Letter - 7/12/2013 - SCRAP TIRES - COLUMBIAMA -2 -1 Warning Letter 7/12/2013

S¥S User Reports
SYS Verification Reports
S¥S Workflow Chart
S¥S Workflow Logs

US - Invoice

‘Warning Letter

Keywords and Date Range = &
From - ‘ Tol " [EH
Secandary ID =]
CoreID E]
Program =)
SCRAP TIRES [=]
County =)
COLUMBIANA [
Confidentiality Status =
SVS Dacument Handle =]
Full Text Search > A

Search Text: 0

¥ Note Search

@, Text Search

Document Viewer
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2. Double-Click on the document to open it in the Document Viewer.
@D- - Bt p | Warming Leter 77127203 - SCRAP TIRES - CoLumeana-2- 1 ek
7 Document | Taks  Image (2}

o, \ ((Revsions = - & Re.index T
o A Ll £ ﬁ
¥ - &D History 5 X pelete — AP g0 ' _? »m{‘m W "3
Keywords Cross-References 0" S':n.ﬂ B Check Ot vla:”l:uu Claim Requ._. AP Delete Note Removed Receiving 3 DO;;Y! c:;my
Information Adions Notes
Warning Letter - 7/12/2013 - SCRAP TIRES - COLUMBIANA - 2 - 1 |1Pm'_j|

Warning Letter

Keyword Name Keyword Value
‘ Secondary ID 1
| corelD 2
i Program Scrap Tires
I County Columbiana ”E"C', &F kGE\ v
Confidentiality Status ~ PUBLIC RECORD FOR PUBLICATION i "N‘Jf, CK) o Pp
Y Ss X ,

3. Navigate to the Document Tab.

P ~ ("] Revisions . $Reindex 2 . fi)
- N = ”
¢ “ b &) History .\ x Delete e AP Wﬁbnal ‘ AP lﬂice W X ID 20

Send ViewNotes  ClaimRequ..  APDelete Note  Removed Receiving - Delete Privacy
oPWV“ﬁ“ To- | & CheckOut List Note  Options

Information | Actions ) Notes

Keywords Cross-References

4. Click on the Send To button on the Actions ribbon.

@ s N ing Letes - 7/12/3013 - SCRAP TIRES - COLUMBIANA -3 11 o o
Dowment | Taks  Image o
. AN (7| Revisions . ¥ Redndex ] 1
LA Gl [ iotoaul. SR - WS, S B — - I I >

ViewNotes  ClaimRequ.. AP Deiete Note Removed Receiving 3 Delete  Prvary

Keywords  Cross-References
Note  Options

© Properties | To. f & Check Out

Information Notes

| (%] Mall Reciplent (3s Attachment)
| Mail Recipient tas Link)
G internal User
& Briefaase
B My Personal Page
] Envelope
n Create New Document
o Print
B rie
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5. Click Create New Document.
pir v Warning Letter - 7/12/2013 - SCR.

@ AR

|
v pmwa 4

o K Delete —_ ap
& Chedk Out mm i

Information | Mall Reciplent (35 Attachment) |

W Mall Recipient tas Link)

U= Internal User

& Brietcase

B My Personal Page

3 nvel

ﬁ n Create New Document
M Print
’H File

6. The Create New Document dialog will open. Notice the Document Type assigned is Warning

Letter and that the keywords are displayed.
n

Dy Type Group

[<an>

Document Type

[Waming Letter
Create from pages @)
1-1

Initiate Workflow
Document Date
7/12/2013 A

SCRAP TIRES -
COLUMBIANA '~
PUBLIC RECORD FOR PUBLICATION ~]
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7. To create a new Judicial Order based on the Warning Letter, change the Document Type from
Warning Letter to Judicial Order.

{ludiciai Order

Create from pages 6
11

[ nitiate Workflow

Document Date

COLUMBIANA |~
PUBLIC RECORD FOR PUBLICATION [ ~]

8. There is no need to update the keywords, as this document is for the same Secondary ID, Core
ID, Program, and County.
9. Click OK to create a copy of the Warning Letter that will be saved as a Judicial Order.

Gooetenbonmen ]

SCRAP TIRES v
COLUMBIANA [~ ]
PUBLIC RECORD FOR PUBLICATION ~|
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10. The new document will open in the Document Viewer.

,O) s  Viewer ~ Judicsal Order - 7, ~ SCRAP TIRES - COLUMBIANA - 2 - 1 &
" Document | tmage (2]
o » {( | Revisions %' Re-index P .
“& B Drstoy | ;(neme — A ! _; wnﬁue el . IC G
Keywords . Cross-References. @y oo || SENd T o, || ViewMotes  ClaimRequ..  APDeleteNote  Removed Receiving 3! Dtlete | sy
wom_mon Aions Notes
Judicial Ordes -, 7/12/2003 - SCRARTIRES - COLUMBIANA =2 2.1 0 s 11 Page
| Warning Letter
. Keyword Name Keyword Value
Secondary ID 1
Core ID 2
Program Scrap Tires
| County Columbiana = Ff Gl(’_)\ v
13
Confidentiality Status  PUBLIC RECORD FOR PUBLICATION ':'NJ;i éo Pp
; S - T-.- L)'
a R d
N v X< )

11.

Note — This may look like a Warning Letter but this particular document is being stored as a
Judicial Order. If a user were to retrieve all Judicial Orders, this document would be returned.

Click on the Keywords button on the Information ribbon to verify that the Document Type is
Judicial Order and that the keywords were successfully copied from the Warning Letter to the
Judicial Order.

®‘ s | Viewer
Document | tmage e
s 3 (| Revisions %' Re-index Fd
> N <
“& - €D History = K Defete — AP a1 - ? Ann{l-ca
Xeywords | Cros-References @y b oo e || SEM 0o wlotes  CiaimRequ.  APDeleteNote  Removed Receiving
o~ LB ’
Information Adions Notes
Judicial Order - 7/12/2013 - SCRAP TIRES - COLUMBIANA -2 -1 o | PRELE Add/Moddy Keywords
Document Type
Judicial Ordes
Document
! Judicial Ordes - 7/12/2013 - SCRAP TIRES -
COLUMBIANA -2-1
Document Date
3 (7222013 |
Warning Letter o z
Secondary 1D
[ . 1
L | Keyword Value CorelD
Secondary ID 1 2
Core D 2 p;cozxpmmfs [+]
Program Scrap Tires County .
County Columbiana ’,"", EAC ’;\-_; v COLUMBIANA [+
ri J) Kk & Confidentiality Status
ConfidentialityStatus ~ PUBLIC RECORD FOR PUBLICATION T e ), L FECO B EORTRIEDoN o
=S A
7 b &
w <= ]
.\/?;/ G567
Save Keywords
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Scanning a Document into OnBase
The Ohio EPA OnBase solution includes scanning. This feature of OnBase allows users to utilize a piece
of hardware (a scanner) to create an electronic version of a document which can be stored in OnBase.

In this example we will scan a batch of documents into OnBase.

1. Inthe OnBase Unity Client, click the Batch Scanning button on the Imaging ribbon.

@A‘1 OnBase (OnBaseTEST - THIS IS A TEST ENVIRONMENT) - B
Home Briefcase Capture o
- o 2 ﬁ s (] Envelopes 2 Document Handle || Forms g > i .
o -~ = o 244 Query History 2 Upload ﬂ ~7 @
Home Personal Favorites Custom  Retrieval File 3 Mailbox Workflowy Batch Skan Batch
- Page « - Queries Cabinets @My Check Outs [_| Templates Scanning  Ffocessing
Favorites Documents Create Internal Maill | Workfloy Imagipa
Batch Scanning
Scan Queue o Cveatg batches of documents by
P °'d° scanning or sweeping.

[ PERAEE T

2. The Batch Scanning interface will display. This dialog contains 3 panes. Scan Queues define the
document types and settings for the documents being imported. Batches display the groups of
documents that have been scanned into OnBase as well as their current status.

@1 OnBase (OnBaseTEST - THIS IS A TEST ENVIRONMENT) =ax
Home Briefcase Capture o
- V4 o Q . =t
é @ j - & ‘ ']
Pre-Index Batch Manage Scan
List Formats

Capture Layout Configuration

Scan can From Sweep Refresh
Disk List

Batch Scanning

Scan Queue Scan Mode

@ Nolndex € Pre-Index C Full Index
cooSearsfe] o il promeiine o
€O Scans [87] b

LAA ARAQ Scans [0]

LAA CDAQ Scans [0] e TR
LAA CLAA Scans [0]

LAA HAMCO Scans [0]

LAA LCGHD Scans [0]

LAA MTAPC Scans [0]

LAA PLAA Scans [0]

LAA RAPC Scans [0]

LAA TDES Scans [0]

NEDO Scans [0]

NWDO Scans [0]

SEDO Scans [0]

SWDO Scans [0]

Batches

Batch # Batch Name Scan Date Status
w @ E 0] = O] = 0}
7/17§2013 - MANAGER 7/17/2013 1:49 PM Awaiting Index
7/17/2013 - MANAGER 7/17/2013 1:55 PM Awaiting Index
7/17§2013 - MANAGER 7/17/2013 2:51 PM Awaiting Index

Page: 29 0of 54 | Words: 4,477 | |[BlR 2 s 120% (<) )
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3. Click the Scan button.

@ OnBase [
N= Home  Briefcase | Capture |
‘%‘ @ & & x .

Scan  Fcan From  Sweep Rel.f"?h Pre-Index Bla'tgh Manage Scan |
is | is

Disk Formats
Captiure —  layout || Configuration |

Scan

Scan in a batch of documents (Alt
+5)

4. Choose the Scan Format that best matches the documents that will be scanned into OnBase. In
this case there are two Scan Formats, one for black and white documents and another for color
documents.

5. Click OK.

eDoc B&W
eDoc Color
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6. The documents will be scanned into OnBase and, depending on the settings in each location, a
preview of the document may be displayed.

@ OnBase (OnBaseTEST -
— Home Briefrase | Document Review ‘
ollal G E € PO
e el B & & '
Rescan  Add Delete Rotate Rotate Previous RMext Back

Page  Pagefs] Page Left Right Page Page
Actions

Batch Scanning

Scan Progress

IVIRONMENT)

Set Source Settings...
hio == Patch Code Enabled...
O o b Page 1: 784831 bytes, diskgroup 103
e Page 2: 392625 bytes, diskgroup 103
Page 3: 556181 bytes, diskgroup 103
Batch Complete #218 (7/17/2013 - MANAGER)
s coadusieae Scan Start...
SARIFIED was, Set Source Settings...
——— Patch Code Enabled...
175 St hoe & Scan Start...

St thban Set Source Settings...
Patch Code Enabled...
Soar 8 Cox. Page 1: 755666 bytes, diskgroup 103

Page 2: 604526 bytes, diskgroup 103

ot s bt 2o~ 3 Page 3: 525983 bytes, diskgroup 10:
Bart Srab e e M W53 38 183 051 oo S e 79 = Sty 40 o Batch Complete #220 (7/17/2013 - MANAGER)
s At 18 511 O Dusmog & showed B ares 9upoess Bl ey e Mended GScan Start...
I Mt e v concmare T ety £ P caas ccarec B foang
o b Ak oot i ot 14 14 Set Source Settings...
M) e sk by parmgragta (35 L BT B 200 S| o v et b Patch Code Enabled.
ami s sane s s ae Page 1: 796385 bytes, diskgroup 103
e DT Page 2: 520618 bytes, diskgroup 103
Pt ey VT S O A8 smreaee Page 3: 569201 bytes, diskgroup 10:
Aoy LUy o S See & 4 soaton o T AdTeesEie Cud Batch Complete #227 (7/17/2013 - MANAGER)
AL 7004, Sancior 4 Seraator S ews b Asdeeris Festnara COmo Scan Start...
Der turmen; can Case T rebeeme oA 1o fures 1105 S 01 00 Bderas ‘ol ehects Scan Start...
28 ags v 9t B it e s A——-:::. e Set Source Settings...
Er Senade el T Jesen e eeaed 0 Tu et o Patch Code Enabled...
e = PR s Page 1: 793587 bytes, diskgroup 103
it *Tos Yooy ¥ Suagn un. puts S Gy o & S PV Patch Code Found: PatchT
PRASD RSP INES s O Separating on Patch Code...
St cvonstors epen Sy @ % periind v o e e Newetes s Deleting Patch Code
7000 ot vounary o S i ¢ ik @ 1006 b 10330 g s § bl Page 3: 560014 bytes, diskgroup 103
sty o . o oot W - Batch Complete #256 (7/17/2013 - MANAGER)
Scan Start...
[ ep—— Set Source Settings...
o Patch Code Enabled...

Page 1: 808522 bytes, diskgroup 103

7. Once the scanning is complete click Done.

Scanning complete
Total number of pages scanned = 3
Continue adding pages to current batch or document
Create a new document within batch
Moci‘ythecu'rent format before continuing
onsror ot

Note: There are additional options available on this dialog in the event more pages need to be
scanned or the scan was unsuccessful.
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Indexing a Document from a Scan Queue
Once documents have been scanned into OnBase users will need to index the documents. Indexing
assigns keywords to the documents to allow for efficient document retrieval.

In this example we will assign the Document Type to each document as well as the appropriate
keywords.

1. Return to the Home tab and select the Scan Batch Processing button.

@y OnBase (OnBaseTEST - THIS IS A TEST ENVIRONMENT) - x

Home Briefcase Capture
a9 Q 2 ? s {1 Envelopes #% Document Handle [ Forms ﬁ > —
. 2 WA

W — > a ﬁ Query History 2 Upload ﬂ ~7 &
Home Personal Favorites Custom  Retrieval File o . Mallbox Workflow Batch Scan Batch

- Page . Queries Cabinets [“@ My Check Outs Templates Scanning  Processing

Favorites Documents Create Internal Mail | Workflow Ifaging
g Scan Batch Processing
Scan Queue SeanMods \;l:lt:/hand index documents in 3
G Nold .

2. The Scan Batch Processing pane displays Status Queues. Batches of scanned documents will
pass through any number of configured queues.
Note: The availability of Status Queues is dependent on user security.

@‘I OnBase [OnBaseTEST - THIS IS & TEST ENVIRONMENT)

Home Briefcase Scan Batch Processing Document
B o =
~ /‘E s

Filter Scan  Configure Keyword Refresh
Queues Panel List
Configuration Browse

Scan Batch Processing

(= status Quevies h —
% Awaiting Ad Hoc Advancedfl
s Awalting Index [53]
4 Index InProgress [1]
@, Awaiting Ful-Page OCR [0]
[{yr  Awaiting Ad Hoc OCR [0]
[A., FulPage OCR InProgress ||
&,  Awaiting Commit [0]
\ ¥ Committed [7] )
=l Scan Queues

CDO Scans [7]

CO Scans [87]

LAA ARAQ Scans [0]

LAA CDAQ Scans [0]

LAA CLAA Scans [0]

LAA HAMCO Scans [0]

LAA LCGHD Scans [0]

LAA MTAPC Scans [0]

LAA PLAA Scans [0]

LAA RAPC Scans [0]

LAA TDES Scans [0]

NEDQ Scans [0]

NWDO Scans [0]

SEDQ Scans [0]

SWDO Scans [0]

pgtie——7"—] [

31



Confidential - © 2013 Hyland Software, Inc.

6.
7.

8.

9.

Click on the Awaiting Index queue to view the batches that have been scanned into OnBase and
have not yet been indexed.

Select a batch in the Awaiting Index pane.

Right-click on the batch and select Index Documents.

Awaiting Index
|

Scan Queue Batch ~ |Batch Name Scan Date Total Documents | # to be Indexe
w @ v = = v [= v (=] v O] v
» CDO Scans 257 7/17/2013 - MANAGER PM 2 2

CDO Scans 256 7117/2013 - MANAGER ™ Rename Batch M 2 2

CO Scans 255 2013-07-17 - MANAGE  Redate Batch PM 3 3

CO Scans 254 2013-07-17 - MANAGE Refresh Batch Status PM 3 3

CO Scans 253 2013-07-17 - MANAGE  View Documents PM 3 3

CO Scans 252 2013-07-17 - MANAGE  Clear Selected PM 3 3

CO Scans 251  2013-07-17-MANAGE __ Furge Selected PM 3 3

CO Scans 250 2013-07-17 - MANAGE - Clear Customizations PM 3 3

CO Scans 249 2013-07-17 - MANAGE  Toggle Column Fiters PM 3 3

CO Scans 248 2013-07-17 - MANAGE__ta Clear Al Column Fiters  fpm 3 3

In the Batch Indexing dialog, review the document.
Select the corresponding Document Type from the Document Type dropdown. Upon selecting
the Document Type, the specific keywords assigned will be displayed.
@’ OnBase (OnBaseTEST - THIS IS ATEST ENVIRONMENT) | Viewer
Home Briefcase Document Batch Indexing Image

K} e @ i =

Stop Configure Keyword  Detach/ Attach
Indexing Panel Indexing Panel

Ihdexing QA Review

Batch Indexing

[[M"‘ 152 Batch Name: 7/17/2013 - MANAGER (257)
o Unindexed Document
DFFO
Judicial Order
NOW
Rescission
RTC - Environmental
YWarning Letter Ohlo Protection Agency

Utilizing the information on the document, enter the appropriate keyword values for each
keyword.
Click the Index button to store the document in OnBase with the assigned keyword values.

10. If this is the first time you have scanned on this machine an additional dialog box may appear.

Your last action(s) on Batch #256 may be undone. Do you want to review it?

™ Do not notify me again during this session.

Yes No

This message notifies users that they have the opportunity to review the indexing values
entered before moving the batch of documents onto the next Status Queue. Selecting Yes will
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return users to the Indexing dialog while selecting No will return users to the batches in the
Awaiting Index queue.
11. From the Awaiting Index queue users can continue to index batches.

@’ OnBase (OnBaseTEST - THIS IS A TEST ENVIRONMENT) -2
Home Briefcase Document Scan Batch Processing
b
~ A3

Fiiter Scan  Configure Ke: )
Queues Panel List

Refresh

Configuration Browse

Scan Batch Processing

& Status ;Awaating Index
% Awaiting Ad Hoc Advanced Scan Queue Batch v |Batch Name Scan Date Total Documents | # to be Indexe
sm  Awalting Index [91] % @ - B B - @ - @ S
4= Index In Progress 2] CO Scans 255 2013-07-17 - MANAGER 7/17/2013 3:48PM 3 3
rfb Awaiting Full-Page OCR [1] €O Scans 254 2013-07-17 - MANAGER 7117/20133:47PM 3 3
(& Awaiting Ad Hoc OCR [0] €O Seans 253 2013-07-17 - MANAGER 7117/2013 3:45PM 3 3
(AL, Ful Page OCR In Progress | €O Scans 252 2013-07-17 - MANAGER 7117/20133:43PM 3 3
&  Awaitng Commit [0] €O Scans 251 2013-07-17 - MANAGER 71172013 3:42PM 3 3
¥ Committed[7] €O Scans 250  2013-07-17 - MANAGER 717/20133:40PM 3 3

& Scan Quees €O Seans 249 2013-07-17 - MANAGER 7117/20133:38PM 3 3

CDO Scans [7] €O Scans 248 2013-07-17 - MANAGER 717/20133:37PM 3 3
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Verifying that a PDF Rendition Exists for an Image
A rendition is a copy of an original document that is saved in a different file format. The Ohio EPA

OnBase solution will include PDF renditions of image documents. Documents are scanned into OnBase
as image files and will be copied and saved as a PDF with searchable text.

When a document is retrieved using the standard document retrieval, the image document will open by
default. However, the text-searchable PDF file is related to the original image file and can be accessed

from the image file.

When a document is retrieved using Full Text Search the PDF will open by default. (This will be covered

in the next section.)

To view renditions for a document, or to determine if a rendition exists, the Revisions button on the
Information ribbon on the Document tab is the place to go.

In this exercise we will retrieve an image document that has a PDF rendition.

1. Using standard document retrieval find the DFFO document(s) with the following keywords:

-
Keywords and Date Range

2 A

From To | | @

Secondary ID

Core ID

Program
AIR PERMIT
County
ATHENS]|

-

| x| 0{xa|

J

2. Double-click to ope

3. On the Document tab, locate the Information ribbon and click the Revisions button.

n the document.

@ s Tasks T.., Viewer
Document Tasks Image
\ (7] Revisions 47 Re-Index
&7t i &
s D) History = X Delete
Keywords Cross-References Send
LS ﬁ Properties To~ C
Information Actions

DFFO - 7717/2013 - AIR PERMIT - ATHENS - 30 - 30

2
e Legal Arrow

View Motes Annotation
List

f

Legal Ellipse
Annotation

Legal
Highlight...

Notes

g {

Leg;l Note - Delete

DFFO - 7/17 /2013 - Al

Ohic

Revisions and Renditions

View revisions and renditions of
the current document.

Rewisions are earlier, modified
copies of the document,
Renditions are other copies of the
document in different file formats,
such as image and text,
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4. The Revisions and Renditions pane will open. From this view you can see that there are two
different File Types available for this document.

(E} Revisions and Renditions it = x|
E - — 1
Yersion # Revision # File Type Date Comment
1 Image File Format 7/17j2013 11:44:26 AM
1 POF 7/17§2013 11:45:25 AM OCR text rendition
K . [ ]

The Image File Format is the scanned in image. It is an image file and is not text-searchable.
The PDF is a separate document with the same information but it is text-searchable.

Both formats have the same keywords.

5. To view the PDF double-click on the line item in the Revisions and Renditions pane.

[_o: Revisions and Renditions

i

Date Comment
7/17/2013 11:44:26 AM

Version # Revision # File Type
1 Image File Format
1 PDF

7/17/2013 11:45:25 AM OCR text rendition

K o

6. The PDF will be displayed.

Note: Because OnBase utilizes the native PDF viewer, it may take a moment for the document to

open.
@ i DFFO - 7/1772013 - AIR PERMIT - ATHENS - 30 - 30 -8X
Document Q
iy AN (| Revisions 45 Re-Index 2 4 )
» = &) History T R Delete = L L
Keywords Cross-References o Properties STend ' . Miew l:otcs Delete ivacy
o [ 8 Check Oul lis otior

Information Actions

Notes

DFFO - 7/17 /2013 - AIR PERMIT - ATHENS - 30 - 30

| 1Page

Environmental
Protection Agency

John R. Kasich, Governor
Mary Taylor, Lt. Governor
Scott . Nally, Director

Ohio

August 18, 2011

CERTIFIED MAIL
Clarence E. Cox

8915 State Route 47
Sidney, Ohio 45365

Dear Mr. Cox;

It has come to our attention through information received from a co
an investigation that illegal open burning occurred on the property owned by Christian Faith
Baptist Association on Parcel Number 38-23-28-153-001 on State route 29 in Sidney on or
..ahaut Aunst A5 2019 Onen hurninais allawad far.enma niinneos. hut thoav.sre limkad L'

-

[=how Adobe Reader toolbar | h
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7. Because this document is a text-searchable PDF, users can select text, copy text and perform

additional text searches.

@ s DFFO - 7/17/2013 - AIR PERMIT - ATHENS - 30 - 30
|

Document
e N\ [f"] Revisions 4 Re-Index q 2
o = Q) History. = N Delete - - =
Keywords  Cross-References Send View Notes Legal Note
2 © Properties To~ | &iCheck Out List &
Information Actions Notes

DFFO - 7/17 /2013 - AIR PERMIT - ATHENS - 30 - 30

Environmental
Protection Agency

Ohio

John R. Kasich, Governor
Mary Taylor, Lt. Governor
Scott J. Nally, Director’

August 18, 2011
CERTIFIED MAIL

Clarence E. Cox

8915 State Route 47
Sidney, Ohio 45365  Corx  cuhc I-

WARNING LETTER

Dear Mr. Cox;

It has come to our attention through information received from a complainant and through
an !n_vestigatiqn thatillegal open burning occurred on the property owned by Christian Faith
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Utilizing Full Text Search to Retrieve Documents

The Ohio EPA OnBase solution will allow users to utilize text search to perform document retrieval. For
example, a user may be trying to find an RTC (Return to Compliance) document for a case in the city of
Miamisburg that happened in July of 2008. Because city is not a keyword for the document, users
cannot filter the results by the city. Using a Full Text Search users can enter “Miamisburg” in the Search
Text under the Full Text Search pane as well as any keywords know, to retrieve documents with the

word “Miamisburg” anywhere on the document.

1. Navigate to the Home tab and click the Retrieval button.
2. Select the RTC Document Type and enter the following date range into the Keywords and Date

If you know what County Miamisburg is in, you can
enter it in the County keyword field.

Range pane.

Keywords and Date Range ™ A
From | 7/1/2008 _|To 7/31/2008 - [

Secondary ID -

Core ID -

Program ;\

County :‘
=Y

3. Additionally, enter Miamisburg as the Search Text in the Full Text Search pane.

Full Text Search

Search Text: @
[ Miamisburg

i A

4. Click Find.

5. The Search Results for a Full Text Search include columns for Score, Name, File Type, and

Summary.

Search Results: 1 Document(s)

Score Name File Type Summary

O] O] O] > (=

91.04 RTC - 7/29§2008 - RCRA C - HAZARDOUS WASTE - MONTGOMERY - 318166 - POF Mail Mr. Chuck George Int
' OHD986980274 Environmental

Note: The Score indicates how closely the document matches the search criteria. The score is a

percentage based on the number of matches compared to the total amount of text in the

document. The higher the score, the more likely it is the document the user is searching for.

6. Double-click on the document to open it.
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7. The PDF rendition of the document will open. The value entered in the Full Text Search will be
highlighted in yellow.

Mr. Chuck George
Interstate Ford

: K| =4d| B Pl (+)
RE: Return to Compfiiance Le
Interstate Ford - OHD986980274
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Envelopes
Envelopes provide a way to bundle documents together for easy access.

For example, an inspector may want to pull up a, NOV (Notice of Violation) for a facility and doesn’t
want to search for the document every time. Inspectors may even create envelopes for each facility.

In this example users will create an envelope for Hertz, add documents to the envelope and retrieve the
envelope.

1. Click the Envelopes button on the Documents ribbon.

-

Websites e = RSS Ticker Envelopes

OnBase An error occured l Wiew and manage envelopes,
TeamOnBase

; Eror | An envelope is a user-created
Community

" collection of documents that can
B http:iveww.hyland.c IR

/News.rss
2:43:48 PM

@) OnBase (OnBaseTEST - THIS IS A TEST ENVIRONMENT)
Home Briefcase

a5 {6 "C\ a -] Envelopes ﬁ Document Handle | || Forms $ - “v"?%;‘

(] p B c = ‘;] = W

N -] 2 b, aB 2 Query History 2 Upload i 7
Home Personal Favorites Custom  Retrieval File - — Mailbox Workflow Batch Scan Batch
- Page ~ v Queties Cabinets | &1 My Check Outs (| Templates Scanning  Processing

Fawvorites Documents Create Internal Mail || Workflow Imaging

2. The Envelopes tab will display.
3. Click the Create Envelope button.

=

@} OnBase (OnBaseTEST - THIS IS A TEST ENVIRONMENT)

Home Briefcase Envelopes Document

L A f
Create Share Delete
Envelope [Eoualone _Eoielonaldl
Emvelope Actions

& Create Envelope g Documents

Create a new envelope,

4. Enter Hertz for the name of the new envelope.

Please enter a name for the new envelope,

!
i B |Hertz

5. Click OK. OnBase will confirm that the envelope has been created.

OnBase Close

@ Envelope created successfully.
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6. Verify that the envelope has been created.

@)

Create &
Envelope £ pe  En

Envelope Actions

Home Briefcase Envelopes

OnBase (OnBaseTEST - THIS IS A TEST ENVIRONMENT)

Document

E Envelop Test

7. Return to Document Retrieval.
8. Utilizing a Full Text Search, retrieve all NOV documents for Hertz.
9. Select the document(s) from the hitlist and click the Send To button and select Envelopes.

@ s Tasks T, Viewer NOWV - 12/6/2011 - AIR PERMIT - CUYAHOGA - 53969 - 1318008237 - X
Document Tasks Image 9
ey N (| Revisions %0 Re-Index g 2 {
(s S &) History - X Delete — Legal Arrow Legal Ellipse Legal A - t
Keywords Cross-References o Properties S'eon.d & Check Out Vle\ﬁgotes Annotation Annotation Highlight.. Legal Note s De ,',‘
Information | Mail Recipient (as Attachment) Notes
NOV - 12/6/2011 - AIR PERMIT - Cl Mail Recipient (as Link b7 | 1 Page
L% Internal User i
E8 Briefcase
B\ My Personal Page
L Envelope
. Create New Document
o
City of C
Frank G. Jac] & Frint
—_— Y File
Department of Public Health OUTYINYTYNTAY ATTITAN TITVA A CY A ATINTANT 963

10. Select the Hertz envelope and select Add.

11.

Select Envelope

Name

‘41 Hertz

Add

Cancel

Return to the Home tab and select the Envelopes button.

12. Verify that the document(s) reside in the envelope.

@)

p - L@
Create Share Delete
Envelope Envelope Envelope(s)
Envelope Actions

Home Briefcase Envelopes

Document o

OnBase (OnBaseTEST - THIS IS A TEST ENVIRONMENT) ==

Icon Name

Type Date
[ NOV - 12/6/2011 - AIR PERMIT - CUYAHOGA - 53969 - 1318008297 NOV 12/6/2011
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Annotations
Documents can be marked up with arrows, ellipses, highlights and overlapping text using Annotations.

Annotations are available from the Notes ribbon on the Documents tab.

For this example users will retrieve and mark up a BCA.

1.

Retrieve BCA document(s) for Greene County.
Open a document.

@ s Viewer 2009 - DRINKING WATER - GREENE - 61634 - OH2956812 —
Document Image 0
A\ Revisions 40 Re-Index 3 2 s a >
&g Ay LR W e L § b g b J 4 {
- &) History A Delete Legal Arrow Legal Ellipse Legal -
Keywords Cross-References o Propenties STcon‘d & Check Out Vle\/t/l:»éotea Annotation Annotation Highlight Legal Note
Information Actions Notes
BCA - 10/27/2009 - DRINKING WATER - GREENE - 61634 - 0H2956812 | 2 Pages
u -
OhicEPA
State of Ohlo Environmental Protection Agency PAGE 1
oTDCCY MAN ING ADDRFSS:
Select the Legal Arrow Annotation.
OnBase will prompt users to Left-click and drag to draw a note, right-click to cancel note
creation.
@ s Viewer BCA - 10/27/2009 - DRINKING WATER - GREENE - 61634 - OH2956812
|
Document Image
> Y N (7] Revisions 47 Re-Index 2 b4 . i 7 4
L d s Q) Histary . N Delete e Legal Arrow Legal Ellipse Legal - = I
Keywords Cross-References o PrArertles STeDn::l B Check Ot Vievifishéotes Annotation Annotation Highlight... Legal Note = “m:* ‘L
Information Actions Notes

BCA - 10/27 /2009 - DRINKING WATER - GREENE - 61634 - 0H2956812

4 Creating Note: Legal Arrow Annotation
= Left-click and drag to draw a note, right-click to cancel note creation.

State of Ohio Environmental Protection Agency

Left-click and drag to draw an arrow to the text “HAND DELIVER” on the document. Release the
left mouse button.

RE: Greene County
Players Sports Pub
Transient Noncommunity Water System
PWSID#: 2956812

Ken Dumbaugh, Owner
Players Sports Pub

5440 Instrastate Dr.
Fairborn, OH 45324
Hand Delivery
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5. Enter appropriate text into the comments for the annotation.

Ken Dumbaugh, Owner

Players Sports Pub S ———

5440 Instrastate Dr. 4 Legal Arrow Annotation - 7/.6£3
Fairborn, OH 45324 wngmm 7/17/2013 3:41:2{PM

Dear Mr. Durnbaugh: REIVERED:

The Players Sports Pub public water

Please verify that this letter was HAND

water laws. Specifically, Players Spo

drinking
coliform

6. A Note Count icon is now available alerting users that there is a note associated with the

document. Users can click on the icon to open the Notes pane.

@ s Viewer BCA - 10/27/2008 - DRINKING WATER - GREENE - 61634 - OH2956812

OihinE DA

Document Image 0
14 A\. Revisions &5 Re-Index & ,‘] i)
v = &) History =5 K Delete o b o
Keywords Cross-References © Properties STzon'd ; v|evtflxote; = [:fal)::e Opslt\:g?!js
Information Actions Notes
BCA - 10/27 /2009 - DRINKING WATER - GREENE - 61634 - OH2956812 | 2 Pages] _ * 1 Notes

i

Additional Practice: Add a Legal Ellipse Annotation or a Legal Highlight to the document.
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Review

1.

LN e WN

[
= O

Upload any document from C:\Ohio EPA\Regulatory Documents,

Index the document accordingly.

Retrieve the document using Document Retrieval.

View Keywords for the document.

Utilize Folders to find the document you uploaded.

Re-Index the document, updating the County keyword value.

Copy the document, saving the new document as a different Document Type.
Create a new Envelope.

Add at least two documents to the Envelope.

. Retrieve an image document and add Annotations to the document.
. Utilize a Full Text Search to retrieve documents. Consider a word that would be included in the

Document Type you are retrieving.
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Definitions

AutoFill Keyword Set

AutoFill Keyword Sets are used to automate and standardize data entry. When applied to Document
Types, AutoFill Keyword Sets increase the speed and accuracy of indexing, especially when indexing
large volumes of documents.

e An AutoFill Keyword Set is a configuration of Keyword Types that includes a Primary Keyword
Type and one or more Secondary Keyword Types.

¢ |f an AutoFill Keyword Set is assigned to a Document Type, each set of Keyword Values (the
Primary Keyword Value and its corresponding Secondary Keyword Values) can be considered an
instance.

e Avalue entered into the Primary Keyword Type field during indexing of a document triggers the
population of the remaining Secondary Keyword Types.

Document

A document is a piece of information that your organization has chosen to store electronically in the
system. Letters, contracts, scanned images of contracts, photographs, and e-mail messages are all
examples of documents.

Documents can be retrieved based on Keyword Values that are associated with the document. Storing
documents in the system eliminates the need for paper documents. Documents can be revised, viewed,
annotated, and tracked within the system.

Document Type

Each document that is brought into the system is assigned to a Document Type. Document Types group
together documents with similar characteristics. For example, a Document Type of Judicial Order might
be used to define image files of judicial orders. Document Types allow you to work with groups of
documents rather than individual documents. For example, you can limit your document searches to
only those documents of a certain Document Type.

Document Type Group
A Document Type Group represents a logical grouping of Document Types in the database. Document
Type Groups allow the system to organize, search for, and locate a document more efficiently.

Envelope

You can place any documents you want into an envelope, regardless of whether they have anything in
common. When an envelope is opened, it displays a list of documents that have been placed in it.
Envelopes provide you with a way to group documents together for easy access. Only the envelope’s
creator can view that envelope. Envelopes are an alternate way to retrieve documents; the documents
remain accessible through standard document retrieval methods.
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File Cabinet

A file cabinet is the highest organizational unit in a folder hierarchy. The file cabinet helps organize
folders for easy retrieval. You can place OnBase folders into different cabinets just as you would
physically with paper folders.

Image Documents

Image documents, such as pictures of real estate can come from several native file formats, such as .tiff,
.jpg, or .bmp. Once they are imported into the system, they are stored in their native file format. If the
file does not have a native file format when imported, it will be stored as the chosen File Type.

Keyword Types

Keyword Types and Keyword Values provide the ability to assign descriptions to documents. Effective
indexing and classification of Document Types is essential for efficient document management and
retrieval.

The system administrator assigns all Keyword Types to documents in your system.

Every Document Type has associated Keyword Types. For example, the Warning Letter Document Type
has the Secondary ID, Core ID, Program, and County Keyword Types assigned to it.

A Keyword Type may be used for many different types of documents. For example, you can use a
Keyword Type Amount for almost any Document Type for which you need to store an amount.

The system administrator sets up Keyword Types for each Document Type.

Keyword Values

Keyword Types and Keyword Values provide the ability to assign descriptions to documents. Effective
indexing and classification of Document Types is essential for efficient document management and
retrieval.

When a document is indexed, its Keyword Types are assigned Keyword Values. A Keyword Value is the
specific value that helps to identify documents in the system.

e Some Keyword Types require their values to be a specific format, such as a date, a number, or a
currency value.

e Some Keyword Types will have default values assigned to them, so when you import a
document into the system, the default value is displayed in the Keyword Type field.

¢ Some Keyword Values display automatically on an open document.

Text Documents

Text-based documents have special features available for selecting or searching text. Examples of text-
based documents in the system are ASCII files, PCL documents, text renditions of image documents,
text-based documents such as checking statements that have been imported into the system, and
system reports or verification reports created during processing.

All text documents in the system are read-only, thus the contents of the text documents themselves can
never be modified or deleted. The associated attributes however, such as Keyword Values, notes, file
types or Document Types, can be modified by a user with the appropriate rights. Users with Delete
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document rights can delete the whole text document, not delete its contents.
Text documents have specific buttons, which are different from the buttons and options available to
image documents.

User

Each person using the system is known as a user. When a user logs onto the system, he or she supplies a
unique user name and a password.

This allows greater flexibility for system operation. For example, each user can configure his or her
workstation settings with personal preferences.

User Group
A system User Group is similar in concept to a user group on your network. User Groups are granted
rights to access system functionality.

Access to various resources, such as scan queues and Document Types are controlled by User Group
rights. A user can be a member of multiple User Groups, in which case the user has access to the sum of
all functionality granted for each group.

User Groups provide easier administration because new users inherit the access rights of the group to
which they are assigned.
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