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LOGGING IN AND THE BASICS

LOGGING INTO THE DMS

The first step to using the solution is to launch the DMS Unity Client and Log in, no other log in processes

are required.

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

s OnBase (OnBaseDEYV_DAS) =8| %
Onbase
~" | Home @ Heip
& "'—6 2 i {/] Envelopes 2% Document Handle ﬁ > ﬁ > rf“—,q
- | E = Q) i
N || A “» BB 4 Query History = ~/ w
Home Personal Favorites = Custom Retrieval  File Forms Upload Templates | Mailbox || Workflow Batch Batch
- Page v Queries Cabinets & My Check Outs Scanning  Processing
Favorites Documents Create Internal Mail || Warkflow Imaging

Websites RSS Ticker

PD's The OnBase Blog

B https:/imyohio.gov

®hio

Home Health & Benefits ¥  Career Resources ¥

Phone Search

Open Enroliment for Flexible Spendin
Accounts Begins October 19, 2015
It's time to enroll in Flexible Spending Accounts! The open

enrollment period for Flexible Spending Accounts is October
19th through October 30th for the 2016 calendar year.

Read More .....

0234567

OAKS System Alerts

EIN System Alerts

« Payroll Jounals Update
+ Payroll Joumnals Update

Celebrating #NHITweek in the heart of healthcare innovation: Cleveland
10/9/2015 11:47:07 AM

[search: | [myOhio.gov

Help ¥  Ohio.gov

State of Ohio User ID Sign In

myOChio and OAKS are a State of Ohio cor
system, which may be accessed and ust
official state business by authorized pers:
Unauthorized access or use of this com
‘may subject violators to criminal, civil, an
administrative action.

Archives

| View More +/-

Forgot Password Contact Info
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Navigating the Unity Client

The DMS Unity Client .......
- OrSase (OnBaszeDIV_ DA » = Lt
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() trveloses % Cocurent nange —
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! rwoertey Docurere; reate Vrearnw Mk Wartflow fmagng
TOSS Tackmr
Celebrating *NHITweek in the heart of healthcare innovation: Cleveland
PO’y The OnBisse Blog A0S 14T0T AM 5
@hi
10 [Searcr ] [morOnio.gov l]@
lamwre Moo & (et ¥ Carver Resowces ¥ Phote Search ey v Ot gow
n Enr nt for Flexible in,
n in r1 1
¥'s ime %o envoll i Flenble Spending Accounts! The open
eovcliment ponad for Flaxble Spending Accounts & October
19th through October 30t for the 2016 calendar year
Bead Moce .., |
oOhig 300 GAKS are 3 Stae of Omo ¢
/S, which may be Accensed and usedPely &
oficial ST DUSNess By AUNOIY DIO
Usauhonond access of use of s s
Q23 45567 e i 7| [ oy skt s o it ch
meisvatwe acton
- Fomot Password  Contact info
»
Region Description
1 Tabs Clicking on a tab will display a ribbon with buttons related to the
available user actions
2 Ribbon A ribbon is displayed by clicking the corresponding tab. Each

ribbon is 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.

Home Ribbon Explanations

=) ra‘i 2 ) [] Envelopes £ Document Handle h Y 3 = Eﬁﬂ"
- 3 =4 &
AN =l = =« AB 2 Query History = a ~ 7
Home Personal Favorites Custom Retrieval File Forms Upload Templates Mailbox Workflow Batch Batch
v Page - - Queries Cabinets @ My Check Outs Scanning  Processing
Favorites Documents Create Internal Mail || Warkflow Imaging
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Description

Home
The home layout will contain the Ohio DAS website and Rich Site
Summary (RSS) feed of updated information of the agency.

Personal Page
Gives the ability to access shortcuts and frequently used features
from one single page.

Favorites
DMS items can be added to the favorites page for favorite items

Custom Query
Quick access to the most frequently retrieved documents by
conducting pre-defined searches.

Document Retrieval
Give the ability to retrieve documents by Grouping, Document Type,
Keyword, Date, or by Full-Text search

File Cabinets
Allow users to view documents electronically, as they would with a
folder of paper documents.

Envelopes
Envelopes provide a way to bundle documents together for easy
access, or to easily e-mail the group of documents at one time.

Query History
Displays a list of Document Retrieval and Custom Query searches
performed during the current DMS session.

My Check Outs
Feature not available in this phase.

Forms
Feature not available in this phase.

Upload
Used to import documents into the DMS from a file folder on a local
or shared drive.

Templates
Feature not available in this phase.

Mailbox

Used for mail that is received from within the DMS system. Send a
file to another user by using the Send To -> Mail Recipient option
from the Documents Menu

Workflow
Feature not available in this phase.

Batch Scanning
If licensed for a scanner, this icon will be active. Will allow for
scanning of documents into the DMS system.

v22.17.16



f@i Batch Processing
Open DMS Batch Processing. This will allow users to index
Batch

Bibcecting documents that have been scanned into the system.

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

Home Document

$ 21 P 3?‘\ H ' i::::z‘.,,, 4 Document Handle h g “f“ wfm é v‘:

Mome Personal  Fawontes Custom  Retrieval Fie S Forms Uplcad Template: Batch Batch

- Page - - Queries Cabinets My Check Outs Seanning  Procetung

Favortier Documents Create Internal Mall  Workilow inaging
DocumentRetreva - 0 |
Document Types and Retrieve and view documents by
s e o v pecniding keywoeds and cthes

<AR> search critenia

Accident or lliness Form [‘ l |

Creating Personal Pages
If you would like to modify the pages that are available by default, DMS components and/or functions
can be set to a personal page for easy access.
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1. To add a DMS Component to your personal page, click on thein the ribbon.

~ Mo € rete
reroges B ~ - «
wE) s a # 85-, 12 8 > L
l-_-u Mwﬁ,‘ u-o.um g:q‘c‘.:‘ Frtmeva (rw‘ 550 My Check Oty r Uphosa  Templatey LU . h:::":‘.
[ Crente Ao ]

How enterprise contont management helps sutomobile deslerships: part 2 < more paper

The Ouliase Bloy LAY LLOT08 AN o

@hio [Emarcn ) (mrommgor g@

1ome  1ealh & Deseitn W Cateer Roson:

regi for training courses

A new amglayee tranng cataiog foe professonal tranng
courses offered bom Jansary thesugh June 2016 u now
avalable Bogn the new your by taking courses that wil
Auther your professonsl devlopenent

Read More ...

023
A\,

ULLEPM System Alarts
* BLHCM Unavardablie Uril Monday, 1/6/16
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3. Click on[Add this layout to my Personal Page.]

L DeBseramsaTTIITT

Tnettaper = = .
aly -4 A “ B ey Honizmy ' | I 2 ey ] _— e
ticme Penosal Fesargs Cumd Eatrieval Fie Farmn  Uplead  Temglste W orkf s Batch Basbchi
el - g Catmets My Chack Ot e g MeEang

E Creaie: Warkkw mageg

u
eP&E « Dta Change Curerd Empleyes [

PLE - e Remwe

K Termensson

PR bmpchiment

HED i

HFD Eoad
Eepwords ard Dube Bange [ gl
Froen | | Ta i)
SOUTD (Employedl] =]
Fint hamme =)
Pstete Initsal ul
Lt s nl
Lgeniy ad

|"|

Agency T (]
Agency 2 =l
Agency 3 al
Full Tewt Sraret, &
Search Test:
¥ e Seaeth

v22.17.16



4. When you click on Personal Page, the[RetrievaI component]of the DMS will appear.

— - e AR O e i
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L x ﬁ l | Evvtbepes - ey - -
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Document Retrieval

Click o cpen

5. To add a function of a component to your personal page, click on the
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6. Rightclick on ththat you want to add to your personal page.

o o — 0 — W DaBa (OB TT T — i ) . gt
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S = Qe
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- Fage . - Gueisi Cabmets My Chack Doty -+ Pistering
Faetiniei [ Crate WanTke sy
Corilom Ol ey Al DoCuimssls by o PARE
Cpasry Rerturn all SUPPOMING doCUMEnation assocated wth an ePAR
»
AR Marmier

% Logey Commoriom Desturrent
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7. Click onlAdd To Personal Page]

—, s e — - DARH (0BT e R
it

=" rows [+
- o " ﬁ l | Ervesizper - & - -~

b = . =5 Hiowgiaiey © 1 =2 - — o

Woms Penomal Pesarfer  Covlom Geitriesl Pl Uplzad Tamglster okt ¢ Bstch

. Fage - . Caarrats Catinets |~ My Chack Dwix a Presering

Famtiiei DOl Lreate Witk gy

ey Al Bocuimsats by sPARS

Raturn all SUpponng documeniation assooated weh an ¢PAR

AR Nurrlber
% Logaey Comversion Drusment

D Tuoty AR Dopurrs) T ——
i
B query ——

8. When you click on your Personal Page you will see that both the{Retrieval Componentjand the
(Query Function}have been added to your personal page.

— - — o — W DABH O UATT T — e i
[
Fara @ e
*e y» Ay N 3 >
i 4 = Wounme 1 & - = -~
Home Penosal FeeniEe Covicm Bxirievl s Uplcasd Temgplsfer  Wcokd i Basbch
" Fage o - Cawnets [ My Chack Caty ’ Piistering
Famtifiri [T Crgale Witk Beageng

Document Retrieval Q Query All Documents by Q

ePAR#

Click o open
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Note: You can also add an employee’s folder and individual documents to your personal page as

well.

!'- Folder Tree

A . HE
A , HR - Personnel Records
| KAPFERER, KURTIS - 10146668
4 |} SHAFFER" =
Do fé Find Folder
' EMLAY £ | New Folder
! Payrol| T8 | Display Disposition Status
| Persor{ Fnj | Post Even
| Records Manage @ Place Hold
@ View Holds
wgl | Transition to Final Disposition
ﬁ Keywords
@ History
ﬁf Clear List
x Delete
3 | Refresh
o Properties
|_é;>=! Send To % My Personal Page
] | Folder Contents "| TS Groups
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9. Once items are added to your personal page, you can set your personal page to be your home
page of DMSs. First navigate to the Personal Page. Then select the under Home, then

seIect|Make this layout my Home Page.l

' OrBase
- Home
A - = K
<, Q‘ o AN [] Envelopes ,,
oy = =% B&BA 4 Query History
Home JPersonal Favorites Custom Retrieval File e
. Page ~ - Queries Cabinets [“m My Check Outs
! & Home , Documents

Iz; Make this layout my Home Page
%53 Reset Home Page
SHAFFER, MIKE -
10149451

Query All Docui
User

Click to cpen Clickto o

10. The next time DMS is opened, the personal page will be the starting point.

- e OnBase (OnBaseUAT) IR o -
e

=’ | Home @ Heip
- o & O e g = > >

w (8 = 2, % Mauersoy | M1 S - ~ L[‘é'

Home Personal Favorites Custom  Retrieval File Forms  Upload Templates Workflow
< hage- - Q c

abinets [ My Check Outs Processing
Favorites Documents Create Workflow. Imaging

_

Document Retrieval Query All Documents by
ePAR#

Clickto open )
Click to open
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Adding web links to your OnBase Client

15

1. Youcanalso addo OnBase.

i
3

Cathom  Betoewst Moo
< . P

OnBase

by Hyland

tions e

557 Make this layout my Home Page

ﬁ Reset Home Page

Websites

Unity
Community

OnBase '

Thank you for attending CommunityLIVE

OnBase wwers, exports and educators gathered at the Venotian in Lax Vegas
in September I user conference
The show pec ng while also
premvidis
busin
muoch m

s process plan

OnBase Community

Onllase users, experts and educstons are gathered ot the Vetetian in Las
Vopas this week for Community LIVE, Hyland's annual sser confernnce
The show provides attoadees with workd class OnSase traiming while also
providing IT and business esanagers the opportunity 10 attend strategy end
business procoss planning sessions, hear custotser success stocios and
moch more. I you can’t be there, follow along on social media with the
hastag mi ! and check out foe datly show
posts.

More Resources

ase Lrain

ase know
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Svﬁ-
- Home
A
$ 2 )
Home Personal  Favorites Custom
. Page « - Queries
Favorites
Websites €
Unity
Commuwnity
OnBaze
DAXS

=

2| 2 o € @]

Infase

"

ﬁ s (] Envetopes >
5 Query astory =l =

Retrieval f Updoad  Templates

Fil »
Cabinets %My Check Outs

Documents Create

RSS Ticker

= htiplunity.hyland.com

OnBase

by Hyland

Congratulations on using the most flexible and
comprehen
ers to grow their solutions as
i evolves. It is tailored
mprel e for the
enterprise, designed to give you what you need
today and evolve with you over time.

Want to change this default page? It's easy!

. Navigate to the page you'd like to set as your
own Home Page.
2. Click the "Home" tab.
From the "Home" button dropdown, select
Make this layout my Home Page"

Make this layout my Home Page

Reset Home Page

3. Click on]JAdd New

M product on the market today.

W\
{

¥

Batch
Processing

Hortlow Imaging

Thank you for attending CommunityLIVE

OnBase users, experts and educators gathered at the Venetian in Las Vegas
in September for CommunityLIVE, Hyland's annual user conference.
The show provides attendees with world-class OnBase training while also
providing IT and business managers the opportunity to attend strategy and
business process planning sessions, hear customer success stories and
much more. Next year’s conference will take place Sept. 11 to 15 at The
Gaylord Palms in Orlando, Fla.

OnBase Community

OnBase users, experts and educators are gathered at the Venetian in Las
Vegas this week for CommunityLIVE, Hyland's annual user conference.
The show provides attendees with world-class OnBase training while also
providing IT and business managers the opportunity to attend strategy and
business process planning sessions, hear customer success stories and
much more. If you can't be there, follow along on social media with the
mmunity LIVE and check out The OnBase Blog for daily show

posts.

More Resources
TechQuest - Hands-on focused OnBase training at Hyland headquarters

Iraining.OnBase.com - Refine your OnBase knowledge at the pace and

in the manner that best suits your needs
Learn more about the company that makes OnBase

OnB com

@ Contigur

l Add New l [ Remove
| ]
Site Location
: Unity http://unity.hyland.com
| Community http://www.onbase.com/community
| OnBase http://www.onbase.com
OAKS myochio.gov

v22.17.16
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4. Click on|New Sitdand about: blank

iﬁ' Configuration

[ Add New I [ Remove I
I
! Site Location
! Unity http://unity.hyland.com
| Community http://www.onbase.com/community
| OnBase http://www.onbase.com

about:blank

5. Change Sitand add the web

f-. - g .
@' Contiguration

| Add New | ‘ Remove I
|.
! Site Location
! Unity http://unity.hyland.com
: Community http://www.onbase.com/community
OnBase http://www.onbase.com
0AKS

6. Once the name and link are updated, simply click the@

17
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7. You now have ato the website.

7~
Gt
=% | Heme
>R

Home Perions  Faverites
o Pages -

Favorites

Websites

Unity
Communty

o M@ FTe, 0

Cuttors Retriewsd  File
Queries Cabinets 0 My Check Outs

Formi Uplosd Templater

Create

Home Health & Benefits ¥ Career Resources W Phone Search

]

Watkfiow

Ohio.gov

Further your professional development
register for training courses
A new employee tramng catalog for professional tramng
courses cffered fom January through June 2016 i now
avadstie. Begin the new year by taking courses that will
further your professional development

Read More ...

Q:

myOhio and OAKS e a State of Chio co
systam, which may be accessed and usadPnly for

WW«M. ofthis system)
M3y subject volators 1o crminal, o,
a0minisyate ackon

+ Mo amtices currently available

Happy holidayst 5
The OnBase Blogl2/23/2015 1:10:42 PM -
B Myohio.gov
@hi [
10 [Search: ] [myohio.gor ;]

Help ¥
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SCANNING AND UPLOADING

SCANNING DOCUMENTS INTO DMS VIA ATTACHED SCANNER

The State of Ohio DMS solution for Personnel Records solution includes scanning. This feature of DMS

allows users to utilize a piece of hardware (a scanner) to create an electronic version of a document
which can be stored in DMS.

In this example we will scan a batch of documents into DMS using an attached scanner.

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

fo OnBase (OnBaseDEV)
kot
~— Hame Capture
7 - -
= Ermvelopes 4 Docume nt Handle N —
™R o @y n 2 @ >
N ] < =% B4 Query History 1 & '3 ~ o
Home Personal Favosites | Custom  Retrieval _ File Forms Upload Templates  Msibor  Warkiiow || Basteh Batch
- Page - - Queries Cabinets PBMyCheckouts | T CEERS TEREREE o REEE R Y < anning Fracessing
Favorites Documents Create nternal Mail | Workdlow aing
Batch Scanaing .
o T il;::‘! bateches of documents by —
| ing of sweeping.

= =

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 DMS as well as their current status. Note that you may
not see all Scan Queues listed below, some will not be assigned to your user.

= OmBase (OnBaseDEV) [-[= =N
z

..b < f = 9_ > % >
Soom

& - <& <o
Sweep Refen  Peedndes Baton  Baten MamageSoan SeledSon Mamage Glsbal
Ust (] Searre scan Formaty

Prazesing Feematy
Canfiguistion Administraticn

Capture Rapsut

Scan Mode
B Bloinder 0 Pracindes ) Full e

AGR Scan Clueus [1) Dosumant Typs

DAS Scan Queve [1]
Documant Datn

HRD Scan Cluewe 0]

Madicaid Scan Quaus (0]

OO0 Scan Qusue [0]

Eatch ® Balch Narme Scam Date Status Total Dacurments

LB} - S |
137 S2U013 - MANAGER - %P SrEA2014 1028 AN Awaiting Index 3
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3. Click the Scan button.
= OnBase —
~’  Home | Capture |

\)/ <@ ,:.3 | ,
Scan |Scan From Sweep Refresh || Pre.
List

Disk [
Capture

Scan (Alt + S)
Scan in a batch of documents.

4. Choose the|Scan Format|that best matches the documents that will be scanned into DMS. In
this case there are several Scan Formats, some for black and white documents and another for
color documents, and others to choose if your scanner reads duplexed scans.

5. Click[oK])

Manage Scan Formats
DAS Scan Format - 1 Sided BAW [ s |
| HRD - 1 Sided Baiw |
[ Delete l
HRD - 1 Sided Color
HRD - 2 Sided B&W [ Scanner Setup l
HRD - 2 Sided Calar [ R e e I

Impart Formats

Expart Formats

Close
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6. The documents will be scanned into DMS and, depending on the settings in each location, a
preview of the document may be displayed. (This image is dark because the screen capture did
not allow us to view the page correctly).

- OnBase (OnBaseDEY_DASH =] =

7. Once the scanning is complete cIic

Scanning complete
Total number of pages scanned =1

Scan More Pages l Continue adding pages to current batch or document

Change Format I Modify the current format before continuing

|
[ New Document l Create a new document within batch
l
[

Discard Pages I Discard scanned pages

Delete Last Document
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SCANNING DOCUMENTS INTO THE DMS viA A MPF SCANNER
Go to a Multifunction Printer (MFP) that has been setup to scan to the DMS.

1. Note — Some Agencies MFPs’ are defaulted to scan documents in with a PDF format, however
they all have the ability to change this setting to a TIFF format. When scanning in batches of
documents into OnBase, it is recommended that the documents be separated with a Patch
sheet and scanned into OnBase in the black and white TIFF format. When following this process,
the separator sheets will automatically be removed and the documents will be ingested into
OnBase as separate documents where they can be indexed and retrieved.

2. To separate documents in a batch, place a Patch T patch code sheet at the start of each new

document.
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3.

Place document(s) on scan tray

VA OB STATUS |
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5. Select thelSCANJoption and select FILE

SCANSETTNG _I

File Name File Format A '

2 0BSTATUS ,

6. The FILE Menu will appear on the screen.

a. Select the Remote location setup for the DMS[( Remote 1in example)]

i If Remote 1 is not an option contact your IT support
b. Select

v22.17.16
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File Name File Format
DOC 121015 TFF Multi

8. Your documents well be available in OnBase within 5 minutes after scanning.
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IDEXING THE SCANNED DOCUMENT - BATCH PROCESSING

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 Batch Scanning.

1. Select|Scan Batch Processingfrom the Home Ribbon.

— OnBase {(OnBaseDEV)
=" | Home | BakchProcessing  Document
- (0 @ ﬁ s ] Envelopes B Document Handle ’-.l & — > (g
o o= = S i Query History a3 ﬂ ﬂ - o
Home Perional  Favorites Custom  Retrieval File o Foims  Uplosd  Templates Mailbon Workflow Batch Bateh
- Page- - Cueties Cabinets [ My Check Outs Seannengl) Procesting
Favorites Documents Creste Intesmal Mail || Workfiow

Batch Pro<essing

Wiew and index documents in a
4 Status Queues | baich

B, Awaiting Bar Code Processing [0] 1= ]

2. Documents that have been scanned into DMS’s will reside in the|Awaiting Indexjqueue in
batches. To index the batch, right click on a batch and select{Index Documents )

/ — - - — OnBase (OnBaseDEV_DAS) =i B
| Orase
— Home Batch Processing Document © Help
x e | o
~ & - 7 id
Filter Scan  Configure Keyword | Refresh Start
|| Queues Panel List Indexing
Configuration Browse | Indexing

Batch Processing

“ Status Queues

1

iy Awaiting Image Processing [0] Scan Queue Batch#  Batch Name Scan Date Total Documents | #to be Indexed
Iy Awaiting Bar Code Processing [0] |+, 0] - m - o] - 0] . ] . O]
Semmtlidilino A ocbdgznced CPIIT | ) HRD S s 10/21/2015 - MANAGER - %P 10212015 10:17AM 1 1
Awaiting Index [1]
s, IndexIn Progress [1] Locate Batch
& Awaiting Commit [0 Rename Batch
¥ Committed Redate Batch
4 Scan Queues Refresh Batch Status

AGR Scan Queue [0] View Do cuments

DAS Scan Queue [1] Clear Selected

Hi

RD Scan Queue [1] Purge Selected
Medicaid Scan Queue [0]
Send To Queue »

OO0D Scan Queue [0]
#& Clear Customizations

" Toggle Column Filters
A g Clear All Column Fifters
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3. The indexing window will appear.

P Viewer - OnEase (OnBaseDEY_DAS) oo
oo —
=’ Home  Document | Batchindedng | Image @ Heip
-{
o 2 A i -
B A Y ‘ o &
Stop  Configure Keyword  DetachéttachIndexing Rescan  Inclex and Add Mark Document  Mark Fage  Manager
Indexing Panel Panel Page  to Separate Batch for Rescan forRescan  Resolufion
Indexing QA Review
Batch Indexing
Document Type E Batch Name: 10/21/2015 - MANAGER - %P(145)
Document Date L Document | 1Page
1072172015
Keywiords = A Application for Disability Leave Benefits PERSONNEL OFFICE USE LY
Employee Statement [ete E;-aw:u ‘Statement Recewed n Ofica
| e S e
Ploaco ead nstcton an page 1of me ppicion PAGE
et competng the so9 catin
T
= S G = %
o ViR 3 T
T
= 3
o sossant o Tiees e =
[Date of most. IDMG‘NHIWWI‘N"‘W
7
Index | Append W | (4] | [ | ] &
)| i S | B Unﬂo
Humber of Dacuments: 1, L of 1 Remaining) 4 s Gty G w7 [Foes i Sy
E 1 Yeos. No __
Statu| Documents Lt of 3l physicians tresting you for this condition
> Unindexed Document Name Sacaty Tanphona farea coce)  Fac faes cote)

4. If a document did not separate properly, or patch codes were not inserted between documents,

click on the first page of the secondto be separated before indexing.
Note: pages must be scanned as .TIFF images to allow separation between documents

s '
PAICHT ~-
- 0l = B
- \

‘;;m'o vc % .‘ .‘ .. '- ./ ‘". ; : o

S= R

5. Then click the|Create New Document]icon to separate the document starting at the selected
page.
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seument Type

Kepwords )

SOUD EmgtoyeatO)
Fist Narme

Maddie Intal

Lost Mame

s

Agency

Ageney.2

Agency.3

Locuion

PR Numbe e

s S]] @ | @ [BlE] - A

furmiber of Document: 2 2 of 2 (Remaning)

Uridened Decument

Batch Name: 2015.12-18 - MANAGER - HRD{208)

Unindaxed Docurment
o

!lll

e
R
1 B e

=

6. You will now seein this example that need to be indexed.

=

2

7. To Insert pages from a connected scanner, click thebutton, you will be given the option to
select where thwiII be scanned into the current document.

Index

Append | *‘ ” .N. ” .‘ | ‘ P

w | O]e| (8] @

'4_

Add the new scanned pages to
() The beginning of the document

() Before the selected page
() After the selected page
) The end of the document

QK Cancel
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8. Select the scan format and cIick

Batch Name
2015-12-18 - MANAGER - HRD

Scan Format

| Default

Scan Cancel

9. The first document that appears is the first document of the batch. Each time a new document
appears, the correct Document Type must be selected before the document can be indexed.

From the Document Type drop-down list, select the|Document Typejto be assigned to the document by
the DMS. After selecting a Document Type, DMS’s automatically displays fields for Keyword Types that

are used to index documents of that type.

Batch Indexing

Document Type

Accident orIllness Form
ADa,
AdJudlCatan Order

Background Check é‘. Lirnited Tax Waiver
Benefit Refunds
C+B4

C-9

C86

Certified Letter - Acknowledgernent of Appeal - 7 Day Letter
Change of Address Cards

Childbirth/Adoption

Carmmon Pleas Motification

Cammon Pleas Order

Decision Letter

Deferred Compensation

DHO/SHO Orders

Appllcahon for Dlaahll‘ly Emplur== utatement (ADM 4;10}

(-]

10. Thelkeyword paneljis now displayed
Keywiords I A
SOUID (ErnployeslD)

@
First Name

62
Middle Initial

@
Last Name

@
SEN

62)
Agency

=ra

Index. | Append || fal | |14] | 4] | [»] | [If @) f [ g
Scan 6|6 ._—__ﬂ |< 4 b :.:M_ Undo {.ﬁ

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.

Some keywords are also Read Only
meaning they cannot be indexed.
Keywords that are Read Only are grayed
out. (The current solution does not
employ any Read Only keywords)

29
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11. Enter the[SOUID (Employee ID)]keyword.

Keywords

SOUID (EmployeelD)

10146668

= A

o

12. Hitting the TAB KEY will cause theto launch. This will make a query out to Active
Directory and pull back some of the keywords for indexing this document.

[ Keywords \

SOUID {(EmployeelD)
10146668

First Narme

= A

KURTIS

Middle Initial
A

Last Name
K&PFERER

SSN

Agency
DAS

Note: The ePAR number will default to@on all document types. The correct ePAR number and effective
date of the ePAR must also be added in order for the document to attach to the ePAR and be viewable

via the F10 function in ePAR. Do not attach an ePAR number to document that should not be viewed as
an ePAR attachment.

N 10.248.144.20 =10
~’  Home | Upload @ Help
h > & X A
. 7 = B A
Browse Acquire Upload Cancel Move Move Remove Ratate otate
Up Down ! Left  Right
import Upload Pages Transforms
4 Upload C:\Users\10146668\Desktopinewile3.txt
Document Type Group
e Ex: ‘ould not copy file: \\Dasonprocp0l\dip\ePAR\ePAR Extract-en-0000061570.pdf, the f.
[HR- E Ex: ould not copy file: \\Dasonprocp0l\dip\ePAR\ePAR Extract-en-0000061448.pdf, the £
Document Type Er: ould not copy file: \\Dasonprocp0l\dip\ePAR\ePAR Extract-en-0000061567.pdf, the f.
[Application C g = ould not copy file: \\Dasonprocp0l\dip\ePAR\ePAR Extract-en-0000061408.pdf, the f
& Ex: ould not copy file: \\Dasonprocp0l\dip\ePAR\ePAR Extract-en-0000061520.pdf, the f
File Type Exr: ould not copy file: \\DasonprocpOl\dip\ePAR\ePAR Extract-en-0000061652.pdf, the £
[Tet Report Format 2 = ould not copy file: \\Dasonprocp0l\dip\ePAR\ePAR Extract-en-0000061656.pdf, the f.
Document Date
[0211672016 ]
Keywords A
SSN
Agency
Agency 2
Agency 3
Location
€PAR Number
]
Options v
& Upload H X Cancel ]
< >

30
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13. When you have finished adding keywords, click thembutton to import the document into
the DMS.

[ - T VI
Ol

=’  Mome Document | Batchindesng | Image @ Help

e “ r/Y @ & 0

Stop  Configure Keyword  Detachyattach Indexing  Rescan  Inces and Ad
Panel Pariel Page ©

Indexing Bescan for R r
Indesing QA Review
Document Type . | Batch Nama: 10/21/2015 - MANAGER - %P(145)
| Apslication for Dissbilty - Emplayee Statement (ADM 4110} -]

[ ey | Unindexed Document | 1 Page

107212015

Keywords [ ol Application for Disability Leave Benefits PERSCNNEL OFFICE USE DMLY
Ei Statement it 1 =yt Srarmemoe: Scaned ¢ Do
SOUID (Ernployeell) ‘ mployes ] =
10186668 - [y S— PADET
. s Ll ]
First Name.
HURTES ]..u.n«. I
Middle Initial ==y T T T 13
- i) T v ] e T T T
Last Narne - .
KAPFERER ;
- - — e
Ty rmwmxm r.\.. e S
Agency e ];.. —
[as BE |
Index ln.--..n-n & [ | [ | ]| (el
| Sean b|c Wl [ ¥ W) || unda | Ay
Murnber of Llefl i » [Frsmmam sy [ s dre
1 Y " __
Statu Documents —
L3 Unindesed Document e Sowciy Tanprans lama o) Tt s ot

14. If the document indexed in the batch is the last document of that batch, the following prompt
may appear for the first time of the session.

Your changes to this batch have been saved, Once you leave, they cannot be undone,

Rewiew Batch Daone Indexing

15. If you would like to review the document once it has been index, the document will now reside
in the|Awaiting Commitjqueue. There will be processes run periodically to Auto-Commit these
documents. Based on the timing of the commits the batch could also be in the “Committed”

gueue. Additionally the document could also be retrieved via standard Document Retrieval or
Custom Query at this point.
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E—— @mewaes ==
Crbiane

@ e

e Haome Document Batch Processing
b o) : s
-~ 3 -
Filter Scan  Configure keyword | Refresh
ke Panel List ng
Configuration Browze Indexing

Status Queves
&y Awaiting Image Pracessing [0] Scan Queus Batch# | Batch Marme
I, Awaiting Bar Cade Processing (0] W W - W W
S Awaiting Ad Hoc Advanced Capture '], H Sean Quewe 145

o Awaiting Index [0]

Document

-~

Information

Batch Processing

Batch Processing

&) History 7 &

© Properties o

wage
O St
£ A Delete

Starta
Disaussion | @ Check Out

Adions

Rewsions

Send  Compase

Document

10/ELATNLS - MANAGER - %P

un&

Recamon

Sean Date Totsl Documents | to be Indexed
L] | |
10205 1010 A 1 L]

1] nn&

Yellow Post-it Redacion

Notes

Add/Modify Keywords

Status Queues o Batch Name: 10/21/2015 - MANAGER - %P(145) Number of Documents: 1 'z:'l‘_::;':,:':;mmw o Baee
& Awaiting Image Processin (DM 010)
F#,  Awaiting Bar Code Proce: Document: Dacniast
'Gg‘ Awaiting Ad Hoc Advanc | » {1} Application for Disabilty - Employee Staternent (ADM 4318) for KURTIS KAPFERER - 10146668 on 10/21/2015 Apphcation for Disabilty - Employee Statement
L (ADM 4319) for KURTIS KAPFERER - 10146468 on
s Awaiting Index (0] 10/212015
4. IndexIn Progress (1] Docemsst Dite
%  Awaiting Commit (1) [10/212015
¥ Committed Kewords =
Scan Queues 1| D ~
AGR Scan Queut (0] Application for Disabilty - Employee Statement (ADM 4310) for KURTIS KAPFERER - 1014666... | 1 Page | *0V% Emoloyeld)
DAS Scan Queue [1] o = 10146648
HRD Scan Queue [1) First Name
Applical for Disability L Benefits
Medicaid Scan Queue [0) !u'cv:u ity Loae KURS
OOD Scan Queue [0] S p— Middie Indtisl
i | E— races A
R il | Last Name
b = - i » KAPFERER |
= — — s
=
o b e e o W —— AQ‘"‘Y
1 I T 0AS [+]
r ¢PAR Number ﬂf
Swve Keywords
e T e
O S @20 e

UPLOADING DOCUMENTS INTO THE DMS FROM FILE DIRECTORY ON YOUR PC

32

1. Click on the|UgIoad Buttonl
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|

Home © el
Yy
- 0 @ s Erveiopes > -
AN N v B QueryMistery 2 . ~ s
Home Periomsl Fawoemes  Custom Retsiewl  Fie 2 pioss Jemputes
< Pages . Quenes Cabinets B My Check Outs Processing
Tovernes Oocument Wontiow tmaging
Custom Qoeries B Custom Query
Query
x
& Legacy Comversion Document
7 Query Al Documents by ePAR
M Query A3 Documents for a Use
Phease sebect » custom query to run.
1
Home Upload @ Heip
i ]
-
= x [ E : :
. Cancel || Move &
Import Uplosd Fages Transtorms
Decument Type Group.
<Al n
Document Type
File Type
Docurnent Dite
01,05/2016
Keyegeds [ gl
Optees ¥
8 Upiced 2, Cancel | 1

3. Browse and select theldocumengthat you want to import.
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—
@ @| |\ « DMSProject » TRAINING MANUAL v | 45 ||| Search TRAINING MANUAL

)

- -
Organize ¥ New folder =~ 0 @
1| Recent Places 4 Name : Date
T %] DAS Training Manual 12 21 15 Hyland.docx  12/29
4 Libraries Rt :
B Dsciniss — @ Training Manual 1.docx 12/31
Jﬁ s | @) Training Manual 2.docx 1/} 2
_us:c @ Training Manual.docx 12/31
=] Pictures
u ¥ videos
1% Computer
&, osDisk (C:)
&% DVD RW Drive (D:) 071108_1524
5# hrd (\\s.dasdesktop.isi.oitfs.ohio.gov\DASShar¢
¥ 10041584 (\\s.dasdesktop.isi.oitfs.ohio.gov\DA!
S library (\\s.dasdesktop.isi.oitfs.ohio.govADASSk
5 cert (\\s.dasdesktop.isi.oitfs.ohio.gov\DASShar
8 DASShares (\\s.dasdesktop.isi.oitfs.ohio.qov) ) ~ < UL} | »
File name: Training Manual 2.docx [ AllFiles (9 -
[I Open |v]l [ Cancel ]

4. Click[Open)

= Heme | upioag @ rep
- &~
i = = x (=] (=]
Browi, Uplsad  Cancel L

st Upload Pages Tramatoemy

B % 0-

HR - Personnel Actions (ePAR) l HOME | BMSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVEW  VIEW

- X

PAR Attachment [- ] Y o [[CobritBegy) -ju -[ A" W | A3 [ TGS [ | B Y || aapocoor] asebcox AaBbC

“':“*-", BrY -k x| -4 B = | &-m. || 10oma
(M8 Weed Document

= — ipboara & § Fent & Pasagraph

L0828 - L T . 1 i F i 3 f f . s

Keywards oA g

Heading 1 |5

5l Edning

e

= Ohio DAS DMS Training

Apence & 4 3 Office of
S,i al l Information Technology

“ GlobalServices  Sorvica - Suppont - Solutions
Agency 3
Location 7
ePAR Number
Ratention Status 3
Category |

=l Login Credentials:
" [ Userraeme | |

Opticns. - [ Password | |

= Upiead H N, Comcel |

HFind -
i Replace
[ Select -

Select thelDocument Type Group]and[Document Type.]ThelFiIe Txgg]will auto populate.
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6. Enter the|Keywords) Keywords highlighted in RED must be filled out.

e
=’ Home Uplead @ Help
- Y x [y o
) = = [ [
Breme ¢ Uplead Caneel | b
Import Uploasd Fages Transforms

Decument Type Group H

7
[HA - Parsonnel Actions (sPAR) F HOME | INSERT  DESIGN  PAGELAYOUT — REFERENCES — MAILNGS  REVEW  VIEW
[Decurnent Type

1 % . s a b= =y e Find =
[eP AR Attachment | ) o CalibiiBody) - |11 ~| A" A |Aa~ |G|z~ iz - - |28 5 AaBbCcy | AaBbCoDe AaBhCi
File Type Paite "r' BT U-axw x| fH-%-4- t A - -

e Replace
B Sebect -
Styles - Editing -~

mal | THoSpac. Hesdingl
M5 Word Document

ipboard Fan 5 Paraganh
Gecumnt Date Clipboard . ont arageap
01,05/2016 gl e T i i i F i a \ . \ [ PRREE R

Keyweeds wr B
SOUID (EmployesiD) i
DO000001 - Confidential
Fiest Mare.
aHIg|

Mackelle Initial
[]

Last Marne
TRARING

b Ohio DAS DMS Training

Agency

o .

g - : h] Ofee of

:5 , d | ~ Hylal Id O (DAs IMurrrTalionTEchnDhg)'
- ClobalSendices  Service - Support - Solutions

Agenty 3

Locaticn

ePAR Humber
000002

Retention Status 7

Category
HIRE - REHIRE [ - Login Credentials:

" Username
Optices - Pasward

A Viewer ePAR Attachment for OHIO

Document | Viewer

Document Type

Atacheent Intormation Adions

file Ty €PAR Attachment for OHIO TRAINING - 00000001 on 1/5/2016 11 Page
Ms Word Document [

?
Document Date
iy HOME | INSERT  DESGN  PAGELAYOUT  REFERENCES  MALINGS  REVEW  VEW

(s Caiibri (Body) -[11 ~| A A7 | Aa~

==l Mrnd -
* AaBbCcDC. AaBbCeDc AaBbC: AaBbCc

25 Replace

vt mox g B-P-A-
SOUID (Employee - ¥ o &
2000000

L Clipboard 15 Font

NoSpac.. Hesding]l  Heading2 2
Sebect *

Patagraph stytes 2| Editng -

First Name. v srereTv | 2 » " . s s N

OHIO

Middie Initial

)

Last Name

TRAINING

SN

Agency
0AS

= Ohio DAS DMS Training

Agency 3

~ = Hyland OhiPAS

PAR Number GlobalServices  Service - Support - Solutions
00000002

ofice of
Information Technology

Retention Status

Compory

HIRE - REHIRE Cg

Optons v
L § A
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INDEXING A DOCUMENT FROM OAKS
Documents can be automatically indexed by performing the following steps:

1. Within the DMS solution, from the upload screen, drag and drop a document into the Unity
Client preview pane.

2. Then open the OAKS page where you need to retrieve data from,

3. Then hit the F8 Button to index the document

Note to HRD: When adding documents please pay close attention to if the documents belong to a DMS
user or a non-DMS user. For non-DMS agencies, use the paper clip while in OAKS, for DMS users use F8.

Entered By: ADRIANNEJ ETT  Entered On: 10142015 §22AM Document Status: System Update  Workiow Diver F1Eidd
Updated BY:  cymisTINA CARLESKIUPGated On: 101142015 9:48AM  Sub Status: Completed Additiongl lnfo

Action/Reason Selection

CCDASD16260 SFVR. T WALTERS
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After the F8 button has been clicked, the OnBase screen will appear (darkened area in the screen shot

below) with a pop up window that asks the end user to select a Document Type for the document that’s

getting uploaded.

Note: If the uploaded document is an ePAR attachment, the ePAR number must be indexed to associate

the attachment(s) with the ePAR.

Emlaqed By:  ADFAAMME J ETT Entefed Of:  OTO/2015 336PW  Dodimant]
Updaited BY:  yupeooy ywaLTER UPalsd O 0722015 7-364M  Seb Slatu

" acnanReason Seleciion

Endinternal intemnm due 10 G adustment

16PAR - AchonReasen (Display Onty v | Go |

37

new doo fOr &N epAT

Apghcation for Disabibty - Employes Staternent (ADM 4310}
Apghcation for Disabikity - Employee Statement (ADR 4310}

Background Check & Limited Tax Wanver
Benefit Refunds

C+4

B

=]

Cotified Litter - Acknowbedgemaent of Appesl - T Day Leter
Change of fuddress Cards.
Childbuthy/Adaptson
Commaon Pless Motfication
Common Pleas Order

Decision Legter

Deferred Cornpaniation

DHO/SHO Drders

Direct Deposit Forms.
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After the document has been indexed with the document type, many (not all) of the index values will be

automatically populated (see screen shot below). Index values with Red Font are mandatory and need to
be filled in before the document can be uploaded. Once the end user validates that the data is accurate,

then click on the upload button and the document will be uploaded into OnBase.

\d
-

L3 B i P - @ 0 X [0 v 3 FUE] @lbwpebecwd © Suphecerd o AdiCommws. [101121 § ~ [P

s o |

Deternd By: Attt 2 €17 Dotered OF 1004000 2200 Statan
DNate B, cuoieTiis DaR: £ VPE0NE O 10/A00 1S S48 Tub Slaten:

CODADN20 OVR T WALTERS

1EPAK  ActiowResson (eplas Orly »
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DOCUMENT RETRIEVAL, VIEWING AND UPDATING KEYWORDS

RETRIEVING A DOCUMENT FROM DMS
You can retrieve documents from DMSs. For this example we will retrieve the document we indexed in
the last example.

39

1

i
i

2. From thel ’

Document Retrieval|pane select abocument Type Groudfrom the dropdown menu.

On the Home tab, click

Betooe

- Trcioper M Cocument Hanse > s — -
a s P 2 [ 8 >
rowtns | ot PR fown Uplsad Trmgistss  Mabse  Wedfiow

o b

Sean Barch

ocesing

ol Ml Wik -

Document Types and Groups ™ A
[HR - FMLA/Medical B
<Al

HR. - Administrative

HR - FMLAMedical

HR - Payroll and Benefits

HF. - Personnel Actions (ePAR)

HR - Workflow Process Documents
HRD Legacy Docurnents
Systern Docurments

.

Note: After selecting a Document Type Group, DMS automatically filters the available Document
Types in the Document Type drop-down list.

Select the[ Document Type(s)lhat corresponds to the document to be retrieved. To select
multiple document types hold down the Ctrl key while selecting document types with your
mouse.

Document Types and Groups = A

HR - FMLA/Medical

-]

Accident orIliness Form

ADA,

Adjudication Order

Agency Disability Questionnaire

Application for Disabilty - Employee Statement (ADM 4310)
Application for Disabilty - Employer Statement (ADM 4312)
C+84

Ca6

c-9

Certified Letter - Acknowledgement of Appeal - 7 Day Letter
Childbirth/Adoption

Cammann Pleas Natificatinn

gl
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4. From the Keyword and Date Range dialog, enter either aand/or ente

values for one or more of the keywords related to the Document Type(s) being retrieved.

Keywords and Date Range

™ A

From

First Name
KURTIS

Middle Initial

Last Name
KAPFERER

SSN

SOUID (EmployeelD)

BLE] Bl

(=]

-]

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. Users must enter at least one keyword in the search

criteria.

1. If using a date range, the calendar drop down may be utilized rather than entering
in a date. By using the heading of the calendar, you can scroll through past months
and even years.

4

Su

4
11
8
5

-

October, 2015 r
Mo Tu We Th Fr 3a
12 3

5 67 8 810
12 13 14 15 16 17
19 20[21] 22 23 24
26 27 28 20 30 31

1 2013 >

Jan Feb  Mar Apr

May  Jun Ul Aug

Sep - Oct  MNov  Dec
I' | |Today: 10/14/2013

[Jreday: 1042172015

* 2010-2019 »

2010 2011 2012

2013 2014 2015 2016

2017 2018 20129

[ |Today: 10/14/2013

4 2000-2099 »
2000-  2010- 2020-
2009 2019 2029

2030- 2040- 2050- 2060-

2039 2043 2053 2069

2070- 2080- 2030-

2079 2089 2059

[ |Today: 10/14/2013

2300-

2399

2700-

2793

[ JToday: 10/14/2013

2000-29399 »

2100-
2199

2200-
2299

2400-
2459

2500-
2559 2659
2800-
2859

2500~
2559
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2. If more than one of the same keyword is to be searched on at the same time, the F6
Key can be pressed from within the keyword that would need to be duplicated. Use
the AND/OR operator to determine how the search would be conducted. In the
screenshot below | have added

Keywords and Date Range = A

From . T.:.l -| [

First Narme E]
KURTIS

Middle Initial =

Last Name E]
KAPFERER [ And |

Last Marme @
KaPF*

SSN (=

3. If the keyword set is to be cleared, use the icon.

5. Click theutton once the date range and/or keywords have been entered.

Application Menu.
Accass halp, options,
TERRAANG, A

adesiniaion

Dosument Retrieval

B Search Resuls

Document Types and Groups

HR - Ay

Prsition Description (Emp. File)

Pre-Empioyment Packer

Training, Education Documents

‘Witten Repremands
Keywords and Date Range
from | | T8
SOUID (EmployedD)
0148451

st Mame
Magcie Initial
Last Name.
55N

Agency
Full Tt Sanrch

Search Teat &

¥ Wote Search

@, Tt Search

L S

o,
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All documents that match the search criteria are displayed in a|Search Results]list.
K

_

-
Orfune
=" | Home Document
& o 2 ) s [} Envelopes £ Document Handle Y — = (s
(N - =4 BB By ey History = ﬁ a ~ L
Home Personal Favorites Custom  Retrieval File Forms  Upload Templates Mailbox Workflow Batch Batch
. . 2 Gueries Cabinets 01 My Check Quts Seanning  Processing
Favorites Documents Create Intemal Mail | Workflow Imaging
i Document Retrieval Search Results: 1 Document(s)
Document Types and Groups & Q
[HR - FMLAMedical -] = Type Date
] m] . 0 . m|
Adjudication Order H 0 o o) FETTETT J
.\!gency Dliablllty Questionnaire (] Application for Disabilty - Employee Statement (ADM 4310) for KURTIS ?r?’\ppllé:'::gtaz n':::ll[gD-M 107212015
e e KAPFERER - 10146668 on 10/21/2015
Application for Disabilty - Employee Staternent (ADM 4310) 4310
Application for Disabilty - Employer Statement (ADM 4312)
C+B4
L1}
c-9 ‘E
Keywords and Date Range [ gl
From | To | &
First Name = ﬂ
KURTLS
Middle Initial [=] I
Last Name =
KAPFERER | And |
Last Narne L=
WADEY
Note:

For Disability, when searching for claims by claim number, make sure you add an * before
the number in case there are claims residing in OnBase that contain a claim number with
leading O (FileNet required this to be done and when the FileNet documents were converted
to OnBase, the claim numbers contained additional digit(s)).
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RETRIEVE A DOCUMENT FROM DMS WHILE IN OAKS
Navigate to the OAKS ePAR screen as shown below.

Entered By:  ADRIANNE J ETT Entered On: 1011472015 8:22AM

Updated BY: cymiSTINA CARLESKIUPGated On: 1011422015 9'43AM Sub Status: Completed

" Action/Reason Selection

CCDASD16260 SPVR: T WALTERS

I 1.6PAR - Action/Reason (Dispiay Only v |- Go:- !

Click on F10 and the screen shot below will appear, double click on the document link to retrieve the
document.

-~ > haeni) |
@wnn '\
Start s
Oimw e D
Aamcs

Krpoorm  Crom Sererentes Dunmuon:

Updated br:  yagrmaawacren |

[Name [Ty

LR

DMK - Diks Chargge Cumint Binpluyre -mt-u:o-n,
Employee

oo (.
§tfective Date €/2)/01% COXIIRES - DATA CHANGE - O1A
CANCEL INTERNAL TENPORARY
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VIEWING A DOCUMENT IN DMS

Double-clicking on a document will open the document in a new window with thtab and

ribbon displayed.

— s Wigwer Application for Disabilty - Employee Staternent (ADM 4310) for KURTIS KAPFERER - 10146668 on 10/21/2015
Orliase,
s _ — & 2 —
P ,,_\-u ™ - Revisions : p £ Re-Index rs ’ i
Lg = &) History - . A Delete = HRD - 1=
Kevwords  Cross-References Discussions . send  Compose Starta . Wiews Notes Redaction Yellow FostIt
| @O Froperties To- Document Discussion [B3Check Out List
| Infarmation Actions Motes

Application for Disabilty - Employee Statement (ADM 4310) for KURTIS KAPFERER - 10146668 on 10/21/2015

Application for Disability Leave Benefits PERSONNEL OFFICE USE ONLY

Employee Statement Date Employee’s Statement Recaived m Office
{Date Stamp Pre‘ermea)

Please read instructions on page 1 of the application
bafare completing this applicaticn

[Employee Name Bate ol Giih Tate of Ohe User @]
Address Street City State Zip

Telephone (area code)  Home ( ] Work [ ) Cell ( )

Fmau

Fgency Job Title

[Date accident or iiness began Dale became disabled Date last worked Date of first treatment

[Date of most recent reatment Date of next appointment with physician(s)

|Dcs|: ribe your disabiiity

[Was disability due to an mjury? |H yes, date of injury How and where did accident happen?

-]

FAGE1

The State of Ohio DMS solution for Personnel Records solution will commonly utilize the following

buttons on the Document tab:

M Keywords displays the Add/Modify Keywords pane in the task
< pane. From this pane a user can view keyword values.
Eeywrords
AN View documents that are related to the current document.
b

Cross-References | The same document will always be returned with the result set.

&5 History View document history

€ Froperties View advanced properties of the current document

44
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Send To displays many options. This option will be used to create
i new documents, send internal mail, creating files, printing, and

A sending documents to an envelope.
To =
When using the Send To with saving a file, saving the file name will
not save the file to the file location. To make sure the file is actually

saved, click the large button.

Sawe

VIEW/ADD/MODIFY KEYWORDS ON A DOCUMENT IN DMS

While viewing a document in DMS, users can utilize the[Add/Modify Keywords]pane to view and make
changes to keywords. If changes are needed for the document type, see Re-Index keywords below.

1. While viewing a document click on theMbutton on the Document tab to view the
Add/Modify Keywords pane. Click Save Keywords if modification are made to keywords.
Note: all required keywords in RED must have a value before the system will allow the user to
save the keywords.

Viewer  Bpgliten Tos Disubiky - Emplinate Staterment (A0 310 For KLIRTTS KAPFERER - LOLSEEE en L/TLITOLS )
Digrent g 0 tele
LY == Bbtions A0 g vt E = f
A ~
B S @)nitar = c K oause - mb 1 - ~H
Rt 1 Sand ¢l 5 Start W g P Hi ] - |
ORRRERENCEL CAEMIRNE fy progerties | oo pembact Disrsen [BChed 0| i tbion R el Pare 1t

Irdormatin Actiant

Dacument Type

45

m.“—ﬁ_av r-..-..a.-.--.-a—u..u

[ == e o g ot o e ¢
o e

Temvrw e

- ity Laave e #gpn.-:;-::nﬁar:lmhn].-- Ermgloyes Shabemant
Applicat Disa Bomallia (AT 4310
Ermpiores Binkment e
e o, B Dacument
::......:..;:-1.-.-_4..-.- ol 4 Apphutdn far Daabety - Ervgligest Tateenl
——— e CADR 41105 foor KURTIS KARF[REE - 100186540 an
— |==n-pi—[mnu=m— 1T128E
— - = - Decument Dats
W
—— - — = = L
_— Finpeands
fomei = SOUID Eenpbayly
———rr—— r._..-..-_.. r—p—— e —— Lagddien
T [ o el i - e Furst Mume
| — —— 5 KURTE

Mol featesd
A

Lark Ry
FAPFERER

e

Agancy
LTAS
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RE-INDEX DOCUMENT TYPE AND KEYWORDS ON A DOCUMENT IN DMS

Keywords and the Document Type can be updated or changed by utilizing the Re-Index button in the
actions section of the document tab.

1. Clicking the button from the Document tab will dlsplay the Re-Index pane to appear

% X e 0
b Q mm -hIV [ ﬂ T 2 = 1 B
Expwordi  Crodd-Referended  Disoassions n! , ifg:‘ Lompoit Mn';r jmikm Wigw Noles Redaction Redaction = Delele  Privady

Information | Artions Hates
ePAR - Data Change Current Employee for KELSI BURRIER - 10042912: Effective Dates 12/17/2015 - 0000097701 -... | 1 Page

pley
[poF [-]

Document Date
[127172m8 -]

Keywords s oa
SOUID [EmployesiD)
1042912

First Mame
KELSI

Middle Initial
)

Last Mame
ELIRFIER

Personnel Actions Request

{

i
B[E[5[8
HH0
!

2. Make changes to the keywords and clic button to save the changes.
Note: all required keywords in RED must have a value before the system will allow the user to
save the keywords.
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CROSS REFERENCED DOCUMENTS

Cross references can be created for documents to create links between related documents. In The State
of Ohio DMS solution 2 examples of this could be ePARs and their attachments as well as ePerformance
documents and attachments. The solution is configured for what are known as circular cross references.
This means that you can cross reference ePAR attachments from ePARs and vice versa. The way to view
a documents’ cross referenced documents is to click on the cross references button in the ribbon on a
document you are viewing. On the right hand side a panel will open up showing you documents which
share a common ePAR/ePerformance number. The picture below illustrates this. Also note in the cross
references pane that there are icons for Keywords, Notes, and Cross References. You are also able to

toggle between each of these views from this area of the pane.

~, " TeksTools ePAR- Data Change Current Employee for ANGELA FLEMING - 10022726: Effective Date: 6/14/2015 - 000.. L= [ o TN
2{ @ rep
s N Revtalont 4 Re-index ;
& s : = e £ 5 : % 't
v ~ gD History v K Detete — L
ds  Cross-Ref 8 Send G Stant J View Not Oeiete  Priva
Keywords Cross-Referendes Discussions O Fop e D&mm cnwm:m B Check Ot ltv:m o4 : Oeidte  Srivac
Information Actsons Notey
ePAR - Data Change Current Employee for ANGELA FLEMING - 10022726: Effective Date: 6/14/2015 -.. | 1 Page
: " _§ Document Type
PAR - Data Change Cuerent Employee
. BE 00 A s
OhiDAS €PAR - Data Change Current Employee for ANGELA
T ( QQEs) Personnel Actions Request FLEMING - 10022726¢ Effective Date: 6/14/2015 -
[y — s 0000113012 - DATA CHANGE - DTA -
. | TN 1 PROBATIONARY PERIOD EXTENSION
Ay Svacn or warr . =3 Cogmny i :
Peom A5 000 Jruran Tasiarto Dvwrbon Py i " e —————————————— 2~  pm—rn,
To PAza1 900 TR Dsn r— g f 'co Name Type Date
PAR Attachement for ePAR
| ) i e e | () L [ |
ANGELA FLEMING - Attachmen 1113/,
e pr — i . 10022726 on E/I/2015 ¢
[ L7 ! SNt
DTA - Dita Chnge | e e e
I oty
FCOASZINTSE SPWe ) rignt
Eﬂ” P S0y
_u-ancn- st coy wornat Nan Cept 0 ": segunt| Bumeg | perm e Temp "":.:"" Cont St
o [ oA L % L wo ] o] ] e m‘mu T '_$_'u 0 [ e Tos e
F T 1 = S Tatviae T 0 — i o e
o6 Coce Tee )06 Cace Grace e POTAL RATE
wcguu!»gv 43803 03 ) J287
> T I ) ) 2257
] S Anees Shengn beoes 1 Semvarins Somp St |
o ANGYTY 23 210 24 3
e ANAS, ¥ %32 219 24 NN
P INGNTY L5 L0 I: Lr ]
NAS 132 50 230 1233
0 S A 1 PLSA Tt 1 rgt Cuts Nty T M Cooe
) T Sacmetigoe | L) 1 e
.5‘
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RETRIEVING A DOCUMENT USING DMS FOLDERS

DMS 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 DMS. 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 State of Ohio DMS solution for Personnel Records solution includes several folders:

=)

=L HR - Personnel Records
=-{Z7] Employee Personnel File
=7 Administrative

=L FMLA/Medical
--{£7] Disability
D) Claime
.7 Workers Compensation
-] Payroll & Benefits

=-{.7] Personnel Actions

For this example we will retrieve documents through the Folders interface.

VIEWING FILE CABINETS AND FOLDERS

1. To access DMS folders, select the|File Cabinetsjbutton on the Documents ribbon.
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2. The Browse Folders and File Cabinets layout displays all available file cabinets and folders.

Thedisplays the available Folders.

o
~ Mome | fade | Dotumere Qo
B e Bt
G (23 & & g
% ¥ @repitin —

B FoMor Troo

HR AUl Persanee Fies -]
AcE
ACR
bR
com
\ DAS
Lo
DMH
DOK
vRC

s
wu
GOV

HEA
< L)

E Docaments

Posce wibect a docuement.

B Retoted Foiders

B O folders

3. Expanding the HR folder, then expanding HR — Personal Records allows you to see the
personnel files for State employees.

o~ Onbiaze (Onbezelial) - B x
Gt
~’  Home | Folder | Detumers © eip
J L G minen == B ¢ &
_d% ! ¢ Qecpemies | Y~ £ £
Find  #ine i Keywerds Sund Motes e e a T
To- Hote e Booem
Find L ormaten Ao Hotes a0d Bookmaks
| B Foldes Tree & Document
VBN, LEXUE - 1UL3s00e i

ROZINSON, YOLANDA - 10038135
| RUST, DAVIZ - 1000000
RUST, DAVID - 10081564
SCHMIDT, AMY - 1645017
SCHUSTER, JESSICA - 10057296
.
Admmnatative
[}naawmmcmwm.wny l
Payroll & Benefiis
Perzandl Acticnz
SPRINGER, LISA - 10112611
STEENROD, SCOTT - 10093992 |
S7CZERBACKI AIMEE - 10083510 !

Plerze select a document,

B Retated Foiders

B Cnid Folders
Note: The list of subfolders in the Personnel Record will differ based on what document types are added.
Folders are auto created when a document is added to the DMS that belongs in that folder.
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4. Select KAPFERER, KURTIS --> FMLA/Medical --> Disability. The folders displayed under each
county represent the different Disability claims made during Kurtis’s tenure with the company.

!'- Folder Tree

4 HR.
4 HF. - Personnel Records

] KAPFERER, KURTIS - 10146668

Adrministrative

4 FrALA M edical

- Disability

Clairm Mo 111111
Clairm Mo, 1112232

Records Managerment

5. Select one of the|Claim foldersjto list the documents contained within it in the Documents Pane

(beneath the Folder Tree).

Fi. Folder Tree

HR - Persannel Records
FAPFERER, KURTIS - 10146668
Adrministrative
FhALL BAedical
Disability
I Clairn Mo.: 111111'
Clairn Mo 111222

Recards MManagerment

E Selected 1 of 1 Document(s)

Icon Marme
[m] (=]

Application for Disabilty - Employee Staterment (S0
FAPFERER - 10146668 on 10/21/2015
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6. Selecting a documentin thelDocument Eang]opens the document in the Document viewer

CusTo

pane in the center of the screen.

F& Folder Tree A

Fl HR
4 HR - Personnel Records
4 KAPFERER, KURTIS - 10146668
Administrative
] FMLA/Medical
4 Disability
Clairn Mo.: 111111
Clairn Mao.: 111222

Records Management

B selected 1 of 1 Document{s)

|
Icon

L] L]
Application for Disabilty - Employee Staternent (A0
{APFERER - 10146668 on 10/21/2015

Marme

M QUERIES

Document

Application for Disabilty - Employee Statement (ADM 4310) for KURTIS KAPFERER - 10146668 on 10/21/2015
| ——

(61HLLLS

et Gogheres

RS \

D°<-:y'-‘ Agpoien
ofheT hoolication &e Disebliy-
Erplansa Steduant (ROR 4G4

C\hﬂ\& I | \\\N\

Custom Queries are predefined searches that allow users to quickly search for commonly queried

documents based off specific keywords.

Navigat

51

eto thetustom guerieslmenu.

— Home Folder Document Image
'.-\ Q. AN s [ Envelopes 2 pocument Handle h N
N — a8 %4 Query History -
Home Personal Favorites Custom | Retrieval File . Forms Upload Templates
v Page « B Queries Cabinets [~@ My Check Outs
Favorites Documents Create
B Foldor Tree custom Queres cul+ Q) [
4 J HR Retrieve and view documents ication for Disabilty - Employee Statement (ADM 4310} fc
4 HR - Personnel Recor using pre-conflgured search S
criteria,
4 | KAPFERER KURTIL ="

Administrative

la el 2 1.9 '
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The Custom Queries window opens. Custom Queries can be easily designed and added should future

needs require them.

= Hame 0""91
" - ﬁ [ - Y ] N x
= (2 5 rros— s = =
Home  Feisonsl  Favoml Custam  Retnevl Fie - F Ugisad  Tempimer o
T TRore e Qumes o Camimat Sy Cheddus - Prrcring
Favcerte Danumenly Creats Werkllow Imaging

™

Cusiom Quernes [ Cuery AN Docaments jar a User

Suery Ervier thoe users State of Ohio User 1D (SOUIDL or First and Last Mame o return a kst of all documents: stored in the DMS for that user,
=
SOUID (Empleyeelll)
% Legacy Comemaion Document
Furct Hama

&% Quory Al Document by ffAR

Lt Barre
hmuhmh-w
T

Select a Custom Query.

Enter in]10146668|as the SOUID to return all documents

fe Cuery All Decumsents for o User

Enter the wsers State of Ohic User ID (S0UID), or First and Last Mame, to refurn a kst of all docurments stared in the DBS for that wuser.

SOUID (EmployeslD)
10046658

Last Mamne

55N

Clear I Seach I.

Selectmto execute the query search
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1.

Select document to be redacted by double clicking on it in the retrieval list.

Query Al Documentsfora ser ~ x

Ican

(=]

SOUID (ErnployeelD)
L]

10146668

10146668

10146668

10145668

10146668

10146668

10146668

10146668

First Marne

L]

KURTIS

KURTIS

KURTIS

KURTIS

KURTIS

KURTIS

KURTIS

KURTIS

hliddle Initial

(=]

Last Matme

m] -

KAPFERER

KAPFERER

KAPFERER

KAPFERER

KAPFERER

KAPFERER

KAPFERER

KAPFERER

Agency

L]

D&s

DAS

Das

D&S

DAS

DS

D&S

DS

Docurment Marme

[m] -

Application for Disabilty -
Ermployee Staternent (ADR
4310 for KURTIS KAPFERER -
10146668 on 10/21/2015

Application for Disabilty -
Ermployee Staternent (A0
4210; for KURTIS KAPFERER -
10146668 on 10/21,/2015

Application for Disabilty -
Ernployer Staternent (S0R
4312) for KURTIS KAPFERER -
10146668 on 10/21/2015

Background Check & Limited
Tax Waiver for KURTIS
KAPFERER. - 10146668 on
1042172015

Fosition Description (Ernp. File)
for KURTIS KAPFERER. -
10146668 on 10/21/2015

Pre-Ernployrment Packet for
KURTIS KAPFERER. - 10146668
on 102152015

Salary Continuation Request/
Extension for KURTIS KAPFERER
- 10146668 on 10/21,/2015

Supplerental Report -
Employee Staternent (40h
4311) for - KURTIS KAPFERER -
10146668 on 10/21/2015
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Printing, Email or Saving to File from the OnBase Unity Client
1. Printing, emailing or saving to a file can be accessed through the{Send To|button dropdown on

the Document tool bar.

S kT | Viewss
""" Document | Tasks | Text ;

\

Keywords Cross-References Discussions

By, \ Revisions
#y A% o (]

&D History
o Properties
Information

Compose

Document

0o

Start a
Discussion

Actions

47 Re-Index

X Delete

['EI Check Out

Benefit Refunds for KURTIS KAPFERER - 10146668 on

2. Click the dropdown on the Send To button.

1 ﬁ[ £ Re-In
g X Delet

Compose
" Document Dlscussion (G Ched

& Print I

@ Mail Recipient (as Attachment)
Lws | Internal User

@ My Personal Page

B#  Tile Groups

[ Envelope
‘n Create New Document

H Fite

4» Document Separation

54

3. Printing — Select Print from the drop down to bring up the Print dialog box.
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Print

ﬁ Copies: 1%

Print
Print To...
./ 5endTo OneMote 2013 [redirected 3)
'ﬂ Printing Device
Printer Properti
A
Frint Format
’_ﬂ“"‘f < Default »

ings

Print &Il Pages
Print the entire document

Pages: i

Portrait Crientation

Mo Overlay

Grayscale

||| IS

Mote Options
Maone

E

Current Revision
Print the current revision

e,

Eest Fit Scaling
Fit the image to the page

Ly
It &

Job Settings

F@ Nane
o

a.l Select the Print To and find the printer you would like to print toil

b. Printing format can be left as default.

c. / Settings
i. Pages allows the user to select all pages, a single page or a range of pages to
print of a document
ii. The users can control orientation, overlays, grayscale, notes, revision, scaling
using the dropdown features under the Settings.
| iii. Click Print button to send pages to the printer. |
4. Email — Select Mail Recipient (as attachment) from the dropdown.
a. OnBase will open the default email client and attach document to a new email.
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5. Saving document to file — Select File from the dropdown will bring up the Send To File dialog

box.

Document 1 of 1:

“ Benefit Refunds for KURTIS

KAPFERER. - 10148668 on
Save

File Format of Attachment

Default/TIFF Format
Send file using the default file format

ettings

Send All Pages
Send the entire document

Pages:

o Maote Options
Maone

File Name:

Benefit Refunds for KURTIS KAPFERER - 101...

Directory:
ChUsersh 1074945 Desktop

Apply Settings to Subsequent Documents

Close

\| B

and Native Format.

a. File Format of Attachment — Drop down list provides several formats including PDF, TIFF

/b. Settings

document.

i. Pages - allows the user to select all pages or a range of pages to print of a

ii. Note options — allows the user to save with or without attached notes.
iii. File Name — allows users to change the default file name for document.

\ iv. Directory —allows users to change where the file will be saved.
| c. Click Save to save file to local or network share directory.l

\

J
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REDACTION OF A DOCUMENT

Before redacting a document, ensure that the document to be redacted is a TIFF image.
In the tasks tab click the[Convert Image for Redactiorlbutton if the document to be redacted is
a PDF or Word document. This action will convert the document into an image file that is

compatible with the redaction process.

Bacgroaind Chech B Limited Tax Waiss Tor MIKE SHAFFER - 10049450 on 1221205

B e 8 B Q @ k D CQ® wm - 5 B AT

Confidential - © 2015 Hyland Software, Inc.

3. Once the image file has been created, on the document tab click the{HRD - Redaction Button|
and draw a box around the area that is to be redacted.

Note: End users may see two HRD — Redaction buttons, the first button in the notes box is
reserved for frequently used note types. Either button for redaction can be selected.

[N

HRD -

Redaction

An example is shown below:

D Tasks mage. o
BV S A s ’n
e oo mn B v | b pesaen  wllowr ) o
s
MIKE SHAFFER - 10149451 on 12/21/2015 | 45 Pz
Logging into DMS =
The first step to testing the solution is to launch the DMS Unity Client and Log in.

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

View documents that are related (-]
to the current document. —
Confidential - © 2015 Hyland Software, Inc. |

lamin hacad An vanr ankivn diractan: rradantiale
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4. Once you release the mouse button the user will have the opportunity to make comments on

the redaction.

g |

icking t

MANAGER

h the /~ HRD - Redaction - 12/21/20.63

12/21/2015 4:09:23 PM

frest

5. Once the redactions on the document are completed on all pages, right click on an image in the

document and clic then clich Create New Redaction)

T

o

) oy £

|

It
=

XLnEECOI D

i

W o e

Keywords

View Motes List

Show [ Hide Notes in Viewer

Revisions / Renditions
Check Out

History
Cross-References
Compose Document
Discussions
Properties

Re-Index

Show Folder Locations

Delete Document

Scan More Pages

Send To

Workflow

| PAGED |

¥ | |
r \‘[:F_ View Existing Redactions

v,’ lCu-ate MNew Redaction
.‘-ﬁ

6. Click|Create Redaction jon the pop up to create the permanent redaction on the TIFF rendition.

Click delete redaction notes after creating to delete any note attached to the redaction.

Redaction Options

[] Delete Redaction Motes after Creating

[ ] Convert Redacted Image to Black and White

Create Redaction

Cancel
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7. To switch back to the original image that does not have the redaction click thebutton

in top right corner and double click theimage.

image fe foomae

I‘flw‘

S iy ==EE

Vernuos 8 Broucnd  Fie Type

Commamt
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SHARING DOCUMENTS WITH OTHER DMS USERS THROUGH ENVELOPES

1. Select the|Envelopes Button|on the Header Ribbon.

- Ol Dol ————1
o
— Qme
» > S8
®ie o # 8] 1 2 - -
I Poransl wioe bmww P omad Soapatns
o e Cotmets

The kil g $o¢ Trdetr Facens and QNICT wiery
Tha Ollase oy EE TS

OnBase Community

OnBasw users, experts and educatoes am pathered af the Vesetien in L
Vegas this week for Community LIVE, Hyland's annual eeer confotence
The show peovides attondess with woeld dass OnBase training while also
providing [T end bostaess managers the opportunity 1o sttesd strategy and
restrms [irocess plaszing aessions, hear customes saccmss stores aod mis
mcew. I ytru cant be thers, follow along eo social medis with the kastsy

: LIVE sel chock ot - G daddy show pots.

More Resources

Ui Maice s lyout my Home Page

U3 Reset Home Page

the manner that best

Loarn mo

60
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3. the envelope.

_ Please enter a name for the new envelope.

4. Click

5. Thhas now been created.
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You can now add documents that you want to share to your Envelope. Click on th

= Dol DellasaldT) o i
= Hemy Irsrizprs framrrd G
o x|
fami e bwes
L ..
s feem
Prom
b Mdarre 1 Ll
o et = L B

Go to Retrieval and retrieve your document. Select thethat you want to retrieve.

.
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= | g [ e
5 ——— & = 4
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¥ Hoir amab

| L - .

v22.17.16



7.

63

Right click on the file and select{Send Tojthen|{Envelope.|
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8.

Then select thelEnvelope)that you want to add the documents too and cliclAdd) When
go back to the envelope, the document has been added.

L

Tree

E[f

LA e bt
AN Lk

B T T

i i

A A et o LAY (R AR - 135 P o 1B

AP Aot o KILATY GALLACHEN - RIS o LSS (] e I fr—

S e e
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10.
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You can now share the documents with another DMS user. Right click on themand

select(Share Envelope)
T, T e tAmple e 0 ol
K e

e (BT it

Ll

Brerieps
Vrerings itmrs.
e e e - =
llqn‘—ﬂ'rﬁ TRARSC  FOT] e 1L S FLIEEr— T,
T

Lo Priem B

i

K

Select the other{DMS usedand click on the[Single Green Arrow)

Full Control

View Envelope

Add to Envelope
Remowve from Ermelope
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11. Click Ok.

10010875
10012641
10014456

5
[®][2][~][¥]

Note: You can grant permissions to users. If you add a user to the envelope they can access the envelope
through their DMS. They can also add documents to the envelope for collaboration.
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OUTLOOK INTEGRATION

1. In your Outlook client click on the[OnBase tab
Note: OnBase is not available in Outlook web client

5 s
HOME

SEMD / RECEIVE

FOLDER

Inbax - Kurtis.Kapferer@das.ohio.gov - Outlook

VIEW McAfee E-mail Scan

o *o@ ¢
. File Cabinets - -
Custom Document Upload Client Help Upload
Queries  Retrieval - from File
Document CnBase Create
4 Favorites Search Current Mailbox (Ctri+E) P - £ Reply (52 Reply 21l £} Forward
Inbax 43 Al Unread v Newest § Wed 12/30/2015 9:12 AM
o DAS Commu.. b DAS Communicatic
Rhodes Tower tur...  12/23/2015 B
sentltems Rhades Tower Rhodes Tower turnstiles a
Deleted Items 449 I
N N [+]
Carleski, Chris...
DAS [t | Post... 12/22/2015 1
4 Kurtis Kapferer@das.ohio.gov GDO;L:T:WM Mesage | THPAQ Rhodes Tower Tumsties
Inbox 43
Drafts [4] OIT Customer... Turnstiles are now operational
?:"g“f‘f"“““’ - LYyB/I5 The tumstiles recently installed in the Rhode
Sent ltems e Ll access badges across the top of the tumst
I Deleted Iterns 449 Herron Cath i
Clutter RE: DMSI- D'-y.ipjlri... LG Any iszues that gr'lse will be add ressn_aq as g
Junk Email Llooked that the strengthen security for tenants and visitars.
Outbox |  sanazine pa Antached is an FAQ fact sheet explaining th
2. The following will explain each button on the|OnBase tool bar|

a. Custom Queries — Custom queries can be access directly from the OnBase toolbar in
Outlook.
Note: For more complete information on Custom Queries please see the above
section named Custom Queries
i. Click the Custom Queries button to open a pop up window for OnBase
Custom Queries.

Custom
Queries
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ii. The popup window will allow you to select the custom query need and
perform the search.

P
B Custom Queries - = X

Custom Queries E Query All Documents for a User

Enter the users State of Ohio User ID (SOUID), or First and Last Name, to return a list of all documents stored in
the DMS for that user.

ﬁ Legacy Conversion Document S0UID (EmployeelD)

First Name

g Query all Disability documents

Last N
@% Query All Documents by ePAR STl

ﬂ Query All Documents for a Use

\'fn" SYSADM Verification Reports ¢

% Test

b. Document Retrieval — The Document Retrieval screen can be accessed directly from
the OnBase toolbar in your Outlook client.
Note: For more complete information on Document Retrieval please see the above
section named Retrieving a Document from DMS
i. Click the Document Retrieval button to open a popup window for OnBase
Document Retrieval.

%
Document
Retrieval
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ii. The popup window will allow you to select the document types and enter
the search criteria to perform the search.

BB Fetrieal _ - » |
2 _ Document Ketreval Search Results: 100 2 Document{s) Selected
Decurnent Types and Groups = & N |
-HR - Parsonnel Actions [ePAR) ' leon Mame Type Date
 ePAR-Datach Cument Emplayes l & = - .
- it |
- ¢PAR - Data Change Current Employee for DAVID GORMAN - 1000008 o
PAR - Deciplne Effective Date 12/16/2014 - 0000085860 - DATA CHANGE - REC - RECALL 51 nge Curent 5 pidyaii
ePAR - Hire-Rehire FROM SUSPENSION ployee
PAR - Terrninati «PAR - Data Change Current Employee for DAVID GORMAN - 10000051:
‘ = Effective Date: 12/28/2014 - DO0D0B6T24 - DATA CHANGE - DTA - STATYs PR - Data Change Current 4 5 00y
ePAR Artachrent Employes
- CIVIL SERVICE
Otther Personnel Action
Keypwords and Date Range ™ A
From | - | Tol | m
SOUID (EmployesaD) Z
10000051
Midelle Initial =
Last Marme ;
Agency %
Agency To E
hgency 2 =
Agency 3 L= [~]
Full Text Search oA
Sesrch Text: G
L
T Note Search
;s“_ Taxt Search
(«f ] o
[ Find Document Yiewer L]

c. File Cabinets — The File Cabinets screen can be accessed directly from the OnBase
toolbar in your Outlook client.
Note: For more complete information on File Cabinets please see the above section
named Viewing File Cabinets and Folders
i. Click the File Cabinets button to open a popup window for OnBase File
Cabinets.

& File Cabinets
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ii. The popup window will allow you to navigate through the folder levels to

find documents.

1= 0 5 Tasks Tools
= Falder Document Tasks
| _8, gyl History ﬁ
& g>
L% W @ Properties
Find | Filter Template Keywaords Send
To~
Find Information Actions

th Folder Tree

| HR
4 | HR - All Personnel Files
4 | AGE
I | GULLEY, TIA - 10044665
4 | HOBBS, MATTHEW - 10002047
4 | Personnel Actions
4 | TERMINATION

I N ER

Motes Mew Delete Go To
MNote Mote  Bookmark

Naotes and Bookmarks

| 0000044396 - TER - RESIGNATION - Effective Date: 3/8/2014

. AGR
| BOR
. COM
| DAS
. DEV
| DMH
. DOH
| DRC
. DYS
| EDU
IFS

B Selected 1 of 2 Document(s)

Icon Mame

L] L]

&

Type
[w]

ePAR - Termination for MATTHEW HOBBS - 10002047: Effective Date:
3/8/2014 - 0000044396 - TERMINATION - TER - RESIGNATION

ePAR Attachment for MATTHEW HOBBS - 10002047 on 3/8/2014

ePAR - T

File Cabinets
I ) View Hol
CE & Remove |
Post  Place
Event Hold

Records Management

Document

ePAR - Termination fol

OLiAS

Human Resources Divisian

PAR # Emmﬁs
Fn
EMPLID
0002047

[TER - Termination

Effective Date Last D=y

(=) Wi | w0 1
H B |oma| 3

ePAR Attachment

st FRelated Folders

Child Folders

From: Medicai
[z Madicai
From
Too
STD HRS (DAKS)
a0

d. Upload —This button will allow the user to upload emails and attachments directly

into OnBase.

i. Clicking the Upload button open a popup window with upload dialog.

Upload

Ihv'
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Select the email]to be uploaded into OnBase

| Seanch Current Mailbox (Tl -E) 2 =

Al Unread © Hewest 4
DAS CommiL. B
RAhodes Tower tur... 1272372015 |
Rhodes Tower |
Carleski, Chis...

DAS Intemnal Post..  12/23/2015
Geod Marming:

OIT Customer..,

Daily Operations .. 13/ I22M5
Thie Daily

Herron, Cathy B

RE: [XM5 - Disciphl... 13772015
[looked that the

Magazine, Pa..
RE: DMS - Disciphi..  12/21/2015

Can somecne

5 Reply i Reply Al (=} Forward
Wied 12/73/2015 8:31 AM

DAS Communications
Rhodes Tower turnstiles becoming operational next week - News You Can Use
To DAS-ALL

Message mﬂq_ﬂhnm'lmr Tumstiles.pdf [T70 KE)

Rhodes Towar turnstiles becoming cperational next weak
The tumstiles recently installed in the Rhodes Tower ame scheduled 1o be activaled next week. Tenants and visdors will
be required to swipe access badges acioss the top of the tumstile 1o enter any of the banks of elevators

Amy issues that arise will be addressed as soon as possibla. Thank you for your cooperation as we continue afforts to
strengthen secunty for tenants and vesitors.

Attached is an FAQ fact sheat explaining the changes. To view a very short video of the tumstiles n operation, go to
das ohio gov and click on the “Security Lipgrades” image and then click on “click hera.”

Haws Yoo Carm Use is brought o pou by the DAS Ofce of Commaniciion

| I Yarborough, .
ii. The following popup window will appear.
ii.=+ The-following-popup-window-will-appear.1]
H % & * 4 = Ahode Tower tumibile: becoming operatanal nesd week - Kesn You Can Lhe - Mewsge (HTMLY THE - A X
MESSAGE | McAfes Eomal Sean
r % &
s i f=d f—3 m a Moo foe | + T Byl - [ Sk ek Uroead a}) H
G lgnose x — e bt = |5 TaManager . Fondicie  — i Caiegorie - B- Q
& jurk - Delete  Reply lﬂ Formard [y . Upload [y oo : HW! EF Actiona - M“-;ﬂ_ I Fellowlip* run_slﬂ - Zioom
Cielie Reapoad CnBawe itk Shepa [ Mo Tag i1 Ideng Taom
Wed LLZTI01% 11 AM -
i - Import Document -
DAS Communications Hrmmage (HIML | - Fhaden Tower kel
bscrwrang opratcnal wamnk: - Masm Voun Can
Rhodes Tower turnstiles becoming operational next week - News You Can Use Uk et
Te S DAS-ALL | radhrents
IRSEEE TLrac rrades Tower Tumebiles pet (770 k8] Ciocumant Typa (eoep
(HR - Advraastrntors
Fll:l.l:-ITn-
Fhodes Tower temstiles Becoming operational nexd week
Thas iusratibes recontly wailalisd in the Rhodes Towe e scheduled 1o be actrvated nexl wissl Tenanis Fila Type
and visitors will be requined 1o swips access badges acmss the fop of The temstis 1o enler any of e THTaL
ks of sbivatan i —
Ary maves Fal anss will be addreased @ soon s possible Thank yow for your coopaaticn a8 we orEEme
continus effons 1o strengthen secusty for tenants. and visilors
Himword
Anmachied 5 an FAQ lac1 sheal axplainng the changes, To vy @ very shom video of e iumstles in k

opeation. go bo das ohio gov and click on the “Secusty Upgrades” image and then chick on “chick
Lot

Mewy Voo Can Uise o browght i pow by e DS Crilos of Comwramscriion
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The email and each attachment will be uploaded into OnBase as separate

documents. The user will have the option to upload the email or
attachments needed by using the skip button.

[EY

. of the email or attachment.
Indexing Criteria.

. to upload email or attachment into OnBase
Cancel}- to cancel the upload entirely.

to skip uploading the current email or attachment. This can

be identified by the Name of the attachment at the top of dialog

box.

all attachments.

Import Document

|Mn-u-|=m_mm?m?umhpa ]
T WO LSrguUs

HR - Administrative

Document Type

| Background Check & Limited Tax \Waiver

File Type
|POF
Diocument Date

| 0172002016
Keywords

SOUID (EmployeelD)

10143451

First Name
MIKE

Middle: Initial

Last Name
SHAFFER

SSN

Agency
DAS

[T Epply to all atachments

Apply to all Attachments — this applies the same indexing criteria to
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iv. Once the document is uploaded into OnBase a separate popup window will

appear displaying the document.

5

o o " - - = x
'i\ s/ Tasks T‘ools Background Check & Limited Tax Waiver for MIKE SHAFFER - 10149451 on
| Nl Document Tasks € Help
(,2 AN Q [{]Revisions = & 4 Redndex e ] - - 421 iy
h B &) History = K Delete ~ HRD - -| —k
Keywords Cross-References Discussions o Droperties %:n:l [E:::ll?n?net Di?tlajrsts?on @ Check Out Vlewisl:oles Redaction Yellow Post- = I?“e;ge g;r‘\:g(nys
| Information Actions. Notes
BackaroundChecioBulimitedTaxWaivertonMUCSHATEER SO Lon) | 1 Page
-
ecurity Upgrades |

Turnstiles Q-and-A

at the Rhodes Tower |
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e. Client - The OnBase Unity Client can be accessed directly from the OnBase toolbar in
your Outlook client.
i. Click the Client button to open the OnBase Unity Client.
S o - Inbox - }
HOME  SEND/RECEVE  FOLDER  VIEW

McAfee E-mail Scan

2
=N BB g Cabinets
Custom Document

Queries Retrieval

from File

Document Create

ii. If the OnBase Unity Client does not open it may be running in your system

tray. Right click on the OnBase icon and click Launch Unity Client to open
the client.

€) Application Enabler .
&= Launch Unity Client

Jll Log Out
B Exit OnBase

iii. The OnBase client should appear in another window.
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OnBase (OnBaseUAT) - = x

@ Heip
- a Enelopes £ Document Handle T]
L] 4 Query History

w 3 > @

Home Personal Favorites Custom  Retrieval File Forms Upload Templates Mailbax Workflow Bateh atel
Page - - Queries Cabinets 8 My Check Outs scanning  Processing
Favorites Documents Create Internal Mail || Workflow Imaging
Websites o  RSSTicker
Unity The killer app for TriZetto Facets and QNXT users
Community The OnBase Blog 1/4/2016 12:22:39 PM

OnBase
B2 nttp:/unity.nyland.com

OnBase Thank you for attending

by Hyland CommunityLIVE

OnBase users, experts and educators gathered at the
Venetian in Las Vegas in September for CommunityLIVE,
Hyland’s annual user conference. The show provides
attendees with world-class OnBase training while also
providing IT and business managers the opportunity to

iy . attend strategy and business process planning sessions, hear
comprehensive for the enterprise, customer success stories and much more. Next year's

ded'gned dk o ey \.:le}at you -ne_ed conference will take place Sept. 11 to 15 at The Gaylord
today and evolv h you over time. Palms in Orlando, Fla.

is tailored for departments, but

Want to change this default page?
It's easy! OnBase Community

te to the page you'd like to set =~ OnBase users, experts and educators are gathered at the
as your own Home Page. Venetian in Las Vegas this week for CommunityLIVE,
3 the "Home" tab. Hyland's annual user conference. The show provides
. From the "Home" button dropdown, s with world-class OnBase training while also

na

f. Help — The Help button will bring up an OnBase help file for Outlook integration.
i. Click the Help button to open a popup window with the help file.

Help

-

@ Integration for Microsoft Outlook 201315

5 e &

Hide Back Print
ntents rch " " = . |-
® 2015 Hyland Software, Inc.  Home > HOME: Integration for Microsoft Outlook 2013 1
[0V tcgrton forMirosoh Ouloo 2
@ Using the Help File
@ Eqposure ®
@ Usage
Q Corfiguration
Q Integration for Microsoft Outlook 2013 Bes! E
Integration for Microsoft Outlook 2013
Version 15
Get the most out of your solution by joining the
OnBase Community, an online hub where you can
connect with OnBase experts, leam the latest info, Community
and network with fellow OnBase users.
Join today at http://www.onbase.com/community.
4 mn 2
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g. Upload from File — This differs from the Upload button because this button will
upload file from a local directory on your computer/network.
Note: For more complete information on Upload from File please see the above
section named Importing Documents into the DMS
i. Click the Upload from File button to open a popup window for the OnBase
Upload a document

|
h

-
-
-

Upload
from File

ii. The popup window will allow you to index and browse to the file to be

uploaded.
- @ = Upload a document - =R
o
<=’ [y
pload
|
\ -
| p 4 = Bl = =
Browse | Acquire Upload Cancel Move Move Remove Remove R
Ip Down A L Right
Import Upload Pages Transforms
Browse (Ctrl + 0)
Browse for documents.
[H R - Administrative §|
Cocument Type
[Background Check & Limited Tax Waiver §|
File Type
IImage File Format El
Cocument Date
0172012016 |
Keywords [ gl
SOUID (EmployeelD)
10149451
First Name
MIKE
Middle Initial
Last Name
SHAFFER
SSMN
Options ¥
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Use Case Examples

Transfers

If an employee transfers from one agency to another, because the change in active directory is not
immediate, any new document uploads for this employee will need to have the new agency manually
entered.

Example screen shot is below. In this example, the former Agency listed for this document is AGR.

Onflaw (OnBuwliaT) X - »

one Uplawd 0 Hep

~ 3 5] =
Jiine w Yomove Remmeve | Rotate fletwls
Lett Z
Trsesfomes

.3 B

Cllsars 10011 S60\Dacuments Motwerk Moaltor JParsarcmy sparsecnpl

Dotumere Type Geoup
I'—lR - Admnztaee
Ih;gnubcn Cemheston

SOUD [EmploveslD)
10145451

Fest Narsw
MUKE Previen not evaiable for the selected file.

Made ntal
Lset Naeme
SHAREL
S

Agenty
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The former Agency will need to be manually updated to the new Agency

UnBase #OnBaseUAT)

()

Home Upload

- K \ AN

b & X i = g | = e
Hromve  Acquie Uploed  Cantel o Moy Remont Rerove Roldte  odeie
Jp Dowy Lot ot

brepont Uglowd Pages Tranad oren

i
|4 Upioad

] Documnene Type Group

| [HR - Acrminerative
Pocurment Type
|A¢piu!-cn Certificetion

' File Type
I’.m Report Formrat

Change Discipline Retention Dates
Talk with your Agency Administrator if the Discipline Document retention period needs to be changed.

Name Changes
When searching for someone in the DMS system that has had a name change, conduct the following
steps:

&

1. Click on the Retrieval button ™
The best practice for searching for someone who has had a name change is to search for them
by the SOUID.

3. Ifthe SOUID is not available, enter the original last name, then hit the F6 button on your
keyboard to add an additional last name field and change the “and” button to “or” then enter
the new last name and hit search.
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feme Dotument

q <] ) ﬁ s || Ervelopes . " .
i = \ C M Queytitoy | = B

Home Personsl Fawsontes  Custom fetnewl  File &
- Fupe - - Queries Canmets e MY Oneck Quts

Dotunents Creste Veorkstow

Lpicad  Template: Werttiom

£ search Results

Docament Types 3nd Groups

5

l‘)

<Al>

Wark Releted
Workers Comp Correspondence - Letters from BV
Witten Repamands

» [ o

Keywords and Date Range

5

Fiom
Fest Mlarme

Last Name
KAPTERER

Last Name
SHAFFER]

Full Text Seurch

Search Tes: @

# Note Sessch

2, TextSearch

Document Viever

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.

e [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.
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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.

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 DMS 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.
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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.

¢ 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 ASClII 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
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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