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Login Credentials:

Username | State of Ohio Employee ID

Password | State of Ohio Employee ID Password

Disclaimer:
This document is intended for use by all Ohio EPA user

groups. Depending on your user rights you may not have
access all the functionality explained in this manual.
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Logging into eDoc
The first step to testing the solution is to launch the eDoc Unity Client and Log in.

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

0

Wiy Eli=ie
2. After you launch the module, the following dialog box is displayed:

OnBaseq{3

a Hyland Software solution

3. m Enter the username you have been assigned.

4. E Enter the password associated with the username.
5. Click Login.



6. The Unity Client will open.

OnBase [eDoc Production] [[DIx]
2 [] Enwelopes o~ — N @‘{
- v
A an 3 QueryHistory | @ =y -/
Home Personal  Favorites Custom  Retrieval File Forms  Templates Mailbox hiorkflow Batch Scan Batch
- Page - - Queries Cabinets [ My Check Outs Scanning  Processing
Favorites Documerts Create Internal Mail || Workflow Imaging

& RSS Ticker

Websites

ERA Intranet

@ http:/iepaintra.epa.ohio.gov/dir DirectorsOfficeHome.aspx

ChioEPA

Intranet

OthEPA State Agencies | i

‘Welcome to the Director’s Office intranet Homepage. We hope you find the information in these pages both interesting and inform

= Public Records DIRECTOR'S OFFICE INTRANE
= Legislative QUICK LINKS

= Rules and Rule-Making

= Streamlining and Efficiency eDoc System Page
Welcome to the Public Records tab! Rule-Maldng Procedure
This tab is currently under construction. Mew information will be added soon. For now please Main Ohio EPA Rules Page
check out the following links to find valuable information. . R B
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Navigating the Unity Client
The eDoc Unity Client .......

OnBase [eDoc Production] =] E3

% a Enwelapes . = @‘,
s 8E 8 QueryHistory | 9 =g h-../} -

Home Personal Favorites | Custom  Retriewal  File o Forms  Templates Mallbox || Workflow Batch  Scan Batch
B Page - < Queries Cabinets |8 My Check Outs Scanning  Processing
Faorites Documerts Create Internal Mail || Workflow Imaging

Websites & RSS Ticker

EPA Intranet

@ http:fiepaintra.epa.ohio.gov/dir DirectorsOfficeHome.aspx

OhiOEPA State Agencies | i

hioEPA !

Intranet ﬁ

Welcome to the Director’s Office intranet Homepage. We hope you find the information in these pages both interesting and inform

= Public Records DIRECTOR'S OFFICE INTRANE
= Legislative QUICK LINKS

= Rules and Rule-Making

= Streamlining and Efficiency eDoc System Page
Welcome to the Public Records tab! Rule-Making Procedure
This tab is currently under construction. New information will be added scon. For now please Main Ohio EPA Rules Page
check out the following links to find valuable information. . R
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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

& -f;) E .Eﬁ s [~ Enwelopes i~ : =
l'l' ﬂ _0% ! ! ﬁ Ciuery Histary | | ‘D A % L""/é'
Hovrne Psgs;En'al Favorites 552:5:; Retriewval CaE:l:ets %MyCheck Outs Forms Templates Mailbiox ok o chraﬁfimg g:ggel;ai;cg
Favorites Dacuments Create Internal Mail W ] o Imaging
Description
The home layout will contain the Ohio EPA website and Rich Site
L Summary (RSS) feed of updated information of the agency.
Home
& Personal Page gives the ability to access shortcuts and frequently
— used features from one single page.
Personal
Page -
eDoc items can be added to the favorites page for favorite items
Favorites
2 Access to Custom Query search
S
S Quick access to the most frequently retrieved documents by
conducting pre-defined searches.
s eDoc Document Retrieval
]
el Give the ability to retrieve documents by Grouping, Document Type,
Keyword, Date, or by Full-Text search
s Access to File Cabinet Search
{b;;:,fm File Cabinets allow users to view documents electronically, as they
would with a folder of paper documents.
[.] Ervelopes Access to user envelopes.

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

ﬁQueryHnﬂnrg

The query history displays a list of Document Retrieval and Custom
Query searches
performed during the current eDoc session.




g My Check Outs

Feature not available in Phase 1

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

If licensed for a scanner, this icon will be active.

Will allow for scanning of documents into the eDoc system.




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

/f_"\\) OnBase [zDoc Praduction H[=E3
e
U Home &
.\ ¥ = Erwelopes T~ o] )
: o % @8 ® 3 > @
oy =2 =% am ﬁQUEW Histary = 1 =y "
Home Personal  Faworites Custom | Retrieval File = Forms Templates Mailbiox Workflow Eatch Scan Batch
- Page - - Queties Cabinets My Check Outs Scanning  Processing
Favorites | Diocuments | Create Internal Mail || Workflow Imaging

Document Retrieval

EPA Intranst Retrieve and view docurnents by

providing keyweords and other
search criteria,




Creating Personal Pages
If you would like to modify the pages that are available by default, eDoc components can be set to a
personal page for easy access.

1. To add items to the personal page, right click on it and select Personal Page

Custom Queries sA= DAPC All Programs Custom Query

Find x

This Custom Cuery will return all reg
Office Location field can be used fo lil
location and can be combined with a
the search results if desired. Click th:
search.

% DAPC All Programs Misknm M
[HE &dd To Personal Page

ﬁ DDAGW All Programs Custom

!'- Folder Tree P Document

S DU e =

:-J Mew Folder

WARRE

. WASHI ﬂ Display Disposition Stakus
WAYNE
]

WiLLLs o [eywords

WO Histarsy
WY AN nf Clear Lisk
| ASBESTOS :
| CESSATION
COMPOSTI EL

B Documents



2. Onceitems are added, the personal page can be set as the home page of eDocs. First navigate to
the Personal Page.

®‘ OnBase [eDoc Produckion)

Hame

- o & 0§ o $ > O
o — ~s» BB S Queny History | ﬂ - -~ .
anme Psgsgnenva\ Fa\mvr\tes (Sl:lsetr?en; Retrieval Cagg‘neets MyCheck Outs Forms Templates Mailbio:x W rkflow chztﬁi?ﬂg gg;rcwelgsait;g

Fawvorites Documents Create Internal Mail o rkflowy Imaging
DDAGW Drinking Water DMWM Hazardous Waste Q
Custom Query Custom Query
o
Click ko open Click ko open
DUM1234 - COMPANY XYZ Document Retrieval q
Click bo open Click to open

3. Then select the drop down under Home and then Make this layout my Home Page

Home Eriefcase
&5 o6 >  wwm &
oy P =4 8B §
Hame  Fersonal  Fawvarites Custom  Retriewval F
- Page - Queries Cak

‘.ﬁ hake this layout my Home Page

[ L=}

aiy FResetHome Page

DDAGW Drinking Water
Custom Query

4. The next time eDocs is opened, the personal page will be the starting point.
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Scanning a Document into eDoc
The Ohio EPA eDoc solution includes scanning. This feature of eDoc allows users to utilize a piece of

hardware (a scanner) to create an electronic version of a document which can be stored in eDoc. If using

an Multi-Functioning Device (MFD) (BizHub or Copier/Scanner), you would scan the documents using

the eDoc profile set up on the MFD, then skip to “Indexing the Scanned Document.”

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

1.

2.

In the EDoc Unity Client, click the Batch Scanning button on the Imaging ribbon.

@ OnBase [eDoc Production) -8 X
|
Harme 0
55 O ;Q Eg [ Envelapes i~ r ) iy
S [ ~ 4 BA ) o | .J o] -}
- 2 EﬁQuery Histary
Home Personal  Favorites Custom  Retriewal File = Forms  Templates Mailbox Workflow Scan Batch
- Page ~ - Queries Cabinets MV Check Outs scanning JProcessing
Favorites Doouments Create Internal Mail | Workflow aging
Wehsites f & RSS Ticker Batch Scanning
EPA Intranet Create batches of documents by -
scanhing or sweeping, n

3. 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 EDoc as well as their current status.

— =4

@ OnBase [eDoc Production) -
i
Home Capture 0

SI e O =

Scan  Scan From Sweep  Refresh Pre-Index  Batch Manage Scan
Disk List i Formats

Capture Layout Configuration

Scan Made
@ Nolndex © Pre-Index € Full Index

Document Type

CDO Scans [1]

Document Date

Keywords ™ &

atches
I
Batch # Batch Mamne Scan Dake Status Tokal Documents
vE - @ - m - m - m -
S04 2013-11-19 - PROCESSING_SWC 11/19/2013 3:32 PM Awyaiting Indesx 1

[ Scan l l Sweep

11



4. Click the Scan button.

@ OnBase [

— Home Briefcase ‘ Capture \

Scan fcan From Sweep Refresh Pre-Index Batch Manage Scan
Disk List is Formats

Layout: | Configuration

Canture

Scan

Scan in a batch of documents (&t

3

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

Close

documents.
6. Click OK.
eloc BAW I Mew
eDoc BAW Legal
eloc Color

ok |

7. The documents will be scanned into EDoc and, depending on the settings in each location, a

preview of the document may be displayed.
[1] rwradiened fumupment

Urinclexed Docurment 1 1Fage

@ioEPA

. M, et
[T —_— -
R Sl

Stk 3, 00T

Compang K7
R b

Aesyiomen, S ALLH
WG, Cimasly
Sedoraliry W G041 14

Be fppas b Cosphiae - v Prima
Dagr Company IV

Thes soespipoesde e et iy Betur (o Complidrer for The Rotde of Wiola!on 130 Lpteas Rerl armplieeie
i e iy gedl e e dle ol Complands concsired in the A Pz assed na the Compasy 102 Thin !

Bt s, Foaoiniie ks b s s e oot it . s Prmciiiotes 1 AP Bt
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8. Once the scanning is complete click Done.

Scanning complete
Total number of pages scanned =1

Scan Maore Pages | Continue adding pages to current batch or document
Create a new document within batch
Change Format Meodify the current format before continuing

Delete Last Document

13



Indexing the Scanned 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 Batch Scanning.

1. Select Scan Batch Processing from the Home Ribbon.

@ ©nBase [eDoc Production)
)

Home Capture
A = ) -
= = [ Envelopes e~ [ == i
= o ® I 2|0
iy . = * nn S Query History = 4 -~
Home Personal  Favorites Custom  Retrieval File = Forms  Templates Mailbox orkflow Batch Scan Batch
- Page - - Queries Cabinets M!‘ Check Duts scanning Y Processing
Fawarites Documents Create Internal Mail || Workflow Imagime

Batch Scanning Scan Batch Processing

Wiew and index documents in a
batch,

1 e

Scan Queue

2. Documents that have been scanned into eDoc’s will reside in the Awaiting Index queue in
batches. To index the batch, right click one and select Index Documents.

/@\ OnBase [eDoc
i

Home Scan Batch Processing Docurment
>~ ~ c:
-— = T
Filter Scan  Caonfigure Keyword Refresh
Queues Panel List
Caonfiguration Erowse

Scan Batch Processing

Awaiting Index

= Status Quelies

s Awalting Index [1] e m—
s Index In Progress [0] " 5
(AL Ful Page QCR In Progress [0] e
¥ Committed [5] v B j
Indezx Documents
El Scan Queles
R Batch
CDO Scans [1] FranE R

Redate Batch
Refresh Batch Status
Wiews Documents
Clear Selected

Purge Selected

dﬂ Clear Customizations
Togale Column Filters
f Clear All Column Filters
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3. The indexing window will appear. This is where you will want to QA the document. Here are
some of the items you will want to look for:

a. Are the pages properly rotated? If not, use the green rotate buttons.

b. Is this a complete document? If it is not, you may want to purge batch and rescan.

c. Are blank pages included? If so, use the delete page.

@, OnBase [eDoc Froduction) -8Xx
Home Document Batch Indexing 0
=,
. Pa L .
= & B O G
Stop Configure Keyword — Detach) &ttach bark Document  Mark Page
Indexing Panel Indexing Panel for Rescan for Rescan
Indexing A Review
Batch Indexing
poc i i =) Batch Name: 11 /21 /2013 - DO NOT INDEX!({521)
Document Date Unindexed Document | 1 Page
11421{2013 B
Keywords ™ A
(OhioEPA
John R. Kasich, Gavernar
Wiary Taylor, 15, Governor
Scott ). Nally, Directar
Octaber 24, 2007
Company X¥Z
1234 Main St.
Anytown, OH 41234
Vinton County
Secondary ID: DOH1234 e
Index | Append M Iil m Iﬂl (4
Re: Return to Compliance — Air Permit
Sic| e8| Eh | D | O | O .
- - —|I= Dear Campany XY2,
Murmber of Documents: 1, 1 of 1 (Remairing) A This carrespondence serves as Return to Compliance for the Natice of Vielation for Significant Non-Compliance
I ] with permit limits and the Schedule of Compliance contained in the Air Permit issued to the Company XYZ. This
Return to Compliance is for the violations contained in the October 2, 2007 letter,
Staky | Documents
» Unindexed Dacument On September 21, 2007, a Coampliance Evaluation Inspection was conducted at the Company XYZ facility located
at 1234 Main 5t. Anytown, OH 41234, On October 2, 2007, | sent a Notice of Vialatian in which your campany
respanded 1o on October 13, 2007.
This is a test document that was entered in the eDoc Production environment for video purposas only. This LI
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4. 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 Type to be assigned to the document by eDocs.

After selecting a Document Type, eDocs automatically displays fields for Keyword Types that are used to

index documents of that type.

Batch Indexing

Docurnent Tvpe

BT

DFFC

Tudicial Crder
Moy
Rescissian

RTC

\Warning Letker

Document Type

5. The keyword panel is now displayed

Batch Indexing

Docurnent Type

MO

-]

Document Date
‘ 11j21)2013 |

Keywards

Dake on Docurnent

Secondary I0

Care ID

Facility Marme

Counky

MY Subkype

Program

Canfidentiality Skatus
PUELIZ RECORD FOR, PUBLICATICN

#

E';

16

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.

All Phase 1 documents will have a
Confidentiality Status set to ‘Public
Record for Publication’




6. Enter the Date on Document keyword. The Document Date keyword should be ignored.

Date on Docurnent

112172013

7. Addinthe secondary ID, then hit TAB
Secondary ID

DOH1Z34|

8. Hitting TAB will cause the Autofill to launch. If the autofill returns one set of values, they will be
populated directly onto the indexing panel. If there is more than one option, the appropriate set
must be selected.

Select Keyset

Secondary ID |Cn:nre 10 |F‘Iace Type |Fan:i|it';.:' Marne |Cn:|unt':.f
CHI001212 17967 F&CILITY BYESYILLE PWS PLAMNT 2 GLERMSEY
OH3001212 18180 FACILITY BYESYILLE PW'S PLAMT 1 GLIERMSEY

COH3001212 A1637 CLUSTOM DEFIMED ARES BYESWILLE, WILLAGE OF GUERMNSEY

Secandary ID

OH3001212
Core ID
17967 | (&)
Facility Mame
| BYESVILLE PWS PLANT 2 |
Zounky

GUERMSEY E

a. If the Secondary ID does not bring back any values, the document can still be indexed
without a Core ID or Facility Name. The County keyword must still be indexed.

Secondary ID

DOH1234
Caore ID
[ |
Facility Mame
I | (&)
Caunky

=] (&)

b. Documents that are indexed without a Core ID will go to an exception queue for the BSA
to review and add the appropriate information.

17



9. If the document has a sub-type, please enter in the appropriate value.

MOy Subkype

[T
RELATED CORRESPOMNDENCE

@

o

10. Enter in the correct program by using the values found in the dataset.

Prograrn

ATR PERMIT|

Date on Document

1)

Secondary ID

CorelID

Facility Name

County

Sub-type (if there is one)

Program

Confidentiality Status

11. Click the Index button to import the document into eDocs.

OnBase (eDoc Froduction)

Home Document | Batch Indexing Q
=
51 2 In
B &4 B &8
Stop  Configure Keyword  Detach/Attach || Mark Document  Mark Page
Indexing Panel Indexing Panel forRescan  for Rescan
Indexing QA Reuiew
Batch Indexing
‘ifg:me”t 2 Batch Name: 11 /21 /2013 - DO NOT INDEX!(521)
Document Date Unindexed Document | 1 Page
B
Keywords wr A
(OhioEPA
11421/2013
Secondary ID
John R Kasich, Gavernor
DOHLZ34 bt —
Core ID Seatt ). Nally. Direstor
Facility Mame
& October 24, 2007
County Company X2
1234 Main St.
YINTON
E Anytown, OH 41234
OV Subtype: vinton County
e E ) Secondary ID: DOH1234 b
Pragram Re: Return to Compliance — Air Permit
AIR PERMIT
E 2 Dear Company XYZ,
Confidentiality Status
PUBLIC RECORD FOR PUBLICATION This correspondence serves as Return to Compliance for the Notice of Vialation for Significant Non-Compliance
with permit limits and the Schedule of Compliance contained in the Air Permit issued to the Company X¥Z. This
a 1 Return to Compliance is for the violations contained in the October 2, 2007 letter.
e | sovena [ .| [ |41 [ 2] [ 1] il
On September 21, 2007, a Compliance Evaluation Inspection was conducted at the Company X¥Z facility located
IM;”‘ t’;’g“"’i";?““m”t 33 E 1 Unda at 1234 Main 5t. Anytown, OH 41234, On Octaber 2, 2007, | sent a Natice of Violation in which your cormpany
ndexed (A1t + T Akt + 3 responded 1o on October 13, 2007
Nurnber of Docurnents: 1, 1 of 1 (Remaining) Fy This is a test document that was entered in the eDoc Production environment for video purposes anly. This LI
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12. 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. Please check the ‘Do not notify me again during the

session.” box if you would not like it to appear again.

‘four last action{s) on Batch #521 may be undone. Do wou wank ko review it?

™ Do not notify me again during this session.

19



13. If you would like to review the document once it has been index, the document will now reside
in the Committed queue.

Scan Batch Processing

© Status Quewes If.:ommltted :
_9"(3‘ Awaiting Index [ 1] Scan Qusue Batch # | Batch Mame Sican Date Cammit Date Total Documents | # to be Indexe
4 Index InProgress [0] % = . 0] o) o ol o ol = o] = o] -
(AL FullPage OCR In Progress [0] DO Scans 489 2013-11-19- PROCESSING_SWC  11/19/2013 3:08 AF 11/19/2013 9:33 Ak 2 0
Committed [3] DO Scans 490 2013-11-19 - PROCESSING_S¥C 11/19/2013 2:03 Ak 11/19/2013 235 A 2 i
B Scan Queles DO Scans 431 2013-11-19 - PROCESSING_S¥C 11/19/2013 9:16 A6 11/19/2013 10:04 £ 4 0
COO Scans [1] DO Scans 493 2013-11-19 - PROCESSING_S¥C 11/19/2013 2:43 AL 11/19/2013 10:06 £ 2 i
Do s =05 Lllaiznis . oo LLaizals s P _J1i18/2013 S50 B i
» ICDO Scans s21 11/21/2013 - DO NOT INDEX) 11)21/2013 11:39 8 11j21/2013 12:07 F 2 0 l

14. Open the batch, look for the document in question and select keywords to review.

Scan Batch Processing

= Status Queues

= Scan Queues
COO Scans [1]

Awaiing Index [1

o Batch Name: 11/21 /2013 - DO NOT INDEX!I{521) Number of Documents: 2

O | B Document

",:," Index In Progress Documents - MOV - 11/21/2013 - AIR PERMIT - YINTON -
(Al FulPage OCRIN | w [2] - MOV - 11/21/2013 - AR PERMIT - YINTOM - DOH1234 DOH1234

Committed [5] [1]5¥5 Werffication Reports - 11/21/2013 BATCH FULL PAGE OCR Document Date

- NOV - 11,/21 /2013 - AIR PERMIT - VINTO... | 1 Page IASRIEETE

Latest Revision: 11/21/2013

m[on

Anytawn, OH 41234

Vinton County

Secondary 10: DOH1234

Re: Return te Compliance — Alr Permit

Dear Company X2,

This ¢arrespondence serves as Return te Campliance for the Notice of Violation fr Significant Non-Comgliance

writh srmit limits and tha Sehadule of Comnliasea containar in tha Air Bermit issed tn the Comnzne K6 This

DOH1234
=
Core ID
r‘ -
\_)hlo EPA Faciity Name
[ o
WINTOMN

Ocrober 24, 2007 MO
Company XYZ Pragram
1234 Main S

e AIR. PERMIT

Document Type

NOW

OnBase [eDoc Production) -aXx
Home Document Scah Batch Processing 0
A.‘_' (] Revisians . £ Re-Tndex 4 : ( f
= & Histary e K Delete == E k
C -Ref: Wi Mot - Delete Pri
ross-References @ Froperties Tenrwv & Check out IE\TiStD e = Neniee Ogggr;‘ys
Information Actions Mates

11/21/2013

»

Keywords

Date on Document
11/21/2013
Secondary 1D

MOV Subtype

Save Keywords

20



Retrieving a Document from eDoc
You can retrieve documents from eDocs. For this example we will retrieve the document we indexed in
the last example.

1. Onthe Home tab, click Retrieval.

—~ CnBase [eDoc Produckion)
‘ : 'I

Hame Document
q Q :i\ m [] Enuelopes T~ f » } F“"
b Ex .J J -
h = = 2| BB SR queryHistory | 4 ~ -
Home Personal  Faworites Custom § Retriewal File Forms  Templates Mailbox Warkflow Batch Scan Batch
- Page - - Queries Cabinets @My(heck Outs Scanning  Processing
Favaorites Documents Create Internal Mail || Workflow Imaging

2. From the Document Retrieval pane select a Document Type Group from the dropdown menu.

4+ Document Retrieval

Document Types and Groups ™~ A
[<all= [l
BLA
DFFC
Judicial Crder
MY

Rescission
RTC

Warning Letter

Note: After selecting a Document Type Group, eDoc 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.

21t Document Retrieval

Document Types and Groups ™ a

Regulatary Documents
BCA

DFFQ
Judicial Order
({1t}

Rescission
RTC
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.
keywords and Date Range =~ A

Frc-m| |T0| ||£

Secondary ID
DOH1Z34

Core ID

Facility Name

County

MY Subtype
MOy

VEOEY ® 0 ©

Program

21



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.

A. 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.

MNovember, 2013 2013 2010-2019 H00-2099 2000-2998
Su Mo Tu We Th Fr Sa 2000- 2010- 2020 2000- 2100~ 2200
1 2 a0 Feb Mar Apr 2010 2011 2012 2009 | 2019 2029 2099 2199 2298

3456 78 9
10 11 12 13 14 15 16 May Jn
17 18 19 20[21] 22 23
24 25 26 27 28 29 30

2030- 2040- 2050- Z2080-  2300- 2400- 2500- 2600-
2039 2049 2059 2069 2399 2499 2599 2699

Aug 2013 2014 2015 2016

2070- 2080 2090- 2700- 2800~ 2900-
Sep Oct S Dec || 2017 2018 2019 079 0B 2089 2799 2393 2399

B. 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.

Secondary 1D (= =
DOH1234

Secondary 1D

I E

Core ID

Facility Mame

Counky

MOY Subkype

T

Program

IDEDEN

I
C. Ifthe keyword set is to be cleared, use the ~ icon.
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5. Click the Find button once the date range and/or keywords have been entered.

- A X

G)\ OnBase [eDoc Production)

Home Document
.\ = E [ Envelopes [ o ;__,’ } @\f
" - -

oy “~ AR 3y quenyHistony | 1 ig = ~
Mailbox farkflow Batch Scan Batch

Home Personal  Faworites Custom  Retrieval File Forms  Templates
- Page - - Queries Cabinets @ My Check Outs Scanning  Processing

Favorites Documents Create Internal Mail || ‘Workflow Imaging

~

2= Document Retrieval Search Results

Document Types and Groups i a [N 1

<all> [-]
DFFO
Judicial Crder
MOY

Resrissinn

5
»

Keywords and Date Range

|

From ‘ To |

Wl |

SECOnaaty 10
DOH1Z34
Core ID
Facility Mame

Counky

MOY Subkype
NOV|

5 BDED 1D D

»

Full Text Search
Search Text: 0

- 4 Note Search

I fiod I l Document Wigwer v
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Home Document

& e A

.
Hame Personal  Faworites Custom
- Page ~ - Queties

Favorites

i Document Retrieval

m s [] Envelopes
BB

Retrizval  Fil
SR bimats [ My Check Outs

Eﬂ Query History

Diocuments

1 ¥ I

Farms Templates Mailbox Wharkfl o Batch Scan Batch

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

CnBase [eDoc Production]

> [z

Scanning  Processing
Create Internal Mail | Workfl ou Imaging

Search Results: 1 Document(s)

-B X

From | To |

Secondary LU
DOH1234

Core 1D
Facility Mame
Counky

MOV Subbype
MNOY

Full Text Search
Search Text: 0

- 7 Note Search

NnnnololoNgE
» 0 I O

Find

Docurment Viewer

Document Types and Groups ™ A I ]
Al ﬂ‘ Icon Marne Tipe D-ate

DFFO ] g ] ] ’

Judicial Order COMPANY ¥YZ - MOV - 11/21}2013 - AIR. PERMIT - VINTON - DOH1234 e 11421/2013

MOV

Recricginm
Keywords and Date Range ™ A
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Viewing a Document in eDoc

Double-clicking on a document will open the document in a new window with the Document tab and
ribbon displayed.

COMPANY XVZ - NOV - 1172172013 - AIR PERMIT - WINTON - DOH1234

W

b

Document

.

Al
B

Informatian

Keywords  Cross-References

(| Revisions
£ Histary

@ Properties

Send
To~

47 Re-Index

K Delete

& Check Out

Actions

2

“iew Notes

List

d

= Delete  Privacy

Mote
Notes

Option:

COMPANY XYZ - NOV - 11,/21 /2013 - AIR PERMIT - VINTON - DOH1234

| 1Page

ChioEPA

John R. Kasich, Governor
Mary Taylor, Lt. Governor
SeottJ. Nally, Directar

October 2, 2007

Company XYZ

1234 Main St.
Anytown, OH 41234
Vinton County
Secondary ID: DOH1234

Re: Notice of Violation — Air Permit

Dear Company XYZ,

This correspondence serves as Notice of Violation for Significant Non-Compliance with permit limits and the

hd|

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

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

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

View document history

ég} Histary

€D Froperties View advanced properties of the current document
Send To displays many options. This option will be used to create
3 new documents, send internal mail, creating files, printing, and
et 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

Save

saved, click the large button.
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Reviewing Keywords on a Document in eDoc
While viewing a document in eDoc, users can utilize the Add/Modify Keywords pane to view.

1.

While viewing a document click on the Keywords button on the Document tab to view the

Add/Modify Keywords pane.

VWL

Document
4,_': a\.‘_' @ Revisians E éﬁ Re-Index a ,[ [
L g L @ Histary ¥ x Delete — B 5
Keywords  Cross-References . send Wiew Motes | = Delete  Privacy
@ Froperties Tow | & Check Out List T Maote  Options
Infarmation Actions Motes

COMPARNY XYE - MOY - 1172172015 - AIR PERRIT - WINTCR - DOH1234

COMPANY XYZ - NOV - 11/21,/2013 - AIR PERMIT - VINTON - DOH1234

| 1 Page

7 dd Mo

OhioEPA

Joha R Kaskeh, Governor
Mary Taylor. Lt Governar
Seote ). Mally, Director

October 2, 2007

Company XYZ

1234 Main 5t
Anytown, OH 41234
Vinton County
Secondary 10 DOH1234

Re: Motice of Violation — Air Permit
Dear Company XYZ,

This carrespandence serves as Motice of Violation for Significant Non-Campliance with permit [imits and the
Schedule of Compliance contained in the Air Permit issued to the Company K¥Z

On September 21, 2007, a Compliance Evaluation Inspection was conducted at the Company XYZ facility located
at 1234 Main St. Anytown, OH 41234,

The purpose of this inspection was to evaluate compliance with the terms and conditions of your air permit and
to evaluate the operation and maintenance of the plant.

This is a test document that was enterad in the eDoc Production environment for video purpases anly. This
document should only be available for the week of November 14-21, 2013. If you pull up this document at
anytime outside of this date window, please email edoc.support@epa.state.oh.us.
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Document Type
MNOW

Document
COMPAMY ¥YZ - NOW - 11/21/2013 - AIR PERMIT
- WINTOM - DOH1234

Document Date
11212013

keywords

»

Date on Document
11212013

Secondary 1D
DiOH1Z234

Core 1D
DUMLZ34

Fadility Mame
COMPANY XYL

County
YINTON

MY Subtype
RO

Program
AIR PERMIT

Save Keywoards




Viewing Cross References in eDoc

While viewing a document in eDoc, users can view all related documents of the current document by
the Core ID.

1. Open the document that will be used to cross reference.

//;\\J s COMPANY XV - NOV - 1172172013 - AIR PERMIT - WINTON - DOH1234 !EE
ALY Document (7}
) _: AN ("] revisions E 4 re-Indlex F T
“ = L5 History R Delete — &
Kewwords  Cross-References oPmpEmes STend Check Out \/IEV[I V\éntes 3 [')\‘E\Ete OPr:ra(y
o (8 is ote  Options
Information Actions hotes
COMPANY XYZ - NOV - 11,/21,/2013 - AIR PERMIT - VINTON - DOH1234 | 1 Page
(OhioEPA
John R. Kasich, Governor
Mary Taylor, Lt. Governor
Seott ). Nally, Director
October 2, 2007
Company XYZ
1234 Main St.
Anytown, OH 41234
Vinton County
Secondary 1D: DOH1234
Re: Notice of Violation — Air Permit
Dear Company XYZ,
This correspondence serves as Notice of Violation for Significant Non-Compliance with permit limits and the B
2. Select the Cross-References
O\ & COPMPANY HYZ - MOYW - 112172013 - AR PERMIT - WINTOR - DO
| Document
{(-,__:’ “‘_u EE Revisions 7 %@5 Re-Index 4 [P (]
l's = &8y History “ 0 A Delete - k k
Kewweords | Cross-Reference . sSend Wiewy Motes - Delete Privacy
@ Properties || 7o [El Check Out List Mote  Options
Infarmation Actions Motes
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3. Allrelated documents will be displayed on the docked panel. Note: Original document will
appear as well.

A = COMPANY ¥YZ - NOY - 11/21/2013 - AIR PERMIT - VINTOM - DOH1234 [=[olx]
L.)J Document @
Y AN (7| Revisians 49 Re-Index ] g f
“ = &L History =" K Delete — £ L
sl SRS T (| S e || VR B e s
Infarmation Actions Notes

COMPANY XYZ - NOV - 11/21,/2013 - AIR PERMIT - VINTON - DOH1234

Document Type

Document

COMPANY XYZ - MOV - 112172013 - AIR PERMIT
- WINTON - DOH1234

! |

ChioEPA

Toc Mame Tvpe Date
Joha R Kasieh, Goveror COMPARY X¥Z - MOY -
Mary Taylor, Lt Governar 11f21§2013 - AIR PERMIT - MOV 11/21,
Scott 1 Nally, Director

YINTOMN - DOH1234

COMPANY X¥Z - RTC -

10f24{2007 - AIR PERMIT - RTC 10/24)
VINTON - DOH1234

October 2, 2007

Company XYZ

1234 Main 5t.
Anytown, OH 41234
Vintan County
Secondary ID: DOH1234

Re: Motice of Violation — Air Permit
Dear Company XYZ,

This carrespandence serves as Notice of Vialation for Significant Non-Compliance with permit limits and the
schedule of Compliance contained in the Alr Permit issued to the Company XYZ,

On September 21, 2007, a Compliance Evaluation Inspection was conducted at the Company ¥YZ facility located .
at 1234 Main St. Anytown, OH 41234,

The purpose of this inspection was to evaluate compliance with the terms and co nditions of your air permit and
to evaluate the operation and maintenance of the plant

This Is a test document that was entered in the eDoc Production environment for video purposes anby. This ‘?
dacument should only be available for the week of November 14-21, 2013. 1f you pull up this document at
e.oh.us

anytime outside of this date window, please email edoc support@epa st

4. Double click on a reference to open it.

=]
= COMPANY ¥¥Z - NOV - 1172172013 - AIR PERMIT - YVINTON - DOH1234
.
. 7
Cracument (2
C)\ s l COMPANY ¥YZ - RTC - 10/24/2007 - AR PERMIT - VINTOR - DOH1234 l
L))

Keywards Diocument

i.\_\_. (7| Revisions 45 Redndex & ’ i
m L @Histm‘y == x Delete S— % K
Keyweords  Cross-References o Fiapitics STeonvd B Cherk Qut Vlev[tlgutes = [Fdeo\gée gggg?’s
Informatian Actions Motes
COMPANY XYZ - RTC - 10,/24 /2007 - AIR PERMIT - VINTON - DOH1234 | 1 Page
“~
Uuh 10EPA
O
cd John R. Kasich, Governor
12 Mary Taylor, Lt. Governor
A Scott J. Nally, Director
Wi
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Retrieving a Document Using eDoc Folders

eDoc 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 eDoc. 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 eDoc solution includes several folders:

e Regulatory Documents (County View)

E1-{__] Regulatory Documents (Counky Wiew)
=7 Caunty (Counky Yiew)
-7 Care ID (Counky Yiew)
=7 Pragram (Counky Yisw)

----- [C7] Documents (Caunky Yiew)

e Regulatory Documents (Facility View)
-] Regulatary Document (Facility View
-7 Care ID (Facility View)

EH':'__I Document Date Range (Facility Yiew)
{27 BCA (Facility Yiew)
{7 DFFO (Facility Wiews
{271 Judicial Qrder (Fadility View
{2 MO (Facility View)
{27 Rescission (Facility View
{27 RTC (Facility Yiew)
{27 \Warning Letker (Facility View)

e Regulatory Documents (Program View)
-] Reqgulatory Documents (Program Yiew)
EH':'__I Program (Program Yiew)
-5 County (Program Yiew
EH':'__I Core ID (Program Wiew)

----- {C7] Documents (Program View

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

Recall the keywords for the document imported earlier:

29



Keywords

[rate on Docurment
11212013

Secondary ID
DOH1Z234

Care ID

Facility Mame

Counky
WINTOM

MOY Subkype
MY
Program

AIR PERMIT

Confidentiality Status
PUBLIC RECORD FOR PUBLICATION

Viewing Folders
1.

Bl
(] ()

R’,

A

B & B &

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

N

OnBase [eDoc Production)

Horme Document
2 a ] Envelopes - — } @‘g
" d; - w
h = a8 By Query History | =y ~
Home Personal  Faworites Custom  Retriewal File Forms  Templates Mailbox Workflow Batch Scan Batch
= Page - . Queties Cabinets My Check Cuts Scahhing  Processing
Fawaorites g 1 Create Internal Mail || wiorkflow Imaging
't Document Retrieval File Cabinets ment(s) Selected
Retrieve and view folders and
EmEuwE TYE=s aE Gy iy documents from file cabinets, I
s — T T Tvpe
2. The Folder Tree displays the available Folders.
@ OnBase (eDoc Production) = =
) Home | Folder | Document @
I ¢l Histary i 7 i
L#% S
Find Filter Template || Keywords Motes  New Delete
Note  Bookmark

Information

Find

‘& Folder Tree

| Regulatary Documents {Courky View)
| Regulatary Documents (Facility View)
| Regulatory Documents (Program Yisw)

B vucunens

B Related Folders

@ child Folders

Mates and Bookmarks

Document

Please select a document.
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3. Select the Regulatory Documents (County View) folder to expand the folder and view sub-

folders.
R, Folder Tree
= Requlatory Documents {Counky Yigw) H

ADAMS
ALLEM
ASHLAMND
ASHTABLLA
ATHENS
AUGLAIZE
BELMOMT

Note: The list of counties populates based on the documents in the system.
4. Select the folder that represents the county of the document imported into eDoc earlier in this
session.
What county did you select?
5. 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 eDoc.

seNeCA 8l
SHELBY
STARK
SUMMIT
TRUMBLAL
TUSCARAWAS
LNION
VAN WERT
VINTON
+ | DUMIZ34 - COMPANY XYZ |
WARREN
WASHINGTON
WAYNE
WILLIAMS
WOCD
WYANDOT

6. Select the Core ID folder to drill father into the Regulatory Documents in eDoc.
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 eDoc.

SENECA (]
SHELBY
STARK
SUMMIT
TRUMBLAL
TUSCARAWAS
UNION
VAN WERT
5 | VINTON
DUM1234 - COMPANY XY2 | \‘

AIR PERMIT
WARREN |
WASHINGTON l‘
WAYNE |
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The Documents folder found under the Program folder will contain documents that meet the criteria of
the folder structure. In this example the document imported earlier in the class should be available in
the Documents pane.

OnBase [eDoc Production] -8Xx
Hame Falder Dacument 0

| 28y gl History & i 7

% < . E x] <
Find Filter Template Keynwords Motes  Pew  Delete
Mote Maote  Bookmark
Find Information Motes and Bookmarks
R Folder Tree A Document

| TUTOL T ML AL LU, P LU

I T COMPANY XYZ - NOV - 11,/21 /2013 - AIR PERMIT - VINTON - DOH1234 | 1Page

-

WARREMN
WASHINGTON
WAYNE
WILLTAMS
| WOOoD
| OWYANDOT
| ASBESTOS EMISSION CONTROLS
CESSATION OF REGULATED OPERATIONS
COMPOSTING
CONSTRUCTION & DEMOLITION DEBRIS

ChioEPA

John R. Kasich, Governar
Mary Taylar, Lt. Governer
Sentt ). Naily, Divecior

October 2, 2007

Company XY
1234 Main St
Anytown, OH 41234
Vinton County ||
Secondary ID: DOH1234

COMPANY ¥YZ - NOY - 11f21/2013 - AIR PERMIT -*
COMPANY KYZ - RTC - 10/24/2007 - ATR PERMIT -\

Re: Notice of vialation - Air Permit
Dear Company XYZ,

This correspondence serves as Notice of Violation for Significant Non-Compliance with permit limits and the
Schedule of Compliance contained in the Air Permit issued to the Company XYZ

On September 21, 2007, a:Eompliance Evaluation lnspection was conducted at the Company X¥2 facility located -
at 1234 Main St. Anytq

E Related Folders The purpase of this inspe of your air permit and

tate comphance w
to evaluate the operation and maintenance of the plant. LI

B Child Folders
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Additional Practice Utilizing eDoc Folders to Retrieve Documents

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

1.

Navigate to the Folder tab.

g Harne m Driacument

| i 5'{ &gl Histary & 7 g
[ -
L &% o = 4 %]
Find Filter Template Keywords Motes  Rew  Delete 3o To
Mate Maote  Bookmark
Find Information Maotes and Bookmarks

Click on the Find button on the

®

¥& Folder Tree 2
T IR DR FR A

= | DUM1234 - COMPANY XY2

| WARREN
| WASHINGTON
| WATKE
| WILLIAMS
| WOOD
| WYANDOT
| ASBESTOS EMISSION CONTROLS
| CESSATION OF REGULATED OPERATIONS
| COMPOSTING
| CONSTRUCTION f DEMOLITION DEERIS

B Selected 1 of 2 Document(s)

[
Icon Mame

[= [=
COMPAMY XVE - NOW - 11f21{2013 - AIR PERMIT -
COMPANY KVE - RTC - 10/24/2007 - AIR PERMIT -1

& Related Folders

Find ribbon.

OnBase [eDoc Produckion])

Home Falder Document
A _‘_-.:' (i History a4 4 4
La'% “ — E | )
Find QFilter Template Keyiiords Motes  New  Delete o To
Maote Mote  Bookmark
Find Information Motes and Bookmarks

Document

COMPANY XYZ - NOV - 11 /21 /2013 - AIR PERMIT - VINTON - DOH1234

-oax

| 1 Page

ChioEPA

Jahn R, Kasich, Governor
Miary Tayler, Lt Governor
Seott ). Nally, Diractor

October 2, 2007

Company XYZ

1234 Main St
Anytown, OH 41234
Vinten County
Secondary |D: DOH1234

Re: Notice of Violation — Air Parmit
Dear Company XYZ,

This correspendence serves as Notice of Violation for Significant Non-Compliance with permit limits and the
Schedule of Compliance contained in the Air Permit issued to the Company XYZ

On September 21, 2007, aCompliance Bvaluation Inspection was conducted at the Company X2 facility located
at 1234 Main 5t. Any!

The purpose of this inspe of your air permit and

B Child Folders

to evaluate the operation and maintenance oflhe p1anL

-
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4.

The Find Folders pane is displayed.

Folder Type A

| Core ID {County View) EI
Keywords Y
Core ID =]
Counky E]
Faility Marme E]
Results ¥

l Find l l Clear l l Cancel l

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

Folder Type £

| Core ID {Counky View) D|

Core ID {County Wiew

Core I (Facility Wiew F
Core ID (Program Yigw)
Counky (Caunty Yiew)
County (Program Wigw)
Program (Counky Wiew)
Program (Program Yiew)

=
Facility Marme Q
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, County and/or Facility Name 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 eDoc solution.
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5. To locate the documents related to the program, find the Program (Program View) Folder Type

and select a program from the Program drop-down.
Folder Type A

| Program {Program Yiew) El

Eeywords Py

Program E]

401 WETLANDS

AIR PERMIT

HSBESTOS EMISSION COMTROLS
BEMEFICIAL USE

CESSATION OF REGULATED OPERATIONS
COMPOSTING

CONSTRUCTION & DEMOLITION DEBRIS
DRINKING WATER

EMERGENCY RESPONSE

GROUND WATER

TNDUSTRIAL SOLID WASTE LANDFILLS
TNFECTIOUS WASTE

LABORATORY CERTIFICATION

AT F SOLIRCFS

6. Click the Find button.

7. 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.

]
W) Home | Folder | Document @
¢l History rs 7 7
' — L b
Find Filter Template || Keywords Notes Mew Delete  GoTo
Note~ fote Bookmark
Find Information Motes and Bookmarks

Find Folder

Document

Folder Type
Program (Program View) [-]
ASHTABLLA
ATHENS Keywards IS
AUGLAIZE
BELMONT Program (=)
BRI 2 DRINKING WATER. E|
BUTLER
CARROLL
CHAMPAIGH
cLaRK
CLERMONT
CLINTON
COLUMBIANA -]
& Dpocuments A
Please select a document.
Resuts S
Folshk
DRINKING WATER

a Related Folders

@ child Folders

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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Utilizing Full Text Search to Retrieve Documents

The Ohio EPA eDoc 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
Anytown that happened in October of 2007. 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 “Anytown” in the Search
Text under the Full Text Search pane as well as any keywords know, to retrieve documents with the
word “Anytown” 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
Range pane.

Kenywiords and Date Range

From | 10/1/2007 |To | 10/31/2007

If you know what County Anytown is in, you can enter
Secondary ID it in the County keyword field.

Care ID
Facility Mame
Counky

Program

3. Additionally, enter Anytown as the Search Text in the Full Text Search pane.
Full Text Search ™~ &

| | I

a. Inaddition to a default search, Full Text searching allows users to use complex searches.
The following table will explain the complex search types:

Exact Phrase Use double quotes around an exact phrase to return only documents
that contain that exact phrase.

For example, “bob jones” will not return a document that contains
the phrase “Bob Smith and Sally Jones“ but will return a document
with the phrase “Bob Jones and Sally Smith.”

The following items also apply to exact-phrase searches:
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e When highlighting the results returned, special characters may be
ignored by the Autonomy IDOL service. This means that while the
results returned are accurate, some phrases that contain special
characters may also be highlighted as if the special characters had
been contained in the exact search.

e If a word in the phrase contains a suffix (such as s, ing, ed), results
may also be returned for documents that contain the root word. For
example, the phrase roots rock will accurately return and highlight
documents that contain the exact phrase roots rock, but may also
return documents that contain root rock, though root rock will not be
highlighted in those documents.

Boolean

Use boolean operators to limit search results.

¢ AND: Both terms must match.

¢ OR: Either term can match.

e NOT: The term must not match.

For example, Tom AND Jerry returns only those documents that
contain both Tom and Jerry; Tom OR Jerry returns documents that
contain either Tom or Jerry or both; and Tom NOT Jerry returns

documents that contain Tom, but only if they do not also contain
Jerry.

Soundex

Construct a Soundex search to return documents that include the
search term entered and any variations that sound like, or whose
letter pattern is similar to, the term entered. Soundex searches are
constructed using the S operand and enclosing the search term in
curly brackets: S{term}.

For example, a search for S{King} will return King, Kong, Kuang, and
Kuong.

Note: Words must start with the same letter as the term you entered
to be returned. In the example above, Ling would not be returned.

Fuzzy

Construct a Fuzzy search to return documents that include the search
term entered and any variations based on that term. Fuzzy searches
are constructed using the F operand and enclosing the search term in
curly brackets: F{term}.

For example, a search for F{department} will return department,
departments, departmentalize, and departmental.

Near

Construct a Near search to return documents that include the search
terms entered within close proximity to each other, as defined by the
input. Near searches are constructed using the N operand and
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enclosing a comma-separated list of terms that should be close to
each other in curly brackets: N3{term1, term2}. The proximity of the
terms is defined by the number immediately after the N operand.

For example, a search for N3{term1, term2} will only return results
where term2 is found within three words of term1.

Note: Not all words are counted when determining proximity.
Common words (such as I, am, the, a, an, and, and etc.) are not
counted when determining proximity.

Thesaurus Construct a Thesaurus search to return documents that include the

term entered, as well as any other terms that have been configured
as synonyms of the term entered.

Note: Full-Text Indexing Server for Autonomy IDOL does not include a
default thesaurus. If a thesaurus has not been configured for the term
entered, thesaurus results are not returned.

Thesaurus searches are constructed using the T operand and
enclosing the term to search for and match synonyms for in curly
brackets. For example, T{car} returns documents with car and
automobile, as long as the thesaurus has been configured correctly.

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 RE File Type Surnrmary
[=] [=] 5 (=] 5 [=]
6,25 COMPANY 27 - RTC - 10/24/2007 - AIR. PERMIT - WINTOM - DOH1234 POF oilioEPA John R, Kasich, Governar Mary T

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.

October 24, 2007

Company XYZ
1234 Main 5t.
Anytown, OH 41234
Vinton County
Secondary ID: DOH1234 HQ ; Q P ; F‘H

Full Text Navigation
Re: Return to Compliance — An rer

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 Company XYZ, add documents to the envelope and
retrieve the envelope.

1. Click the Envelopes button on the Documents ribbon.

/@\ nBase [eDoc Production)
i

Hame
".\ j’o .Ea. s [ Envelopes l i~ fj
% - s | as =4 Query History = ]
Home Personal Faworites Custom  Retrieval File = Faorms  Templates Mailbox
= Page - = Queries Cabinets M!-" Check Outs
Faworites Diocuments Create Internal Mail

Wehsites - = RSS Ticker Envelopes

EP4 Intranet Yiew and rmanage envelopes,

An erelope is 3 user-created
] collection of documents that can
ER nttp:iiepaintra.epa.of AR

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

@ OnBase (eDoc Producion]
|

Harme Enwelopes Dacurment

P . H o]
=+ otk X |
Create Share [relete
Envelope | Enwelope  Enwelope[s)
| Envelope Actions

Create Envelope B Documents

Create a new envelope, L

4. Enter Company XYZ for the name of the new envelope.

Please enter a name for the new envelope,

m[: ICDmpany X‘f2|

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

OnBase Close

@ Envelope created successfully.
N

6. Verify that the envelope has been created.

.@ OnBase [eDoc Production)
|

— Home Envelopes Document

Create Share Drelete
Ervelope  Erwelope  Enwelope(s]

Envelope Actions

r!{ Envelopes ﬁ Company XYZ

Tame l

Lyl Company xvz

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

@} @, 5 iewer COMPANY YT - MOY - 112172013 - AIR PERMIT - WINTOR - DOk
Document Irmage
= /."_:5' “\.. @Re\tisions _ 47 Re-Index 4 . { i
'; . “u = &) History — K Delete — % E
ame| ; ;
Kewwiords  Cross-References o Eaaaiies STeani B Check Out Vlenttisl\'lzotes = %leéige OP;;It\fggs
Infarmation 3 Mail Recipient [as &ttachment] Motes
m COMPANY XYZ - NOV - 11 /21 /2013 | = Mol Recpient [z Link] 1234
Lwd | Internal User
Docu
B | Eriefrase
@ @ My Personal Page
br rlz Erwelope ]
Ju
e h - E p Create Mew Document
h 10 & Print
Re:
&) H Fie
ey . ~
10. Select the Hertz envelope and select Add.
Select Envelope
fame
ld Campany KYE
[ Add ﬂ[ Cancel
11. Return to the Home tab and select the Envelopes button.
12. Verify that the document(s) reside in the envelope.
@, OnBase [eDoc Production) -8Xx
) Home Envelopes Document 0

Create Share Delete
Enwelope  Enwelope  Envelope(s)

Envelope Adtions

B4 Envelopes B companyXYZ
Mame ! 1
Icon Marne Type Date
Lyl Company ¥z
COMPAMY %¥Z - NOY - 11/21j2013 - AIR PERMIT - VINTOM - DOH1234 [plecty 11/21/2013
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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.

¢ 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 eDoc 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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