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Overview

OnBase is an enterprise content management system we will be using to store documents into the system and allow the
retrieval. There are many options in OnBase, but we will focus on a few areas that we recommend.

Capture
» Batches of documents will be scanned/uploaded directly into OnBase via batch processing with the
installed client called OnBase Unity
» Documents uploaded via the RAS portal will be uploaded to the respective programs supporting
documents on the backend. We will not be covering this session and will leave that to the admins.
=  Documents from the RAS system today will be converted into OnBase. Some of you may be part of that

effort.

Retrieval
= The primary way you will be retrieving documents is via RAS using a keyboard combination. We will be
utilizing the OnBase Application Enabler application and a keyboard combination to retrieve
= Asecondary way documents can be retrieved is through the OnBase Unity client installed directly on
your machine. You can search via a few ways
e Search a collection of documents via a Custom Query
e Search for just one document type by itself or across multiple accounts based on Keywords on
documents and/or information contained within a document with a full text search.

Workflow
» The compliance group has a business process that will allow the review, approval and signing of
documents.

Document Retention
=  Documents will be maintained with a predefined retention schedule that allows for the review and

disposal of documents.

Users will primarily be retrieving documents from Versa Regulation with OnBase App Enabler and ingesting documents
into the system via batch scanning into the OnBase Unity Client.

Key Terms

o Clients and System
¢ OnBase - ECM (Enterprise Content Management) system developed by Hyland
e OnBase Application Enabler - Software to retrieve and index documents from RAS
¢ OnBase Unity Client - Installed client on your workstation for scanning and direct retrieval of documents

e Documents
= Document Type - a collection of likeminded documents like such as a Supporting - Certificate of

Insurance - Provider documents
= Document Type Group - A collection of document types that is used to aid in the filter down of

document types
= Keywords: A value associated with a document type that allows you to search and filter for a document.

Some examples would be a License Type, File #, Application #, etc.

e Document Processing
= Batch Scanning - The area of OnBase Unity where we will be scanning or importing documents

© Hyland Software, Inc. All rights reserved.
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= Document Separation - a status within Batch Indexing that allows you to separate or merge documents
prior to indexing.

= Batch Indexing - The area of OnBase Unity where we will be separating documents, adding keywords,
and finalizing a document.

* Index - The act of applying keywords to a document

¢ Document Retrieval
= Custom Query - A way of searching across many document types with some similarity for easier
searching.
= Document Retrieval - Finding a document based on the individual document type with a keyword or
value within the document.

e Workflow - A portion of the OnBase Unity Client that allows the processing of a business process.

¢ Document Retention - a process of maintaining and disposing of documents based on a predefined retention
schedule.

Unity Client
Logging Into OnBase Unity Client
The Unity Client can be opened by double-clicking the desktop shortcut to the Unity Client.

’-

OnBase

Lo
Unity Client

You will need to put in your Active Directory Username and Password and Provide 2 factor Authentication

= - o X

IAMOnline - Sign In

Username

[} Keep me signed in

Forgot Password? (HHS/DSHS Emails Only)

Create a new account as a citizen

HelpFAQs Contact Supported Inter_net

© Hyland Software, Inc. All rights reserved.
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X

TEXAS

Health and Human Services

Verify with your password

Password

Forgot password? i

HelpFAQs Contact Supported

1 B
|
]
x

»

TEXAS

Health and Human Services

Verify with your phone
e |
Send a code via SMS to +1 XXX-XXJ-

Carrier messaging charges may apply

Receive a code via SMS

Receive a voice call instead

HelpFAQs Contact Supported Internet
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/' Health and Human Services

wrn|
Verify with your phone

A code was sent to +1 XXX-XX)- Enter the
code below to verify.

Carrier messaging charges may apply

Enter Code

Supported Internet

Hyland
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Unity Client Layout

OnBase (bchhsUT1)

Last Login: 6/26/2023 5 Al
O El 'Q, Custom Queries [~ Envelopes Document Handle Forms @ ¢] E f [A)»! @ =
Retrieval (5 Query History m Trash Can "“ Import @
Home Personal  Favorites . . N Reporting Mailbox Workflow Batch Batch Document Cormbined
- Page - - File Cabinets (5 My Checkouts [H Templates Scanning Processing | Tracking Viewer -
Favorites Documents Create Reporting | Internal Mail | Workflow Imaging Tracking Combined Vi...
Websites i RSS Ticker & 4
Unity What is PaaS? Platform-as-a-Service 101 e -
. n
Community The Hyland Blog 1/25/2023 12:52:45 PM -
OnBase
https://unity.hyland.com & oA

Expand your Hyland experience: Join Community

Hyland Community provides our customers and partners a single point of access to Hyland people, products,
solutions and updates. Here, members share feedback, ask questions, connect with other users, and get insight into
what's new at Hyland. The collaboration between our experts and our Community sets the foundation for the future
of the Hyland platform.

There's something for everyone in Hyland Community. Increase your operational knowledge and the value you can
provide to your organization. Get self-serve account information, access the support system, share and vote on
product ideas, and make connections based on common threads. Find community within Hyland Community, and
together we'll go further.

Learn more about Hyland Community today

The numbers displayed in the screen shot above correspond to the numbers in the following table, where each region of the screen
is explained in detail.

Number Region Description
Tabs You can use tabs to navigate between different layouts in the Unity Client.
Tabs are displayed at the top of the Unity Client window.

9 Ribbon The contextual ribbon displays available user actions based on the currently displayed
layout. 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. This tab is available after logging on.
The Home tab is divided into ribbon groups. Ribbon groups are categories of user actions.

Layout Each screen in the OnBase Unity Client has a layout. Default layouts are included with the
OnBase Unity Client.

© Hyland Software, Inc. All rights reserved.
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License Setup (1% time only)

Batch Scanning License Registration Validation

To scan or sweep batches of documents into your system, a Production Document Imaging License will be
needed. It can either be a Production Document Imaging (KOFAX or TWAIN) or a (TWAIN) license. Both
licenses will work with TWAIN scanners but if you are using a KOFAX scanner, the KOFAX or TWAIN license
must be used.

1. License workstation
2. Click On File-> User Options

OnBase (TXHHS UT1 Standard Auth) - 0O X
Last Login: 9/21/2023 11:07:18 PM |0
Recent Activities < / ]
@ Change Password ocument Handle | [£] Forms @ ¢] ‘. ‘}» @ D
E] Personal Page -ash Can A Import o
) Reporting Mailbox Workflow Batch Batch Document | Combined
LO2  User Options [H Templates Scanning  Processing Tracking Viewer -
ey
Create Reporting | Internal Mail | Workflow Imaging Tracking Combined...

Applications

Search Tiles x I

Administration  »

ent Entity

Click to open
Troubleshooting »

o}
(3]
® Help 4

—)] Log Out JIM KOLTISKA X Exit OnBase

Inspections License

Click to open Click to open

3. On the User Options Screen Select Imaging along the left side of the screen-> Select the "Production Document
Imaging (TWAIN or KOFAX)" option-> Then click the "Save" button at the bottom

© Hyland Software, Inc. All rights reserved.



3 User Options - 0O X
General . . \
License Option
WorkView
Document Use the following license on this workstation to enable batch scanning

Document Import
P (® None

Engineering Viewer
J 9 O Desktop Document Imaging (Unlimited)

Imagin
— O Production Document Imaging (ISIS)
Local Data
- O Production Document Imaging (KOFAX or TWAIN)
Printing

@) - ;
Retrieval Date Options ) Production Document Imaging (TWAIN)

Revision Control Batr
Signatures _E {P_F&c}illj;t)ion Document Imaging e
Workflow Previ - e 60-360)

Disable Document Review
Advanced Document Review

Batch Processing

[ ] Hide batch counts

[ ] Hide sub status queues

[ ] Hide document counts

[] Automatically select Auto Load Next Batch

[ ] Display batch locks ’

© EETEE GBI

Scanning

Scan Formats setup (1% time only on the workstation)

Create a Scan Format

A scan format tells the scanner what settings you would like to use in OnBase. This is a reusable setting that
will is specific to the scanner model.

The common settings for a scan format are 300x300 dpi, black and White, auto rotate, auto straighten, one
document, and auto paper size. Your OnBase admin can assist with the setup of this feature for your scanner.

This setting is per workstation and per scanner.

1. From within the Batch Scanning layout, click the Gear Icon — Manage Scan Formats button.

Scan Source W
Scan Format | W {E}
Corfiguration
2. Click New.

© Hyland Software, Inc. All rights reserved.



Al Favarites

Manage S5can Formats

Import Formats

Hyland

3. Enter a name for the new scan format. Best practice is to enter the name of the scanner model with distinctive
scan format settings that will define the scan format such as color, paper size, and DPI. Click Ok.

Enter “Black and White 300 DPI Scan Format” for the name

Mame

Source Type

Mew Scan Format

Cancel

4. Select the scan source for the connected scanner.
5. Select the appropriate settings for the scan. This screen may look different depending on your scanner’s driver.

6. Click OK.

© Hyland Software, Inc. All rights reserved.



02 4 2 8 T % nage Scanner fi-6130d] EfDWSE---l
IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|II ] ] i
Setting Files: IDD:EurrentSetting j Config... |

~Resolution————————— Scan Type:

300« 300 j ADF [Front Side)

200 :II i Paper Size:

-

™ Predefine LT Letter (3.5217in)

[T Enable Software IPC [T Enable Multi Image
Front | I Individual Setting

z
3
4
5
[i]
7
8
g

Image Mode: Brightness:

@ 24bit Colar J_

Black M hite: T hreshold;

14 I

Scanning Areal inch |

Left: I 0.000 Top: I 0.000

Wwidth: IE.EEIEI Lengtk:  |17.000

i
=

R
L

Scan Presiew

k. Feszet Help | About...

Tl driver. Press [F1] ke to show help. |Data Size about: 2h.3MEB

Document Preparation

Remove any paperclips and staples.

Unfold any folded pages.

Verify that any multipage documents are in the correct page order.

Orient all pages to have the page tops in the same direction and the front of the page in the same direction.

N .

Batch Scanning

Batch scanning allows you to scan multiple documents at once.

© Hyland Software, Inc. All rights reserved.
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Batch Scanning Layout:

Action/Navigation
Ribbon
- -
ﬁ; s @ e e
o e B . Saam Format &

Scanning Pane ]

mmmmm

Batches Pane

Scan Queues: Displays the Scan Queues available to you for scanning batches.

Action/Navigation Ribbon: Provides buttons to initiate scanning, sweeping, or modifyin,

scan formats.

Scanning Pane: The Scanning pane contains all of the options necessary to pre-index
and scan/scan from disk/sweep a batch. It is displayed by default on the right side of
the Batch Scanning.

Batches Pane: This area lists the previously scanned (or swept) batches for the

selected scan queue.

1. On the home ribbon, select Batch Scanning

OnBase (tehhsUT1)

Batch Processing  Document

7 =] G4 Envelopes Document Handle | [= 4\ 1= 4 7 E:ﬂ.l
O.\ ’ - : @ » o
Query Histary [fi] Trash Can H .
Home Personal Favortes | Custom Retrieval File . N Forms |mport Templates | Reporting | Mailbox | Workflow Batch Batch Document Combined
Queries Cabinets [~ My Checkouts Scanning [{Processing | Tracking Viewer -
Favorites Documents Create Reporting | Internal Mail | Waorkflow bing Tracking | Combined Viewer

Batch Processing

2. Select your scan queue.

© Hyland Software, Inc. All rights reserved.



3. Click Scan in the top ribbon

4. Note: There is an option in the scanning pane called Pre-Index to prepopulate all documents as the same

document type and index values. Commonly the No Index option should be used to allow the indexing later in
the process.

Scan Mode indicates the type of indexing prior to scanning.

No Index
No indexing is done on the document prior to scanning—neither the document type nor the
keyword is assigned. Batches are routed to the Awaiting Index queue. This should not be used.

Pre-Index
Document type and keywords can be assigned to the batch prior to scanning. However, the
batch is still routed to the Awaiting Index queue.

Full-Index
Document type and keywords can be assigned to the batch prior to scanning. If a doc type and
all required keywords are indexed, the document bypasses the Awaiting Index queue and is
routed to Awaiting Commit/Committed. This scan mode is used most often with barcodes. If this
scan mode is selected but a document is missing a doc type or required keyword, the entire
batch is routed to the Awaiting Index queue. This option is not used.

Note: If doc type or keywords are manually entered prior to scanning, these index values are applied to all of the
documents in the batch.

Scanning Complete Window Options

After the scanning process is complete, the Scanning Complete window displays.
x

Scanning complete

Total number of pages scanned =3

Scan More Pages Continue adding pages to current batch or document

Mew Document Create a new document within batch

Create a new decument with a new document type within batch

W

Change Format Modify the current format before continuing
Discard Pages Discard scanned pages

Done Scanning complete

Delete the last page and continue. If the scanning mode is

Delete Last Page duplex delete both the front and back of the last scanned page.

Delete Last Decument | Delete the last document and continue

Scan More Pages
Allows the user to add more pages into the scanner to continue scanning documents/pages into the same
OnBase Batch.

New Document
Allows the user to scan additional documents. The new documents scanned into the system will create a
new document within the same OnBase Batch.

New Document Type
Click to scan a new document into the batch using a different Document Type. Using the drop-down select
list, select the Document Type that the document you are scanning into the batch belongs to and then click

© Hyland Software, Inc. All rights reserved.
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New Document Type. The document is scanned into the batch and the Total number of pages scanned
count is updated.

Change Format
Allows the user to switch between formats during the scan process. The user will perform this action when a
document/page within the same batch is required to scan in color, while the rest of the batch is scanned in
black and white. The user will load the scanner with either the color document/page or black and white
document/page, and select the appropriate scan format (i.e., color or black and white). After the pages have
scanned the user will be presented with the above dialog and select “Change Format,” then they will load the
other separated stack of documents/pages in the scanner, and then choose “Scan More Pages.”

Discard Pages
This option will discard all the scanned pages.

Done
After all scanning of the current batch is complete select “Done.” This will end the scan process and mark the
current batch for indexing.

Delete Last Page
If the last page scanned was incorrect, the button will delete that page.

Delete Last Document
If the last document that was scanned was not correct, this button will delete that entire document.

Document Review

1. After scanning or sweeping a batch, the scanned images are reviewed in “Document Review.”

2. The Documents pane, Document Viewer, and Scan Progress Window are displayed (i.e., the Batch Scanning
layout’s secondary view).

3. From this view, pages and document from the batch can be viewed and deleted, rotated, or rescanned, as
necessary.

4. To return to the Batch Scanning Layout, click the Back button.
El

et b @ ED 0 &

Batch Scanning
Scanned Documents - Batch Name: 9/15/2018 - Naomi Teruya - AP - Inveice - SQ{139) - 2 Documents

1149 - Invosce - oY 2

Scan
Progress
Window

Documents Pane | el

5. Once the documents have been scanned you will select the Go to Batch option in the top ribbon. Now the
document is set to enter in Document Separation.

© Hyland Software, Inc. All rights reserved.
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Batch Sweeping

When the documents are already digital, they can be swept in individually or as a group.

1. On the home ribbon, select Batch Scanning

OnBase (bxhhsUTT)

Batch Processing  Document

‘ =] & Envelopes Document Handle | [=] AN 1 4 Z Eﬂ.l
a : , 1 & » =5
Query Histon Trash Can =
Home Personal Favorites | Custom  Retrieval File ~ Forms Import Templates | Reporting Mailbox | Workflow Batch Batch Document Combined
- Page - Queries Cabinets [ My Checkouts Scanning [ Processing | Tracking Viewer+
Favorites Documents Create Reporting | Internal Mail | Workflow Ring Tracking Combined Viewer

Batch Processina

2. Then you will want to select your scan queue. Then in the top ribbon, select Sweep

5 é G @ Scan Source | ~ | é@

Scan Scan From [ Sweeg BRefresh Batch Scan Format | R | Manage Global
Disk 2 List Processing Scan Formats
Capture Layout Configuration Administration

Batch Scanning
Scan Queue

Community Health [0]

Compliance [0]
EMS [0]

Radiation [0]

© Hyland Software, Inc. All rights reserved.
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o x

Which method do you wish to use to sweep files?

® Sweep all files in a particular directory

® Import one file

@ Cancel

3. Select Sweep all files in a particular directory” Here you can open file explore and select the folder you want to
“sweep” the documents into OnBase. You do this by selecting the 3 dots. This will open file explore and allow
you to select your file location.

Sweep Directory

ChUsersjweaver\Onelrive - Hyland Sl:uftware"aDDcuments\Prl:u_ie

[ ] Delete Files After Sweep

[ ] Sweep Images Only

Image Orientation
@ Mo Rotation [] Flip Vertically
() Rotate Left 90 degrees [ ] Flip Horizontally

() Rotate Right 90 degrees
() Rotate 180 degrees

4. Once complete you can select Sweep. You will be prompted to name the batch. It sets a default name with Date
and Email Address. If this name is sufficient, select Sweep.

Batch Name

[7/18/2023 - JARROD WEAVER@HYLAND.COM |

Scan Format

| v

Sweep Cancel

© Hyland Software, Inc. All rights reserved.
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5. Once the documents have been scanned. You will select the Go to Batch option in the top ribbon.

OnBase (bthhsUTT)

Document Review ycument | Viewer

©)Fe | B

Back§l Goto @Previous Next | R Delete | Rotate Rotate Rotate Resolve Purge

Batch Page Page Page Page Left Right 180° Revisions Batch
gation Orientation Document

D

n

Batch Scanning

Scanned Documents - Batch Name: 7/18/2023 - JARROD.WEAVER@HYLAND.COM(109) - 2 Do

[1] Unindexed Document Page = Timestamp Message

[1] Unindexed Document 1 1:1213PM  Start New Document

1 1:1213PM Swept file 'C\Users\jweaver\OneDrive - Hyland Software\Doci
1 11213 PM Saved file (463360 bytes) to diskgroup #102

2 1213PM Start New Document

2 124PM Swept file 'C\Users\jweaver\OneDrive - Hyland Software\Doci

2 TIZ14PM Saved file (126548 bytes) to diskgroup #102

Unindexed Document
920
Home | Insert  Draw Desigr Layout Refere Mailini Review View Help = fEditing*

(2 =] A2l 8 & | E| R

Paste IE] Font | Paragraph | Styles | Editing | Dictate Editor g

TIZ14PM Batch Complete #109 (7/18/2023 - JARROD.WEAVER@HYLANI

Clipboard = Styles & Voice Sensitivity Editor | Reuse F... RFPI A

i

ICASE NO. X0000XXX

© Hyland Software, Inc. All rights reserved.
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¢ Now the document is set to enter in Document Separation.
Document Separation

The Document Separation Layout allows users to conveniently separate documents and move pages.

1. When your documents have been scanned into the system. You will select the batch you want to

process. In the top ribbon you will select Start Processing.
e

- o x
Last Login: 7/18/2023 10:36:37 AM | @

File Home Document Batch Processing

« a |s|ls[a]s

- Nl O]

Filter Scan  Configure Keyword Batch Refresh Start Skip

Queues Panel Scanning List Processing l§ Processing
Configuration Layout Browse Processing

Batch Processing

# Status Queues

. Batch # Batch Name Scan Date Status Total Documents # to be Indexed
I Document Separation [1]
© Index [0] m - M M| M MR
Awaiting Commit [0] 7 3 - JARROD.WEAVER@HYLAMND.COM 7/18/202312:12 PM Awaiting Document Separat

Commit

4 Scan Queues
Community Health [0]
Compliance [0]
EMS [0]
Environmental [0]
Food & Drug [1]
HHS Regulatory [0]
Radiation [0]

OnBase (txhhsUT1)

Home Document Document Separation Last Login: 7/18/2023

X] x El é Select All Documents Rotate Left | (&
ped
D:E” (@] Expand / Collapse - ) Rotate Right X
Saveand Cancel | Browse Acquire | Display Keywords Split  Join Cop Delete Delete | Undo  Redo
Close All + Mode '~ @, Thumbnail Settings - 1" Flip - Mode  Selected
Apply Page View Modify Delete History
Document Separation
Batch Name: 7/18/2023 - JARROD.WEAVER@HYLAND.COM(109) Total Documents: 1 Total Pages: 1 Page Holder E—

B @ unindexed Document 4Page(s) A -

Within this layout, you will have three spaces:
1. The Ribbon Menu
2. The Separation Workspace
3. The Page Holder

2. Select the page you want to separate and drag underneath the current document to create its own
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document type.

OnBase (xhhsUT1)

Home Document Document Separation
x E Select All Documents Rotate Left @ t/"
Expand / Collapse : . Rotate Right
Saveand Cancel | Browse Acquire | Display Keywords i Split  Join Copy : Delete  Delete Undo Redo
Close All - Mode -~ @, Thumbnail Settings - iJ Flip~ Mode  Selected -
Apply Page View Modify Delete History

Document Separation

Batch Name: 7/18/2023 - JARROD.WEAVER@HYLAND.COM(109)

Total Pages: 1

Total Documents: 2

B # Unindexed Document

1 2

B Unindexed Document

3. Once you are done separating the document. You are ready for indexing. You will select Save and
Close All. The document will then enter the indexing queue where it is ready to be indexed.
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Batch Indexing
Indexing is the process of applying Document Type and Keyword, or index, values to the document.

The Batch Processing button allows a user with appropriate rights to view scanned batches either by Scan
Queue processing status or Scan Queue name.

Indexing

Overview

Indexing documents is the process of attaching metadata or keywords to a scanned batch. The keywords
enhance the functionality of OnBase by providing the ability to quickly identify the important characteristics of
documents within the batch by the descriptive values assigned to it.

Indexing

During indexing, every document must be indexed to a Document Type and have Keywords associated with it.
OnBase will not let a user index a document if it is missing a Document Type or required Keyword, which will
be red. These indexing values allow it to be easily retrieved later.

1. Select the Imaging icon dropdown and then select Batch Processing.

OnBase (txhhsUTT)

z [ Envelopes T Document Handle | [ o G -
0O [2] NN i TH|® | D M| S ® | g
: (5 Query History [ Trash Can :
Home Personal Favorites | Custom Retrieval  File Forms Import Templstes | Reporting | Mailbox | Workflow |  Batch Batch Document | Combined
~  Page. - Queries Cabinets [= My Checkouts Scanning| Processing | Tracking Viewer .
Favorites Documents Create Reporting | Internal Mail | Workflow [l e Tracking | Combined Viewer

Websites & RSS Ticker

Unity Introducing the Hyland Customer Innovation Awards!

Community The Hyland Blog 4/27/2023 10:34:34 AM

OnBase

https://unity.hyland.com

2. Select a batch and click Start Processing in the top ribbon. The number next to each Scan Queue
status represents the number of batches in that processing queue.

OnBase (txhhsUTI)

5 ome Il Document Last Lagin: 7/11/
& a4 SIS &H
I P AN ©)
Filter Scan  Configure Keyword Batch Refresh Start Skip
Queues Panel Scanning | List | Processing Processing
Configuration Layout | Browse Processing
Batch Processing
“ Status Quieues Scan Queue Batch®  Batch Name Scan Date Step Name Total Decuments
i Document Separation [0]
I Index[1] = - m - & . ® . ® . ™
Awaiting Commit [0] 7/13/2023 - 4
g Cemmunity Health 104 JARROD WEAVER®HYLAND.COM 7/13/2023 12:50 PM Awaiting Index 2

Commit

4 Scan Queues
Community Health [1]
Compliance [0]
EMS [0]
Environmental [0]
Food & Drug [0]
HHS Regulatory [0]
Radiation [0]
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3. Select a Document Type and add appropriate keywords (index values) for the document. Click the
Index button.

e OnBase (xhhsUTI)

File Home Document Batch Indexing Viewer Last Login: 7/

P & 1 P Al

Stop  Configure Keyword Detach/Attach Indexing Rescan Indexand Add  Auto Load
Indexing Panel Panel Page  toSeparate Batch  Next Batch

Indexing

Batch Indexing | Scan Queue: Community Health

Document Type Group
CHW - Application - Initial/Renewal - VR L\cer\s Type hd ‘

. P
Document Type Unindexed Document
Initial - CHW Training Program - CHW

-]

07/13/2023 - Home  Insert  Draw  Design

Batch Name: 7/13/2023 - JARROD.WEAVER@HYLAND.COM(104)

Layout References Mailings Review View Help 1 Comments
Y
# Keywords &« ﬁ Times New Roman ST E /y 0 @ 8] n
File 2 [ BB I U~ax ¥[h |, 0, Editin e -
|123456?391 ‘ﬁ Paste P A oaae | A A ? o Styles ™ 9 | Dictate Editor
License #
[saresaazi | & Clipboard 1§ Font [F] Styles Voice | Sensitivity | Editor |ReuseFiles| RFPIO ~
Entity & E
[123456780 | =4
License Type I
[NEw E "
HName | .*ﬁ
|J'°‘NE DOE ‘lﬁ) h v Texas Department of State Health Services (DSHS)
Application # Promotor(a)/Community Health Worker Training and Certification Program
[1234567e0 E Training Program/Sponsoring Organization
Destruction Date I Application for Certificate Renewal- Instructions
12/31/2023 N =3 .

Renewal Information
You must renew your certificate every two years to provide updated information regarding your Training Program/Sponsoring
Index @ El IE El Organization Application.
H 2{’) Note: There is no cost for certificate renewal.

How to apply for Certificate Renewal
A Number of Documents: 2, 1 of 2 (Remaining) All applicants must complete the following:

Status  Documents 1. Section I. Application Category

2. Section IL. Training Programy/Sponsoring Organization Information
Unindexed Document 3. Section ITI. Training Provided (last two years)

4. Section IV. Instructor(s)

4. Enter in keywords that are needed for retrieval of the document, including the close date it known.
5. Click Index

IMPORTANT NOTE: Enter the CLOSE DATE keyword if known to help facilitate document retention on a
document. Destruction Date does not need to be filled out on a document.

Indexing Pane Buttons

.J cj fo) FE AR
P EIRIR RIS

Index allows you to mark the current document as indexed. All indexing information entered for the document
is saved and the document is no longer available for indexing (though it can be re-indexed). The batch will
automatically move to the next document.

Shortcut Keystrokes:

[Alt] + [I] or

[Ctrl] + [*] (Num Pad)
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Index |.5.ppend Z ‘ |ﬂ |4 ‘ m ” ﬂ| H Ld | [+
san | O|G] 8| @0 | @D| B | B | v

Append will attach the current document on to the end of the previously indexed document. If no document has been
indexed in the batch, the button will be grayed out. This option is only available for image documents.

Shortcut Keystrokes:

[Alt] + [P] or

[Ctrl] + [[] (Num Pad)

[ ] oees [ ] WYL DI b 0]
’?’3 Cl | & | A Uhdn

Delete allows you to delete the selected document from the batch. If you delete all documents from the batch, the batch is
deleted.

| ndex | sopena | (8 LI
san [ OG] 8 | @) | @D | B | B | o

First Document icon allows you to select the first unindexed document in the batch.

ERE= = I K DR
’I’ O @H 8 ‘:.'i:-j ol || O || Cf || undo

Previous Document button allows you to select the previous unindexed document in the batch. Once a document has been
Indexed or QA'd, it will no longer be able to be reached through these buttons.

Shortcut Keystrokes:

Previous: [Alt] + [V]

Next: [Alt] + [N]

= = R AR -@
’I’ 6” @ ‘ o | O3 || ) | undo

Next Document button allows you to select the next unindexed document in the batch.

=] (] i i i) G
san | O 6| @@ D] @] B ]

Last Document button allows you to select the last unindexed document in the batch.
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M| || Undo

Scan ‘3'6 _’E ﬁ|ﬁ__i ol |

Sk|p Document button allows you to skip the currently selected document during indexing. The next
unindexed document in the batch is selected and the skipped document is no longer available for indexing

= ey 8 i e o
Sean | O @\ o ‘ﬁ_lﬁ.-i || Cw || Chi

Create New Document button allows you to create a new document from the pages of an existing document. This button
is only available when indexing an image document.

.J < [l e
-_ i | @ | O | C Umﬂﬂ

Scan will scan additional pages to the current document. Users will be able to select where the newly scanned
pages will fall in the document.
Shortcut Keystrokes: [Alt] + [S]

Index || Append ‘ Z H |ﬂ| H i H t| ” ﬂ H t H_l}‘
‘ Scan Is 6“ @ ‘H_I 41 l hP FI Undo

Rotate Left button allows you to rotate the currently displayed page 90 degrees counterclockwise.

el

Index Append Z H |E| H i H t| ” ﬂ H 2 H_l}‘
Scan 5 @ @ ‘H_I 41 l 13 hl Undo

Rotate Right button allows you to rotate the currently displayed page 90 degrees clockwise.

O ICT A Y

ald | ) || ) || Undo

Delete Page button allows you to delete the currently displayed page from the selected document. This button
is only available when indexing an image document.
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[ 22 A i o o
m ) @ H @ I['u" I ] H [[»] ”—H|| Unde lf_ﬂl

First Page button allows you to select the first page of the currently displayed document.

I N e P K
m S H 8 | (4] | I_"q', | I‘ [[¥] H—.||| Undo lf_ﬂ‘

Previous Page button allows you to select the previous page of the currently displayed document.

oo | sovens [ 8 [ [ [ [ [ Do) [ ][
m S| & H -8 |['|1" “ (4] :|l L[»] I—..||| Undo

Next Page button allows you to select the next page of the currently displayed document.

e A
|0l 8 [

Last Page button allows you to select the last page of the currently displayed document.

P = e R B
PR EE

Undo button allows you to undo the indexing task (i.e., index document, append document, delete page,
delete document, or skip document) that was performed for the previous document.
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SRP AR

Stop Indexing button allows you to stop indexing the currently selected batch.

Hyland

Using Application Enabler help fill in the keywords while Indexing

To aid in the indexing Application Enabler can copy the index values from the 5 different configured RAS
(Versa Regulation) screens into OnBase. The Microsoft Edge or Google Chrome browser may be utilized.

OnBase should be launched and at the Indexing Screen to use App Enabler Indexing.

Keyboard Shortcut to Index : Alt + X

Below are the screens that are configured:

1. License Screen

1.

The following keywords will be captured if available:

ok owbn

Launch RAS (Versa Regulation)
Click License and then Search

Enter search criteria

Click Find

Click the folder icon

On the keyboard press Alt + X

File #
License #
Entity #
Lic Type
Name

2. Applications Screen

1.

The following keywords will be captured if available:

ok L

Launch RAS (Versa Regulation)
Click Application and then Search
Enter search criteria

Click Find

Click on folder icon

On the keyboard press Alt + X

Lic Type
Complaint #

Org Name/Name
File #

License #

3. Entity Screen
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The following keywords will be captured if available:

Nouvhkhobde

Launch RAS (Versa Regulation)
Click Entity and then Search
Enter search criteria

Click Find

Click magnifying glass

Click entity number

On the keyboard press Alt + X

Entity #
Name

4. Enforcement Screen

1.

The following keywords will be captured if available:

ok v

Launch RAS (Versa Regulation)
Click Enforcement and then Search
Enter search criteria

Click Find

Click the Respondent Tab

On the keyboard press Alt + X

Lic Type
Complaint #

Org Name/Name
File #

License #

5. Inspections Screen

1.

The following keywords will be captured if available:

Practice Indexing a document with a license screen

PwODNPE

ok

Launch RAS (Versa Regulation)
Inspection Search and then Search
Enter search criteria

Click Find

Click Eyeball icon

On the keyboard press Alt + X

Lic Type
Entity #

File #
Inspection #
License #

Hyland

Within OnBase Batch indexing select the Document Type Group and Document Type
Open the RAS window
Click on License

Click License Search
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5. Enter in the search Criteria such as
1. Last Name = Hart
2. First Name = Brett

6. Click Find

& > C @ vrestrasdshsstatebcus/I /Home. jsp

B ras B oS Remedy [ Veracode B All Bookmarks

8 VERSA Regulation (=) Domain 1- Texas Department of State Health Service VRTESTNO  sign Out

> License Search

& Inbox Home

Searc Creri
@ Entity
Search For
- Board v File #
@ Application
Lic Type v Certificate #
Action v License #
Find
Fed Tax # Entity # ° _
,
License Search Alternate Key Key Value
Entity Search
Modify License Standing me Last Name First Name Middle Name Suffix
Individual hart o breft
Maintain License CE Control

Search Name

$ cash Search On Current Names Only Primary Names Only

Address Filters
& Exam
Address Type  MA - Main Address - Rank
" Street #
Inspection Leo Min Status
Street Max Status
Enforcement City Modifier
State - Region
Administration Zip Geo Code
County = Geo Group
Report E-Mail
Phone #

Milk & Sampling

Get Adobe Reade

Version: 2.11.

7. Click on the Magnifying glass under the Actions Menu on the right side
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E:E VERSA Regulation(=] Domain 1 - Texas Department of State Health Service VRTEST NO  sign Out
& Inbox Home > License Search
& Entity
(X
=
B Application ed
Tax
Lic Type + Name % Rank % Status % # % File# %| Lic# +  Expires % City = Street +  Actions
License 8060 EEELEEED 2YR 20 652 01/31/2000 TYLER Q| w2 IEIP|v
8006 HART, BRETT JOSEPH ACOR 45 5704 51954 06/30/2004 AUSTIN | P.O. BOX 143831 Q w2 IE| P v%
8001 HART, BRETT JOSEPH EMTP 20,20 49283 51954 09/30/2025 AUSTIN | P.O. BOX 143831 0 Q| w2 IE|P |V
Entity Search
Modify License Standing Total: 3
Maintain License CE Control m
$§ cash
Get Adobe Reader.
7 Exam
e Inspection
4, Enforcement
4 Administration
. Report
= Milk & Sampling
https;//vrtest ras dshs state txus/leS/faces/jsp/license/AL1 ILicenseSearchjsp# 961) Logged in as: =

8. On the keyboard press Alt + X to copy the primary keywords to the Index Panel within Unity Batch
Indexing keyword panel.

If the close date is known at the time of import the keyword should be entered. This will be used for the
document retention process. If the date is not available, it will be indexed to the document automatically once
the date is entered into RAS.

Document Retrieval

Document Retrieval Overview

After a document has entered OnBase, it can be located and viewed through document retrieval. OnBase gives users a
variety of ways to find documents. Users can search directly from RAS (Versa Regulation) with OnBase Application
enabler or within the OnBase Unity client with Custom Queries, retrieve by document type or keyword values, date range
values or even through full text search. Users will primarily retrieve from RAS with Application Enabler.

Retrieval from RAS (Versa Regulation)

Documents stored in OnBase can be retrieved from 5 different screens within RAS depending on the
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information you are looking for and the screens you use the most.
Screens configured for Retrieval (and Indexing Assistance)

e Applications
e Enforcement

e Entity
e Inspections
e License

To search for documents related to a license:

Log into RAS (Versa Regulation) Environment
Log into the Unity Client / Application Enabler (same application)
Click on License
Click License Search
Enter in the search criteria such as
1. Last Name = Hart
2. First Name = Brett
6. Click Find

oghwbhPE

& > C @ vrtestrasdshsstate.txus/le5/ sp/Home jsp

B ras B oMs Remedy [ Veracode B Al Bookmarks

E=E VERSA Regulation B Domain 1 - Texas Department of State Health Service VRTESTNO Sign Out

> License Search

& Inbox Home

Soarcn rira
L) Entity
Search For
Board v File #
@ Application
Lic Type v Certificate #
— Action v License #
Find
Fed Tax # Entity # °
,
License Search Alternate Key Key Value
Entity Search
Modify License Standing me Last Name First Name Middle Name Suffix
Individual  hart o brett
Maintain License CE Control
Search Name
$ cash Search On Current Names Only Primary Names Only
Address Filters
= Exam
Address Type  MA - Main Address v Rank
" Street #
<« Inspection Min Status
Street Max Status
4, Enforcement ey, Modifler
State v Region
Administration Zip Geo Code
County = Geo Group

Report E-Mail

Phone #
Milk & Sampling

Get Adobe Reade

Version: 2.11.9.445 (txras #561) Loggedinas: ™ °
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7. Click on the Magnifying glass under the Actions Menu on the right side

E:E VERSA Regulation(=] Domain 1 - Texas Department of State Health Service VRTEST NO  sign Out
& Inbox Home > License Search
& Entity

(X

s
B Application Fod

Tax

Lic Type +  Name % Rank % Status % # = File# %| Lic# +  Expires % City + Street +  Actions
License 8060 @ERTERED 2YR 20 652 01/31/2000 TYLER Q| @I A»IEIP|V

8006 HART, BRETT JOSEPH ACOR 45 5704 51954 06/30/2004 AUSTIN | P.O. BOX 143831 QI mIAIEIPI V%
License searc 8001 HART, BRETT JOSEPH EMTP 20,20 49283 51954 09/30/2025 AUSTIN | P.O. BOX 143831 o Q w2 IE|P |V
Entity Search
Modify License Standing Total: 3

Maintain License CE Control m

$ Cash

Get Adobe Reader.
7 Exam

« Inspection

4, Enforcement

4 Administration

A1 Report

= Milk & Sampling

https;//vrtest ras dshs state txus/leS/faces/jsp/license/AL1 ILicenseSearchjsp# 961) Logged in as: -

8. On the keyboard press Alt + R to retrieve all documents with the same Application # and License Type

A screen will pop up with the documents found. If there is only one document, it will open the document. If
there are multiple a hitlist of documents is presented to select the specific document.

© Hyland Software, Inc. All rights reserved.



Document

| Keywords [I* ] Revisions Re-Index | + [ (n)
C Ll F - B

‘ [=] Cross-References History Delete

) ) ] Send Print Start a View Notes Create Repeat Notes
| { Discussions Properties | To. Discussion |~ Check Out List Note - Mode 1
Information Actions
Icon Document Name Document Date License # File # “x
m] o [m v Tx @ ¥ (m] v (w] ¥
Application - Personnel - Personnel - 9/18/2023 9/18/2023 51954 49283 v

A Document Viewer

Please select a document.
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Search Results - Search Results: 1 of 2 Document(s) Selected

ile ocumen e
(7] Revisions ] ¥ Re-Index
# FH QF N K . H :
. @ History X Delete periding h h
Keywords ~ Cross-References Discussions Send Print _Starta View Notes  Automat . Repeat Notes
@ Properties | To. Discussion List N Mode

Application - Personnel - Personnel - 9/18/2023  9/18/2023 51954 49283

A Document Viewer

Application - Personnel - Personnel - 9/18/2023 gl 1/1 PageHGa Text Encoding

Documentd

Primary Keywords Match ONLY

The other screens enabled:

There are the 5 different configured RAS (Versa Regulation) screens that allow retrieval of documents into

OnBase. The Microsoft Edge or Google Chrome browser may be utilized. This is the primary method most

users will retrieve a document. A collection of documents using a custom query will pull back all documents
with BOTH primary keywords in common.

Keyboard Shortcut to Retrieve: Alt+ R

Below are the screens that are configured:

1. License Screen

1. Launch RAS (Versa Regulation)
Click License and then Search
Enter search criteria
Click Find
Click the folder icon

urLDd

The keywords that will be used for retrieval on this screen are:
e File#
* LicType

2. Applications Screen
1. Launch RAS (Versa Regulation)
2. Click Application and then Search
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3. Enter search criteria
4. Click Find
5. Click on folder icon

The keywords that will be used for retrieval on this screen are:
e LicType
e App#

3. Entity Screen

1. Launch RAS (Versa Regulation)
Click Entity and then Search
Enter search criteria
Click Find
Click magnifying glass
Click entity number

ok wid

The keywords that will be used for retrieval on this screen are:
e Entity #
* Name

4. Enforcement Screen

1. Launch RAS (Versa Regulation)
Click Enforcement and then Search
Enter search criteria
Click Find
Click the Respondent Tab

urLDd

The keywords that will be used for retrieval on this screen are:
* LicType
e  Complaint #

5. Inspections Screen

1. Launch RAS (Versa Regulation)
Inspection Search and then Search
Enter search criteria
Click Find
Click Eyeball icon

uhon

The keywords that will be used for retrieval on this screen are:
e LicType
* Inspection #

Document Retrieval by Custom Query
A Custom Query can be developed to allow users to more easily retrieve documents that exist within OnBase. This allows the user to
find the specified documents using a pre-defined form and limits the criteria needed to perform the search. This is what powers the

previous search with App Enabler within RAS (Versa Regulation).

To perform a custom query:
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1. Launch the Unity Client
2. Click Custom Queries in the ribbon

Heame

B

' ] Errvelopes |:f| Document Handle E Forms | ¢] i .
‘ '-_\‘G
Q, Retnevsl (%) Query Histony 'Tl" Trazh Can T import s :
Heme Pertonal Feeonites oy - - s Fapaiting Mailbox Warkilow
. Page - - 5 Fule Cabinets [=¥ My Checkouts B Templstes
Favarites —

pE T B i il admald Lis

Wiarkfig

[l Y
O EI [&, Custom Queries 7 Envelopes Document Handle Forms @J @ E f [A»)l r@ E:ﬂ-l
Q, Retrieval (5) Query History m Trash Can 4‘ Import @
Home Personal Favorites | _ i ; Reporting | Mailbox | Workflow Batch Batch Docurnent | Combined
- Page ~ - File Cabinets E My Checkouts [H Ternplates Scanning Processing Tracking Viewer -
Favorites Documents Create Reporting | Internal.. | Workflow Imaging Tracking Combined...
Custom Queries [ Applications
Query
—_ Search for: 160 hour CHW Course certificate - CHW, Abusable Volatile Chemicals Initial - ENV, Abusable Volatile
Find x ‘ Chemicals Renewal - ENV, Application - Agreements - FRO, Application - CCMP - CCMP, Application - CE

Pranram - CF Annliratinn - CHW Annlicatinn - Canirca - Croirca Annlicstinn - Nawnarada - Parcannal
0\ Upelation Date Options
O\ Enforcement From| v T°| v

Enti

O\ ntity Application # a
O\ Inspections |

License Type a
0\ License |

<
Search Clear

4. Your search result(s) will be displayed on a tab.
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Document Last Login
G @ [, Custom Queries [ Envelopes Document Handle Forms @ m E E [4»)! ® =
Q, Retrieval (D) Query History ]m[ Trash Can T Import
Home Personal  Favorites | . . - Reporting | Mailbox | Workflow Batch Batch Tracking | Combined
- Page - - File Cabinets E)My Checkouts [H Templates Scanning  Processing - Viewer -
Favorites Documents Create Reporting | Internal.. | Workflow Imaging
Custom Queries C‘R Entity - Search Results: 1 of 11 Document(s) Selected
Query Entity = %
Find » |
leon Document Name Document Date Entity #
0\ Applications
(=] (=] v =] v (=] v
O\ Enforcement Agreed Order Tattoo & Body Piercing - Compliance - 6/21/2023  6/21/2023 123456789
[ | Asbestos BusinessInitial - ENV - 6/13/2023 6/13/2023 123456

Q Entity

Asbestos Exam Registration - ENV - 6/20/2023 6/20/2023 123456789
. Cover Letter Plan of Correction Chart - HH5C - SUDCU -
O\ Inspections 611472003 6/14/2023 123456789
O\ License Default Order Tattoo & Body Piercing - Compliance - 6/21/2023  6/21/2023 123456789
Final Abandonment Of New Application - Industrial -
6/16/2023 6/16/2023 123436789
Fire Inspection Report - HHSC - HF - 6/14/2023 6/14/2023 123456789
< Foods Maotice of Inspectional Observations - Food - FDS -
§/13/2023 6/13/2023 123436789
Initial - CHW Training Program - CHW - 6/12/2023 6/12/2023 123456789
Matice of Viclation Lead - Compliance - 6/21/2023 6/21/2023 1234567359
Reinstatement Order EMS Persennel - Compliance - 6/12/2023 6/12/2023 123456739

5. Double-click on a document to view it.

When you conduct multiple Custom Queries, results for each Custom Query are retained on their respective tabs for future use.

Document Retrieval

When trying to retrieve a single document type across one or many keywords Document Retrieval is effective way of retrieving
documents.

1. Click the Magnifying glass icon with Retrieval next to it

D @ Q, Custorn Quenes [ Envelopes |2| Document Handle E Forms E% @ .-
Q, Retrewal (L) !

(T} Cuery Hastory :Tf Trash Can 'f‘ ot

Home Personal  Fevorted

- T - . 8 Reporting  Mailbox Warkdlow
e Page - . = File Cabinets [=* My Checkouts (B Templstes

Eavarite Cocument (X, ——— Bepodting teimal Ma Winrkt Lo

2. The Document Retrieval pane will open to the left.
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File Home Document
SN
h =]
Home Personal Favorites | Custom  Retrieval File
- Page - - Queries Cabinets

Favaorites

Q. Document Retrieval

# Document Types and Groups al

|CHW - Application - Initial/Renewal - VR License Ty| v |

Initial - CHW Course - CHW

Initial - CHW Curriculurm - CHW

Initial - CHW Instructor - CHW

Initial - CHW Training Program - CHW
Initial - Community Health Worker - CHW
MNetwork and Association - CHW

Renewal - CHW Instructor - CHW
Renewal - CHW Training Program - CHW

[ T SRRSO JU PO Y D ST P Y]

# Keywords and Date Range ]
[

Fr0m| -| T0|

File

License #

Entity #

License Type

MName

Application #

Destruction Date

Close Date

A Full-Text Search ]
Search Text: @

E‘ Mote Search

|6\ Text Search

3. Enter the Document Type Group (optional) and the Document Type
NOTE: Document Type Group is optional for filtering large groups of document types

4. Enter the Keywords needed to find the document

NOTE: You need user rights to access the Document Retrieval layout and to view documents. If you have any problems, see your
system administrator.

NOTE: Depending on your configuration, you may not be able to perform searches without providing some search parameters.

Date Range - Define specific date or range of dates based on the document date of the document. A specific date can be selected
from the drop-down arrow.
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Keywords - Enter specific Keywords to narrow document searches. The Keyword edit fields will change depending on the Document

Type selected.

Full Text Search - Find specific text in a text-based document assigned to a Document Type or Document Type Group.

5. Click Find to execute the search. The Document Search Results will display to the right.

@\ Search Results: 3 Document(s)

lcon Marne Type Date

(m] (m] - (m] - (m] -
Medical Background for JANE DOE - 12/1,/2022 Medical Background 12/1/2022
Medical Background for JANE DOE - 11,/30/2022 Medical Background 11/30/2022
Medical Background for TOM JOMES - 11/30/2022 Medical Background 11/30/2022

6. Double-click on a document in the results hit list. The document will open in a new window.

© Hyland Software, Inc. All rights reserved.



Hyland

Document Retrieval Keyword Options

A Keyword is an identifying piece of information used to locate documents stored within the electronic
document imaging system.

O, Document Retrieval

# Document Types and Groups &
CHW - Application - Initial/Renewal - VR License Ty v

Initial - CHW Course - CHW

Initial - CHW Curriculum - CHW

Initial - CHW Instructor - CHW

Initial - CHW Training Pregram - CHW
Initial - Community Health Worker - CHW
Metwork and Association - CHW

Renewal - CHW Instructor - CHW
Renewal - CHW Training Program - CHW

[T S S deee Finar

x

# Keywords and Date Range

Froem = To -\
File # B
1234367891
License # g
987654231
Entity # a
123456789
License Type a
001 Or
License Type / a
[oog] |
MName a
JANE DOE
Application # a
1234367894
Destruction Date a
6/9/2054 -

# Full-Text Search &

Search Text:

G Note Search

Q, Text Search

Keyword Operators and Wildcards

The Keyword Type Edit Field default property = (equal to) will appear in a box on the right side of each
Keyword Type Edit Field, and the default binary operator, AND will appear in a box on the right side of each
Keyword Type Edit Field when multiple search fields have been activated for a Keyword in the Document
Retrieval dialog box.

If you left click the = operator, it will act as a toggle switch and allow you to toggle through the following choices
(choices vary depending on the format of the Keyword, i.e., date, alphanumeric, currency, etc.)

Equal To allows you to search for keyword values that are an exact match to what is
entered for retrieval.

Not Equal To allows you to search for keyword values that are not equal to the
keyword value entered for retrieval.

I- == 1

1  Double Quotes returns only those documents containing the literal entry.
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Greater Than allows for the retrieval of documents with keyword values greater than
the numeric or date value entered for retrieval.

Less Than allows for the retrieval of documents with keyword values less than the
numeric or date value entered for retrieval.

Greater Than/Equal To allows for the retrieval of documents with keyword values
greater than or equal to the numeric or date value entered for retrieval.

Less Than/Equal To allows for the retrieval of documents with keyword values less
than or equal to the numeric or date value entered for retrieval.

F6 opens a second entry field for the active keyword. You can also click on the
keyword label.

And allows for searching two or more values of the same keyword type that exists on
the selected document type.

Or allows you to search either one (or more) documents containing either one or more
specific keyword types. Click And to change to Or.

To allows you to search from one keyword to another keyword of the same keyword.
Used with Numeric or Date keywords.

Wildcards combined with keyword values can be used to retrieve documents.

?

Replaces multiple characters. (ADAMS* would retrieve ADAMS, ADAMSON,

ADAMSTON, etc.)

Replaces a single character. (SM?TH would retrieve SMITH, SMYTH, SMOTH, etc.)

If you wish to enter two or more values for a Keyword Type, press F6 while your cursor is on the Keyword Type
field that you wish to duplicate. An additional Keyword Type field is displayed. Enter the additional Keyword
Value in the resulting field.
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For two or more values for a
keyword type field, , double
click the keyword name or
place your cursor in the
keyword type field and Press
F6. The field will be duplicated.

Document Retrieval by Date Range

9, Document Retrieval

A Document Types and Groups

&

‘CHW - Application - Initial/Renewal - VR License Ty |

Initial -
Initial -
Initial -
Initial -
Initial -

CHW Course - CHW
CHW Curriculum - CHW
CHW Instructor - CHW

CHW Training Program - CHW
Community Health Worker - CHW

MNetwerk and Association - CHW
Renewal - CHW Instructor - CHW

# Keywords and Date Range

Renewal - CHW Training Program - CHW

&

From |

File #

[1234567891

License #

[e7E54231

Entity #

[123436789

License Type

[0

License Type

oo

Name

|[sANE DOE

Application #

[1234567894

Destruction Date

[6ra2n54

# Full-Text Search

Search Text: @

-_ﬂ_ﬂ_ﬂ_llall_ll_ﬂ_ﬂ a

&

G Mote Search

|6\ Text Search

Hyland

All of the documents in OnBase for the selected Document Type that have a Document Date within the date
range indicated in the search parameters will be displayed in the Search Results window.
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Compliance Workflow

Adding a document to the Notice of Violation workflow

Once the document is in OnBase a Task Tools will appear.

1.

N

Select the Task tab.

L
Document [ T N 08
[T*] Revisicns _D Re-Index ] (K (o),
= = : =
History . Delete b Do,
Keywords Cross-References Discussions Send Print Start a 5 i Wiew Motes _ Delete Priva
i) Properties | To. i i [ Check Out List T Note Optio
Information Notes
Notice of Violation Lead - Compliance - 6/21/2023
= =t 1 |of2 | @) | (B

a*
Texas Department of State Health Services 1]
Environmental Health Notifications Group l* T EXAS

P.O. Box 143538 D
1 4 epariment of
Austin, Texas 78714-3538 State Health Services

LEAD ABATEMENT NOTIFICATION

Select the Execute dropdown button and a drop down will appear.
Select “Add to Compliance Approval Workflow”

Notice of Violation Lead - Compliance - 6/21/20.

55 ) : Add to Compliance Approval WorkFlow
N 5# Configure ftems... 172023

- 4+ =2 1 | ef2 | f) | P

*
Texas Department of State Health Services * »
Environmental Health Notifications Group T EXAS

P.(Ov. Box 143538 D
| epartment of
Austin, Texas 78714-3538 State Health Services

LEAD ABATEMENT NOTIFICATION

Hyland
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Compliance Notice of Violation Approval Queue

OnBase (IDP) g X

Last Login: 9/26/2023 11:05:25 AM | @

seThislayout | £ | 95 O 00 On [eex)
~ (S 0a 05 0a =
- Secondary Viewer A 21 = = =
Change Refresh Apply Ao Ove Legal  Review Director Associate Commissioner Commissioner
Layout . [21] Primary Viewer Filters  Work  Auto-fe eview  Manager  Review Review Review
Layout view Tasks r.
& || mbex [
‘ s
le Document Type NOV - Workflow Associste Commissioner Status NOV - Workflow Commissioner Status IOV - Workflow Director NOV - Workdlow Legal MOV - Workflow Review NOV - Wor
= Status Status Manager Status
Combined Inbox
- DO cTe m ce m cTe m cTe m cTe m cTe m

4 55 Compliance Notice of Violation Approval

Notice of Violation Lead - Compliance ASSOCIATE COMMISSIONER REVIEW COMMISSIONER REVIEW DIRECTOR REVIEW LEGAL REVIEW MANAGER REVIEW
S pe— [T et omson e compines
©3 Compliance Notice of Violation Overview
% Document Retention - Policy KW Updater R Seeset e e | 7 Netice of Violation WF Query | 6tems

Notice of Violation Drugs and Medical Devices - Compliance

] Document Retention - with Review

L Inbox Related ltems ~ User Interaction
@2 Document Retention Evaluation = =
o3 NOV Associate Commissioner Review Primary Viewer M
@3 NOV Commissioner Review P
@5 NOV Director Review Notice of Violation Lead - Compliance - 6/21/2023 2™
4 o3 NOV Legal Review
B el ) = -+ B o2 @)D Qo B, &
F5 Review (1)
o2 NOV Manager Review *x*
> Texas Department of State Health Services
@2 Retention Dates Update Processor Emironmeatal Health Notifications Group .* y TEXAS
P.O. Box 143538 Department of
Austin, Texas 78714-3538 State Health Services

LEAD ABATEMENT NOTIFICATION FORM

DO NOT WRITE IN THIS BOX- FOR OFFICE USE ONLY
Date Received: Postmark on Notification: Walk-in Date:

Specialist Initial Review Ad Hoc Tasks

Review Manager
O

Y
Review
Manager

Review Manger will send the document to the Review manager Queue where additional processing can happen. This Ad-
Hoc Task will also update the status to say in review.

Legal Review
ele)

Qs
=

Legal
Review

Legal Review will send the document to the Legal Review Queue where additional processing can happen. This Ad-Hoc
Task will also update the status to say in review.

Director Review
2
=
Director
Review

Director Review will send the document to the Director Review Queue where additional processing can happen. This Ad-
Hoc Task will also update the status to say in review.

Associate Commissioner Review
Lo 12
Associate Commissioner

Review
Tasks

Associate Commissioner Review will send the document to the Associate Commissioner Review Queue where additional
processing can happen. This Ad-Hoc Task will also update the status to say in review.

Commissioner Review
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ol
o=
Commissicner
Review

[F]

Commissioner Review will send the document to the Commissioner Review Queue where additional processing can
happen. This Ad-Hoc Task will also update the status to say in review.

NOV Approved Ad Hoc Tasks

Home Workflow Document Signatures

Close This Layout G I_|li$ Take Ownership Ex

Secondary Viewer Release Ownership

Change = Refresh  Apply  Auto Override Route N Return to Motice
Layout + Primary Viewer Filter» Work Auto-feed tern Execute Script Task Specialist Review  Sent
Layout View Actions Tasks [F]
= Cycles 1 Inbox

Return to Specialist Review

A
X
Return to
Specialist Review

Return to Specialist can be used to send back to Specialist Queue if something is missing.

Notice Sent

Motice
Sent

Notice Sent will prompt the user to validate they have downloaded and sent the violation.

=] OnBase (IDP)
File Workilow [
%] Close This Layout Take Ownership
: |
[E] Secondary Viewer Release Ownership
Change 4 Refresh  Apply Auto  Override | Route R Return to Notice
Layout . [Zr] Primary Viewer Filter Work Auto-feed | ltem Brecute Script Task | Specialist Review  Sent
Layout View Adtions Tasks
3

Have you downloaded and sent Violation?

Combined Inbox
4 Compliance Notice of Violation Approval | No |

Initial (0)
Specialist Initial Review (5)
§ NOV Approved (2)

Compliance Notice of Violation Overview
Document Retention - Policy KW Updater

D it Retenti - with Revi
ocument Retention - with Review Ay Inbex [ Related ltems | User Interaction

Docurnent Retention Evaluation

Review Queue’s
Review Queues have Approve or Need Additional Information Ad Hoc Tasks.

Approved

Approved
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Approved will Update the status Keyword related to each Queue to “Approved. When all groups have approved
the document will go to the Approved Queue

Needs Additional Information

Meeds Additional
|Information

Needs Additonal Information will push the document out of the Reviewers queue and place back to the
Specialist queue with the Status of “additional information needed”

Adding Signature or Notes

OnBase (IDP)

Home  Workflow | Queue Administration

Document

Signatures

@ [F] Revisions _D Egﬂ Q Y2 Re-Index El
() History - + ¢ Delete i)
Keywords Cross-Refi s Discussions Send Print _ Starta View Notes _' Delete  Privacy  Repeat Notes
(D) Properties | To.. Discussion |-)Check0ut ] i ¥ Note Options Mode
Infarmation Actions otes

Check Out
Checking out a document allows

‘ le MNOV - Workflow Director

Document Type you to make edits to the NOV - Workflow Associate Commissioner Status NOV - Workflow Commissioner Status Status
Combined Inbox document before checking itin as
E = a revision or as a new document. = = =
ompliance Notice of Violation Approva T e
Notice of Violation Drug| is also allaws edits to be made
Initial (0) locally without making the
Naotice of Violation Lead ASSOCIATE COMMISSIONER REVIEW COMMISSIONER REVIEW DIRECTOR REVIEW

N Spedialist Initial Review (5)
4] NOV Approved (2)

| Motice of Violation Leac

changes available to other users,

Certain file formats that cannot be

of Compliance Notice of Violation Overview cdited within the document viewer
of Document Retention - Policy KW Updater 15 Specialist Initial Review rr;ust be checked out to apply
[] Document Retention - with Review . edits,
&y Inbex |[{f) Related ltems —DzerTateraction
O’S Document Retention Evaluation
o@ NOV Associate Commissioner Review Primary Viewer
o"é MOV Commissicner Review
O’g NOV Director Review Notice of Violation Lead - Compliance - 6/21/2023
4 o NOV Legal Review
5 nitial (0) = - + = 1 o2 | | IB
F5 Review (1)

of NOV Manager Review

Texas Department of State Health Services
0F Retention Dates Update Processor Environmental Health Notifications Group
P.0. Box 143538
Austin, Texas 78714-3538

+* *
kY TEXAS oo
h Department of N
State Health Services

LEAD ABATEMENT NOTIFICATION FORM

1. After making changes close by selecting the X in Adobe.

- Adobe Acrobat Standard (84-bit)

[

2. User will be prompted to save changes. Select Yes
Adobe Acrobat

Do you want to save changes to 'Motice of Viclation Drugs and Medical Devices -
Compliance - 9-12-2023.pdf' before closing?

A

Yes Cancel

3. Inside the Unity Client Select the “Check in button
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Prends | 7]

X Delete
(3 Check Out

o R —
w Associate Commissioner Status ¢ - Workfiow Commissioner Status & - Workflowe Legol 3 - Workflow Specialst Status
NOV - Worklow Associate C Stat NOV - Workdiow C stat e o e NOV - Workflow Specials Sat
= ¥ = ¥ = b = ¥ = § =
ASSOCIATE COMMISSIONER REVIEW COMMISSIONER REVIEW DIRECTOR REVIEW LEGAL REVIEW MANAGER REVIEW
& Inbox i ser Interaction
Notice of Violation Lead - Compliance - 6/21/2023 =2 p'g

4. Select Save as Revision

Please choose whether changes should be saved as a revision of the existing document, oras a
new document,

Document Retention Destruction Workflow

Accessing Workflow

Users with appropriate access will be able to access Workflow.

OnBase (Texas Health UT1)

[- = [ Envelopes (i1 Document Handle = \=3 7] 4 ==
O El q\ k - @ a8 ¢ 3 » =5
(D) Query History ] Trash Can =
Home Personal Favorites | Custom  Retrieval File . Forms Import Templates | Reporting Mailbox Batch Batch Document Combined
- Page - - Queries Cabinets E My Checkouts Scanning  Processing Tracking Viewer -
Favorites Documents Create Reporting | Internal Mail f Workflc Imaging Tracking Combined Viewer

Users can access Workflow by navigating to and Clicking on the Workflow Button in the Unity Client Ribbon.
The “Document Retention — with Review” Dashboard will be the focus of this Document.

The “Document Retention — with Review” Dashboard is load balanced based upon User Group. User Groups
are built and based on department. Users will only see their departmental documents, unless they are in more
that one group that has access to additional documents.
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Records Coordinator Queue

OnBase (Texas Health UT1)

Home Workflow | Queue Administration

CIoseThisLayout TN [l Take Ownership
2 By ° ?

Release Ownership

Secondary Viewer

Change — . ) Refresh Apply Auto  Override Route L Sendto  Markfor Display Retention
Layout - Primary Viewer Filter » Work Auto-feed Item Execute Script Task Manager Exclusion Period
Layout View Actions Tasks Ma
Life Cycles X Inbox
Search... | le  MName Entry Date
& Combined Inbox = [ . O .
& . . s
55 Compliance Notice of Viclation Approval | | e T Ve 10/3/2023 2:06:37 PM
0€ Compliance Notice of Violation Overview
P 0€ Document Retention - Policy KW Updater Notice of Violaton - HHSC - PRO - 10/3/2023 10/3/2023 2:11:03 PM
B initial (o) Motice of Vielaton - HHSC - PRO - 10/3/2023 10/3/2023 2:11:03 PM
4[] Document Retention - with Review Notice of Violation Milk and Dairy - Compliance - 10/3/2023 10/3/2023 2:11:03 PM
B initi
2+ Records Coordinator (4) Ili Records Coordinator
L}
= Manager(2) h Inbox | L) Related ltems ~ User Interaction

Purge (0)
& WF Document Exclusions (1)

*

The “Records Coordinator” is the first reviewer of the destruction process. Located on the right is the Inbox in
which will list the documents that are ready to be destroyed. The “Records Coordinator” will have the ability to
Double Click on the document and view it prior to selecting the Task to perform on the document.

Records Coordinator Tasks

¢ Send to Manager: Clicking on the “Send to Manager” task will apply the “Records Coordinator”
Approval to destroy the document and move it to the “Manager” Queue for the next level of Approval.

e Mark for Exclusion: This task will mark the document for Exclusion, place a stop on the retention
process and move it to the “WF Document Exclusions Queue.”

¢ Display Retention Period: This task will display a message box that will display the Retention Policy

for the currently selected document.

Manager Queue

OnBase (Texas Health UT1)}

Workflow | Queue Administration

Home

Close This Layout T ¥ [l Take Ownership @)
. 2 Y : =P
Secondary‘u’lewer Release Ownership
Change — ) Refresh  Apply Auto Overide Route o Approve Destruction  Mark for Return to Display Retention
Layout - Primary Viewer Filter» Work Auto-feed Item Execute Script Task of Documents Exclusion Records Coordinator Period
Layout View Actions Tasks [F]
Life Cycles X Inbox E
Search.. | le Mame Entry Date
h Combined Inbox = @& . O .
%o Comliznce Notice of Viclation Approval | | e Ve 10/3/2023 3:58:54 PM
oS Compliance Notice of Violation Overview
o P!
4 Ug Document Retention - Policy KW Updater Metwork and Association - CHW - 10/3/2023 10/3/2023 3:59:05 PM
B3 Initial (0)
4 G Document Retention - with Review
E3 Initial (0)

o Records Coordinator (4) IJZ Manager

-

—~ Manager (2) M Inbox | ) Related ltems  User Interaction
%] Purge (0)

@ WF Document Exclusions (1)
The “Manager” is the second reviewer of the destruction process. Located on the right is the Inbox in which will
list the documents that have passed the first level of approval and are ready to be destroyed. The “Manager”

© Hyland Software, Inc. All rights reserved.



Hyland

will have the ability to Double Click on the document and view it prior to selecting the Task to perform on the
document.

Manager Tasks

e Approve Destruction of Documents: Clicking on the “Approve Destruction of Documents” task will
apply the “Managers” Approval to destroy the document and move it to the “Purge” Queue for the next
level of Approval.

¢ Mark for Exclusion: This task will mark the document for Exclusion, place a stop on the retention

process and move it to the “WF Document Exclusions Queue.”
e Return to Records Coordinator: This task will return the selected document to the “Records

Coordinator” where the document may require additional review.
¢ Display Retention Period: This task will display a message box that will display the Retention Policy

for the currently selected document.

Purge Queue

OnBase (Texas Health UT1)

Home Workflow | Queue Administration

Close This Layout ™ * .
. NG T 9
Secondary‘uﬁewer
Change — . . Refresh  Apply  Auto Override Route ) Purge Return to
Layout - anary‘uﬁewer Filter - Wor Auto-feed tem EXECULe scnpt las Document  Previous Queue
Layout View Actions Tasks ]
Life Cydes Inbax
Search. ‘ lc  Mame Entry Date
[EJ Combined Inbox = [ v =] v
&5 Compliance Notice of Violation Approval | | Notice of Violaton - HHSC - PRO - 10/3/2023 10/3/2023 4:01:37 PM
O'Cc' Compliance Notice of Vielation Overview
L Oﬁ Documnent Retention - Policy KW Updater
B Initial (0)
L ﬂ Document Retention - with Review
B3 Initial (0)
S0 Records Coordinator (4) I Purge

o]

Manane

|ﬂ| Inbox | L] Related ltems  User Interaction

Purge (1)
w WF Document Exclusions (1)

The “Purge” Queue is the last step of the destruction process. Located on the right is the Inbox in which will list
the documents that have passed all levels of approval and are ready to be destroyed. Those with access to the
“Purge” Queue will have the ability to Double Click on the document and view it prior to selecting the Task to
perform on the document.

Purge Tasks

¢ Purge Document: Clicking on the “Purge Document” task, will PERMANENTLY delete the document
from the system. Once the button has been clicked, the system will delete the document and create a
“Notice of Destruction Form”. A sample of the form is shown below.

¢ Return to Previous Queue: This task will return the selected document to the “Manager” Queue where

the document may require additional review.
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File Document
[F] Revisions _D Re-Index m
Histon - Delete G C ’L_m &
Keywords Cross-References Discussions Send Print  Starta . | ViewNotes _! Delete Privacy Repeat Notes
Properties | To Discussion [ Check Out List T MNote Options Mode
Information Actions MNotes
Notice of Document Destruction - 10/3/2023 - 462737
Notice of Document Destruction
Document Retention Destruction Policy Status
[Purce |
Document Retention Period
‘AC+2 Years ‘
Document Retention Destruciton Document Name
[initial - CHW Course - CHW - 9/22/2023 |
Document Retention Destruction Document Type
[Initial - CHW Course - CHW |
Document Retention Destruction Document Handle
[s62737 |
Records Coordinator Name Records Coordinator Approval Date
[william weolf | 10/03/2023
Manager Name Manager Approval Date
[William Wolf | 10/03/2023

WF Document Exclusions Queue

Home Worlflow | Queue Administration

Close This Layout ™ ol a Take Ownership

Secondary‘u"iewer Release Ownership
Change — . Refresh  Apply  Auto  Override Route o Remove Document
Layout - Primary Viewer Filter» Work Auto-feed ltem Execute Script Task Retention Exclusion
Layout View Actions Tasks
Life Cydes R || Inbox
Search.. | le  MName Entry Date
Combined Inbox m @ -

&

{_Q . . - .

%5 Compliance Notice of Violation Approval - Class Cancellations - ENV - 10/3/2023
0:8 Compliance Notice of Viclation Overview

Document Retention - Palicy KW Updater
Document Retention - with Review
£ Initial (0) by

Zo Records Coordinator (4)

S Manager (1) 2 WF Document Exclusions
Purge (1

= I'u' Inbox | 4] Related ltems  User Interaction
=  WF Document Exclusions (1}

o5 Document Retention Evaluation

Ofg MOV Associate Commissioner Review
‘Ig MOV Commissiener Review

o NOV Director Review

o MOV Legal Review

Ofg MOV Manager Review

Ofg Retention Dates Update Processor

The “WF Document Exclusions” Queue is specifically for documents that have been marked for exclusion via
the Workflow Process. Documents marked for exclusion will remain in this Queue until it is Removed.
WF Document Exclusions Tasks
¢ Remove Document Retention Exclusion: Clicking this task will remove the selected document from
exclusion and send it back to the “Records Coordinator” Queue for review.
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Accessing Reporting Dashboards

Users with appropriate access will be able to access Reporting Dashboards.

OnBase (Texas Health UT1)

Itern Viewer

G = [ Envelopes Document Handle — 1= a 7 Eﬂ.l

0O [2] a, Q . 1+ & » =4
(D) Query History I Trash Can .

Home Personal Favorites | Custom Retrieval File Forms Import Templates § Reporting Mailbox | Workflow Eatch Batch Document Combined

. Page- . Queries Cabinets [= My Checkouts Scanning  Processing | Tracking Viewer -
Favorites Documents Create Reporting  Internal Mail | Workflow Imaging Tracking Combined Viewer

Users can access reporting Dashboards by navigating to and Clicking on the Reporting Button in the Unity
Client Ribbon.

OnBase (Texas Health UT1)

Item Viewer

g = (=] Envelopes Document Handle E D @ E
O EI @ O\ (D) Query History Trash Can T [B ng

Home Personal Faworites | Custom  Retrieval File N Forms Import Templates | Reporting Mailbox Workflow
- Page - - Queries Cabinets E My Checkouts
quorite Documents Create Reporting | Internal Mail | Workflow

(D) Gallery

Search... |

@: Document Destruction Dashboard

@: Document Retention Review Dashboard

@ Public ltems
=] Shared With Me lk

Reporting Dashboards will be located on the left side of your screen under the Gallery. Upon clicking a
selected it will launch on the Unity Client Screen.

Please note, that it may take a few seconds to return the reports depending on the amount of data that will be
displayed.
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Document Retention Review Dashboard

(% Document Retention Review Dashboard 31 3 L
NS Document Retention Review Dashboard
Document Types 2 ')o:uments in Retention Review I oL
T an Document Name | CloseDate |DDELIFHEI'|t Retention P... | Queue Name ‘ Entry Date and Time ‘ Document Da
Notice of Violaton - HHSC -PRO Class Cancellations - ENV - 10/3/2023 10/2/2021  AC+LYEAR .. WF Document Exdusions... 10/3/2023 2:00:52PM | 10/3/2023 -
Natice of Violation Mik and Dairy - Compliance Tnitial - CHW Course - CHW - 9/22/2023 9/22/2016 Records Coordinator 9/28/2023 11:07:42 AM 9/22/2023
Network and Assodation - CHW
Metwork and Assodiation - CHW - 10/3/2023 ... Bf5f2019 AC+2 YEARS ... Records Coordinator . 10/3/2023 2:06:37PM | 10/3/2023
Initial - CHW Course - CHW
' i SCHW - i -06: -
Class Cancellations - ENV Metwork and Assodiation - CHW - 10/3/2023 ... 10/3f201% AC+2 YEARS ... Records Coordinator . 10/3/2023 2:06:37PM  10/3/2023 X
Motice of Violation Milk and Dairy - Compliance - 10/3/2023 10/3/2019 AC+3 YEARS Records Coordinator 10/3/2023 2:11:03PM | 10/3/2023
Motice of Violation Milk and Dairy - Compliance - 9/20/2023 9/20/2019 AC+3 YEARS ... Manager . 9/21/2023 3:43:30PM  9/20/2023
Motice of Violaton - HHSC - PRO - 10/3/2023 ... 10/2f2011 AC+7 YEARS ... Records Coordinator .| 10/3/2023 1:58:53PM  10/3/2023
Motice of Violaton - HHSC - PRO - 10//3/2023 6/18/2014 AC+7 YEARS Records Coordinator 10/3/2023 2:11:03PM | 10/3/2023 N
Motice of Violaton - HHSC - PRO - 10/3/2023 ... Bf17/2015 AC+7 YEARS ... Records Coordinator . 10/3/2023 2:11:03PM  10/3/2023 m

sssss

Queue Hame ol

IDocumEntsExcluded I M ol B

Document Type Document Mame PersonFlaggingRetention Reason for Exdusion Date of Exdusion | Document ID
Class Cancellations - ENV Class Cancellations - ENV - 10,/3/2023 WILLTAM.WOLF@HYLAND.CO... Exduded during review process. 10/3/2023 463K
Non-License Firm - All - FDS ... Mon-License Firm - All - FDS - 8/25/2023 WILLIAM, WOLF @HYLAND.CO... | TESTING FOR DEMO and DOCUMENTATION. Exduded outside of Workflow. ... 10/3f2023 2w 7

With the Document Retention Review Dashboard, you will see 4 functional areas.

Document Types: This is a filter list in the upper left corner that is used to show all the different
Document Types that are on the Right in “Documents in Retention Review”. With this filter, you can
check the boxes to narrow down the display to which Document Types you would like to see on the
Right.

Queue Name: Located Below the “Document Types” Filter, is another Filter that will allow you to
narrow down the list of which “Queue” Documents are in with in the Review Process.

Documents in Retention Review: Located in the top right, you will see a list of Documents that are
currently within the Review Process. Here you will be ablet to see the Document Name, Close Date
(AKA Trigger Date), Document Retention Period, Queue Name, Entry Date and Time (When it entered
that Queue) and Document Date (Date the Document came into OnBase).

Documents Excluded: Located at the bottom of the Reporting Dashboard, you will see Documents
Excluded. This portion will show all Documents that are currently being excluded from the retention
process along with their Reason for Exclusion.

Note: You can Double Click and Open documents from within Documents Excluded and from Documents in
Retention Review.
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Document Destruction Dashboard

@ Document Destruction Dashboard 71 X

Document Destruction Dashboard

IAmount Destroyed Month - VEarI h &2 ISElE(t Destruction Reviewer 1 I

2

’
Select...

Q ISElE(t Destruction Reviewer 2 I

o

5, [Select...

£

3

O ISeIe:t Destruction Document Type I
[a] "

0 Select... -
Documents Destroyed h o3
Document Retention Destruction DocType Document Retention Period Destrudton Reviewer 1 Destruciton Approval Date 1 Destrudton Reviewer 2 Destruciton Approval Date 2 Destroyed Date
Initial - CHW Course - CHW AC+2 Years William Walf 10/3/2023 William Walf 10/3f2023 10/3/2023
Motice of Viclation Milk and Dairy - Compliance AC+3 Years William Wolf 10/3/2023 William Welf 10/3/2023 10/3/2023

With the Document Retention Review Dashboard, you will see 5 functional areas.

Note

Amount Destroyed Month-Year: Located in the upper left corner, you will see “Amount Destroyed
Month-Year”. This is a bar graph that will display the number of documents that have met the retention
policy and have been destroyed.

Documents Destroyed: Located at the bottom, you will see “Documents Destroyed”. This portion of
the Reporting Dashboard will show a list of all documents that have been destroyed. Along with the
document, you will see information related to who approved the destruction and the date it was
approved, followed by the day it was destroyed by the system.

Select Destruction Reviewer 1: Located in the upper right corner, you see Filter called “Select
Destruction Reviewer 1”. You can use this filter to narrow down the list of “Documents Destroyed” by
selecting a user who was the first destruction reviewer.

Select Destruction Reviewer 2: Located in the upper right corner, you see Filter called “Select
Destruction Reviewer 2”. You can use this filter to narrow down the list of “Documents Destroyed” by
selecting a user who was the second destruction reviewer.

Select Destruction Document Type: Located in the upper right corner, you see Filter called “Select
Destruction Document Type”. You can use this filter to narrow down the list of “Documents Destroyed”
by selecting a certain Document Type.

: You can use multiple filters to narrow down your search even further.
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Exiting OnBase

When you are finished using OnBase, it can be closed from the system tray.

=

Close the Unity Client window.
Click the up arrow and right click on the Unity Client icon on the task bar. This will open a menu.

From the menu, select Exit OnBase.
f_Launch Unity Client
->] Log Out
| X Eat OnBase |
1:03 PM

AN e 59000 N
Click Yes.

® Are you sure you would like to exit?

Additional Information

Time permitting, we will cover the following:

Import

Import a Document

An individual document can be imported via the Import option. If a batch of documents are to be ingested, the
batch scan scanning/sweep process is more efficient for your workload. If the business process dictates the
uploading of outlook emails and attachments on a regular basis, talk to your admin about using the OnBase
Outlook Addin for the most efficient process.

1.

Click the Import button on the ribbon.
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@ Q Custom Cuenes [ Emeelopes "_!| Document Handle | Farms =3 =
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3, Retrieva () Query Histary '_T Trash Can
Home Personal Favarites n i Reparting Mailbox Workflow
. Page = 2 |2 Fide Cabinets | = My Checkouts B Templates

2. Click Browse.

]

Browse

NOTE: If the Document Type is already selected the documents may be filtered by the previous
document types File Type. If uploading multiple documents, clicking cancel between documents can
reset the file format from the last document. If multiple documents are being uploaded, they can be

dragged and dropped into the preview within for indexing one after another. Multiple documents cannot
be selected in the browse menu.

3. Select a document. The image appears in the Preview window.
4. Index the document with information such as Document Type Group, Document Type, and any
necessary Keywords. Include the CLOSE DATE if known to aid in document retention.
e Document Type Group

Select a Document Type Group from the Document Type Group drop-down list to filter the
Document Types available in the Document Type drop-down select list.

Document Type Group
CHW - Application - Initial/Renewal - VR License Typ

e Document Type

Select a Document Type from the Document Type drop-down list. A Document Type must
be selected before the document can be uploaded into OnBase. The default file type and
Keyword Types for that Document Type are displayed.

Document Type
Initial - CHW Training Program - CHW b4

¢ File Type

The File Type drop-down list shows the default file type (file format) for the Document Type.
Users can select any File Type from the drop-down select list. This will be assigned
automatically but can be overridden is needed.

File Type

Image File Format A4

e Document Date

Assign the Document Date. The Document Date is used when document search and
retrieval is based on date, such as the date search limits displayed in the lower-left corner of
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the standard Document Retrieval dialog box.

Document Date
[12/1472022 -

e Keywords
Enter the Keyword Values for the document into the Keyword Type fields.

# Keywords {q

File #
| |

License #

Entity £

License Type

Mame

Close Date
Destruction Date

5. Click Import when finished.

"\ Import

H
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Re-Indexing

Once a document is indexed, it is possible to Re-Index a document to modify information associated with
document. You can update, add, or delete keywords.

1. In order to re-index, first search for the document to open it in the viewer.
2. Click the Home tab, then click

Q

Retrieval

In the Document Types and Groups section, select the document type.

Enter some search criteria in the Keywords and Date Range section. Click find.

This will display the document in the Search Results section.

Open the document first and then select the Re-Index button in the Actions group on the tool bar.
e This will display the Re-Index panel on the right of the screen.

7. From here you can change the Document Type and update the Keywords. When you are finished, click
Re-Index to accept the updated entries.

o0k w

Initial - CHW Training Program - CHW - 6/12/2023

% Q T DB KR G U my

Uelete
Keywords Cross-References Discussions Send Print  Starta T | View Motes _' Delete  Privacy  Repeat Notes
@P"UPE'T'ES To~ Discussion ek Lt List T Note 3 Mode
Information Actions Notes
Initial - CHW Training Program - CHW - 6/12/2023 = Re-Index
Docurment Type Group
Document Type
Home Insert Draw Design Layout References Mailings Review View Help = Comments |Imt|a\ - CHW Training Program - CHW - |
File Types
Times New Roman ~[10  ~ n ¥p
fﬁ fn| B 7 U- A EI ]% @J é L [MS Word Document ]
- X, X "
Paste | - d ¢ Paragraph Styles Editing | Dictate Editor Document Date
- Do L fa |54 - - - - 061272023 |
Clipboard & Font ] Styles = Voice Sensitivity Editor |Reuse Files| RFPIO ~
# Keywords &
File #
[1234367891 |
N License #
N 987654231
By TEXAS \ |
Drpartmen ot
Sute Healh Servics Texas Department of State Health Services (DSHS) ﬁ;g;’;:?m
Promotor(a)/Community Health Worker Training and Certification Program ‘ ‘
P " s . Li T,
Training Program/Sponsoring Organization “_‘J‘Ei:‘e = l
Application for Certificate Renewal- Instructions N
ame
Renewal Information ‘JANE DOE ‘
You must renew your certificate every two years to provide updated information regarding your Training Program/Sponsoring Application #
Organization Application. [1234567894 |

Note: There is no cost for certificate remewal. Destruction Date

How to apply for Certificate Renewal ‘ 6/9/2054 - ‘
All applicants must complete the following: Close Date
1. Section L Application Category ‘ 6/13/2044 - ‘

2. Section IL. Training Program/Sponsoring Organization Information

3. Section ITI. Training Provided (last two years)

4. Section I'V. Instructor(s) @
Personal Page Customization

The OnBase Unity Client has a section called the Personal Page where you add your most used features all
together.

1. Navigate to the Feature to add to the personal page. We will use the Applications Custom Query in this
example but there are many other options are available.
2. Click on Custom Queries in the Home Ribbon
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OnBase (TXHHS UT1 Standard

ﬁ P 1 '@, Custom Queries Envelopes Document Handle Forms
Q. Retrieval (5 Query History @]’ Trash Can 'f‘ Import
Home Personal Favorites . Rej
- Page - - File Cabinets |=» My Checkouts [H Templates
Favorites Documents Create Re
Websites i RSS Ticker
Unity Q&A: Hyland industry consultant discusses top banking indus
Community The Hyland Blog
OnBase
https://unity.hyland.com

3. Right Click on the document Custom Query icon with a document and a magnifying glass
4. Click on Add to Personal Page

© Hyland Software, Inc. All rights reserved.



Hyland

OnBase (TXHHS UT1 St

r\l, P 'a, Custom Queries

y Q, Retrieval
Home Personal Favorites
- Page - - File Cabinets
_|
Favorites

1 Custom Queries

Envelopes Document Handle Forms

(5 Query History [m]' Trash Can 'T‘ Import

[ My Checkouts [H Templat
Documents Create

‘o, Applications

Query
Search for documents based on the
| |Find X
Date Options
o O\ Applications From 10
) O‘ E+ Add To Personal Page
Enforcement
D N
H{ Add to Tile Groups Application #
Q\ Entity |
License Type

Q‘ Validation of Conversion

5. Click on Personal Page

[‘E\ Custom
Q\ Retrieva

Home Personal Favorites
- Page - - File Cab

Favorites

Custom Queries

Query

Find
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6. Notice the new Applications Tile

Last Login: 9/21/2023 11:07:18 PM | [

Custom Queries Envelopes Document Handle Forms
Retrieva Query History Trash Can Import )
Favorites Reporting Mailbox Workflow Batch Document | Combined
File Cabinets My Checkouts Templates Scanning  Pro g Tracking Viewer -
Favorites Documents Create Reporting | Internal Mail | Workflow Imaging Tracking Combined...
Search Tiles x
Applications Enforcement Entity
Click to open Click to open Click to open
Inspections License
Click to open Click to open

The Personal Page can become your new homepage within Unity

1. Click the down arrow under personal page
2. Select Make this layout my Home Page
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-0 X

Last Login: 9/21/2023 11:07:18 PM |o

O IEI (4, Custom Queries Envelopes [ Document Handle | [£] Forms &Dq ¢] ™ E [‘») @ D
o O\ Retrieval (5 Query History m Trash Can 4‘ Import S
Home Personal Favorites — Reperting Mailbox Workflow Batch Batch Document | Combined
o Page - - File Cabinets [= My Checkouts [H Templates Scanning  Processing Tracking Viewer -
7 Home Documents Create Reporting | Internal Mail | Workflow Imaging Tracking Combined...
1+ Make this layout my Home Page Search Tiles x ‘
- Q Reset Home Page
Applications Enforcement Entity
Click to open Click to open Click to open
Inspections License Batch Scanning
Click to open Click to open Click to open
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