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PURPOSE:
To provide instructions for understanding document history screens in OnBase for the purpose of researching case documents.
OBJECTIVE:
· To provide the necessary documentation to ensure that staff can read, understand and use the document history screens as needed for their document correction activities. 
EVENT DRIVER:

· A document exception occurs:  A document fails to process in OnBase correctly. 
PROCEDURES:
1. Open a document in OnBase.
2. Right click on the document for a menu, and then select History (you may also put an icon on your OnBase toolbar). 
3. Document History Screen Appears (see Figure 1).
Figure 1
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4. The upper portion of the screen (Figure 2) shows each user who interacted with the document to:
· Create the document

· View

· Print

· Delete

· Change keywords

· Etc.

Figure 2
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120 142R20 RODRIGUEZS Viewed Dacument
1T 142R2 RODRIGUEZS Viewed Dacument
12T 142713 RODRIGUEZS Viewed Dacument
1420 140352 PUBLIC Viewed Dacument
12T 140352 PUBLIC Viewed Dacument
1042013 140850 PUBLIC Viewed Dacument
1T 13823 PUBLIC Viewed Dacument
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12T 13523 PUBLIC Viewed Dacument
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022 14061 WAVE AddKepnord
W22 14061 WAVE AddKeynord
W22 14061 WAVE Delete Kepword
W22 14061 WAVE AddKenord
2T 140628 WAVE AddKeynord
2T 140628 WAVE AddKeynord
2T 140628 WAVE Delete Kepword
2T 140628 WAVE Deleted Nate.
2T 140628 WAVE Deleted Nate.
2T 140628 WAVE Deleted Nate.
WM 135025 EFILEUSR Created Document




5. The lower portion of the document history screen (Figure 3) shows:
· Each lifecycle and workflow queue the document has passed through (or is still in).
· The time of entry and exit from each queue.

· The user responsible for sending to a queue or removing from a queue.
Figure 3
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COSC Docketing/Indesing Iitisl LT Processor EFILEUSR  10/23/20131350:25  wivE 10/29/2013 135343




POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· 5-20 times per day; time spent depends upon the difficulty of determining the information needed from the screen. 
FREQUENCY:

· Document history is used on a daily basis by EDM QC department staff.
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
REPORTS / FORMS:

· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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