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Getting Started

ACCESSING THE EDMS FROM THE INTERNET

Public Users: Access the EDMS at http://edms.deqg.louisiana.gov. The public may access all
public records online, except radiation-related documents. To access radiation-related documents,
please submit a Public Records Request at http://deg.louisiana.gov/prr or visit one of the Public
Records Centers (PRC) located at the DEQ headquarters building and at all Regional Offices. For
more information on the PRCs, please visit the Public Records website on the Internet at
http://deq.louisiana.gov/pubrecords.

DEQ Employees: Access the EDMS on the Internet at http://edms.deg.louisiana.gov. To receive
employee level access when outside the DEQ network, click on the logon link on the left side of the
screen. Logon using your Windows username and password.

ACCESSING THE EDMS FROM THE DEQ NETWORK

DEQ Employees: Access the EDMS on the |Intranet at http://edms or
http://edms.deg.louisiana.gov. You will be automatically logged on to the system.

PRC Users: Access the EDMS by clicking the logon shortcut available on the PRC computer
desktop. You will automatically be logged on to the EDMS.
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Main Search Screen
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The column on the left side of the main search screen provides links to the features available in the
EDMS.

FIND DOCUMENTS

e Document Search: Opens the main EDMS search screen.

e Public Records Req: Opens the online DEQ Public Records Request form allowing users to
submit requests for paper or electronic copies of documents.

HELP

e About EDMS: Provides a brief description of the EDMS.
e FAQ: Lists frequently asked questions and answers about the EDMS.

e Getting Started: Provides a checklist of required software and browser configurations necessary

for optimal use. In addition, provides links to free versions of software that may be required for
certain functions of the EDMS.

e Guides & Manuals: Contains helpful user guides for the EDMS.
e Contact Us: E-mail comments or questions about the EDMS.
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LOGON BOX
Indicates logon status. If not logged on, public will be displayed. If logged into the EDMS, the
username will appear in this box.
e Logon: enter username and password to logon as an employee.
e Logoff: log off from an employee EDMS account.
Note: When an LDEQ employee logs off of an EDMS account, the following message will
appear to remind the user of the restrictions of a public account:

3 Havwing logged off of EDMS as an internal user, your access to

L] documents wil be imited. You wil be treated as a member
of the public, which can access only a subset of documents
in EDMS. Flease logon again to regain fLll access.

e Preferences: Allows user to customize some aspects of EDMS (page 11).
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Setting User Preferences

Some aspects of the EDMS can be customized to better suit the user’s needs. To access the
User Preferences screen, click the preferences link in the Logon Box. Settings can be
changed for the following three features of EDMS. Please note that user preference settings
require cookies to operate. Preferences cannot be set if cookies are disabled, and they will
have to be reset every time the cookie is deleted.

Al QUERY PREFERENCES

e Results Per Page: To set the default number of results displayed on the Agency Interest
Search Results (page 44) screen, choose one selection from the dropdown box. The
settings range from 10 to 500 results.

DOCUMENT QUERY PREFERENCES

e Results Per Page: To set the default number of results displayed on the Document
Search Results (page 15) screen, choose one selection from the dropdown box. The
settings range from 10 to 500 results.

e Result Columns: Sets the index fields that are displayed on the Document Search

Results (page 15) screen. The first column displayed will always be Document ID (page
11). All other columns can be added, removed or reordered.

FileMet ID ~ Al ~
Function Document Type

Prepared By Add > Document Subtype
Prepared By ID Date

Reference Value Description

Submittal ID Media

v Division v

Yes ¥|.. always display columns used in search criteria?

Items appearing in the left box will not be displayed, while items in the right box will be
displayed on the results screen. To add a column to the display, highlight it in the left box
and click the Add button. Similarly, a column may be removed from the display by
highlighting it in the right box and clicking Remove.

Columns will appear on the Document Search Results (page 15) screen in the same order
they appear in the right box (i.e. the topmost column will appear immediately to the right of
the Document ID (page 11) column). To change the order of the columns, highlight the
column that you would like to move. Clicking the Move up button will move the selected
column higher in the list. Conversely, the Move down button will move the item lower.

The dropdown menu labeled ...always display columns used in search criteria? controls the
behavior of EDMS when a search is performed using an index that has not been selected
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for display. If Yes is selected, any column that is being searched will appear on the result
screen, even if that column is currently not selected for display. If No is selected, only the
columns selected will be displayed, even if a deselected column has been used in the
search.

For example, in the screenshot shown above, TEMPO Activity Number (Page 10) has been
removed from the display. Since Yes is the currently selected option, the TEMPO Activity
Number (Page 10) would appear on the result screen along with the other columns. If the
setting was changed to No, TEMPO Activity Number (Page 10) would never appear on the
result screen.

TEMPO-EDMS Link

e Automatic Search: By default, EDMS will take you directly to the Document Search
Results (page 15) screen when a link between TEMPO and EDMS is being created
(page 41). If you would like to review the query being made before going to the results
screen, select No for this option.

¢ Inline Navigation: By default, EDMS runs in Inline Navigation mode when being
accessed from TEMPO (page 41). While in Inline Navigation mode, the side bar of the
EDMS window is not visible, and the document viewer opens in the main window rather
than as a separate pop up. This feature is intended to streamline the process of
creating a link between EDMS and TEMPO. However, if you would prefer EDMS to
retain its normal functionality while creating links, you may select No for this option.
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Searching for Documents
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In the Document Search Form, select the criteria to search by. Click the Run button. Before running a
search, users may click the Count button to see how many results will be returned. Use the Reset
button to clear all of the selections made or data entered in the search fields.

Use any of the following criteria to search for documents in the EDMS:

Al: Enter one or more Agency Interest (Al) numbers. (page 10)

Lookup Al: Opens a search form. Search for Al numbers by facility name, address, alternate
name, alternate ID, or location. If the Al is known, enter it in the field provided. (page 37)

Tempo Activity Number: Also known as TEMPO Tracking Number, TEMPO Number, and
Reference Number, this number links a specific set of documents together in TEMPO. (page 10)
Date: Select the range of document creation dates to search from the drop-down menu. (page 10)
Description: Enter a description. (page 10)

Document ID: Enter one or more, separated by a semicolon (;). (page 11)

Function: Select one or more Agency functions that apply to the search. To broaden a search to
include documents older than 2001, include Unassigned as a selection. If no selection is made, all
functions are returned. (page Error! Bookmark not defined.)

Document Type: Select one or more that apply to the search. (page 12)

Media: Term used to describe specific environments, such as air, water, etc., which are the subject
of regulatory concern and activities. Select one or more from the list. If no selection is made, all
media are returned. (page 13)
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Setting Search Criteria

To find the correct documents, use search criteria to limit the results that the EDMS returns. It should
be noted that use of the Media, TEMPO Activity Number, and Description criteria involve full-text
searches. As a result, queries that are based solely on these criteria will be relatively slow. To improve
performance, pair them with other relevant criteria.

AGENCY INTEREST (Al) NUMBERS

Al numbers are unique identifiers given to each facility regulated by DEQ and some topics. If the Al
number is known, enter it into the Al field. To search for multiple Al numbers, separate them with a
semicolon (;).

To find an unknown Al number, click the Al Lookup link (page 37).

TEMPO ACTIVITY NUMBER

TEMPO Activity Numbers are identifiers used to link specific documents in DEQ’s central data
management system. They are also known as a TEMPO Tracking Number, TEMPO Number, or
Reference Number.

DATE

Date refers to the date under which a document was filed. The method used to determine this date can
vary based on the type of document or the business practices of the DEQ organizational unit from
which the document originated. For example, the date used for a permit or public notice document is
the effective date of the document, while a discharge monitoring report will be indexed by the end of the
monitoring period.

The EDMS allows four different methods for setting the date criteria. Select one of the following options
from the drop down menu.

1. Between: Allows users to enter the beginning and ending of the range of dates to search. The
EDMS returns all documents with dates that fall in the specified range. This is the default
option.

2. After: Allows users to enter a single date. The EDMS returns all documents with dates equal or
later than the specified date.

3. Before: Allows users to enter a single date. The EDMS returns all documents with dates equal
or prior to the specified date.

4. Equals: Allows users to enter a single date. The EDMS returns all documents with the exact
date specified.

DESCRIPTION

A document’s description contains identifying information that will vary based on the document type and
subtypes. The most recent format used for each type of document can be found in the Uniform
Description List (UDL), which is located at http://edms.deq.louisiana.gov/app/doc/udl.aspx. However,
there will be some descriptions that vary from the format listed in the UDL. Also, some documents do
not have descriptions.

All or part of a document’s description can be entered into the Description field. Searches of the
description field are not case sensitive. The wildcard operator * can be used to expand the scope of a
search. A wildcard may be inserted into any part of the entry to represent omitted words or characters.
There is no need to include wildcard operators at the beginning or end of the search phrase; they will
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automatically be appended by the EDMS. However, wildcards can be useful when not searching for an
exact phrase. Following are some examples of the use of wildcards:

¢ Finding two words that may have other intervening elements between them.
o Example: Locating documents with descriptions that concern wells in Plaguemine.
= “plaguemine wells” returns no results
= “plaguemine*wells” returns eleven results
e Truncating a word to find multiple words that share the same root.
o Locating document concerning an investigation, which may have been described using any of

the terms “investigation”, “investigated”, “investigative”, and “investigatory”
o ‘“investigat*” would return document with description containing any of the above terms.

Note: Searches based on description are relatively slow. The search time will be improved greatly if
other relevant criteria are used to limit the scope of the search.

DOCUMENT ID

A document ID is the unique identifier given to each document in the EDMS. To enter multiple
document IDs, separate with semicolons (;).

FUNCTION

The functions describe different functions that the Agency fulfills. The following functions can be
selected:

Air Emissions Inventory

Air Modeling

Air Monitoring and Analysis
Air Planning

Air Stack and Tank Testing
Aquifer Evaluation and Protection
Chemical Accident Prevention
Conformity Analysis

Contracts & Grants
Enforcement

Financial Services

Incidents — Emergency
Incidents — Non-Emergency
Information Services
Inspections

Lab Accreditation (LELAP)
Legal

Non-point Source

Office of the Secretary (OSEC)
Outreach

Permit Support Services
Permits

Radiological Emergency Planning
Radiological Services
Radiological Transportation
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Remediation Services

Solicitation of Views

State Revolving Fund

Unassigned

Underground Storage Tanks

Vehicle Inspection Maintenance

Water Quality Standards and Assessment

Water Quality Total Maximum Daily Loads (TMDLS)

If none of these options are selected, the EDMS will not limit the results based on function. To select
an item, click on it. Multiple functions can be selected or deselected by holding the Ctrl key and left
clicking on the function.

NOTE: Most documents dated prior to 2001 and a few later documents have not yet been assigned to
a function. To search for documents without a function, include the Unassigned function in the search
criteria.

DOCUMENT TYPE AND SUBTYPE

In order to improve the indexing of documents, all documents are classified on two hierarchical levels.
The highest level is type, and all documents belong to one of these categories. Some types are further
subdivided into subtypes, which identify documents more specifically. The classifications are as
follows:

e Analytical Data
o Air
o Inorganic
o Metals
o Organic
o Site Monitoring
o Validation Packages
Compliance
o Noncompliance
o Notice
o Order
o Penalty
o Warning Letters
Correspondence-Internal
o Meeting
o Note/Memo
Correspondence-Received
o Green Cards
o Notifications
o Returned Malil
e Correspondence-Sent
¢ Financial
o Fee Collection
o Financial Assurance
o Invoice
o State Revolving Fund

(0]
(0]
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o Trust Fund
o Waste Tire

e Forms
o ADVF
o Manifest
e Legal
o Agreement/Contract
Bankruptcy
Collection

Confidentiality Request
Declaratory Ruling
Hearing Request
Judgment/Decision/Order
Regulation Development
Settlement

ermits
Application
Certificate/License/Registration
Draft Permit
Final Permit
Modifications
Name/Owner Change
Public Notice
Variance/Exemptions

e Plans

o Assessment/Investigation
o Corrective Action

e Reports

Annual

Assessment/Investigation

Corrective Action

DMR

Incident

Inspection

Monthly

Monitoring

Quarterly

Reference Materials

Semi-Annual

Testing

[ ]
O 00O O0OO0OO0OO0OO0O TWOH O OO O o oo

O OO O0OO0OO0OO0OO0OO0oOO0oOO0oOOo

If none of these options are selected, the EDMS will not limit the results based on document types or
subtypes. To select an item, click on it. Multiple items can be selected or deselected by holding the
Ctrl key and left clicking on the items.

It is only possible to search for document subtypes that fall under the document types being searched.

MEDIA

Media refer to the specific environments, which are the subject of regulatory concern and activities.
The media are:
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Accident Prevention

Air Quality

Asbestos

Biosolids

Ground Water

Hazardous Waste

Inactive & Abandoned Sites
Lead

LELAP

Non-Applicable

Radiation

Solid Waste

Surface Water
Underground Storage Tanks
Waste Tire

If none of these options are selected, the EDMS will not limit the results based on media. To select an
item, click on it. Multiple items may be selected or deselected by holding the Ctrl key and left clicking
on the items.

Note: Searches based on Media are relatively slow. The search time will be improved greatly if other
relevant criteria are used to limit the scope of the search.
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Search Results

Document Search Results

results 1- 117 of 117; | 320

* | results per page
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5768 9810
Compliznce Order;
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7005 0390 0006
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Compliance Order &
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Penalty; AE-CM-10- |Order
01559; 7003 2260

0001 2747 9833
Compliznce Order;
Extension Letter; |Order
WE-C-10-00822
Compliance Order;

@ Internet LT

Storage Tanks

6 [1 8072519 1357 |Enforcement|Air Quality 8/10/2011|Compliance 27|Enforcement]

7O 8070234 34056|Enforcement|Surface Water | 8/9/2011|Compliance 1|Enforcement|

#,100%

After running a search, users will be redirected to the Document Search Results screen. This screen
displays information about the documents retrieved, and allows users to select which document(s) to
view.

By default, if a search returns less than 100,000 documents, the results will be sorted in reverse
chronological order. Searches returning more than 100,000 documents will be arranged by document
ID number (page 11). Document ID numbers are sequential, but reflect the order in which the
documents were scanned into the system, not the date of the document. The oldest documents will not
necessarily be in the beginning of the results.

To view a document, click on its Document ID number, which appears in green. The document will
open in a new window. Once a document has been viewed, the line number preceding its Document
ID number will change to orange. This feature allows users to easily track which documents have been
opened without interfering with the selection of documents for other features. For instructions on the
tools available while viewing documents, please see the Viewing Documents section of this guide (page

19).

NAVIGATING THROUGH THE RESULTS

By default, the EDMS will display one hundred results per screen. Many searches will return more than
one hundred results. EDMS offers several tools to help navigate through the search results.
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If a search returns 100,000 documents or less, the results may be sorted by any criteria by clicking the
header at the top of the column. Click the header once to sort the data in that field in ascending order.
Click the header again to sort the data in descending order. Each additional click will alternate between
ascending and descending. Results may only be sorted by one column at a time; clicking a different
column header will cause the results to be sorted by that criteria.

There are several ways to page through the results. The four buttons in the top left hand corner allow
users to move between pages of results.

m First Page: Jumps to the first page of search results.
n Previous Page: Goes back one page of search results.
D Next Page: Goes forward one page of search results.

m Last Page: Jumps to the last page of search results.

On the first or last page of results, the buttons allowing users to navigate backwards or forwards
through the list will be grayed out.

To jump to a specific page number, click on the page number at the bottom of the screen. Only ten
page numbers are displayed at a time, but users can navigate through the list of pages by clicking on
the ellipses (...) at the beginning or end on the list of page numbers. The leading ellipses will load to
the previous ten pages, while the trailing ellipses will load the next ten pages.

To change the number of results displayed on the page, select the desired number of pages from the
drop down box near the top of the screen. Ten, twenty, fifty, one hundred, two hundred or five hundred
results can be displayed. The larger the number of records per page, the longer a page will take to
load.

If the desired documents are not contained in the initial results, or the result set is too large to locate the

needed documents, alter the criteria used in the search. Clicking the Refine Query button ﬂ will
return to the Document Search screen. The search criteria previously selected will be maintained, and
users may add to or modify the search criteria.

EXPORTING RESULTS

Exporting the results of a search allows users to save results for future reference or share them with
others. The EDMS offers two main methods of exporting results: by e-mailing links to documents and
exporting the results to a file.

E-MAILING LINKS

The EDMS allows users to e-mail a list of links to documents directly from inside the system. The
recipient will be able to access the documents without having to perform a search. To e-mail links, click
on the check boxes next to the desired documents, and then click on the E-mail links to selected

documents button (E), located in the upper right hand corner of the screen.
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The E-mail Document Links screen will open. For employees, the From field will be automatically
populated. If logged in as a guest, enter the user’s e-mail address in the From field. Then, enter the e-
mail address of the intended recipient in the To field. A message may be included in the Comments
box. The recipient will receive an e-mail with the subject line “DEQ-EDMS Document Links”. The body
of the e-mail will contain anything entered in the Comments box followed by a list of links to the
documents selected.

Note: This feature is not available to Public Records Center users.

EXPORTING RESULTS TO FILE

The EDMS offers the ability to export the list of results as an Excel spreadsheet. There are two options
for selecting which results to export:

EDownIoad All Results: Exports the result table as a CSV file (readable by MS Excel). This
function is limited to 50,000 results. If more documents are present in the result set, this option will
be disabled.

Download Page Results: Exports the current page of the result table as a CSV file (readable
by MS Excel).

When either of these options is selected the following dialog box appears:

Do you want to open or save this file?

] j MName: EDMS-documents-20060424,cav
2 Type: Microsoft Office Excel Comma Separated Yalues File, 2.7...

From: recrgt

Open l [ Save l [ Cancel

hile files fram the Intermet can be useful. some files can patentially harm
@ wour computer. lf you do nottrustthe source, dao not open or save this file.

To view the spreadsheet without saving it, click the Open button. To save the spreadsheet, click the
Save button. The default file name is EDMS-document- followed by the current date. The file name
may be changed to be more meaningful, and will need to be changed to save more than one set of
results in a single day.

Note: This feature is not available to Public Records Center users.

DOWNLOADING DOCUMENTS
To download documents directly from the result screen without viewing them, click the checkbox next to

each document to download. Then, click the Download Selected Documents B button. The
Download Documents screen will open, as shown below.
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The documents you requested are now being
retrieved and packaged in a ZIP file along with
their properties. A hyperlink will be posted here
when your documents are ready for pickup.

Document 2 of 3 [13% |
Overall Progress | 37% |

Cancel

The EDMS is creating a ZIP file containing the selected documents and an Excel spreadsheet that
provides information on the selected document. The two progress bars denote how much of this
process has been completed. The top bar represents the current document, and the bottom bar
represents the entire process. To stop the process before it is complete, click on the Cancel button.

Once the ZIP file has been completed, the following screen will appear:

Processing Complete

pickup documents here

Click on the pickup documents here link to download the ZIP file. By default, EDMS generates a
unique, random string to be used as the ZIP file name, so it will not be necessary to worry about

duplicate file names. However, users may wish to give the file a name that is more meaningful
themselves.

Note: This feature is not available to Public Records Center users.
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Viewing Documents

OPENING THE VIEWER

When opening a document, a message may appear asking if you want to run the application, as shown
below. There is no error, but the viewer is signed in a way that Microsoft does not recognize. If you
would like to view the document, click Run. If you would like to avoid seeing this message each time
you open a document, click the checkbox next to “Always trust content from this publisher,” then click

Run.

P
IS

(= EDMS @ LOUISIANA DEQ {Document BO77048 | - Windows Internet Explorer

|g| http:/fdeg-svrbeta. alpha.deq.state.la.us/edmsapp_function/docview . aspxrdoc=807704880b=yesRuchil VH @ | |“1‘H X | |?l Google

Document 8077048
E Download Document
E E-mail Document Link

n Report Document Error

Warning - Security
PROPERTY VALUE
The application's digital signature has an error. Do you ' Al 38935
want to run the application? /e Date 08/22/2011

Description  Compliance Order & Motice of
Potential Penalty; WE-CMN-11-
01062; 7004 2510 0005 5763

Name; wiewONE 0758
Division Enforcement
Publisher: FileMet Corporation ocument Type  Compliance
ment Subtype Order
From: http:/fdeg-swrbeta. alpha. deq. state. la.us Media Surface Water

View All Properties
Always trust content Fram this publisher .

ences

Cancel cument References

@ The digital signature was gerersted with 3 trusted certificate but

Mare Infarmation...
has axpired.

LDEQ-EDMS ©2005-06, All Rights Reserved
About EDMS :: Main Page

Done

e Internet
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THE VIEWER WINDOW

The following figure shows the Viewer window.

] http://edms. deq. louisiana. gov - EDMS @ LOUISIANA DEQ (Document 27659696) - Microsoft Internet Explorer

[ m] X

g 3 204 @EE OB 0D d 2

E E-mail Document Link

_ Il B Report Document Error

" Document 27659696

E bownload bocument  #3

DEQ

Exxon Mobil Corporation
Baton Rouge, Louisiana

Subsurface Investigation

L&
REMEDIATION
lLos#.

Wk ENV. CUALITY
N SERVICES DIVISIQI

-

PROFERTY
AL

Datz
Description

Division
Document
Subtype
Document
Type
Media

Pgs

YALUE
101948

06/06/2003

Subsurface Iwestigation -
vol 10of1

Ervronmental Technology
Assessment/nvestigation

Reparts
Ground Water

346
View All Properties

E || References

|||PAGE REFID

Report - Pipeline Site

Agency Interest No. 101948

12
18
21
23

156429
156430
156431
156432

June 6, 2003

Remedialion Services Division

W.0. #014-705

Boredth 00 AF

Team Leader:
Al#:

TEMPO Task #:
D Desk Copy File Room:

Bhrrett A. Cieutat, P& r i
Senior Associate

'Gay Mol BHG.

34 156433
36 156434
38 156435
79 156436
80 156437
81 156438
82 156439
04 156440

DESCRIPTICN

Document 29494803
Document 29494804
Document 29494805
Document 20494806
Document 20494811
Document 29494812
Document 29494834
Document 29283716
Document 29283717
Document 29283718
Document 29283719
Document 29283720

HIRIZ] B MM R LDEQ-EDMS ©2005-06, All Rights Reserved
" O d HH I g About EDMS :: Main Page
&) & Internet

e Top tool bar: Provides access to printing (page 30), zooming (page 25), and image manipulation

(page 28).

e Bottom tool bar: Provides access to page navigation (page 25), Viewer mode (page 22), and
display adjustment (page 29).

e Side bar:

o Document Panel: Displays the document ID number. (page 11)

Download Document: Downloads and saves the document. (page 32)

Email Document URL: Send an email containing a link to the document

Report Document Error: Send an email to Document Corrections to report a problem
with a document. (page 32)

o Properties Panel: Displays index information for the selected document.
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o View All Properties: This link, located at the bottom of the Properties Panel, will open a popup
window displaying all of the properties of a document. Shown below is an example of the
Document Properties popup window.

:ﬂz] http://edms. deq.louisiana.... g
Document Properties (27659696)

PROPERTY
ArcessionMumber
Al

BatchMame

Date

Description

Divigion

Docurnent Subtype
Document Type
F_ACCESSRIGHTS
F_aRCHIVEDATE
F_DELETEDATE
F_DOCCLASSNUMBER.
F_DOCFORMAT
F_DOCLOCATION
F_DOCTYPE
F_ENTRYDATE
F_LASTACCESS
F_PAGES
F_PURGEDATE
F_RETEMTBASE
F_RETENTDISFP
F_RETENTOFFSET
Globalid

Indesxerld

Media

Fgs
ProductionMotes
Redact
Redact_Reason

Wil UE

101942
DEQZ003073193308
06,/06/2003

Subsurface Investigation -
Yol lofl

Environmental Technology
Assessment/Investigation
Reports

oono

4
image/tift

08/01/2003

346

1

84

206499
kwilliarms
Ground Water
346

& W Internet

o Reference Panel: if the selected document contains references to other documents in the
EDMS, links to the referenced documents will appear in this window. Click the link to open the

document.

VIEWER MENUS

To access the Viewers controls, right click inside the Viewer window (not in the toolbars). This will
open a popup menu as shown below:

Wiew 4
Image 4
Adjust 4

Print 4

Page
Selection
Cliphoard
Preferences

Help

Mext page (PAGE DOWN)
Previous page (PAGE UP)

First page (HOME)
Last page (END)

Goto page (G
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Viewer Menu
Below is a list of all the menus and their sub menus:

o View (page 22) o Brightness —
o View page o Reset brightness
o View thumbnails e Print (page 30)
o View two pages o Print page
o View thumbnails: Left o Print page range
o View thumbnails: Bottom o Print selected pages
o View thumbnails: Right o Print document
o View thumbnails Top o Print visible
e |Image (page 25) o Print Transformed
o Fit to window width e Page (page 25)
o Fit to window height o Next page
o Fit to window o Previous page
o Zoomin o First page
o Zoom out o Last page
o Zoom to 100% o Goto page
o Zoom area e Selection (page 22)
o Magnifier o Select page
o Rotate clockwise o Clear selections
o Rotate counterclockwise e Clipboard (page 30)
o Rotate 180° o Copy page to clipboard
o Mirror o Copy selected area to clipboard
o Flip o Empty clipboard on close
o Change enhance mode e Preferences (page 30)
o Invert o Thumbnails — larger
o Display as Grayscale o Thumbnails — smaller
e Adjust (page 29) o Thumbnails — reset
o Luminance + o Change background color
o Luminance — o Change foreground color
o Reset luminance o Print document without color
o Contrast + o Print document with color
o Contrast — o Print original size
o Reset contrast
o Brightness +

SELECTING PAGES

Some Viewer tools are only available after selecting pages in the document. To select the current
page, press the S key on the keyboard or click Select page in the selection menu. A thumbnail can be
selected in the same way by clicking on it first.

When a page is selected, its page number will appear in a small yellow box in the bottom right corner of
the image and a check mark will appear next to Select page on the Selection menu. To deselect a
document, press the S key again or click Select page a second time. All selections may be cleared by
clicking Clear selections in the Selection menu or by pressing Ctrl+S.

VIEWER MODES
The Viewer has several different options for the presentation of documents.
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E View Page: Displays one page of the image at a time. This mode offers the largest
possible view of a document.

View Page

o View Thumbnails: Displays all of the pages in a document. This mode can be particularly
helpful when scanning a document to locate a specific page. Right-clicking on the icon will

display only selected pages. (page22)

(/iew thumbnails

View Two Pages: Displays two pages of the document simultaneously. Right-clicking on
the icon will display only selected pages. (page 22)

View two pages

N View Thumbnails: Left: Displays thumbnails of the document on the left. Divides the
Viewer into two frames. One frame will display a single page from the document. The
second frame, on the left side of the screen, will contain a column of thumbnails. The
thumbnails can be used to navigate through the pages; clicking on a thumbnail will cause
a larger image of that page to appear in the other frame. Right clicking on the icon will

display only selected pages. (page 22)
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M=k T ey

ST

\7iew Thumbnails: Leftw

] View Thumbnails: Bottom: Displays thumbnails of the document on the bottom. Same
function as View Thumbnails: Left, except the thumbnails will appear in a row at the
bottom of the screen.

| s o |
SemoEss ]

iew Thumbnails: Bottom

H View Thumbnails: Right: Displays thumbnails of the document on the right. Same
function as View Thumbnails: Left, except the thumbnails will appear in a column on the
right side of the screen.

s &
[ 6maams

View Thumbnails: Rigﬁf

E View Thumbnails: Top: Displays thumbnails of the document on the top. Same function
as View Thumbnails: Left, except the thumbnails will appear in a row on the top of the
screen.
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S

View Thumbnails: Topw

NAVIGATING THROUGH A DOCMENT

It is not uncommon for a document to have several pages. As previously mentioned, it is possible to
skip to a page by clicking on the thumbnail of that page. There are also several other options for
navigating to a page.

|T First Page: Jumps to the first page of the document. (Keyboard
shortcut: Home)

d Previous Page: Goes back one page in the document. (Keyboard
shortcut: Page Up)

b Next Page: Goes forward one page in the document. (Keyboard
shortcut: Page Down)

M Last Page: Jumps to the last page of the document. (Keyboard
shortcut: End)

mhhi Page Scrollbar: Drag the scroll bar to the left or right to move
through the pages of the document. The current page number will
be displayed in the status bar.

Go to page: Skip to a specified page in the document. Enter the
page to view in the text box labeled Please enter a page number
PlEESR BED 2 e et and click the OK button. (Keyboard shortcut: G)

oK | Cancel |

MANIPULATING AN IMAGE

Images can be manipulated in the Viewer in a variety of ways. Use the settings in the Viewer to
improve the quality and readability of an image.

ZOOM LEVEL
The tools described below can be used to resize the image for optimum viewing.

Q Zoom In: Magnifies the image by 25%. When in thumbnail view, the size of the
thumbnails will increase. Right clicking this icon in one of the four thumbnail page views
will increase the size of the thumbnails. When the Magnifier (page 26) is activated, the
size of the magnifier window will increase. (Keyboard shortcut: +)
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Zoom Out: Reduces the image by 25%. When in thumbnail view, the size of the

thumbnails will decrease. Right clicking this button in one of the four thumbnail page
views will decrease the size of the thumbnails. When the Magnifier (page 26) is
activated, the size of the magnifier window will decrease. (Keyboard shortcut: - )

Zoom Area: Selects an area of the image to be magnified. With the Zoom Area tool

selected, left click at one of the corners of the image to be enlarged and hold down the
mouse button. Dragging the cursor while continuing to hold the left mouse button will
create a yellow box on the image. Once this box encloses the entire area to enlarge,
release the left mouse button. The image will be resized so that the selected area fills
the entire view window. To turn this tool off, click its icon a second time. (Keyboard

shortcut: A)

ks

e \
GReeacHomoeE 000 ¢

* @
Department of Environmental Quality

State of Louisiana
W -2 am

SECRETARY.

Purssst o the Louisiana Environmental Qualiy Azt (La. RS. 302001, & 309),
the ORDER is hersby served on OCEANEERING
INTERNATIONAL, INC, for the violtions described thersin. (e

i i established by each part
of the COMPLIANCE ORDER. The violations cited in the COMPLIANCE ORDER
uld result i the i civil penalty or refernal tice for

spproprists legal actions.

7650574,

Sincerly,
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g
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Selecting Zoom Area
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Result of Zoom Area

Show Magnifier: Magnifies an area within the image. The magnifier window can be

resized using the Zoom In (page 25) and Zoom Out (page 26) features. To close the
magnifier window, click the icon a second time. Right clicking this icon will cause the
magnifier to open in a separate window. To zoom further in or out, simultaneously hold
the Ctrl key down and turn the scroll wheel of the mouse. (Keyboard shortcut: M)

Pt E RO NS i )

AR » .
=———o— State of Louisiana
department of Environmental Quality

W7 -2 am

MIKE" FOSTER, JR.
GOVERNOR

3400 0007 7059 6338)
CERTIFI;eouesren

LOALEGIVENS
SCCRETARY

wey b
e

OCEANEERING INTERNATIONAL, INC.
COMPLIANCE ORDER
ENFORCEMENT TRACKING NO. WE-C-00-0196

Dear Sir:

Pursuant to the Louisiana
COMPLIANCE

Quality Act (La. RS. 302001, gt 300.),
the _attached on OCEANEERING

Environmental
ORDER is hereby served

v i ime period established by cach part

of the COMPLIANCE ORDER. The violations cited in the COMPLIANCE ORDER

could result in the issuance of & civil penalty or referral to the Department of Justice for
4 .

appropriate legal
Any questions conceming this action should be directed to Chasity Mayo at (225)
Sincerely,
f s flimera T I
Wi Wy [Pageielii ireon
OEO00HS Tl s e
Magnifier
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Zoom to 100%: Magnifies the image area to 100%. Vertical or horizontal scroll bars will
appear if the height or width of the image extends beyond the edge of the screen.

(Keyboard shortcut: Z)

| htp edms deq loutstana. gov - EOMS & LOUISIANA DEQ (Document 15665176) - Microsoft Internet Explorer

R NEREN = =T E R =N

FIED MAIL (7099 3400 0007 7059 6338)
XN RECEIPT REQUESTED

rporation System

of Service

nited Plaza Blvd
Rouge, Louisiana 70809

OCEANEERING INTERNATIONAL, INC.
COMPLIANCE ORDER

ENFORCEMENT TRACKING NO. WE-C-00-0196
Ir:

:ached COMPLIANCE ORDER is hereby served on
INATIONAL, INC., for the violations described therein.

Pursuant to the Louisiana Environmental Quality Act (La. R.S. 30:200

Compliance is expected within the maximum time period established
COMPLIANCE ORDER. The violations cited in the COMPLIAN

=JOEd

g ol —— s

[ oea-cous a6, a1 rieps Rsservedt

e

About ECME - Main Page

e |
€

Zoom 100%

P e

Page Width: Scales the image to fit the width of the window. A vertical scroll bar will
appear if the image height is greater than the height of the window. (Keyboard shortcut:

5 hitp /edms deq louisiana gov - EDMS & LOUISIANA DEQ (Document 15665176) - Micrasoft Internet Explorer
W e esHEEGoE o0 d W

State of Louisiana

Department of Environmental Quality

-2 am
[ — RS-
GOVERNOR SECRETARY
CERTIFIED MAIL (7099 3400 0007 7059 6338)
CT Corporation Syssm B
Ageat of Service

RE: OCEANEERING INTERNATIONAL, INC.
'COMPLIANCE

TRACKING NO. WE-C-00-0196

m»mmmmwm@xsanml o seq),
COMPLIANCE ORDER is bereby served on OCEANEERING
nrmmmummc.mumwm
Compliance is mmhmmuwwﬁmﬂ-ﬁdhdﬂﬂ
of the COMPLIANCE ORDER. The viclations cited in the COMPLIANCE ORDI
Mm:nhn—ud-mﬂmummwmdlmh
approprias legal actions

Any questions conceming this action should be directed to Chasity Mayo af (225)

Sincerely,

B o o

Wlal oL siw| g [PagEtany MW =
EEEar >
& P Int=ret.
Fit to width
m Page Height: Scales the image to fit the height of the window. A vertical scroll bar will

appear if the image width is greater than the width of the window. (Keyboard shortcut:

F10)
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&
Fit to height

E Fit to Window: Displays the entire image in the window. All document images will appear
in this default mode. (Keyboard shortcut: F11)

] X

L ]
State of Louisiana
Department of Enviroamental Quality
L

Complsaca s itk the mairmum tien perid csablished by ench past
atie CORRPLIANCE GRDER T vormion coe o o COMPLINCE ORDER

Fit to window
IMAGE ORIENTATION AND APPEARANCE

Rotate Right: Rotates the image 90° to the right (clockwise). Right clicking on this icon will
apply the change to all pages in a document. (Keyboard shortcut: R)

Rotate Left: Rotates the page and thumbnail image 90° to the left (counterclockwise). Right
clicking on this icon will apply the change to all pages in a document. (Keyboard shortcut: L)

Rotate 180°: Rotates the current page and thumbnail image 180°.
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Mirror: Flips the current page and thumbnail image backwards. Using this feature a second
time will restore the image to its original state.

Flip: Flips the image over. This is equivalent to simultaneously using the Mirror and Rotate
180° buttons. Using this feature a second time will restore the image to its original state.

Invert On: Reverses the colors in an image. Using the feature a second time will restore the
image to its original state. (Keyboard shortcut: I)

NI =

Change Enhance Mode: Enhances the appearance of the document. (Keyboard shortcut: E)
The modes below help improve the quality of document images.

e + — Automatic: Adaptive enhancement. This mode should select the best possible setting
for each document. It is recommended that this setting is used unless the user is
experiencing problems viewing a document.

1 — Weighted: Best for text

2 — Non-weighted: Best for diagrams

3 — Preserve Black: Best for fine lines

0 — Off: No enhancement

&

Display as Grayscale: Converts color images to grayscale. Using this feature a second time
will restore the color in the image.

ADJUSTING THE DISPLAY
The display settings of the Viewer window may be adjusted by selecting the Adjust menu or by clicking

the Adjust icon % which is located in the bottom right corner of the Viewer. A set of slider bars will
then appear and can be used to make adjustments to the document image.

Adjust S"I"i'lager Bars

The following settings can be changed:

“* Luminance
e Toincrease, select Luminance + from the menu or drag the Luminance slider bar up.
e To decrease, select Luminance —from the menu or drag the Luminance slider bar down.
e To return to the default setting, select Reset luminance from the menu or click the
Luminance icon at the top of the slider bar.

“# Contrast
e Toincrease, select Contrast + from the menu or drag the Contrast slider bar up.
e To decrease, select Contrast — from the menu of drag the Contrast slider bar down.
e To return to the default setting, select Reset contrast from the menu or click on the
Contrast icon at the top of the slider bar.
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% Brightness
e Toincrease, select Brightness+ from the menu or drag the Brightness slider bar up.
e To decrease, select Brightness- from the menu or drag the Brightness slider bar down.
e To return to the default setting, select Reset brightness from the menu or click on the
Brightness icon at the top of the slider bar.

Note: Some options may not be available for some types of documents.

PRINTING DOCUMENTS

“# Print: Prints the entire document. Holding the shift key while clicking this icon will open the
Print menu. (Keyboard Shortcut: Shift+P)

Print Page: Prints the current page. (Keyboard Shortcut: P)

Print Page Range: Prints all pages within a specified range. (Keyboard Shortcut: Ctrl+P)

Print Selected Pages: Prints only selected pages (page 22).

Print Visible: Prints only part of the document that is currently displayed in the Viewer.

Print Transformed: Prints the current page with any alterations (page 28) that have been made
to the image. This option is only available if using Microsoft Windows.

COPYING IMAGES TO THE CLIPBOARD

The options in the Clipboard menu allow users to copy images from the Viewer and paste them into
other programs. To copy an entire page, select Copy page to clipboard or press Ctrl+C. If only
interested in copying part of a page, select Copy selected to clipboard. Place the cursor at the corner
of the area to copy, then left click and hold down the mouse button. Dragging the cursor will create a
box. When the area to copy is inside the box, release the mouse button. The area selected will
automatically be copied to the clipboard.

By default, the Viewer will empty the clipboard when it is closed. To turn off this feature so that items
remain in the clipboard after the Viewer is closed, select Empty clipboard on close. There is no longer
a check mark next to this item. Selecting Empty clipboard on close again will turn this feature back
on.

VIEWER PREFERENCES

e Thumbnails — Larger: Increases thumbnail size. This can also be done with the Zoom In (page25)
feature.

e Thumbnails — Smaller: Decreases thumbnail size. This can also be done with the Zoom Out (page
26) feature.

e Thumbnails — Reset: Returns the thumbnails to their default size.

e Change Background Color: Allows users to change the Viewer’'s background color. The default
color is white (225,225,225). Changes in this setting will not be apparent with color documents.
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Ok ‘ Cancel ‘

Change Background Color Screen

Select a color by clicking on the left palette or on one of the colored squares on the right. The
small rectangular bar underneath the left palette displays the new color of the background, while
the rectangular bar on the right displays the current background color. The numbers next to
each bar are the RGB values for the selected color. Click the OK button to accept the changes

or click Cancel to return to the Viewer. Note: Any changes made to the background color will be
applied to all images being viewed.

e Change Foreground Color: Allows users to change the Viewer’s foreground color (i.e. the color of

the text and images on page). The default color is black (RBG value 0,0,0). Changes in this setting
will not be apparent with color documents.

(0,171, 0)

Okl ‘ Cancel ‘

Change Foreground Color

Select a color by clicking on the left palette or on one of the colored squares on the right. The
small rectangular bar underneath the left palette displays the new color of the background, while
the rectangular bar on the right displays the current background color. The numbers next to
each bar are the RGB values for the selected color. Click the OK button to accept the changes

or click Cancel to return to the Viewer. Note: Any changes made to the background color will be
applied to all images being viewed.

The following three options are only available if using Microsoft Windows:

e Print Document without Color: Printouts are in grayscale, but this mode allows for faster printing.
e Print Document with Color: Printouts are in color, but this mode makes for slower printing.
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e Print Original Size: Does not scale the document being printed to fit the page. If the document is
too large for the printer, a warning message will be displayed.

DOWNLOADING DOCUMENTS

To download a document, click the Download button (D) in the Document panel, or click Download
This Document. It may take a moment for the document to begin downloading. After initiating the
download, do not click the Download button again. Use the stop or reset features on the browser. The
following window will open:

Do you want to open or save this file?

o | MNarme: 33415571.pdf

o
A Type: Adobe Acrobat Document, 69.5 KB

Fram: recmgt

Cpen ] [ Save l [ Cancel

‘While files from the Internet can be useful, some files can potentially harm
@ your computer. If vou dao not trust the source, do not open or save this file.

To view the document without saving it, click the Open button. To save the document, click Save, and
the document will be saved in PDF format. The default nhame of the file will be the Document ID

Number (page 11).
Note: This function is not available to PRC Users.

REPORTING DOCUMENT ERRORS

To report an error in a document (e.g., improperly indexed document or illegible document), click the
Report Document Error link. The following window will open:
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€ EDMS @ LOUISIANA DEQ - Microsoft Internet Explorer (=)

Document Correction

What is wrong with the document? [Daciment 23415571 0 v

Please use the Comments area below to describe the error
thoroughly, and LDEQ Records Management will address it
promptly. Would you like us to respond via email once the
error is corrected? [OYes]

Fom
Comments

[ Report Error H Cancel ]

The Document ID number will automatically be inserted in the field provided. By clicking on the drop-
down menu, the following options will appear:

Document 33415573 Duplicate j

‘Document 33415573 - Duplicate
Cocurment 33415573 @ Misfiled
Cocurment 33415573 ¢ NMeeds Hedaction
Document 33415573 - Other

Select the option that best describes the problem with the document. Below are descriptions of each

option available.

e Duplicate: Multiple, identical copies of the document exist in the EDMS.

e Misfiled: Wrong information has been used to index the document.

e Needs Redaction: Sensitive information that should not be visible (e.g. Social Security Number or
bank account numbers) appears in a document.

e Other: Any other problems not covered in the drop down menu.

If interested in being contacted when the error is resolved, click the checkbox labeled Yes. Please
provide an e-mail address in the From box. Then, enter a thorough description of the error in the
Comments box. Be sure to include all information that will be needed to correct the problem, such as
the correct indexing information for misfiled documents or the other Document IDs (page 11) under
which a document is duplicated. When complete, click the Report Error button to submit the e-mail to
Document Corrections. Clicking the Cancel button will close the window without submitting an error
report.
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VIEWING NONSTANDARD DOCUMENTS

A small percentage of documents will not be accessible through normal means. These
documents are either in a format not supported by the viewer, or they are confidential
documents. If one of the documents is encountered, the following steps should be taken in
order to view them:
e Unsupported Format: These documents are in a format not supported by the EDMS
Viewer. If an attempt is made to load one of these documents in the viewer, a screen
similar to the following will appear.

Document 25348978

3 povnload bocument m
Bl email pocument urL

Bl report bocument Error RLO

Properties
PROPERTY WALUE
Al 5340
Date 07/18/2002
Description Volatile Organic
Analysis
Division Remediation Services
Document
Suibtype
Document Type Reports
Media  Inactive & Abandoned
Document 25348978 is of a format not . :“ES
supported by the EDMS viewer. Please use the P ew Allproperties
download link near the top-right corner of the
References

window to obtain a copy of this document. Its

format is:

Format : RTF Document
MIME : application/rtf

Please ensure that you have a viewer which can
open documents of this format. If you cannot
access this document, please contact us for
assistance.

‘ | ‘ | ‘ |.Intemet

Note that the document number is provided, as well as the information regarding the
format of the document. It will not be possible to view them inside the EDMS.
However, these documents can still be viewed by acquiring a copy and using a
viewer appropriate to that format (e.g. Adobe Reader for a PDF document). If the
required viewer is not available on the system being used, please see the Getting
Started page (page 5) for links to free viewer applications. The method used to
acquire a copy depends on the status of the user.
o LDEQ Employees and Internet Users: Use the Download Document function
(page 32). Use the appropriate viewer to open the document.

The example above shows the screen that would result if document 25348978,
which is in RTF format, were loaded into the viewer. To view this document, click
the Download Document button and follow the procedure for downloading a

EDMS User’s Guide
8/30/2011
Page 34



document (page 32). RTF documents can be opened by a variety of applications
including MS Word and WordPad. The image below shows how the document
would appear in MS Word 2003:

|5 Fle Edt View Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments Type a question for help » x

Jie

honday, August 12, 2002 2:17:04 Phi

LOUISIANA DEPARTMENT OF ENVIRONMENTAL QUALITY
LABORATORY SERVICES DIVISION

VOLATILE ORGANIC ANALYSIS

Baich ID: $2260B-34142
Samples in AE15421 AF15423 AF15424

Q4 Sample AE15424

Amalyst: LBK ESS
Amalyzed: 71942002 3345 00 FM 21220 20300
Instrumen Ol Purge and Trap, Agilent 6590 GC

Agilex 5973 M3D

QA Analysis: WOC's BWW-24d 3260 B

CAS Number Analyte Name
1868537 DIBROMOFLUOROMETHANE 998
17060070 12DICHLOROETHANEM 977
540262 IADFLUOROBENZENE 1011
2037265 TOLUENEd8 1010
460004 4EROMOFLUORDEENZENE 083

Page 1 Sec 1 1/6 At 1" ln1 Coll REC TRK EXT OWVR

o Public Records Center Users: Ask a PRC Technician for assistance.

e Confidential Documents: These documents contain confidential, private, or sensitive
security information. As such they are not freely available to either the public or the
general population of LDEQ users. When a user attempts to load one of these
documents in the viewer, a screen similar to the following will appear:
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ﬁ:] http://edms.deq.louisiana. gov - EDMS @ LOUISIANA DEQ. - Microsoft Internet Explorer E]@
Document Access Denied

Document 31899506 is currently withheld from viewing because it may contain one or more of the following:
« confidential information
« private information
+ security sensitive information

If you have an immediate need to view the document, please contact our Records Management staff at (225) 219-3172, or e-mail Document Corrections
at documentcorrections@la.gov. They will review the document, and if possible make the public portion available to you as soon as possible.

LDEQ Staff: You may try accessing the document using different FileNet credentials by clicking here.

&) Done #® nternet

The method of accessing these documents depends on the user’s status.
o DEQ Users: To request access to a confidential document, contact your
supervisor and ask them to send an e-mail request including the reason for the
request to edmsquestions@lIa.gov.

o Public Users: Contact edmsquestions@la.gov or call (225) 219-3172. The
document will be reviewed, and, if possible, any portion of the document that can
be released to the public will be provided.
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Agency Interest Lookup Tool

The Agency Interest (Al) Lookup tool allows users to locate Al numbers or other details about a
business or organizational entity. This feature is available from the main EDMS search screen. The Al
number is the number assigned to a specific Agency Interest. Al numbers may also be found by
searching TEMPO for the business’ address.

AGENCY INTEREST SEARCH SCREEN
The figure below shows the Agency Interest Search Screen.

Agency Interest Search

DE

LOUISIANA

AI Name | |
Find Documents Master ID | |
Document Search
Public Records Req Alternate ID | |
Hep Address| |
About EDMS @ physical © mailing address
FAQ
Troubleshooting
Guides & Manuals
Contact Us Type | [AI b |
Logged onto EDMS as Region | [All 3 |
public Parish/County | [All v
logon :: preferences

Municipality | [All v

[Run | [ Count | [ Reset

Dione €D Internet vy v H1mh v
The Agency Interest Query Screen

This allows the user to search for Als by the following criteria:
Al Name: Case-insensitive search. Enter a partial or complete name.
Master ID: Enter a known Al number to determine the name and address for the facility.
Alternate ID: Enter an alternative identification number.
Address: Case-insensitive search. Enter a partial or complete physical or mailing address.
Type: Select from a drop-down list of the types of facilities.
Region: DEQ designated geographical divisions of Louisiana.
o Acadiana Region: includes Acadia, Evangeline, Iberia, Lafayette, St. Mary, St. Martin,
St. Landry, and Vermillion Parishes
o Capitol Area Region: includes Ascension, Assumption, East Baton Rouge, East
Feliciana, Iberville, Lafourche, Livingston, Pointe Coupee, St. Helena, St. James,
Terrebonne, West Baton Rouge, and West Feliciana Parishes
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Northeast Region: includes Avoyelles, Caldwell, Catahoula, Concordia, East Carroll,
Franklin, Grant, Jackson, LaSalle, Lincoln, Madison, Morehouse, Ouachita, Rapides,
Richland, Tensas, Union, West Carroll, and Winn Parishes

Northwest Region: includes Bienville, Bossier, Caddo, Claiborne, Desoto,
Natchitoches, Red River, Sabine, and Webster Parishes

Southeast Region: includes Jefferson, Orleans, Plaquemines, St. Bernard, St. Charles,
St. James, St. John the Baptist, St. Tammany, Tangipahoa, and Washington Parishes
Southwest Region: includes Allen, Beauregard, Calcasieu, Cameron, Jefferson Davis,
and Vernon Parishes

e Parish/County: Drop-down list of the parish or county in which the physical or mailing address is

located.

e Municipality: Drop-down list of the city in which the physical or mailing address is located.

To perform a search, select the criteria to search by, then click on the Run button. Before running a
search, use the Count button to see how many results will be returned. This allows users to determine
whether to narrow or expand a search without having to take the time to load all of the results.
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Agency Interest Search Result Screen

EZ] EDMS @ LOUISIANA DEQ - Microsoft Internet Explorer

mEX

(2l

DEQ

Find Documents

About EDVIS
Getting Started
Guides & Manuals
Contact Us

Logged onto EDMS as
alphat,

Document Search
Public Records Req

Iogoff :: preferences

Fle Edit View Favorites Tools Help

|
Agency Interest Search Results I
Return to Document Search B8

Eresults 1 - 10 of 15 (0.00 seconds), 10 |+ |results per page

1 0183655 Accardo Tackle
2 [g4398 Clearwater Cajun Inc
3 Ojresr7 Cochiara Marina
4 0102943 Domangue Fur House

5 [ 134717 Duane's Crawfish Farm

6 [1/88034 Fish Met Co

7 [0117554 Garne Equipment

8 [1[87640 Goodyear Garne Ranch

9 087335 Laddle Jarmes Waterfowl Habitat Project
10 /84561 Larry Carpenter

Physical Address
3708 Conrad

Baton Rouge, LA 70805
1179 A Ernie Rd
Catahoula, LA 70582
4477 Jean Lafitte Blvd
Lafitte, LA 70067

4361 Bayou Black Dr
Hourma, LA 70360

2177 Cemetary Rd

Wil Platte, LA 70586
3509 4th St

Jonesvile, LA 71343
3322 Hwy 308
MNapolearvile, LA 70390
LA Hvwy 825

Abbevile, LA 70510
MNear Des Alemands
Des Alemands, LA 70030
111 Hermans Dr

St. Tammany, LA 70461

3708 Corrad

Baton Rouge, LA 70805
1179 A Ernie Rd
Catahoula, LA 70582
4477 Jean Lafitte Blvd
Lafitte, LA 70067

4361 Bayou Black Dr
Hourna, LA 70360
2177 Cemetary Rd
Vile Platte, LA 70586
3509 4th St

Jonesvile, LA 71343
3322 Hwy 308
Mapcleonvile, LA 70390
LA Hwy 825

Abbevile, L& 70510
44018 Easy St
Harnmend, LA 70403
2620 Doucette Cr
Blausvile, GA 30512

7
"

Goto Page: 1 2

&) Done

The Agency Interest Search Results Screen

8 Internet

The options available on the Agency Interest Result Screen are similar to those available on the
Document Search Result Screen (page 15).

- goto the

Page Navigation buttons (page 16)

III - go to the first page of the results
ﬂ - go to the previous page of results

next page of results

III - go to the last page of results

Selecting the page to view (page 16)
Selecting the number of pages displayed (page 16)

Sorting by field (page 16)

E - Download all results (page 17)
- Download page results (page 17)
ﬂ - Refine query (paste 16)

EDMS User’s Guide
8/30/2011
Page 39



Please see the Document Search Result Screen (page 15) section for more information on these
functions.

In addition, the Agency Interest Result Screen allows users to export Al numbers directly into a
document search (page 9). To add Al numbers to a search, click the checkboxes next to the desired Al
numbers, and then click the Return to Document Search button (). The
Document Search Screen will open with the selected Al numbers pre-filled in the Al field (page 9) and
separated by semicolons (;).
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Linking Between EDMS and TEMPO (LDEQ Only)

CREATING A LINK

Complete the following steps to create a link between EDMS and TEMPO:
¢ In TEMPO, click the activity that the document link should be added to. Then click
Create New Document, which is located at the bottom center of the Central File window.

TEMPO Administrator -8 x|

File Edit Agency Activity Tracking Fiscal Tools Reports  Window  Help

opEE8n | sbke 0% YW @

® 7 "

/ Central File (w_central_file in DESKTOP.PBL) o | Dlﬂ
| Agency Interest Rettieve Activities By
1234: Eliz Piston Ring Sales Inc (59 Mizcellaneous Retail) ) )
147 N Market St Category: (4] =] status: [ran ~]
Shreveport, (Cadda), LA 71107-0000 Class: |['q||] j Year |
Type:  [iA0 |
Fi (1]
Select Agency Interest... | rogram: |[ I j Refresh Document Directory |
Document List g [ =[5
Multimedia PER19980001 Hew Application Isgued - 11/201999 ﬂ
| (5= Tempo Intial Load Permit /201999 [ !
Central File Window < ust 1H520030001 CEl Completed - 10/26/2002
5
|

fhy! work Activity Log 10/ 012002

[ETRE |

Haz Waste INS20010001 CEI Completed - 0816/2001
5: wiork Activity Log 812001 ¥
E 07/30/01-BJJ-CEI 8172001 ﬂ i
Haz Waste INS19910001 CEl Completed - 05/30/1991

! werk activty Log 1112111999 -
4| | i

Sort Listed Activities Documert Workplace -
| (& Dearending C Ascendine (& Al " Persnnal | Create Nevy Document I Ur.Icu:I;I Effective Dalc:l Check Out I Open IW :.a.
\ |Ready \ |- Jtempo | June 15, 2004 7:59 AM

Create New Document

e The Create Document window will appear and pre-populate the Activity fields. Select
Image from the Document Type list. Leave the existing name Image Document or modify
the name as appropriate. Click OK to return to the Central File Window.
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TEMPO Administrator -2 x|
File Edit Agency Activity Tracking Fiscal Tools Reports ‘Window  Help

opdén| e 08 eV @ % &
Central File {w_central_file in DESKTOP.PBL) _|Oj x|
Agency Interest | |—Retrleve Activities By

1254 Fliiz Pizton Rino Sales Inc 158 Mizcallaneous Retaill

Create Document {w_create_document in DESKTOP.PBL) : j

Agency Interest: 1234 Ellis Piston Ring Sales Inc, Shrevepaort

— Activity —Document
Activity Category: |Surveillance hd| Document Type: | mage | e |
Activity Class: IInSpec‘tion j Document Template: Image Document
Create Document -< Activity Year: foas =13l
window Seguence Number: |UUU1 | ﬂ
Activity Type: |CE| ﬂ '
Regulatary Program: IUST j Document Title: Image Document

OK I Cancel

Haz Waste 1HS20010001 Completed - 0816/2001

! work Activity Log 8412001 '

E 0730001 -BJJ-CEl §A1/200 |n 1

Haz Waste INS19910004 CEl Completed - 05/301991

! work Activity Log 1142141999 e

4 | LlJ

Sort Listed Activities Document Workplace —
| (' Desrending  Asmendine | & Al " Persnnal | Create Meww Document | Unlocl:l Effective Datccl Cheok Out | Open IW :?.

|Feady |5 Jtempo | June 15, 2004 7:59 AM

e Locate the new document under its new file name in the Central File Window and click

on it. A warning message will then appear. Click OK to be directed to the EDMS Search
screen.
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TEMPO Administrator

- 18] %
File Edit pgency Activiey Tracking Fiscal Tools Reports  Window  Help
FEECER TR - RO
Central File (w_central_file in DESKTOP.PBL) =[]
Agency Interest Retrieve Activities By
1§34N i:ll:r:;tst;tn Ring Sales Inc (59 Miscelansous Retail) T IIA"] ﬂ Status: I[A"] .
Shreveport, (Caddo), LA T1107-0000 Class: Il"n‘"] j Wy I Warnlng message
Type: LAl |

TEMPO Administrator

i } sh Document Directary
w & The image document ID for this document has not be defined as a document attribute.

_{o]x]
Multimedia PER19980 A
Image Document = 7,J
[5= Tempo Intial Load Permt
usT IHS 200300 o P
{0y wiark Activity Lag 1001072002 ¥

104 002-TW-CEl

104 0/2002 ﬂ

Imagse Document 61572004
Haz Waste INS20010001 CEl C - DBM62001
! wirk Activity Log 8102001 !
07/30/01-BJJ-CEl 8442001 ﬂ ¥

hd
4 | »
Sort Listed Activities Document Workplace -
(& Nesrending C Asrendind & Al " Perannal | i Crasta New Document il Lock | Effective D:dc;l Chack Out I Open | ¥ "

et

|Ready | |tempa | Jure 15, 2004 8:06 AM

TEMPO will generate the criteria for the query. Unless Automatic Search (page 8) has
been disabled, the query will automatically be run and the Document Search Result
screen (page 15) will appear. The side bar is not visible while in Inline Navigation
mode, but all other functions of the results screen will operate normally. If the document

to be linked is not part of the result set, use the Refine Query lcon B change the
search criteria.
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€] EDMS @ LOUISIANA DEQ - Microsoft Internet Explorer E]

Fie Edt Vew Favorites Took Help i
Qeack - () Iﬂ E" D /"Search 5.¢ Favortes €2 &g B - s

address | &) http: fedms. deq JoLisiana. gov fappADoc/QueryResLts. aspx v|Beo Lrks ” @& -
ocument Search Results ~

[«]>] esults 1 - 18 of 18 (0.02 seconds), |500 | ¥ | results per page BEEEa

SDG 1205027; TO-10A Monitoring Erwironmental
10 34018456| 1409/02/02/2006) Data at Lighthouse Road Excavation  Technology Al Analytcal Data Hazardous Waste 98]
SDG 1105005; Lighthouse Road Ar - [Ervironmerttal
20 33884617| 1409/01/19/2005) Moritoring Data Technology Ar Analytical Data Hazardous Waste 74
"TO-10A Data for Lighthouse Road Erwironmental
30 33786477| 140912/27/2005] 0G: 1005036 Technology Air Analytical Data Hazardous Waste 228
SDG: 1005008 TO-10A Data for Enwironmental Ground Water; Hazardous
40 33699980 1409 11/8/2005 | 4 4 o/ oc Fond Excavation Technology A Andyical Data oo Wl Meda &
SDG: 0705035 TO-104 Data for Environmental Ground Water; Hazardous
5 O 33699988 1409 14/28/2005 40 | o2 Road Excavaton Technology AT Andlytical Data Waste; Mti-Media 18
SDG: 0805001 TO-10A Data for Enwironmental Ground Water; Hazardous
sO SESERELD)  IHEiAL/ETS Lighthouse Road Excavation Technology P iz i Bete Waste; Multi-Media 16
SDG: 0905027 TO-10A Data for Erwironmental Ground Water; Hazardous
70 33699992 1409 11/07/2005 4 i o el R oad Excavation Technology i Andlytical Data Waste; Muii-Media 16
SDG: 0805037 TO-104 Data for Environmental Ground Water; Hazardous
sd 33699996 1409 11/07/2005 Lightheuse Read Excavation Technology Ar Andlytical Data Waste; Multi-Media i
SDG: 0805021 TO-10A Data for Erwironmental Ground Water; Hazardous
° 0 33699994]  1409)11/07/2005 Lighthouse Road Excavation Technology P [pnalytical Data Waste; Multi-Media 16
10 0 33415573 /13053409/30/2005 ’S*‘t’ ’gsﬂ;ﬁ!”g;gﬁ‘meﬁe/ RENERES grores i Andytical Data A Quality 3
1no 334 15585|13053409/30/2005|Arr mornitoring information Kenner site Survellance Air Analytical Data Air Quality 15]
120 33415569 13053409/20/2005 Air sampling St. Bernard Parish Surveilance Al Analytical Data Air Quility 8|
Wir moritoring Forth Arpent Canal
130 33415575/130534/09/20/2005! areas St Bernard Parish Survellance Al Analytical Data Air Quality 5)
40 33415579 /13053409/20/2005 Air menitoring St. Bernard Parish Surveilance Al Analytical Data Air Quality 7
15 0 33415577|130534/09/20/2005 Ar meritoring St. Bernard Parish Surveilance A Analytical Data Air Quility 6|
B0 33415571 /130534 09/19/2005 Ar sarmpling St. Bernard Parish Survellance Air Analytical Data Air Quality 2|
70 33415581|13053409/19/2005|Arr mornitoring St. Bernard Parish Survellance Al Analytical Data Air Quality 4
Solid Waste; Underground
180 34391936 83576(03/04/1991) Survellance Alr Analytical Data Storage Tanks; Muli-Vedia 6|

Goto Page: 1

Query Information

5QL COMMAND: SELEST * FROM (SELECT ROWNLM RNUM, X FROM (SELECT *+ INDEX_COMBINE(DOCIDNS_CORE) */ F_DOCNUMEER, Ade, A38, 435, Ad1, AZ7, A36, Adl, A5 from DOCIDNS_CORE WHERE ([A37 = '8ir')) SRDER BY A3 DESC) X WHERE
ROWNLM <= 500) WHERE NLM = 0

SQURLNTIME: 002 sseond

WEB SERVER: 005 seconds

& Done W Internet

View the document to be linked to TEMPO by clicking on its document ID. In Inline
Navigation Mode, the viewer will open in the same window. To return to the search
screen to choose another document, click the >>Different Document link. Once the

proper document has been located click the Link Document to TEMPO icon B o
complete the link. The EDMS window will close itself if the link is successful.

!Z] EDMS @ LOUISIANA DEQ (Document 33699988) - Microsoft Internet Explorer mﬁ
Fle Edt Yiew Favorites Took Hep i
Qsack - © - [¥] B @) Osearch Sgravortes @ (A~ i B - [R=

Adidress | €] hitp:/fedms. deq.Jouisiana. gov/app/doc/view. aspx?doc =336 35958 ~| B ks * @& -
G2 oo pbdooh onG e [oocument 5360000
3 bownioad bocument

Bl =-mait Document Link %%”

r

Bl Report Document Error
[ Link Document to
TEMPD
> Different
Document...

PROPERTY YA&LUE
Al 1409
Date 11/26/2005
Description SDG: 0705035 TO-104
Data for Lighttiouse Road
Excavation
Division Environmental Technology
Document  Air
Subtype
Document  Analytical Data
Type
Media  Ground WWater; Hazardous
Waste; Mult-Media
Pgs 18
view All Properties|

References
Data Validation Report "o Docurment references

Prepared for:
Louisiana Department of Environmental Quality

Contract Number: 629671
LDEQ tracking number: 050076
Dow Chemical - ALl #1409

SDG: 0705035 Date: 11/28/2005
[ENEVEZ *[¥[ & [Page roria LDEQ-EDMS ©2005-06, All Rights Reserved
vHE WOODHBE About EDMS :: Main Page
& P Internet

EDMS User’s Guide
8/30/2011
Page 44



e To verify that the link has been properly initiated return to the TEMPO screen. Click

Refresh Document Directory.

TEMPO Administrator -] x|
File Edit Agency Activity Tracking  Fiscal Tools Reports  Window Help
lop@Sn|iba a8 eV @ @2 0|
Central File (w_central_file in DESKTOP.PBL) o |EI|£|
Agency Interest Retrieve Activities By
1234: Elliz Piston Ring Sales Inc (589 Miscelaneous Retail) ) )
147 N Market St Category: |[4I] | status: a1 <]
Shraveport, (Cadda), LA 71107-0000 Chss [N <] ver: | Refresh Document
Type Al ~] // Directory
Select Agency Interast... | gt |[ﬂ\||] ﬂ Refresh Document Directory |
Document List -10) x|
UsT INS20030001 CEl Completed - 10/25:2002 ﬂ
5: Work Activity Log 104042002 '
10M0/02-TW-CEl 10M 02002 ﬂ i
|
Haz Waste INS20010001 CEl Completed - 0816/2001
()} work Activity Log &M f2001 '
07730001 -BJ-CEl M /2001 |n ¥
Haz Waste IH51 9910004 CH Completed - 053011991
5: Work Activity Log 11/211999 i -
q I LIJ
Sort Listed Activities Dacumert VWorkplace -
a8
& Neseending ' Azeendin | Al (" Parsnnal | Create Mevy Document I Lock | Effective Detes | Check Out | Open | | 2
|Ready |- tempa |June 15, 2004 10:00 &M

e Scroll down to locate the new Image Document that was created. Double-click near the

Image Document to view the link.
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bl Cdt goecy AointyTrachng Pucd [ode Beports Wrdee Help
LeEHén the 090 sV E- 09

Cerotr o File o _centrsl _[Pe b DESE TR PEL)

+ Mgy rierant
1334 Elx Praton ing Salex nc (25 Miocelmnecus Rt
RLELL Dk

Document|D

| Pk ackdy Loy
El DA TGS

() woo-ucn

Poriplaoe
 Damendng [ Asceralrg K Al T Peimorel {niulunwmﬂ Lmlr--._-n.nrrml umw| Opn |FW

[Fvace Fobenpa [l 20,2004 111388

e The document should open in a new window. All of the standard Document Viewer
(page 19) functions will be available.
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Appendix A: Keyboard Shortcuts and Icons

Hide Toolbar: Removes top toolbar.

Hide Toolbar: Removes bottom toolbar.

Show/Unhide Toolbar: Adds the bottom toolbar back to the screen.

Show/Unhide Toolbar: Adds the top toolbar back to the screen.

Print: Prints the file or selected items. (Keyboard shortcut: Shift + P)

Zoom Area: Selects an area of the image to be magnified. (Keyboard shortcut: A)
Zoom In: Magnifies the image by 10%. (Keyboard shortcut: +)

Zoom Out: Reduces the image by 10%. (Keyboard shortcut: - )

Show Magnifier: Magnifies an area within the image. (Keyboard shortcut: M)

Zoom to 100%: Magnifies the image area to 100%.

Page Width: Scales the image to fit the width of the window. (Keyboard shortcut: F9)
Page Height: Scales the image to fit the height of the window. (Keyboard shortcut: F10)
Fit to Window: Displays the entire image in the window. (Keyboard shortcut: F11)
Rotate Right: Rotates the image 90° to the right (clockwise). (Keyboard shortcut: R)
Rotate Left: Rotates the image 90° to the left (counterclockwise). (Keyboard shortcut: L)
Rotate 180°: Rotates the image 180°.

Mirror: Flips the image backwards.

Flip: Flips the image over.

Invert On: Reverses the colors in an image.

Help: Opens a viewer icon reference sheet. (Keyboard shortcut F1)

First Page: Jumps to the first page of the document.
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Last Page: Jumps to the last page of the document.
Previous Page: Goes back one page in the document.

Next Page: Goes forward one page in the document.

Page Scrollbar: Drag the scroll bar to the left or right to move through the pages of the
document.

Change Enhance Mode: Optimizes the appearance of the document.

View Page: Displays one page of the image at a time.

View Thumbnails: Displays all of the pages in a document.

View Two Pages: Displays two pages of the document simultaneously.

View Thumbnails: Left: Displays thumbnails of the document on the left.

View Thumbnails: Bottom: Displays thumbnails of the document on the bottom.
View Thumbnails: Right: Displays thumbnails of the document on the right.
View Thumbnails: Top: Displays thumbnails of the document on the top.
Adjust: Adjusts the brightness of the image.

First Page: Jumps to the first page of search results.

Previous Page: Goes back one page of search results.

Next Page: Goes forward one page of search results.

Last Page: Jumps to the last page of search results.

Results per page: Selects the number of results to be displayed on the screen.

Download Selected Documents: Downloads and saves selected documents.

Email LINKS for Selected Documents: Sends e-mail containing links to selected
documents.

Download All Results: Export the results list into an Excel spreadsheet. Only works for
50,000 results or less.

Download Page Results: Exports current page of results into an Excel spreadsheet.
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n Refine Search: Returns to the main search screen.

Select Designate pages for use with other functions. (Keyboard shortcuts: S selects current page;
Pages pressing S a second time will deselect a page. Ctrl+S clears all selections.)

Goto Keyboard shortcut: G opens dialog box allowing the user to skip to a specified page

Page number.

Printing  Keyboard shortcuts: P prints current page. Ctrl+P prints pages in a specified range.
Shift+Ctrl+P prints selected documents. Popup Menu Options: Print ! Print Visible prints
the portion of the document visible on screen. Print[IPrint Transformed prints current
page with any image alterations.

Copying Keyboard shortcut: Ctrl+C copies current page to clipboard. Popup Menu Options:
Clipboard allows for the selection of an area of the screen to be copied.
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