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Disclaimer

Disclaimer: This training will assume that you have access to OnBase, have had training in OnBase and

have been assigned to the Redaction security class.

Part 1: Setting up for Redaction

1. Go to User=>Toolbars—>Annotation Toolbar. Make sure you have annotation toolbar with a check

mark.

EEE EYETER]

Custornize Toolbar

Text Search Toolbar

v Annotation Toolbar

File Docurment | User | Processing Admin  Werkflow Window Help
E E Workflow
7~ | ['&'D High Text Search Results
= Print Queue
:
Trash Can
Dﬂm-me.mt Type Mailbox
Admissions o~
FIM Fund Accol Ervel
Financial Aid i = H|
Human Resourc
Intemational User Options
Hecng: ::g H Workstation Options i
Change User Calendar
Document Types|
Change Password -
AD Accuplacer 2
AD ACT Score Toolbars
D s I Add / Modify Tool ftem
AD Application GR
AD Application GR {redacted)
AD Application UG
AD Application UG (redacted)
ADARF
AD ASSET Score
AD ATE Letter
AD Bonus Mward L
Dates
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2. Pick the appropriate redaction.

Document El'ser Processing  Admin  Worlflow  Window  Help
ZEER @Rl BE {PF=HAF
A T —1

AD Highlight
Doo A0 Redaction

F Hgda[:tinn
| Docum RO nghllght

3. Then click on the pen next to the redaction type and make sure it is down.

File Document User Processing  Admin Wt

ZEER el BE| <

4. Next go to the appropriate doc type you want to redact. To do this either use custom query or
Document Retrieval. Example, | put AD redaction, so | will be using AD doc types.
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Part 2: Retrieve A Document for Redaction
5. Pick the document you want to Redact.

Document Retrieval

Document Type Groups

Admissions. -
FIN Fund Accounting Audit

Financial Aid E|
Human Resources

Intemational
Records and Information Management
Records and Information Management - Imaging -

Document Types
AD Accuplacer Score
AD ACT Score

AD Admissions Cert

n
AD Application UG Document Search Results
AD Applicati . ’ :

.
AD ARF |
ADASSETSeore | [ ©h AD Application GR - UAID: 5°

AD ATE Letter
AD Bonus Award

UA Example
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Part 3: Redacting the Document
6. LEFT click with your mouse and make a box around an area to redact the appropriate section.
You will get “notes” and a black redacted piece on the document.

A0 Reda l::til:lr'l - 04

04

Univer

7. Minimize the notes. (As a side note: You could delete ‘Notes’.)

AD Redaction - 04/25/2013

University of Alaska
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8. Right click on your mouse then go to Redacted Image = “Create Redacted Image”

Keywords Ctrl+K
Renditions »
History

Cross-References

Univers %%

Motes 3

Ctrl+0

Redacted Image » View Redacted Images

Create Redacted Image...

Print... Ctrl+P
Send To 4

03 / Re-Index

Dalate Docioant

9. A box will pop up and will ask to delete redaction notes after creating the redacted document.
e Click yes if you want to delete the redacted note from the previous non-redacted
window.
e Click no, if you do not want to delete the note from the non-redacted window.

4

=| AD Application Gll(redacted] 04/25/2013 =NENEN

Confirm [7686] l J

I:a] Delete redaction notes?

10. Important: Your Redacted document will have barely any history. This is not a good thing. You
will have the original document and Redacted document when the redacted document is
created.
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11. Right click on the thumbnail on the Redacted document.

12. The picture below shows the redacted page in red bordered thumbnail on the redacted
document. Drag the redacted page into the Original Document.

13. The redacted document does not have all the history, but moving the redacted page onto the
Original Document will keep all the history together.

-

.
= | 5203045 - sw - 4D Application GR -, - Joa/25/2013 Iﬁ AD Application GR (redacted)l 04/25/2013 (=@ ][=]

-

|

UA Example UA-

Right Click and drag the
document over to the

original document.

I.t’-‘u:lmi... [ ‘ l.&dmissions Yolum... Page 1 [1 Page(s]
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14. Once you dragged the Redacted page into the original document. It should look similar to screen

below.

= -5203045 - SW - AD Application GR -, - - 04/25/2013 =1 AD Application GR (redacted] - 04/25/2013

(=] e

oI

University of Alaska

03/21/2013

Fs

Il

o I

]Admi... | | | IAdmissionsVolum... | | |

|F'age 1 |1 Page(s)

15. Delete the redacted document and keep the original document open. If you want, Please check

the history before deleting the redacted document.

Document History E=B[EcR~=

Log Date I Log Time I Izer Mame I.t'-\ction I Detail I -
04/25/2013 15:32:36 Deleted Mate Deleted Mat.... |:|
04,/25/20 3 15323 Created Note Created Mat...
04./25/201 3 15:30:48 Page Added to Document Added page...
04/25/20 3 15:21:36 Created Redaction Redacted D...
04,/25/2013 15:21:36 Deleted Note Deleted Mat...
04/25,2M 3 15:21:30 Created Mote Created Mat...
04,/25/201 3 152125 Dragged Page from Document Deleted pag...

Pag .
Inzerted pag...

04/20,2M 3 182114 Dropped Page into Docurment
04./25/201 3 151416 Page Added to Document Added page...
04/25,2M 3 1851002 Created Redaction Redacted D...
04,/25/2013 1510:02 Deleted Note Deleted Mat...
04/25,2M 3 145427 Created Mote Created Mat...
04,/25/2013 14.53.47 Created Redaction Redacted D...
04,/25/2013 14:53.47 Deleted Mote Deleted Mat... i
4 |:| 3
Workflow Queues | Workflow Transactions |
Life Cycle | (ueue | Entry User Marne | Entry Date | E:-I
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Part 4: Delete/Reorder Pages

16. Right click on your mouse and go to Delete/Reorder Pages

-

|- = | [
N
Keywords Ctrl+K
Renditions »
v« L sty
Cross-References
QOverlay Ctrl+0
University of Alaska Notes 8
Redacted Image 3
Print... Ctrl+P
03{‘2 1!20 13 Send To 4
Re-Index
Delete Document
Bil | Delete/Reorder Pages Ctrl+D !
| Klansimata .

17. You will get the Delete/Reorder Pages GUI. Double click on the original page to delete it. There
should be a big red x on the original page. Keep the redacted page in the original document.

S8 - 5203045 - SW - AD Application GR -, - - 04/25/2013 (o= |[=]

EE
=1

(£, | w0 WX 50 88 | BB | & &P

»

18. Click on the “DB” and it will ask you to save and close changes. Click yes.
19. After this step, you will have the complete history and a complete document.

5] v X430 82 ( BB | &= @ |22
Save changes and close (Alt+0)
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20. The picture below has a redacted page in the original document.

21. The red box shows that the window is not the redacted version and is in fact the original

document.

- 5203045 - SW - AD Application GR -, -

(4
o I
University of Alaska
03/21/2013
Billy Will -
.|.t’-'u:lmis... |D Mote(s) |EI Highlight{s] | |F'age 1 |‘| Pagels)
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