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Launching a Background Investigation

1. Loginto OTRR.

opentext"

Sign in to continue to OpenText Content Management CE 24.4

student1 _inv X
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L Signin )

SHENRNREE  OTOKTA TCOLE_TEST_OAUTH_provider

026 Open Text. All Rights Reserved.

Your Home Page appears with tiles based on your role.

@ | Open Text Records Repository (OTRR) Test Environment CE24.4

My Assignments @ Uploaders Status P 3
($2) TCOLE Service Records

There are no items to

display M) Agency/Academy Files

Start Background Investigation
No item to display.

) Licensee Search

B Document Search Favorites

. 23-0103¢
[ | tech1doc

There are no items to display. tech 2.doc
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@ | tech3doc
o
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As an investigator/recruiter, you can use these tiles:
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e My Assignments —view tasks assigned to you (e.g., Upload Release Form,

Confirm Agencies/Academies, Review Documents)

e Start Background Investigation - start a new background investigation for a

licensee

e Uploaders Status —track document upload progress from agencies/academies

and TCOLE

e TCOLE Service Records and Agency/Academy Files - review documents

submitted for active investigations

2. Click Start Background Investigation.

) | Open Text Records Repository (OTRR) Test Environment ce24.4

My Assignments

() &

Start Background Investigation

No item to display.

3. Search for the licensee and select the matching result.

There are no items to
display

= Start Background Investigation

Licensee Release Form  Starting Background Investigation

To start an investigation process a Releas
the licensee needs to be attached. You ca
drop the file from your desktop to here.

e Form from
n drag and

*Search for Licensee || gleason |

Filter results
PID Last Name First Name
Licensee PID
11 GLEASON DENNIS
Licensee Last Name
7135 GLEASON WILLIAM
Licensee FirstName. 504, GLEASON MICHAEL

Attachments

Drag and drop files here
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4. Attach the release form for the licensee:

e Dragand drop the file, or

e Browse your computer to upload the file
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Desktop > TCOLE > Sample Test Docs >

= View

icensee

% student1_release_doc

£ Release2_Redacted

£ Release_Redacted

5 OneDrive_1.2-11-2026

£ Misconduct Supplement_Redacted
£ Misconduct Report_Redacted

£ Disciplinary Report_Redacted

& commendation sample2

£ Commendation sample

L3with Supporting docs

nsee PID

=5 Start Background Investigation

Licensee Release Form  Starting Background Investigation

No value

hst Name  No value

stName No value

Attachments

=[N
- @
\»., — \/

Drag and drop files here

Start ) ( cancel

© 0 © 06 6 0 © 0|0

®

I, Ifyou do not attach the release form now, an Upload Release Form task will be

assigned to you (see the last section of this guide).

5. Click Start.

Licensee Release Form

*Search for Licensee

Licensee PID
Licensee Last Name

Licensee First Name

={, Start Background Investigation

Starting Background Investigation

To start an investigation process a Release Form from
the licensee needs to be attached. You can drag and
drop the file from your desktop to here.

1 x

To search for a licensee you can enter their PID; or
you can search with their Last name; or you can use
Last name. First name.

11
GLEASON

DENNIS

Attachments

Drag and drop files here

student1_release_doc.pdf
[ |add description } &

( Start ) ( Cancel >
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A new Confirm Agencies/Academies task is added to your My Assignments tile.

You will also receive an email notification.
6. Openthe Confirm Agencies/Academies task.

@ | Open Text Records Repository (OTRR) Test Environment ce24.4

My Assignments Uploaders Status

Confirm Agencies/Academies

Investigation 11 GLEASON, DENNIS Total @ On time

Workflow name
Investigation 11 GLEASON, DENNIS

Start Background Investigation Current step
Confirm Agencies/Academies

Assigned to Start date
Student1 Investigator March 25, 2026

OTRR automatically lists all current and former agencies/academies associated
with the licensee.

7. Review the list and add missing agencies/academies if needed.

=[. Confirm Agencies/Academies

Confirm list of agencies/academies for licensee documents A

Licensee

Licensee PID 11
Licensee First Name DENNIS

Licensee Last Name GLEASON

Agencies/Academies

AgencylAcademy BAYTOWN POLICE DEPT,

These agencies,
regarding the lic
to confirm the i
nvestigation

mies will be regu d to provide documents
You can update ist. Click "Reguest Documents”
begin document retrieval for the background

Request Documents
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=[2 Confirm Agencies/Academies

Confirm list of agencies/academies for licensee documents A

Licensee

Licensee PID 11
Licensee First Name DENNIS

Licensee Last Name GLEASON

Agencies/Academies

AgencylAcademy | BAYTOWN POLICE DERL, x|

These agenciesfacademies will uested to provide documents
regarding the licensee. You can update this list. Click "Request Documents”
to confirm the list, and begin document retrieval for the background
nvestigation.

Request Documents

=[. Confirm Agencies/Academies

Confirm list of agencies/academies for licensee documents ~

Licensee

Licensee PID 11

Licensee First Name Fiter results

Licensee Last Name name

PLANO FIRE DEPT.

Agencies/Academies Plano Police Academy

I PLANO POLICE DEPT. I

(%)

Agency/Academy

PN
I plano | X (%)

P T
These agenciesfacademies will be requested to provide documents
regarding the licensee. You can update this list. Click "Request Documents”
to confirm the list, and begin document retrieval for the background
nvestigation.

Request ents
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8. Click Request Documents when finished.

EF[E Confirm Agencies/Academies

Attachments Activities

Confirm list of agencies/academies for licensee documents A student_release_doc.pdf
Licensee

Licensee PID 11
Licensee First Name DENNIS
Licensee Last Name GLEASON

Agencies/Academies

Agency/Academy BAYTOWN POLICE DEPT.

cademies will be requested to provide documents
ga a the i . You can update this list. Click "Regquest Documents"”
confirm the list, and begin document retrieval for the background
vestigation

S8a
[r=]

Request Documents Cancel Investigation

Upload tasks are sent to the uploaders for each listed agency/academy. TCOLE always
receives a separate upload task for each investigation.

Email notifications are sent to all uploaders.

The Uploaders Status tile will now show the upload tasks assigned to the uploaders:

@ | Open Text Records Repository (OTRR) Test Environment ce24.4

My Assignments Uploaders Status

Start Background Investigation No item to display. 2 Ontime

g Document Search Favorites c Recently Accessed
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9. Click on the number or tile title to see detailed upload status.
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h 4 Uploaders Status
Status Step Due Date Workflow Q Current Step
0 ontime 11 GLEASON, DENNIS (BAYTO...  Upload Documents for Licensee
0 ontime 11 GLEASON, DENNIS (TCOLE) Upload Dacuments for Licensee

Start Date

March 25, 2026

March 25, 2026

10. Click Close to return to the Home Page.
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Upload Release Form Task (only if skipped earlier)

If you did not attach the release form earlier, an Upload Release Form task will appear
under the My Assignments tile.

@ | Open Text Records Repository (OTRR) Test Environment ce24.4

My Assignments Uploaders Status

Upload Release Form

Investigation 11 GLEASON, DENNIS Total @ On time

Workflow name
Investigation 11 GLEASON, DENNIS

Start Background Investigation Current step

Upload Release Form

Assigned to Start date
Student1 Investigator March 25, 2026

g Document Search Favorites o Recently Accessed

Upload the release form (drag-and-drop or browse), and click Release Form Attached to
complete the task:

= Upload Release Form

Attachments Activities

A release form from the licensee is needed A é

Attachment Needed Upload Release Form

m from the

Drag and drop files here

Licensee PID 11

student1_release_doc.pdf
Licensee Last Name DENNIS (Jadd desarption @

Licensee First Name GLEASON

Release Form Attached

The background investigation is started, and document requests are sent to all required
agencies/academies and TCOLE.
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