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Reviewing Documents (Investigator/Recruiter)

1. Loginto OTRR.
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Sign in to continue to OpenText Content Management CE 24.4

student1 _inv X

Your Home Page appears, showing tiles based on your role.

@ | Open Text Records Repository (OTRR) Test Environment cE24.4

My Assignments

D'[D Review Agency/Academy D.

& 11GLEA v
- [g Review TCOLE Documents

Start Background Investigation

g Document Search Favorites

h Term

1

]

There are no items to display.
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23-01038qp.pdf
tech 1.doc
tech 2.doc
tech 3.doc

techcover.doc

)
& TCOLE Service Records
(Im) Agency/Academy Files
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When documents from TCOLE or agencies/academies are ready for review, OTRR

sends you an email notification.
You will mainly use the following tiles:

e My Assignments —review tasks assigned to you (e.g., Review TCOLE
Documents, Review Agency/Academy Documents)

e TCOLE Service Records and Agency/Academy Files — access and review
documents for your investigations

2. From My Assignments, open the Review Agency/Academy Documents task.

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

My Assignments

ASON, DENNIS (BAYTOWN POLICE DEPT.

Review TCOLE Documents
11 GLEASON, DENNIS (TCOLE)

D{g Review Agency/Academy Documents

Start Background Investigation

3. Review the information on the page (e.g. uploader name).

=2 Review Agency/Academy Documents

Attachments Activities
Begin review of documents for licensee from agency/academy A student1_release_doc.pdf

Licensee PID 11
Licensee Last Name GLEASON
Licensee FirstName DENNIS
Agency/Academy BAYTOWN POLICE DEPT.
The documents for this licensee at this agency/academy have
been uploaded. They are now available for your review.

Uploaders @ Uploader, Student1 (student1_upl)

Other Uploaders  No value

: Close :‘
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4. Click Begin Review.

A new task appears in My Assignments tile.

My Assignments

Has Review of Documents Completed?
11 GLEASON, DENNIS (BAYTOWN POLICED...

Review TCOLE Documents
11 GLEASON, DENNIS (TCOLE)

(-D Review tasks must be completed within 14 days. After the due date, task is marked
Late and is visible to investigators, recruiters, and TCOLE Admins.

5. Clickthe Agency/Academy Files tile.

@ | Open Text Records Repository (OTRR) Test Environment cg24.4

§ My Assignments

D{E Has Review of Documents

11 GLEASON, DENNIS (BAYTO.
Review TCOLE Documents
11 GLEASON, DENNIS (TCOLE)

Start Background Investigation

(IM) Licensee Search
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6. Selectthe name of the agency/academy associated with the licensee.

1Y / OTRR / Agencies / Academies
Y

BE Agencies/Academies v
O D Name * Q Size Modified City County State
O BAYTOWN POLICE DEPT. - 1201201 Titem 02/19/2026 11:14 AM  BAYTOWN HARRIS Texas

Open the licensee workspace.
X/ OTRF

emies / BAYTOWN POLICE DEPT. - 1201201

@ BAYTOWN POLICE DEPT. - t201201

Upl
®
Agency/Academy

oader, Student1 (student1_upl) Added an hour ago
student1_csed_doc1.pdf

Licensees
Ov €) BAYTOWN POLICE DEPT. - 201201 v % >
v © BAYTOWN POLICE DEPT. - £201201 O D Name © Q Size Modified Document Type
> €) GLEASON, DENNIS- 11
O 9 2ltems 02/19/2026 11:14 AM @9

The licensee workspace may contain up to two folders:
e CSED

e Secure Share
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8. Click a folder (for example, CSED).

N/

es / BAY )1201 / GLEASON, DENNIS - 11

Page 5

us Uploader, Student1 (student1_upl) Added an hour ago

GLEASON, DENNIS - 11 (B student1_csed_doc1 par
Licensee
Documents
A € GLEASON,DENNIS- 11 v g =
v €3 GLEASON, DENNIS- 11 O D Name & Q Size  Modified Document Type
> CSED
D m “y
Lo ] 1item 02/19/2026 12:14 PM @
O B SecureShare Oltems 02/19/2026 11:13 AM Pid
9. Review the uploaded documents using Intelligent Viewing.
Documents i) 1 c
(O I 4 BE CSED v (I I -
[~ € GLEASON. DENNIS-11 O D Name + Q Size Modified Document Type
> CSED

] student1_csed doc... é’ (B
Intelligent Viewing

> Secure Share

167 KB 02/19/2026 12:14PM  Awards and Commendations bl

10. Click the Home icon to return to your Home Page.

Y | OTRR/ Agencies/Academies / BAY

GLEASON, DENNIS - 11

Licensee
Documents
- IR 4 BE CSED v

v €3 GLEASON, DENNIS- 11 0 D Name £ Q
i CSED
(] student1_csed_doc1.pdf

> Secure Share

us Uploader, Student1 (student1_upl) Added an hour ago

5 studenti_csed_doc1.pdf

Q0 o & @2

Size Modified Document Type

167 KB 02/19/2026 12:14PM  Awards and Commendations Pad
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11. From My Assignments, open the Has Review of Documents Completed? Task.

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

()

My Assignments Uploaders Status

| D_I:g Has Review of Documents Completed?

1 GLEASON, DENNIS (BAYTOWN POLICE DEP'

» l—D Review TCOLE Documents
| 11 GLEASON, DENNIS (TCOLE

Start Background Investigation

2 On time

12. Click Review Completed to complete the task.

please acknowledge.

Licensee PID
Licensee Last Name
Licensee First Name

Agency/Academy

Uploaders

Other Uploaders

=. Has Review of Documents Completed?

Attachments Activities

When the review of agency/academy documents has completed, A student1_release_doc.pdf

11

GLEASON

DENNIS

BAYTOWN POLICE DEPT.

If the review of documents for this licensee from this
agency/academy is completed, please acknowledge.

@ Uploader, Student1 (student1_upl)

No value

| Review Completed |

The task is removed from My Assignments. Your access to the licensee workspace is

removed once review is completed.
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The Uploaders Status Tile updates to show Completed for the task.

@ | Open Text Records Repository (OTRR) Test Environment cF24.4

My Assignments Uploaders Status

Review TCOLE Documents
11 GLEASON, DENNIS (TCOLE)

2 1 On time

Start Background Investigation —

)

13. Click the Review TCOLE Documents task under My Assignments.

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

My Assignments Uploaders Status

Review TCOLE Documents
11 GLEASON, DENNIS (TCOLE)

'] On time

Start Background Investigation —
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14. Review the information on the page.

Page 8

Licensee PID

Licensee Last Name

Licensee First Name

=[; Review TCOLE Documents

Begin review of documents for licensee from TCOLE

11
GLEASON
DENNIS

The documents for this licensee from TCOLE have been
uploaded. They are now available for your review.

Attachments Activities

student_release_doc.pdf

15. Click Begin Review.

A new task appears in My Assighments tile.

My Assignments

11 GLEASON, DENNIS (TCOLE)

| D{E Has Review of Documents Completed? I

(-D Review tasks must be completed within 14 days. After the due date, the task is

marked Late and is visible to investigators, recruiters, and TCOLE admin
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16. Click the TCOLE Service Records tile.

@ | Open Text Records Repository (OTRR) Test Environment cE24.4

My Assignments @ Uploaders Status 7Y
(¥ TCOLE Service Records

Has Review of Documents ...

@ GLEASON, DENNIS (TCOLE]
2 M) Agency/Academy Files

1 Ontime

Start Background Investigation Completed

) Licensee Search

17. Open the licensee workspace.

/ TCOLE Service Records

Texas Commission on Law Enforcement
TCOLE

Licensees
(1: I 4 €) TCOLE Service Records v B2
v £ TCOLE Service Records ] D Name * Q Size Description Modified

> € GLEASON,DENNIS-11
O 9 GLEASON. DENNIS - 11 2 Items 03/25/2026 11:34 AM [

The licensee workspace will contain two folders:
e TCOLE Records
e Additional Service Records

18. Click folder (for example, TCOLE Records).

Documents @ Fid X -
(%2 I 4 €Y GLEASON, DENNIS-11 v o>
v £) GLEASON,DENNIS- 11 @ D Name *+ Q Size Description Modified
> Additional Service Records |
D E Additional Service Records 1 ltem 03/25/2026 12:13 PM ﬁ

> TCOLE Records

[0 BE [TCOLE Records 1 Item 03/25/2026 12:04 PM w
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19. Review the documents using Intelligent Viewing.

Documents

Tt D

~ 3 GLEASON.DENNIS - 11

o0

Name * Q
> Additional Service Records

> TCOLE Records

BE TCOLE Records v

] student1_servic... 000 .o

Page 10

@

Size Description Modified

19 MB 03/25/2026 12:04 PM

I Intelligent Viewing

O

w2

I

[

20. Click the Home icon to return to your Home Page.

S-11/ Additional Service Records

GLEASON, DENNIS - 11
Licensee (TCOLE)

Documents

= I 4
v €) GLEASON, DENNIS - 11

o0

student1_service_records_doc.pdf

Name * Q
> Additional Service Records

> TCOLE Records

Ba Additional Service Records v

Staff, Student1 (student1_upl_tcole) Added 3 hours ago

B student1_service records doc.pdf

Staff, Student1 (student1_upl_tcole) Added 3 hours ago

E. student1_service_records_doc.pdf

(DI # S o

Size Description Modified

19 MB 03/25/2026 12:13 PM

21. Open the Has Review of Documents Completed? task from My Assignments tile.

& | Open Text Records Repository (OTRR) Test Environment cEe24.4

My Assignments

Q &

Has Review of Documents Completed?
11 GLEASON, DENNIS (TCOLE)

"L

()

Start Background Investigation
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22.Click Review Completed to complete the task.

i ?
={; Has Review of Documents Completed? Attachments  Activiis

When the review of TCOLE documents has completed, please A student1_release_doc.pdf
acknowledge.

Licensee PID 11
Licensee Last Name GLEASON
Licensee First Name DENNIS

If the review of documents for this licensee from TCOLE is
completed, please acknowledge.

Review Completed

The task disappears from My Assignments. Your access to the licensee workspace is
removed after completion.

The Uploaders Status tile updates to show Completed.

@ | Open Text Records Repository (OTRR) Test Environment cE 24.4

My Assignments Uploaders Status

= :

Start Background Investigation Completed
No item to display.
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