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Uploading Documents (Agency/Academy)

1. Loginto OTRR.

opentext"

Sign in to continue to OpenText Content Management CE 24.4

student1 _inv X

Signin

SHENRNREE  OTOKTA TCOLE_TEST_OAUTH_provider

Copyright © 2026 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 B Licensee Search g Recent Licensees

/@ Upload Documents for Licensee
™ y TOWNP

@ Upload Documents for Licensee @
Iz R e e

Agency/Academy Files

There are no items to display
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As a designated uploader for your agency/academy, you will mainly use:

e My Assignments —view upload tasks assigned to you (i.e., Upload Documents
for Licensee)

e Agency/Academy Files — upload documents for investigations

You receive an email notification when an investigation requires your
agency/academy to upload documents.

2. From My Assignments, click the Upload Documents for Licensee task for appropriate
licensee.

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

My Assignments

Upload Documents for Lic...
52 WHITE, NATHALIE (BAYTOW...

Upload Documents for Lic...
11 GLEASON, DENNIS (BAYTO...

Agency/Academy Files

3. Ifyou’re the only designated uploader for your agency/academy, continue to the next
step.
If your agency/academy has multiple designated uploaders, an additional window
appears:

o Workflow sent to a group

Click Accept to work on this Workflow. It will be removed
from the My Assignments tile of the other group members.
It will be available on your My Assignments tile.

opentext-| Professional Services

Learning Services



Page 3

Click Accept to take ownership of the upload task. The task is automatically removed
from the My Assignments tile of other uploaders.

4. Review the release form and any additional instructions.
The task page displays:
e Licensee details (PID, name, agency/academy name)
e Name of the investigator/recruiter requesting documents
e The release form attached by the investigator/recruiter

=, Upload Documents for Licensee

Attachments Activities

Upload documents for licensee A student1_release_doc.pdf

Licensee PID 11
Licensee Last Name GLEASON

=€ DENNIS

Agency/Academy BAYTOWN POLICE DEPT.

A background investigatol questing documents
regarding the above lice hile at this agency/academy. If
you're able and willing, [ ccept.

Investigator e Investigator, Student1 (student1_inv)

5. Click Accepted.
A new task appears My Assignments tile.

My Assignments Q 2

Has Document Uploading for Licensee Completed?
11 GLEASON, DENNIS (TCOLE)

(-D The task has a 10-day expected duration. If the due date passes without
completion, the task is marked Late and is visible to the investigator, recruiter, and
TCOLE administrator.
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6. To uploadthe documents, click the Agency/Academy Files tile.
@ | Open Text Records Repository (OTRR) Test Environment ce244

My Assignments

Upload Documents for Licensee
52 WHITE, NATHALIE (BAYTOWN POLICE DEPT)

D‘I:g Has Document Uploading for Licensee Completed?

11 GLEASON, DENNIS (BAYTOWN POLICE DEPT) @

Agency/Academy Files

7. Your agency/academy workspace appears.

N/ / Agencies / Academies

) ( BE Agencies / Academies v
m D Name & Q Size Modified City County State
O @ BAYTOWN POLICE DEPT. - t2012... Oltems 02/06/2026 4:07PM  BAYTOWN HARRIS Texas

Most uploaders will only see one agency/academy workspace listed here. If you support
multiple agencies/academies, you will see more.

8. Click the name of the agency/academy associated with the licensee.

€Y / OTRR / Agencies / Academies

Y B Agencies / Academies v

@ D Name » Q Size Modified City County State
B @ IBAYTOWN POLICE DEPT. - t2012... I Oltems 02/06/2026 4:07 PM  BAYTOWN HARRIS Texas

. You are responsible for creating a licensee workspace if one does not exist yet. A
licensee workspace may not exist if the licensee has not previously been hired by your
agency.
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9. Click Add Licensee.

Y/ OTRR/ ‘ / BAYTOWN POLICE DEPT. - £201201

@ BAYTOWN POLICE DEPT. - t201201

Agency/Academy

Licensees

(= 4 €D BAYTOWN POLICE DEPT. - t201201 v

@ BAYTOWN POLICE DEPT. - t201201 D

Mame T Q Size Description Modified

. Add Licensee

You don't have permissions to add items to this location

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

={; Add Licensee Workspace
*Search for Licensee Ig|easod I X
Filter results w
PID

PID Last Name First Name

Last Name I11 GLEASON DENNIS I
2125 ARMITAGE GLEASON

First Name
7135 GLEASON WILLIAM
36347 GLEASON MICHAEL
45382 GLEASON MARSHA
49105 GLEASON WALTER
99369 GLEASON KELLY
12naan Al EAQAN pARERT

< Start > ( Cancel )
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11. Click Start.
={; Add Licensee Workspace

*Search for Licensee | 11 X

PID 11

LastName GLEASON

FirstName DENNIS

'\ Start ) l\ Cancel /

12. Open the newly created licensee workspace.

Y / OTRR / Agencies / Academies / BAYTOWN POLICE DEPT. - 201201

@ BAYTOWN POLICE DEPT. - t201201

Agency/Academy
Licensees
D v @ BAYTOWN POLICE DEPT. -t201201 v B2
v @ BAYTOWN POLICE DEPT. - 1201201 O [ Nemet Q Size  Modified <

> €) GLEASON, DENNIS-11
O el GLEASON, DENNIS - 11 I 2items 02/19/2026 11:14AM €9 Vv

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

The folders you see depend on your permission. Documents are uploaded directly to
these folders.
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13. Click the folder name (for example, CSED).

WN POLICE DEPT. -t201201 / GLEASON, DENNIS - 11

GLEASON, DENNIS - 11 No activities found.
Licensee
Documents
Qv €) GLEASON, DENNIS-11 v o B
v © GLEASON, DENNIS - 11 @ D Name * Q Size Modified Document Type
St O bm Oltems 02/19/2026 11:13 AM s

> Secure Share
O m Secure Share Oltems 02/19/2026 11:13 AM [

14. Upload documents using one of the following:
e Drag-and-drop directly into the folder
e Add Item=>Document option

Documents

t Qv + BE CSED v O % » @
v €3 GLEASON.DENNIS- 11 D Name 4 Q Size

> CSED

> B Secure Share

Desktop > TCOLE > Sample Test Docs >

= View

= student1_release_doc

= studentl_csed_doc2

= student1_csed_doc1

2/12/2026 4:08 AM

[]
%] Release2_Redacted @
% Release_Redacted ]

@

= OneDrive_1_2-11-2026

Or

t @ v [+] B CSED v

pI Document

v © GLEASON. DEN Name * Q Size Description Modified
> CSED Email Folder
> Secure Share  Folder
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15. For each document, select the appropriate document type (required) and document
date (optional).

Upload file

[ student1_csed_doc1 pdf

General Records Management I:CSED Document Details +

CSED Document Details Only required fields () (CIED)
*Document Type | None Q |
Document Date None

Commendations & Awards
Final Disciplinary Actions

Misconduct Investigation
Reports (MIR)

Other

Periodic Performance
Evaluations

16. Click Upload.

Upload file

H[ student1_csed_doc1.pdf

General Records Management  *CSED Document Details +
CSED Document Details Only required fields (*)
*Document Type | Commendations & Awards Q
DocumentDate | 01/01/2026 =

h
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Note: When uploading documents to the Secure Share folder, you’ll see a different list
of document types to select from:

Upload file

[ student1_ss_doc1.pa

General Records Management  *SecShare Document Details +
SecShare Document Details Only required fields () (B3
*Document Type | l\lone Q

Document Date None
Commendations & Awards
Final Disciplinary Actions
Hiring Records
Human Resources
Internal Affairs
L2/L3 Failure or Retest

Misconduct Investigation

Reports (MIR)
Other

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

@ GLEASON, DENNIS - 11 No activities found.

Licensee

Documents

t Qv + B CSED v O & B

v € GLEASON,DENNIS-11 O O Namet Q Size v

> CSED
[] student1_csed_doc1.pdf 167KB €& Vv

> Secure Share
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18. From My Assignments, click the Has Document Uploading for Licensee Completed?
task.

& | Open Text Records Repository (OTRR) Test Environment cE 244

My Assignments

Upload Documenits for Licensee
52 WHITE, NATHALIE (BAYTOWN POLICE DEPT)

Has Document Uploading for Licensee Completed?
11 GLEASON, DENNIS (BAYTOWN POLICE DEPT)

Agency/Academy Files

19. Click Completed to complete the task.

i i 2
={. Has Document U ploading for Licensee Completed” Attachments Actiities
When uploading of documents for the licensee has completed please acknowledge. A student1_release_doc.pdf

Licensee PID 11
Licensee Last Name GLEASON
Licensee First Name DENNIS
Agency/Academy BAYTOWN POLICE DEPT.
If the uploading of documents for this licensee at this agency is completed.
please acknowledge.

Investigator e Investigator, Student1 (student1_inv)

Completed Close )
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The task is removed from your My Assignments tile.

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

My Assignments g Licensee Search e Recent Licensees

D{g Upload Documents for Lic...

52 WHITE, NATHALIE (BAYTOW... PID
Add text
Licensee Last Name

8 GLEASON, DENNIS - 11

Agency/Academy Files
Licensee First Name

Add text

Search

OTRR automatically notifies the investigator/recruiter and grants them temporary
read-only access to the uploaded documents. Their access is removed once they
complete their review.
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