JHFRE Document Management System Use Tutorial

August 30, 2021

The following document provides guidance on how to access documents in OnBase utilizing the JHFRE Campus Map.

OnBase can be accessed here: https://maps.jhu.edu/jhfre through the campus map.
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In this example, Maryland Hall has been selected.

When selected, a building will be highlighted on the
map.
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ISES Building Summary Report: MARYLAND
HALL, 8/16/2016

This pane displays a list of
individual documents that
have been returned by the
widget for the selected
building(s).

Clicking on the pop-out icon

E in the list of returned
documents will open that
single document for
viewing.
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a new window will open and from
here the document can be
downloaded or printed.
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documents, the OnBase link in the General Building
Information pop-up on the campus map will take
users to a familiar folder-structure where documents
can be filtered and searched.
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The link in the map pop-up opens a new tab and brings
Folder Type: Folders Only

users to the folder view. Folders will be organized by
v 5 MARYLAND HALL on.08 q .
5 [ Clossout Forms - MARYLAND HALL Building with subfolders being labeled by Document Type.
> B3 Construction Drawings - MARYLAND HALL To view the contents of a folder, expand that folder using

» B Floor Plans - MARYLAND HALL
» F3 ISES Building Summary Reports - MARYLAND HALL

the carat symbol to the left of the folder ™ . Afolder that
has already been expanded will have a blue, downward-
pointing carat while an unexpanded folder will have a gray

right-pointing carat ?
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No Document Selected

CHILD FOLDERS RELATED FOLDERS e v
W Contains...
Construction Drawings - MARYLAND HALL
Floor Plans - MARYLAND HALL
Hazmat Reports - MARYLAND HALL
ISES Building Summary Reports - MARYLAND HALL
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Folder Type: Folders Only w

~ F9 MARYLAND HALL

» 3 Closeout Forms - MARYLAND HALL

~ 5 Construction Drawings - MARYLAND HALL
> B9 1983 RENOVATIONS TO MARYLAND HALL - MARYLAND HALL
> B9 1997 RENOVATIONS TO MARYLAND HALL - MARYLAND HALL
» 9 BASEMENT LEVEL RENOVATIONS FOR DR. BETENBAUGH'S LABS - MARYLAND HALL
» 9 HISTORIC 1913 RECORD DRAWINGS - MARYLAND HALL

» B3 Floor Plans - MARYLAND HALL

» B3 ISES Building Summary Reports - MARYLAND HALL
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Document List

Expanding the Construction Drawings folder reveals
several more subfolders. For this Document Type,
subfolders will exist for each project where
documentation has been received and loaded into
OnBase. The folders can again be expanded to reveal
the documents inside.

CHILD FOLDERS  RELATED FOLDERS e w
W Contains
Construction Drawings - MARYLAND HALL
Floor Plans - MARYLAND HALL
Hazmat Reports - MARYLAND HALL
ISES Building Summary Reports - MARYLAND HALL
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> 3 Closeout Forms - MARYLAND HALL
~ 5 Construction Drawings - MARYLAND HALL
F5 1983 RENOVATIONS TO MARYLAND HALL - MARYLAND HALL
F9 1997 RENOVATIONS TO MARYLAND HALL - MARYLAND HALL
9 BASEMENT LEVEL RENOVATIONS FOR DR. BETENBAUGH'S LABS - MARYLAND HALL
9 HISTORIC 1913 RECORD DRAWINGS - MARYLAND HALL
> 3 Floor Plans - MARYLAND HALL
» B3 ISES Building Summary Reports - MARYLAND HALL
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Document List a v
Drag a column header here to group by that column. Documentation Phase t
DRAWING SHEETID I DOCUMENTATION PHASE I DOCUMENT DATE I BUILDING NAME
" Contains. T Contains... W On.. ' Contains.

~ Doecumentation Phase: AS-BUILT (8)
A-101 ASBUILT 3/25/2011 MARYLAND HAI
A-607 AS-BUILT 3/25/201 MARYLAND HAL
D107 AS-BUILT 3/25/20M MARYLAND HAL
E-101 AS-BUILT 3/25/20M MARYLAND HAL
ED-101 AS-BUILT 3/25/201 MARYLAND HAL
A-007 AS-BUILT 3/25/20M MARYLAND HAL

~ Documentation Phase: RECORD (1)

Z-1 RECORD 2/9/2021 MARYLAND HAL

NEW WORK PLAN

The Document List provides the user tools to filter the available
documents to drill down to the document(s) of interest. The
system can be curated by Information Technology to allow for
filtering on any keywords associated with that Document Type.
For Construction Drawings, Sheet ID, Documentation Phase,
Document Upload Date, and Building Name are all available to
filter the documents displayed in the Document List.

The right panel of the window will now display a
preview of the document currently selected in the
Document List. From here, the document can be
downloaded or printed.
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