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EDMS

The EDMS is a document management system designed 

to support the Unclaimed Property Unit of the State of 

Marylandôs Comptrollerôs Compliance division. The 

EDMS will be used to file, find and track unclaimed 

property documents from the reporting stage to the 

claim stage. The EDMS will include specialized 

workflow schemes and components to allow the 

Unclaimed Property Documents to be routed and 

queued.

As paper documentation is received in the Unclaimed 

Property office , it is scanned into the EDMS and 

prepared for Processing.  Each document is indexed 

and routed theough the associated workflow. Users can 

then easily retreive, view  and share images of the 

documents without handling the hard copy originals.
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Workflows

ÂThe Claims Process

ÂThe Holder report Process

ÂThe Remittance Process

ÂThe Inquiry Process

ÂThe Miscellaneous Mail process



Workflows within each 
Process



Workflows within each 
Process



Claims Processing Workflow



Holder Report Workflow



Remittance Workflow



Inquiry Workflow



Misc Mail Process



Report On Claim Activity



EDMS Main Interface

Retrieval

In basket

Batch Scan



EDMS Main Interface



Administrative Applications



User Applications



Retrieval



Retrieval searches

Â You specify the criteria you want to 

search for and EDMS creates a hit 

list of documents. A  hit list is a 

collection of virtual documents and 

sections that match your search 

criteria.



General Docs Retrieval



Retrieval by subject



Security retrieval Hit list



Holder retrieval



Holder history
Â Holder Information is listed as the 

record on file. This information is 

updated each evening against the 

mainframe to add any new holders 

from the mainframe to the EDMS 

system. Documents can be viewed 

by double clicking the section. They 

can be routed to another individuals 

for research and they can be tracked 

for current location within the 

process.



Owner retrieval

Owner searches can be done by using the Owner number, owner name, address, social security 

number or any or all combinations of the retrieval fields.



Owner detail

Â Owner record is the first item. 
This information is pulled over 
from the Mainframe daily to 
include any updates, changes in 
the disposition code, and all 
new record.

Â The additional lines indicate 
activity within that record.  In 
this case a claim form was 
scanned in on March 9, 2005 
for a claim received on 
February 24, 2005.  Owner 
claims are scanned after the 

initial first approval.



Approved claim

Â Note the approvals are manual and 

electronic at the First approval, the 

electronic approval is used 

thereafter.



Owner Tracking

Â Tracks the history of the claim and 

the current location of the claim.



Cash Journal

Â Cash Journal retrieval- this can be 

done in a variety of lookups.  If a 

holder number is available, then this 

is the easier route.  An alpha lookup 

can be done, using ñwildcardsò if the 

exact name is not known.  Look ups 

by type of holders, limited use for 

revenue inquiries. Specific dates or 

date ranges can be used for 

additional lookups.  If you know the 

exact amount of the check, this is the 

easiest route.

Â Any or all combinations of these 

lookups can be done.



Search by Holder Number



Search by Holder Name



Search by date range



Cash Journal Hit list



Scanning 

Claims



Claims scanning

Â Claims are scanned after the initial 

first approval process. 



Claims Indexing

Â Batches are indexed in the order of 

scanning.


