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EDMS

The EDMS is a document management system designed

to support the Unclaimed Property Unit of the State of

Maryl anddés Comptroll erds Comg
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.



Composer

Administrative Tracking
Tool



Workflows

> > > > >

ne Claims Process

ne Holder report Process
ne Remittance Process
ne Inquiry Process

ne Miscellaneous Mall process



Workflows within each
Process

Select a Process Definition

APDT &4 Keying (APDT &4 Keying)

APDT &4 Keying Index (AFDHT &4 Keving Indes)
APOT &4 Mo Keying (APD1 &4 Mo Keying)
APDE Agog. Qnly (APD4 Agg. Cnlky)

APDA CHOL (APD4 CHOL)

APDA CHOL Index (APD4 CHOL [ndex)

Batch Indexing (Batch [ndexing)

Checks (Lntitled)

Claims Indexing (Claims Indexing)

Delete




Workflows within each
Process

Select a Process Definition

Claims Processing (Claims Processing)

Holder Indexing (Holder Indexing)

Haolder Reports (Holder Reports)

Holder Rescan (Holder Rescan)

Holder Verification (Holder Verification)

HYST - Full Text (Full Text Processing)

Inguiries (nouiries)

WManual Batch Process iManual Batch Processing)
hisc Mail iMisc Mail)

Delete




Claims Processing Workflow
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Holder Report Workflow

High¥iew Composer
Fil= Edit Object  Monitor Help
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Remittance Workflow
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Inquiry Workflow




Misc Malil Process

High¥iew Composer
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Report On Claim Activity

Il Reports Yiewer - Work Item Distribution (per Process Activity, User, State) — |I:I|i|
| = | =
wWork Item Distribution ([(per Proocess Activity, User, State) |~
Prorvess Definition :: Claims Processing
From : Z2005-03-07F
To @ 2005-04-07F
Process Actiwvlty Isex Aot live Suspend Total
Batch Trans * 1949 a 1949
Batch Trans E450z26 1 a 1
Fiscal Admin * 1563 [} 1563
Second Approwal * 254 [} =254
First Approwval * 31 a 31
First Approwval BE45023 11 a 11
First Approwval BE45049 1 ] 1
Third Approwal * B ] =]
Claim=s Pending * 339 ] 339
Claim=s Pending BE45023 1 ] 1
Claims Pendindg E45031 5 a 5
Claims FPending E45049 1 a 1
Claims FPending E45144 4 a <
Claims Fending E45151 1 a 1
Wendor Add * 1z [} 1z
FMIZS * 269 [} 269
FMIS BE45026 1 a 1
Admin Update * 554 a 554
Total Work Items Assigned 96 ] 96
Total Work Items [Inassigrned 3227 ] 3227
Prepared bvw E45143 on 4-7-Z2005
=1
=il v
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EDMS Main Interface

Retrieval
In basket
Batch Scan



EDMS Main Interface

- High¥iew - B45143 =10l x|
Eilz ©Options Collection Help
""""""""""" Batriaval i T Fersaonal Collectiaon
Inback =] B4514E: Allegany County Board of Ed.-Audit?- COpen
noasket = B45146: P Fylin case wou get any calls on =
[
Batch Scan
Fename
Exit
Femowve
Help
[ Ty
Copy To..
Mew Folder
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Administrative Applications

- HighWiew — Adminiskraktion =] =]

Fil= Help

=& | s 2|

Wolumes I Options I Apoplications I Uzers I Groups I R outes I Imagse Maove I ComboB axes I
— olume Infarmation — “olurme Statistics
Description | FAax Files IEI—
Status ~| bAdz= Size [0 KE
Fath Current Size Qo KB

|
I
Twpe I ;I Current Entries IEI
I ~| Disk Free | =]

Sroup

— wolume List

1D | Description | Fath | Status | SGroup -
207 Cash Journal wsoodIhimageshcashi Zurrent Cash Journa
205 Cash Journal Batch ~Aal... oo dvimagesibatchhwocashi Ulnused Cash Journa
210 Cash Journal Batch Aol ... wwsooddvimagesibatchhycashi2 Llnused Cash Journa
206 SGeneral Docs wesooddimageshoen Zurrent Seneral Daoc
202 General Docurmeaents B .. oo Iimagesibatchhygen Llnused Seneral Doc
203 Holder Batch ~alurme wasood dimagesibatchh\holder Ulnused Haolder

209 Holder ~alurmea oo Iimagesiholder Llnused Holder

211 Holder “walurmeae 2 osoodIvimagesiholders Zurrent Haolder -
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User Applications

2 HighW¥iew - Administraktion

Fil= Help

—10] =]

(7| %

M| 22|

Yolumes I Options I Aol

—— Llser Infarmation

cations Uzers I Groups I R outes I Imagse Maove I ComboB axes I

Liser Il Full Hame Connect String
I I Iup,-"up@up
— lLlser List Ulser Qptions
Ulser | Full names i’ Setllser Permissions
Aa5004 Mancy Szeliga
A kAl Administrator
B<5001 Becksy hdartin setUser Password
B450049 Ida Bailew—-Jones
B45005 Jirm Loftus
B45007 Whlarren Smmith
B450058 Sarah Gabreszewski
E45009 Charlene kMcDaniel -
f!i'll—_\.l—l‘lﬁ Marleam e K e e I _’|_I




Retrieval

- High¥iew - B45143 =10 x|

Eilz ©Options Collection Help

: — Persaonal Collection
Fetriewal
Inback =] B4514E: Allegany County Board of Ed.-Audit?- COpen
nhasket = B45146: P Fylin case wou get any calls on =
i
Batch Scan
Fename
E=it
Femowe
Help
% [ l=!
Copy To..
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Retrieval searches

i High¥iew - Retrieve by Index =0xl A You specify the criteria you want to
L Doiw [fe search for and EDMS creates a hit

list of documents. A hitlistis a
collection of virtual documents and
Generl Docs | Holder | Duner | Cash Jouna| sections that match your search
- criteria.
Suhject j j
hame:
Date: | -- To | --
Chwrer: j
Keywards:
= .
4 _'*IJ




General Docs Retrieval

s~ HighYiew - Retrieve by Index

Fil= ©Cption= Help

Q[ [E]

General Docs I Holder I Owrner I Cazh Jourmal I

=ubject: -

Assistant hMManager's hdall -
Internet Correspondence
FAanager's kdall

MMame:

Date:  [kMutual Funds Staterments
Fromotional Correspondence
Chwwher: | Stock Cedificates -
F.ewwords:

Al




Retrieval by subject

s~ HighYiew - Retrieve by Index —_ II:II }EI
Fil= ©Cption= Help
Q[ =)
General Docs I Holder I Owrner I Cazh Jourmal I
e

={ila][ST= i =t~ Cedificates -

MMame:

Drate: - - To I - -

T S T=1 —

F.ewwords:

Al




Security retrieval Hit list

st : General Docs [Z2 Hits] — =] =]
Fil= Edit Options Yersion Control  Help
= =y = |
= || = =em] ] 22|
|Owner Date Subject Mame |
Old Ledgers Dasi - Dynatech 03-07-2003 (151 pgs) -]

(A0 (D (A (2 (4 () () () () () () () () (2 3 (22 ) (2 2 () () L) (2 () () Lo (o ()

5
Lo

Qld Ledgers EA EMNGINEERING-EYETEL 03-07-2003 (138 pgs)

Old Ledgers FCHNE CORF - FUTURELIMNE. 03-07-2003 (264 pgs)

Old Ledgers GAC CORP-GYMMPIE GOLD 03-07-2003 (192 pgs)

Old Ledgers HBEO CORP-IWY' S BLUE CHIF 03-07-2003 (281 pgs)

Old Ledgers JACO - JOHMNSTOMN INDUSTRIES 03-07-2003 (41 pgs=)

Old Ledgers KLH-KYOCERA 03-07-2003 (81 pgs)

Old Ledgers LBF - LvRIL CO 03-13-2003 (98 pgs)

Old Ledgers MCA - kAVLAM 03-13-2003 (322 pgs)

Old Ledgers Ml - NYNEX 03-13-2003 (179 pgs)

Old Ledgers OMG - OMEGA FUND  03-13-2003 (64 pgs)

Old Ledgers FATEX-FvRO 03-13-2003 (282 pgs)

Old Ledgers QCL - QUOTE 03-13-2003 (14 pgs)

Old Ledgers R B ROBOT - 03-13-2003 (133 pgs)

Old Ledgers 5 & S PROGRANM - SY3SC0 CORFP 03-13-2003 (309 pgs)

Old Ledgers: W2l HOLDIMNGS CORF -WYLE LAE 04-15-2003 (132 pgs)
Old Ledgers: AL CORF - URSTAAT DIDDLE 04-08-2003 (128 pgs)

Old Ledgers™=CL LTD - XEROX CORF  04-15-2003 (8 pgs)

Old Ledgers™ANKEE EMNERGY SYS -YUBA MNATURAL FESOURCES 04-15-2003 (9 pgs)
Old Ledgers: ZapPATa CORF - ZvCalh CORF 04-15-2003 (15 pgs)

ledgers A8B 01-23-2002 (87 pgs)

ledgers D &E 01-23-2002 (54 pgs)

ledgers F G & H 01-23-2002 (59 pgs)

ledgers | J & k 01-23-2002 (29 pgs)

ledgers L k4 & M 01-23-2002 (49 pgs)

ledgers O F & Q 01-20-2002 (30 pgs)

ledgers R & 5 01-20-2002 (G171 pgs)

ledgers T U &% 01-20-2002 ({44 pgs)

ledgers WY & 2 01-20-2002 (23 pgs)

ald ledgers T ROWE PRICE - Sk TO TRINOWA CORPFP 10-06-2003 (66 pgs)
04-05-2003 Stock Cernificates STOCK LEDGERS WF CORPF-Y QUEST
0z-05-2004 Stock Cerificates STOCK LEDGERS: MNOT IMN STATES MaARE " C"
02-11-2003 Stock Cernificates STOCK FORTFOLIOS

04-01-2003 Stock Cenificates STOCK RESEARCH

05-25-2001 Stock Cerificates STOCK SCHEDULES

0z2-01-z2o0z Stock Cerificates UMNITED STOCK TRAMSFER

January 1st 2001 - June 30th 2002 05-01-2003 (312 pgs)

[P 1At IANT e 94 9002 00 279 90072 C3AE cmamt




Holder retrieval

G- HighView - Retrieve by Index

Fil= ©Opktion=s Help

<=

Frefix: |

e

Entry Date: I_

—— Haolder Info

Legal Rame: |

Trade MHNamea: |

Address 1: |

Address 2: |

ity |

Fhon

State: I




Holder history

A Hilist: Holder [1 Hits ] =l8lx

. A Holder Information is listed as the
SR BRI ”“"M record on file. This information is

Holder_number Prefic  Entry_date  Stetus  Legal_n Trade_name Addressl Address? City

Emdnzﬁw — pg) CACIAMUTUAL LIFE INS CACIALIFEINSURANCE CO - 53000 STREET ~ ACCOUNTINGDEPT  LINCOLN u pd ate d e aC h eve n i n g ag ai n St th e

mainframe to add any new holders

et e o s eliniEme i e EEE

mmhE system. Documents can be viewed

T o o T B by double clicking the section. They
can be routed to another individuals
for research and they can be trackec
for current location within the

Process.




Owner retrieval

2~ HighV¥iew - Retrieve by Index - |O] =|
Eile ©Qptions Help

Q=]

General Docs | Holder [haner I Cash Journal |

Chwener Info Account Info
(ETLT=T 01 1 90336 Hoct/Il 2
Last Mame: | Diormancy Diate
First Mame: | Feport¥vea
Initial:l— Entry Date
SSM:| - - Dispositior

2l | - ; 'H_'*'I;I

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 detall

4 Hitist: Ownet [1 Hits] \0/¥
Fle Edt Options Yersion Control- Help

g = @ il [1 58]
=elsl 0 LS e

Owner number — Repor year  Enfry dafe e [

406 50125 bl
§ claim fam 224408 0302005 (3 pog

K/ [

>

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

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

e =iel=l A Note the approvals are manual and
= | electronic at the First approval, the
S| [ [] [ Df Hi[<]=] ! ! app

— electronic approval is used

' N
s s o o o thereafter
|
:;-:.igﬁ_z"lluum'p’w“ T :,__h.:i:;uﬁu.’
FIME Az fos
LI Appraved by Gifiith Hubbond, Debes 0328 3005 I . "'l




Owner Tracking

9% A Tracks the history of the claim and

the current location of the claim.

e

— Currart Location Checked QuTo——— ﬂ
g ﬁ

— Worklow Hstory
Callection Frocessed by In Dite (it Date
Claim
START Pallefte Bosfic OHO2005000522 2005009100522
First Anoroval Amber Schaster CHS208T005 22 2000341452
Second Aporovel CHABIE0N  200%0324000000
Batch Trans Jonele Hudson 42005005237 200R03:291210%58
Adrin Usifete Linda Tanton ORO2008021058 Q0050401 110626
FMIS




Cash Journal

i High¥iew - Retrieve by Index
File Qptions  Help

=10|x|

Q&

Generaancs' Hnlderl Owner  CashJounal |

— Journal Entry

Haolder #: I

Halder MName: ||

source Code: |

Date: |/ / Ta: |/}

Amount: |

>

>

Cash Journal retrievathis 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, usi
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 th
easiest route.

Any or all combinations of these
lookups can be done.



Search by Holder Number

Hiktlist : Cash Journal [4 Hits] == =]
Fil=e Edit ©Options Wersion Control  Help

SR 6+ = ] 5

Halder_name Haolder_number Source_code Femit_date Feamit_armount
ACACEA MUTUAL LIFE INS GO 00000001 81861 01-23-2002 1686.44

AT LA PAUTUAL LIFE INS OO 00000001 8161 01-08-2003 14647.24

B ACACEA MUTUAL LIFE INS CO - 00000007 51851 05-01-2003 20656.52

[ ACaAClA MUTLAL LIFE IMS CO - 00000001 5151 05-15-2004 1412.01




Search by Holder Name

tlist : Cash Journal [643 Hits] == =]
Fil=e Edit ©Options Wersion Control  Help
e, — = =
= <o (Rl ke XA I |ssi[Ea: =12l
Halder_name Haolder_number Source_code Femit_date Femit_armoumnt
A8 RESTALRANTS IMNC o00z2E862 8160 1z-18-2004 196.61 =
AANMGASTE OIL CO INC 401 K FLAR DISE 00027043 G160 12-z0-2001 115114
B AAWASTE QIL COINC 407 K FLaMN DISE aooz7o43 8160 1z2-20-z2001 o
[ AAWASTE OIL CO NG 407 K FLaMN DISE aooz@oqs 8160 1z2-2g-z2001 204.68
A CHIELSEMN CO o001 2451 S160 10-28-z002 139955
A D P DEALERS SWC 00013994 G160 05-24-z2002 600
F A DFDEALERS SWC noo1 3994 8160 10-02-2003 BE9.57
[ A DPFPDEALERS ST ooo13994 8160 12-10-2003 17876
A DFDEALERS SWwiC o001 3894 S160 1z2-17-z004 E77.E7
A G EDWARDS & SONS INC ooooo1 77 G160 10-16-2001 274.03
E A GEDWARDS & SOMNS IMNC oooool #F 7 8160 10-16-2001 .37
[ & GEDWARDS & SOMNS INC aoooot A7 8160 10-16-2001 2.89
A G EDWARDS & SOMNS IMNC aoooo1 77 S160 10-1e-z001 5.z
A G EDWARDS & SONS INC ooooo1 77 G160 11-01-z002 g.2
A G EDWARDS & SONS INC ooooo1 77 G160 11-01-z002 4516
F & GEDWARDS & SOMNS INC aoooo1 77 8160 11-07-z002 5z29.04
A G EDWARDS & SOMNS IMNC aoooo1 77 G163 09-30-2003 B4
A G EDWARDS & SONS INC ooooo1 77 G160 11-10-2003 253.05
A G EDWARDS & SONS INC ooooo1 77 G160 11-10-2003 773
B A GEDWARDS & SOMNS IMC aoooo1 77 8160 11-10-2003 117.02
[ A GEDWARDS & SOMNS INC aoooot A7 8160 12-17-2004 357117
A G EDWARDS & SOMNS IMNC aoooo1 77 8160 1z2-17-z004 135.03
A G EDWARDS & SONS INC ooooo1 77 G160 12-17-2004 477
B A GEDWARDS & SOMNS IMC aoooo1 77 8160 12-17-2004 312.58
[ A GEDWARDS & SOMNS INC aoooot A7 8160 12-17-2004 25717
A G EDWARDS & SOMNS IMNC aoooo1 77 S160 1z2-17-z004 2.56
A G EDWARDS & SONS NG ooooot1 7?7 G160 12-17-z2004 33493
F A GEDWARDS & SOMNS INC oooool F 7 8160 12-17-2004 11.31
[ A GEDWARDS & SOMNS INC aoooot A7 8160 12-17-2004 7z
A G EDWARDS & SOMNS IMNC aoooo1 77 S160 1z2-17-z004 21.45
A G EDWARDS & SONS INC ooooo1 77 G160 1z2-17-z004 5466
E A GEDWARDS & SOMNS IMNC oooool #F 7 8160 12-17-2004 1.05
[ & GEDWARDS & SOMNS INC aoooot A7 8160 12-17-2004 101.77
A G EDWARDS & SOMNS IMNC aoooo1 77 S160 1z2-17-z004 Z296.56
A G EDWARDS & SONS INC ooooo1 77 G160 1z2-17-z004 03
A G EDWARDS & SONS INC ooooo1 77 G160 12-17-2004 43327
1 &G EDWARDS INC aooo1 300 8160 0s-10-z002 B.1
A G EDWARDS IMNC o000l 300 S160 lz-zz-zo0z 11.5
B a o Erwasa e e PR o4 nE AT oonns  Ame s (=l




Search by date range

L2~ High¥Wiew - Retrieve by Index — O] =]
Fil= ©Opktion=s Help
Q[ =)
General Dn:u:sl Hcllclerl Owner Cash Journal I
— Journal Entry
Holder #: |
Haolder MName: |
Source Code:; I
Date: [02/14/05 To: |04/01/05
Armount: |
w3




Cash Journal Hit list

tlist : Cash Journal [370 Hits] — =] x|

File Edit Options Yersion Control Help

SR @B+ = [ 4] D)

Holder_name Holder_number  Source_code Remit_date Remit_amount
0007 ELUE CROSS SHIELD OF MASS 00018428 8154 02-16-2008 234.68 -
[E 0008 BLUE CROSS SHIELD OF MASS ooo1g429 8154 02-15-2005 3076.79
0003 ELUE CROSS SHIELD OF MASS 00018430 8154 02-15-200%8 3670.79
0022 COMSECO ANNUITY ASSURANCECD 0000B053 8154 02-16-2008 1381.59
B 0034 CONESCO HEALTH INSURANCE COMPANY 00006127 §154 02-15-2005 §853.72
0126 WASHINGTOMN MATIOMNAL INSURANCE CO 00000392 8154 02-15-200%8 10B655.57
0170 COMSECO SEMNIOR HEALTH INSCO ooozos4z 8154 02-16-2008 B8E4.49
B 185 CONESCO HEALTH SERVICES INC 00033660 §154 02-15-2005 114.52
A G EDWARDS INC 00001300 8160 02-15-2005 1.44
ADC TELECOMMUMNICATIONS INC oooz4729 8160 02-15-2008 34.32
B AES CORF 00029268 8160 02-15-2005 1950
AETHA REAL ESTATE ASSOCIATED LP 00034007 8160 02-15-2005 6078.64
AGENCY INSURANCE CO OF MD INC 00013757 8154 02-15-200%8 33996.49
AHOLD USAFCU 00000574 8178 02-16-2008 16600.3
AL GAR FEDERAL CREDIT UMNION 00002307 8178 02-15-2005 114.78

ALLMERICA SECLURITIES TRUST 00016454 160 02-15-2005 156.88

B ALLTEL CORP 00003273 8160 02-15-2005 409.47
AMERICAN COMMERCE INS CO 00012376 8154 02-15-2005 161034
AMERICAN FEDERAL SAVINGS BAMNEK 00003364 8172 02-15-2005 26795.01
B AMERICAMN MOWIL 000279749 3160 02-15-2005 BE
AMERICAN TRAVELERS INZ CO OF MY no0ze741 154 02-15-2005 1431
AMERISOURCEBERGEN CORP 00030548 160 02-15-2005 2898

B AMERUS GROUP CO 00028610 3160 02-15-2005 349.66
AMSOUTH BAMNEK no0z4a445 g7z 02-15-2005 24226732
AMNZ BANKING GROLIFP 00034688 160 02-15-2005 11111

B ARINCING 000063497 3160 02-15-2005 w1z
ARMINMERITOR IMC & SUBSIDIARIE 00023877 160 02-15-2005 23

AT & T CORP 00001005 8160 02-15-2005 111877
ALRORA NATIONAL LIFE ASSURANCECO 000186149 8151 02-15-2005 85496.39
B AvIVA LIFE INSURANCE CO OF NEWYORK 00033661 8151 02-15-2005 g1.14
ANA LIFE INSURANCE COMPANY 00003740 8151 02-15-2005 53577
AA FINANCIAL INCORPORATED noozzasat 160 02-15-2005 B12246.62
B BALTIMORE CITY CIRCUIT COURT nooongin 3166 02-15-2005 ae0
EALTIMORE CITY CIRCUIT COURT noooosin 4166 02-15-2005 4010
EBALTIMORE CITY CIRCUIT COURT noooonsio 8166 02-15-2005 R3222.55
B BALTIMORE COUNTY SAVINGS BANK FSEB 0000ze67 vz 02-15-2005 BEES5.93
BALTIMORE EQUITABLE S0OCIETY 00006105 154 02-15-2005 f621.5

B DA ESS AT AL | IS e~ Annnnn A o) o AC anne  mene 4 (=l




Scanning

Claims



Claims scanning

e <84 A Claims are scanned after the initial
— Bathiromaton first approval process.

Wordow Pracess | Ciaims Indxing B Sean

Name orDescipton | CLAIMS 2005-0415 124947 -

Default Indexing Tab | Ciner j
— Batch Processing Ext |
& Send to Manual Batch Indexing Queue for Processing ﬂl

Aszign Batch To: |Any0ne j

" Sand to Autamatic OCR/Barcods Indexing Queue for Procassing

Zone Definition Fam | j

I™ Send to Full Text Indaxing for Processing




Claims Indexing

A Batches are indexed in the order of
scanning.



