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Introduction

The CTS Electronic Document Retrieval (EDR) program provides a user-friendly
system to record, manage, and report document information. This software is a
powerful tool for effectively managing attachments for long-term retention.

Safety professionals create many unique record types such as exposure
monitoring, lab chain of custody, hazard assessment surveys, recommendations
for job-hazard control, respirator fit testing, confined space inventories, laser
inventories, ergonomic surveys, injury/illness reports, freedom of information
requests, compliance audits and many more.

By allowing users to scan each record and index it in a way that makes sense for
retrieval, EDR can save your company time and money.

EDR is implemented through three areas:
e EDR Entry
e EDR Reports
e EDR Support
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Chapter 1 — EDR Groups

Assign rights for EDR users to see records specific to an EDR group.

CTS443: EDR Groups

Create New EDR Group
Click CTS443: EDR Groups button.

Main Menu  Metrics v/ Portal v/ Exposure Assessment  ~ IHPrograms v JHA v Checklist v Medical Surveillance v Injury-liiness ™/ HMIS v EDR Toolkit '~ Master Lists v

Home £}

Faa

¥ What Would You Like Te Do

Click on Choice

Feature Menu
Scan, index or attach a file for long-term retention CTS441 EDR
» Electronic Document Retrieval (EDR) Entry
N
(») EDR Reports
¥ Support
CT$442: EDR Box ID @ CT$443: EDR Groups CTs452: EDR List Confiquration
Add a box for grouping EDR records Assign rights for EDR users to see records specific to an EDR group Configuration and eneck toels for EDR entry and management

Click Create New EDR Group button.

CTSEDR /

CTS443: EDR Groups

Create New EDR Group Edit EDR Group Members Edit Cate

£

QV Go Rows 100 =

Enter EDR Group name.
Click Save and Continue button.

CTSEDR [/ CT5443: EDR Groups /

CTS443: EDR Group Detail

Cancel Save and Continue

EDR Group
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Field Description
EDR Group Enter EDR Group name.

Click Edit EDR Group Members button.

CTSEDR /

CTS443: EDR Groups

Create New EDR Group Edit EDR Group Members Report ‘

Edit Keys ‘

| Edit Category and Subcategory ‘

Existing group members are listed here.
Click Add EDR Group Member button to add a new member.

CTSEDR / CT5443: EDR Groups /

CTS443: Members list

Group ID Group Name

0000004 CONSTRUCTION SAFETY

Add EDR Group Member

Q v Go
Rows 100 # Actions v
O Name Badge
a SYSTEM, INITIAL ITBADGE

Click checkbox(es) to select members. Click Saved Checked People button.

|| Saved Checked People

= Actions v

Name Badge uiD
O COX, CHARITY CHARITY CHARITY
O GRINER, CARLEENA CARLEENA CARLEENA
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Click CTS443: EDR Groups / breadcrumb to return to EDR Groups.

CTSEDR /{CTS443: EDR Groups| /

CTS443: Members list

Click Edit Category and Subcategory button.

CTSEDR /

CTS443; EDR Groups

Report

Create New EDR Group Edit EDR Group Members Edit Category and Subcategory ‘ Edit Keys

Click Add Category button.

CTSEDR / CT5443: EDR Groups /

EDR Group Category and Subcategory

Group 1D Group Name

0000004 CONSTRUCTIOM SAFETY

Add Category Edit Keys

Enter Category Code and Category Description.
Click Save and Continue button.

CTSEDR / CT5443: EDR Groups / EDR Group Category and Subcategory /

CTS443: EDR Group Category Detail

Cancel Save and Continue

Category Code
Category Description
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Field Description
Category Code Enter category code.
Category Description Enter category description.

Click radio button to select a category.
Click Add Subcategory button.

Add Category Edit Keys

Check all Edit Keys Category Description Category Code SubCategories

O] (] 4 ACCIDENT REPORT 1234

O (] d SAFETY CHECKLIST 5C

Add Subcategory Edit Keys

Enter Subcategory Code and Subcategory Description.
Click Save and Continue button.

CTSEDR / CTS443: EDR Groups / EDR Group Category and Subcategory /

CTS443: Subcategory Detail

Cancel Save and Continue

Subcategory Code

I Subcategory Description I
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Field

Description

Subcategory Code

Enter subcategory code.

Subcategory Description

Enter subcategory description.

Click CTS443: EDR Groups / breadcrumb to return to EDR Groups screen.

CTSEDR J CT5443: EDR Groups |/

EDR Group Category and Subcategory

Edit Existing EDR Groups

Click radio button to select an EDR group.

Click Edit Keys button.

CTSEDR /

CTS443: EDR Groups

Edit EDR Group Members

Create New EDR Group

Edit Category and Subcategory

Edit Keys Report

<

Q- Go  Rows 100 #% | Actionsv
of
[0  EditKeys EDR Group Group ID  Edit Members List Member List Edit Category  Category w/ Sub Category List
® ra ENVIRONMENTAL PERMITS 0000003 SYSTEM I (ITBADGE)

Enter EDR Group name.
Click Save and Continue button.
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CTSEDR [/ CT5443: EDR Groups /

CTS443: EDR Group Detail

EDR Group | ENVIRONMENTAL PERMITS

Print EDR Report
Click radio button to select an existing EDR group.

Click Report button.
3'5;56/1: SDS Entry and Labeling Guide @

__l e || i Iy R
+ | (Save changes before you jump)

o ® ® e ® @ ®
Selected ltem 505 Ingredients Ratings and Flags Synonyms Target Organs. Other
Selected Item: CCC (R0227 CAS2)

Product-Matenal  CCC

Delete SDS Entry

I Labeling Guide Report ” AOP Report

RECID  R022T

The report is displayed in a new browser tab.

Group |ID: 0000003
EDR Group: ENVIRONMENTAL PERMITS

Member Badge Name

ITBADGE

no data found
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Close browser tab when finished viewing.

Delete An EDR Group
Click a checkbox to select an EDR group.
Click Delete Checked button.

CTSEDR /

CTS443: EDR Groups

Create New EDR Group

Edit EDR Group Members Edit Category and Subcategory || Edit Keys Report
Q~ Go Rows 100 ¢ | Actionsw
1 of|
@ Edit Keys EDR Group Group ID  Edit Members List Member List Edit Category  Category w/ Sub Category List
® ra ENVIRONMENTAL PERMITS 0000003 s SYSTEM I (ITBADGE)

Delete Checked
>

Click OK button in alert box to confirm delete.
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Chapter 2 — EDR Entry

The CTS EDR program allows users to scan, index, or attach files for long-term
retention. This chapter explains how to execute these tasks.

CTS441: Electronic Document Retrieval (EDR)
Create New EDR

To add an EDR, click CTS441: Electronic Document Retrieval (EDR) under
Electronic Document Retrieval (EDR) submenu.

Main Menu  Metrics '~ Portal |V Exposure Assessment |~ IH Programs | ™ v Checklist |~ Medical Surveillance ™ Injury-liness (v

Home (2}

¥ What Would You Like To Do
Click on Choice

Scan, index or attach a file for long-term retention CY

¥ Electronic Document Retrieval (EDR) Entry

CTS441: Electronic Document Retrieval (EDR)
Scan, index or attach a file for long-term retention

Click Create New EDR button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

Create New EDR Select Existing EDR to Edit EDR Attachments Edit Keys Report

) Selected Item Hazards Location Contact Role Org-Project Keyword Other
< Previous Next >

Selected Item: No Item Selected - Please Create or Select 3 Record

Enter User Doc ID in text field or click the asterisk (*) button to auto-assign ID.
Enter Other Reference ID.

Use calendar buttons to select EDR Start Date and EDR End Date.

Use pulldown menus to select EDR Group Category, Site, and Company.
Click Save and Continue button.
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CTSEDR / CT5441: Electronic Document Retrieval (EDR) /

CTS441 - Add EDR

Cancel Save and Continue

EDR Group Category O
*

User Doc ID

EDR Title

EDR Start Date (mmfdda’yyyy)
EDR End Date
Site | SITE (SITE) @

Company COMPANY (COMPANY) @

FIELD DESCRIPTION
EDR Group Category Select EDR group category.
User Doc ID Enter User Doc ID.
EDR Title Enter EDR title.
Other Reference ID Enter other reference ID, if applicable.
EDR Start Date Use calendar button to select start date.
EDR End Date Use calendar button to select end date.
Site Select the site where EDR is located.
Company Select the company where EDR is located.
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Click Next button to proceed to Hazards screen.

CTSEDR /
CTS441: Electronic Document Retrieval (EDR)
Jump To % (Save changes before you jump)
< Previous Selected Item Hazards Location Contact Role Org-Project Keyword Other Next >
Selected Item: Doc ID: TEST Title: TEST
Document ID TEST (Use Edit Keys to change data on the 'Selected Item’ screen)
EDRTitle  TEST
EDR Category ~ PERSONAL AND AREA AIR
Sub-Category  LEGACY HARD-COPY RECORDS
Q- Go Actions v
Description of Attachment Filename when uploaded
Download or_monthly_hours_lead.csv or_monthly_hours_load.csv
Click Add Hazard button.
CTSEDR /
CTS441: Electronic Document Retrieval (EDR)
Jump To ¢ (Save changes before you jump)
(]
< Previous Selected ltem Hazards Location Contact Role Org-Project Keyword Other Save >
Hazards: Doc ID: TEST Title: TEST
< >
no data found
< >
Click checkbox(es) to select hazards and/or materials.
Click Save Checked Items button.
Save Checked ltems
<
v Go Rows 100 H @ionsv
00 of 5,357 | »
Hazard/Material Type CAS # RECID
(1,5-CYCLOOCTADIEME) RUTHEMIUM (I} CHLORIDE CHEMICAL 50882-13-3 114
D (3-MERCAPTOPROPYL)-TRIMETHOXYSILANE CHEMICAL 4420-74-0 115
(DNSOPROPYLAMINOIETHAMCOL CHEMICAL 96-80-0 116
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Click Save button.

CTSEDR /
CTS441: Electronic Document Retrieval (EDR)
Jump To ¢ (Save changes before you jump)
(7 o
< Previous Selected ftem Hazards Location Contact Role Org-Project Keyword Other Save >
‘ Hazards: Doc |D: TEST Title: TEST
< >
[m} Hazard-Material-Agent
O  (1,5-CYCLOOCTADIENE) RUTHENIUM (Il) CHLORIDE
[0  (DISOPROPYLAMINO)ETHANOL
a (8)-(-)-1,2,4-BUTANETRIOL
< >
Click Add Location button.
CTSEDR /
CTS441: Electronic Document Retrieval (EDR)
Create New EDR Select Existing EDR to Edit EDR Attachments Edit Keys Report
. Selected ltem Hazards Location
< Previous
Locg
<
Click blue Select text to choose a location.
< Return Without Selection
<
Mew ltem
QV Go Rows 100 % Actions v
1-180f 18
Location T= Loc-2 Loc-3 Location Name Code Site Company
Select AREA - - - FODOO0A SITE COMPANY
Select AREA BUILDING 1 - - FODOO03 SITE COMPANY
Select AREAT BUILDING 1 ROOM1 - FODOD02 SITE COMPANY

Page 14 of 24



Open Range Software, LLC

CTS - EDR User Manual

Click Save button.

CTSEDR /
CTS441: Electronic Document Retrieval (EDR) [N
EDR Attachments || Editkeys || Report
Jump To ¢ (Save changes before you jump)
] 9 ] ] |
< Previous Selected Item Hazards Location Contact Role Org-Project Keyword Oth Save >
Location: Doc ID: TEST Title: TEST
< >
Location loc-2 Loc-3
@ AREA 1 BUILDING 1 ROOM 2
< >
Click Add Contact Role button.
CTSEDR /
CTS441: Electronic Document Retrieval (EDR)
. Selected [tem Hazards Location
< Previous
Contact R}
<
no data found
Click Select Person button to select a contact.
Use pulldown menu to select Role.
Click Save and Continue button.
ICTSEDR [/ CTS441: Electronic Document Retrieval (EDR) /
CTS441 - Add Contact Role N
Role @ Select Role
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Click Save button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

I Create New EDR Select Existing EDR to Edit

EDR Attachments || EditKeys || Report

Delete EDR

JumpTo o (Save changes before you jump)

] ] ] ]

: Selected ltem Hazards Location Contact Role Org-Project Keyword Other
< Previous Save >

Contact Role: Doc ID: TEST Title: TEST

Add Contact Role Delete

< >

Click Add Org-Project button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

Create New EDR Select Existing EDR to Edit

EDR Attachments || EditKeys || Report

Delete EDR

Jump To & (save changes before you jump)
) Selected ltem Hazards Location Contact Role: Org-Project Keyword Other
< Previous Save >
Org-Project: Doc ID: TEST Title: TEST
Delete
< >
o ata founs
< >

Click blue Select text to choose an organization/project.

Rows 100 > Actions v
1-1of1
Org-Project List
Select GEMERAL LISTING
1-10f1
<

Click Save button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

yisting EDR 1o Edit (VR URSNE

Report Delete EDR

Edit Keys

Jump To & (Save changes before you jump)
5 Selected tem Hazards Location Contact Role Org-Project Keyword Other
< Previous Save >
Org-Project: Doc 1D: TEST Title: TEST
N >
N >
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Click Add Key Word button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

Create New EDR Select Existing EDR to Edit

EDR Attachments Report

Edit Keys ‘

] o 9

. Selected ltem Hazards
< Previous

Location
e
<
QV Go
Rows 100 s Actions v
Enter text into Keywords text box.
Click Save and Continue button.
CTSEDR / CTS441: Electronic Document Retrieval (EDR) /
CTS441 - Keyword Detail
Cancel Save and Continue |
Click Save button.
ICTSEDR /
ICTS441: Electronic Document Retrieval (EDR)
JumpTo ¢+ (Save changes before you jump)
(] L o < o ®
) Selected ftem Hazards Location Contact Role Org-Project Keyword Other
< Previous Save >
Keyword: Doc ID: TEST Title: TEST
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On Other screen, click Finish button.

TSEDR /
ICTS441: Electronic Document Retrieval (EDR) N
Select Existing EDR to Edit EDR Attachments Edit Keys Report Delete EDR
Jump To ¢ (Save changes before you jump)
. Selected ltem Hazards Location Contact Role Org-Project Keyword Other _
< Previous Finish >

Other: Doc ID: TEST Title: TEST

Edit Existing EDR
To edit an existing EDR, click Select Existing EDR to Edit button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

Create New EDR Select Existing EDR to Edit EDR Attachments Edit Keys Report

Selected Item Hazards Location g

< Previous

Selected ltem: No ltem Selec]

Click blue Select text to choose an EDR.

1-10f1
User Doc D EDR Title Category Sub-Category Box ID Attachments #Haz #Lloc #KW #Role Site Company
TEST TEST PERSOMAL AND AREA AIR LEGACY HARD-COPY RECORDS - 1 3 1 1 0 SITE COMPANY
1-10f1
<

From Selected Item screen, use pulldown ‘Jump To’ menu to navigate to
Hazards, Location, Contact Role Org-Project, Keyword, or Other screen to
make edits. Click Next or Finish button to save changes.

Jurnp To (Save changes before you jump)
=K

Selected ltem
Contact Rofe roject Other
Hazards Next >

Selected ltermn: Doc ID: TEST Title: TEST Location
Contact Rele

Org-Project
eys to change data on the 'Selected ltem’ screen) Keyword

Other
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From Selected Item screen, click Edit Keys button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

Create New EDR Select Existing EDR to Edit ‘ EDR Attachments

Edit Keys ‘l Report ‘

< Previous

Select

Item Hazards Location

Selected Ite

Edit EDR details.

Click Save and Continue button.

CTSEDR / CTS441: Electronic Document Retrieval (EDR) /

CTS441 - Edit EDR

EDR Group Category

User Doc ID

EDR Title

Other Reference ID

EDR Start Date

EDR End Date

Site

Company

EXPOSURE ASSESSMENT, PERSOMAL AND AREA AIR , LEGACY HARD-COPY RECORDS

TEST "
TEST
TEST
(i} (mm/dd/yyyy)
a
SITE (SITE)
COMPANY (COMPANY)

Click Finish button to save changes.

TSEDR /

ICTS441: Electronic Document Retrieval (EDR)

Create New EDR Select Existing EDR to Edit EDR Attachments Edit Keys Report Delete EDR
Jump To s (Save changes before you jump)
) Selected ltem Hazards Location Contact Role Org-Project Keyword Other
< Previous

Finish >
Other: Doc ID: TEST Title: TEST
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EDR Attachments
From Selected Item screen, click EDR Attachments button.

CTSEDR / %
CTS441: Electronic Document Retrieval (EDR)
. Selected ltem Hazards Location Contad
< Previous
Selected Item: Doc
A list of current attachments is displayed on-screen.
Click Add Attachment button.
CTSEDR / CTS5441: Electronic Document Retrieval (EDR) /
CTS441 Attachments
] Title
TEST TEST
Edit Description
QV Go Rows 100 - Actions v
1-1
O Edit Description  Description of Attachment Filename when uploaded Attached Date  Attached By
(@] O Download ¥ . or_monthly_hours_load.csv or_monthly_hours_load.csv 23-MAR-2022 CTSOWMNER
1-1

Browse and select file(s) for upload. Click Save and Continue button.

Uplead your files, then click the Save and Continue button to save and return to the previous screen.

belect or drop files here.

Click Here To Browse and Choose a File. Press and hold the CTRL to Choose Multiple Files. Then Click Save and Continue

Cancel Clear Load List Save and Continue
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Click radio button to select an attachment. Click Edit Description button.

CTSEDR / CTS441: Electronic Document Retrieval (EDR) /
CTS441 Attachments
1D Title
TEST ~ TEST
Add Attachment Edit Description
<
Q s Go Rows 100 = Actions v
G O Edit Description  Description of Attachment Filename when uploaded Attached Date  Attached By
@ D Download . 7 or_monthly_hours_load.csv or_monthly_hours_load.csv 23-MAR-2022 CTSOWMER
1-1
<

Edit Description. Click Save and Continue button.

CTSEDR f CTS441: Electronic Document Retrieval (EDR) / CTS441 Attachments /

CTS441 - Attachment Description

Cancel Save and Continue

or_menthly_hours_load.csv

To delete an attachment, from the Selected Item screen, click the EDR
Attachments button.

Click checkbox(es) to select attachment(s). Click Delete Checked button.
Click OK in alert box to confirm delete.

Add Attachment Edit Description Delete Checked

< >

Q v Go Rows 100 = Actions v

Edit Description  Description of Attachment Filename when uploaded Attached Date = Attached By

@® Download ¥ i or_monthly_hours_load.csv or_manthly_hours_load.csv 23-MAR-2022 CTSOWMER
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Click CTS441: Electronic Document Retrieval (EDR) / breadcrumb to return to
EDR screen.

Print EDR Report
Click Select Existing EDR to Edit button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

Create New EDR Select Existing EDR to Edit EDR Attachments Edit Keys Report

Selected Item Hazards Location g

< Previous

Selected ltem: No ltem Selec

Click blue Select text to choose an EDR.

1-1ef1

User Doc D EDR Title Category Sub-Category Box ID Attachments #Haz #loc #KW #Role Site Company

TEST TEST PERSOMAL AND AREA AIR LEGACY HARD-COPY RECORDS - 1 3 1 1 0 SITE COMPANY

1-1ef1

<

Click Report button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

Create New EDR Select Existing EDR to Edit ‘ EDR Attachments H Edit Keys |‘ Report

Selected ltem Hazards Location Contact Role Org-P

< Previous
Selected Item: Doc |D: TEST Title: TEST

Report is displayed in a new browser tab.
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[meemmpete

Group Category PERSONAL AND AREA AIR , LEGACY HARD-COPY RECORDS [
Document ID TEST

Document Title TEST

Other reference ID TEST

Hazardous material/hazard
(1,5-CYCLOOCTADIENE) RUTHENIUM (Il) CHLORIDE
(DIISOPROPYLAMINC)ETHANOL
(8)-(-)-1.2.4-BUTANETRIOL

Location
‘AREA 1 BUILDING 1 ROOM 2 ‘

(1.5-CYCLOOCTADIENE) RUTHENIUM (1I) CHLORIDE (DIISOPROPYLAMINO)ETHANOL (S)-(-)-1.2,4-BUTANETRIOL AREA 1 BUILDING 1 COMPANY SITE LG LEGACY HARD-COPY RECORDS PA PERSONAL AND AREA AIR
ROOM 2 TEST TEST TEST

Description of attachment Filename When Uploaded Keyer Mod date

Download or_monthly_hours_load.csv or_manthly_hours_load.csv CTSOWNER 23-MAR-2022

Close browser tab(s) when finished viewing report(s).

Delete EDR
To delete a control area, Click Select Existing EDR to Edit button.

CTSEDR /

CTS441: Electronic Document Retrieval (EDR)

m Select Existing EDR to Edit EDR Attachments

Selected ltem Hazards Location g

Edit Keys Report

< Previous

Selected ltem: No Item Selec]

Click blue Select text to choose an EDR.

1-Tof1
User Doc 1D EDR Title Category Sub-Category BoxID Attachments #Haz #loc #KW #Role Site  Company

TEST TEST PERSOMAL AND AREA AR LEGACY HARD-COPY RECORDS - 1 3 1 1 0 SITE COMPANY

1-1of1

<
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Click Delete EDR button.

oy

Selected ltem Hazards Location Contact Role Org-Project Keyword Other

EDR Attachments

Delete EDR

Edit Keys Report

Jump To ¢ (Save changes before you jump)

Selected Item: Doc 1D: TEST Title: TEST

Click OK button in alert box to confirm delete.

Selected Item: Doc ID: TEST Title: TEST

re you sure you want to delete this record? reen)

Cancel OK

Page 24 of 24



