California Environmental Protection Agency

@= Air Resources Board

Al gy

USER’S GUIDE FOR ARB DMS

Version 1.0




TABLE OF CONTENTS

1. INTRODUCTION TO ARB DIMS ..ottt ettt e st e e e e e s s e bbb e e e e e s s e s bbb b e e e s e e s s e sabbbaeeeeeeeaans 1
B 1@ 1O 1\ | N = g N I O ]\ 4
2.1 ELECTRONIC FILE NAMING CONVENTION. .....cccccittiiurtreeeeeeeiiitrereeeeeesiissrseeeseeesaessseeeseseseeissssseseesessissesssessemmissssseseesemnirsnes 5
2.2 DIRECTORY TREE STRUCTURE.....cuutttiitiiiittttieteeeeeeiiteeeeeeeseesestseeeesssessssstssteesssssasassteesessasastesseeessssssassseseesssmsssseeseessesnsnses 7
PARTED [01016)Y02)\8 b 14 33 SN 1 DAY 05 V2N 5 -\ 17NN 8
R = I I L (RSN AN 2 3 1 = B TR 11
3.1 CONNECTING TO ARB DIMS ...ttt e e e ettt e e e e e e e e e e e e e e seaa it e e e e eeesenaaaaeeeeeseesnaaaseeeeeeeains 12
3.2 CHANGING USER PASSWORD ......uuutiiiiiiiiiiitiieiee e e eeeeiieee e e e e eeeetveeeeeeeeeseataaeeeeeeeesastasreeeeeeeaestaaseeeeeeeeasaaseseeeeeeensatrsreseeeeains 13
A, FILE MANAGEMENT Lottt e e e s et bbb e e e e e e e e st b e e e e e e e e st b b bbb e e e e e s s sabbbbaeesesssabbabaeeseessananrres 15
4.1 THE FILE BROWSER SCREEN LAYOUT .....cooiiutiiiiiieeieeiieiee e eeectee et e eeeetttae e e e e eeeeaaaaeeeeeeeeetaaaaeeeeeeesasasseeeeeeeensrsaereeeennas 16
4.2 DIRECTORY NAVIGATION ....eiiiieiiietuieeeeeeeeeeiitaeeeeeeeeeetisseeeseeeeeaisssseseeeeeastssesssessaeatsssssseeeeasisssseseseessisssssseeseeesssrresreeeenans 19
4.3 UPLOADING DOCUMENTS TO ARB DIMS ... oottt ettt st e e e et e et e e s snaeeesenaeeesannneas 20
5. WORKFLOW PROCESSES........cc oottt ettt e s bbb e e s e e s s e bbb et e s e e s s e bbb b e et e e s e s s s bt bbb e e e s e s s ssabbabaeeeas 24
5.1 INTRODUCTION TO WORKFLOW PROCESSES ......uuvutriiiiiiiiititeeeteeeeeesiaeeeeeeeseesiissesseesseeissassssessssssssssssesssssomsisssssssesssmnssnees 25
5.2 LIST OF WORKFLOW TEMPLATES FOR ON-ROAD AND OFF-ROAD MANUFACTURERS ......cccvttitieiiiiiiiiiieeieeeeeeeeeeeeeeeeeeennns 27
5.3 SUBMIT DOCUMENTS TO A WORKFLOW PROCESS........cciittitriiiieeieeiiitteeieeeeeeeeitreeeeeeeeesestaaseeeeeeeeestssseeeseeeenssaseseseseeeninnees 28
5.4 CHECKING THE STATUS OF DOCUMENTS SUBMITTED TO WORKFLOW PROCESSES ........cuuvviiiieeeiiiirieeeeeeeeeeinreeeeeeeeeeennns 30
5.5 SUBMITTING ADDITIONAL DOCUMENTS TO THE WORKFLOW PROCESS .......ccutieiiieiee e et eeeeeeeeeeeeeeeaeeeseaeee e 32
6. ADDITIONAL DMS FEATURES ... .ottt ettt et e e s s e bbbt e s e e s s e bbb e et e e s s s e sabbabeseeesssaabbabaeeeas 35
0.1 LINKING FILES ....ooiiiiiiiiiieiiie ettt e ettt e e e e e et e e e e e e e e aaaa e e e e e eeeaaaaaseeeeeeeeansaaseeeeeeseansaaseeseesseennaaseeeeeeeans 36
6.2 DOCUMENT CHECK-OUT/CHECK=IN .....ooiiiittiiiiitiie ettt ettt e et e et e e eeae e e e eteeesseaaeeeseataeessateesensaaeesansseesssaeesssnaseesananes 39
6.3 VERSION COMPARISON AND PROMOTION ....ccoiiiiiiiiiiiiiiiieeeieeiiireeeeeeeeeeitaeeeeeeeeesssssreeeseeeeessaaseeesesseesasseseseeeeesssrssesessennns 42
6.4 SIMPLE SEARCH AND ADVANCED SEARCH..........ccitttiuutttieeeieeiiitteeeeeeeeesiisereeeeeeesesssreeeseeeeessaseeesesseesisseseseeeeessssrsreeeseeanns 45
R ] IS 1O 2 1Y/ = 48
ST =t =t 1 L 50
APPENDIX A. ARB’S GUIDANCE ON ELECTRONIC FILE NAMING CONVENTION FOR ARBDMS........... 52
APPENDIX B. DOCUMENT TYPES AND METADATA FOR ARB DIMS ...ttt 57

User’s Guide for ARB DMS | |



LIST OF FIGURES

Figure 1-1
Figure 1-2

Figure 2-1
Figure 2-2
Figure 2-3
Figure 2-4

Figure 2-5
Figure 2-6

Figure 2-7

Figure 3-1
Figure 3-2
Figure 3-3

Figure 4-1
Figure 4-2
Figure 4-3
Figure 4-4
Figure 4-5
Figure 4-6
Figure 4-7
Figure 4-8

Figure 5-1
Figure 5-2
Figure 5-3
Figure 5-4
Figure 5-5
Figure 5-6
Figure 5-7
Figure 5-8
Figure 5-9
Figure 6-1
Figure 6-2
Figure 6-3

Figure 6-4
Figure 6-5

The ARB DMS DIAGTAINL.....cccoviiiieiieiciiiiiiiirir ettt 2
The Major Steps of Document Submission to the ARB DMS...........cccccviiiiiiiiiiiinnnccecce, 3
ARB’s Electronic File Naming Convention — Confidentialityf ...........c.cccomrrrreueueeirnenennneneeenenenenens 6
ARB'’s Electronic File Naming Convention — Applicability ... 6
ARB'’s Electronic File Naming Convention — Information TYpe .............ccccovvveccciieininnnneeneenenennes 6
The Directory Tree of On-Road Medium-Duty Vehicles (MDV), Passenger Cars/Light-Duty Trucks
(PC/LDT) CAEGOTIES ....cuvvvvrvviiiniirererinieieie ettt be ettt e bbbttt a st beseanasaeanaes 7
The Directory Tree of Off-Road Spark-Ignition Marine Engine (SIME) Category.........c.ccccccceeueueuennee. 7
Assigned Document Types for the Folders in the Directory Tree — On-Road MDV and PC/LDT
CALEGOTIES. .....eeieiiiiii bbb 9
Assigned Document Types for the Folders in the Directory Tree — Off-Road ~ Spark-Ignition
Marine Engine (SIME) CateZOT .......ccoueurururieueueieiiiciiiiirenreeieie et 10
The ARB DMS’s User LOGIN SCIEEML........cccuiuiiiiiiicicicieiisecicicie st 12
How to Change the User Password — the File BrOWSET SCEeM ..........c.c.cvvunererirereeueueueieeieineneneeenenenne 13
How to Change User Password — the User Profile SCTeen ...........ccccueeeveinnrreeeeieccceceinseeeeeenene 14
File Browser Screen Layout for Off-Road SIME Category ..........c.cccceueuririniiceciennninceesseecenenes 16
File Browser> Embedded TOOIDAT ..o s 17
File BrOWSET — FIat VIEW ....ccccovuiviiiiiiiiiiiiiniicii s 17
File Browser SCreen — T7ee VIET ...........cccoviiuiiiiiiiniiiiiiiiiicss s 18
How to Upload the Documents to the ARB DMS — Directory Navigation.............cccceverevervevecenenennn. 20
How to Upload the Documents to the ARB DMS — Create (Upload) File...........c.ccccoveveevnnnneercncncnn 21
How to Upload the Documents to the ARB DMS — Upload File Dialog Box..........c.cccccevveeevvnueuencucnnne. 22
How to Upload the Documents to the ARB DMS —Version Number and Document Status ................. 23
Flow Chart of the DMS WOTKEIOW PIOCESS........c.ccueiiiiiiiiiiiiiiiiiiicicesrecere s 25
Workflow Manager — Process MANAGET .........c.ccewewrrirueueueueueueiirirerseseeeesereseaeeees s sesesesessssesesesaenes 26
How to Submit Documents to the Workflow Processes — Submit to Workflow ............ccovvueueuencnnnne. 28
How to Submit Documents to the Workflow Processes —Workflow Manager >Submit New
DIOCUIETIE(S) .ot eeee et et eeee e et e e e e etee e aeeetae e eaeeeeaeeeesseeeaeeeesseeeseeeeasseeseeeeaseeesseeaaseeesseesssesesseesnreennseens 29
Checking the Status of Documents Submitted to the Workflow Process — Workflow Manager
>Process MANAZEY SCTEETL...........couvuiuiiiiiiiiiiiiiiicc s 30
Checking the Status of Documents Submitted to the Workflow Process — File Manager>File Browser
SCFORL. ...ttt bbb 31
How to Submit Additional Documents to an Existing Workflow Process — Workflow
Manager>Process MANAZET SCTEETL ..........cocvvuiiviiiiiiiiiiiiiiiiiic e 32
How to Submit Additional Documents to an Existing Workflow Process — Add Document(s) Dialog
BOX s 33
How to Submit Additional Documents to a Specific Workflow Process — Checking the Document
Status in File BYOWSET SCIEEM ...ttt 34
How to Perform the File Linking — File Browser Screen>Link Management FUunction.......................... 36
How to Perform the File Linking — File Lintk dialog DOX ............cccccueueuiuiioinnnnireicccccecteeneeee e 37
How to Perform the File Linking — “Select File Link” dialog DOx ............cccovvvvieucuccccnininnneeeenenee 37
How to Perform the File Linking — View Properties ...............ccccccevciiioinnnnniecccccceeseeeeeneenens 38
Check-out/ Check-in Status 0f DOCUMENTS..........ccovirierirririeeieieieieieeeeeteeerese e eseseese e ssesesseseesessessesenns 39

User’s Guide for ARB DMS | 11



LIST OF TABLES

Table 5-1 Workflow Templates for the On-Road LD Category .........ccccccceiirnrreririeiereieieeeiinereneseseesesesesesesseeesesenes 27
Table 5-2 Workflow Templates for the Off-Road SIME Category ..........ccccovrrrurerieucueiieiiiinireneeeeeeeeeecceeeees 27
Appendix A

Table A-1 — File Naming Convention for On-Road Light/ Medium-Duty Vehicles/Trucks........c.ccccccccecvveirrnenne. 53
Table A-2 — File Naming Convention for On-Road Heavy-Duty Vehicles/Engines ..........cccccccoreeeciccciinnnennne. 54
Table A-3 — File Naming Convention for On-Road and Off-Road Motorcycle and ATVs..........ccooveviiviiiiinnnnn, 55
Table A-4 — File Naming Convention for Off-Road DOCUMENLS.........c.cccvuiiiuiiiirrininiiciccerncccereenee e 56
Appendix B

Table B-1 — On-Road Document Types and Associated Metadata ...........cccccorrrririeiercccininininnneeeeeeceeeeenes 58
Table B-2 — Off-Road Document Types and Associated Metadata...........ccccoovvrririciciiciinnnnnrcccccccceeeenes 60

User’s Guide for ARB DMS | 11



1. INTRODUCTION TO
ARB DMS

User’s Guide for ARB DMS |1



1. INTRODUCTION TO ARB DMS

To facilitate the submission and review of large volumes of certification documents submitted
by both on- and off- road manufacturers, the California Air Resources Board (“ARB”) is using
OpenEDMS, a customized Data Management System (hereinafter called “DMS”) from
Altimate Systems Inc., for storing and processing supporting certification documentation.

ARB will use the DMS to enhance the efficiency of the certification application review
process by automatically routing relevant documents directly from manufacturers to
designated ARB certification staff. Figure 1-1 illustrates how authorized manufacturers can
upload and submit their certification supporting documents to the ARB DMS electronically
from any location at any time through the internet.

Figure 1-1 The ARB DMS Diagram
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The contents of this User’s Guide are organized and divided into the following sections based on the
major steps manufacturers will follow to submit their documents to the ARB DMS via internet. Steps
for DMS submissions and the corresponding sections detailing each step are illustrated in Figure 1-2.

Figure 1-2 The Major Steps of Document Submission to the ARB DMS

Choosing the Appropriate Folderin | 5 2. DOCUMENT PREPARATION
the Directory Tree

. 3. GETTING STARTED
Uploading the Document | 4. FILE MANAGEMENT

. 2. DOCUMENT PREPARATION
Choosing Document Types 4 FILE MANAGEMENT

Saving the Document and Entering

Metadata ————»  4.FILE MANAGEMENT

Initiating Workflow » 5. WORKFLOW PROCESSES
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2. DOCUMENT PREPARATION

In this section, manufacturers will learn how to name and prepare the documents for submission to
the ARB DMS. This includes:

e Electronic File Naming Convention
e Directory Tree Structure

¢ Document Types and Metadata

21 ELECTRONIC FILE NAMING CONVENTION

The appropriate naming convention must be used to prepare the documents before uploading to the
DMS. ARB’s naming convention has been harmonized with the United States Environmental
Protection Agency (U.S. EPA) for the motorcycle category with the exception of the version number.
The ARB DMS handles version control automatically by advancing the version number with each
subsequent, identically named file received in the system. It is important that the version control
number used by the U.S. EPA’s file naming convention be removed in order for the DMS version
control feature to function properly.

Currently, ARB’s naming convention is only harmonized with the U.S. EPA in the motorcycle
category. However, ARB has applied this convention to all other categories and will work to
harmonize the file naming convention with the U.S. EPA in those categories in the future.

ARB’s naming convention consists of the three categories listed below:
e Confidentiality: Figure 2-1
e Applicability: Figure 2-2
e Information Type: Figure 2-3

Example 2-1 Example of ARB’s File Naming Convention

CBI_7AM4M_Common RFALABT_pdf
: +—

Confidentialty Applicability Information Type

(3 Characters + Underscore) (12 Characters + Underscore) (7 Characters+ Underscore )

Figures 2-1 through 2-3 provide examples of each element of ARB’s naming convention.
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Figure 2-1 ARB'’s Electronic File Naming Convention — Confidentiality
CBI_7AM4M_Common_RFA1ABT_.pdf

Confidentialty
(3 Characters + Underscore)

“Confidentiality” type:

*CBI_: Documents with Confidential Business Information with non-confidential information included

Figure 2-2 ARB'’s Electronic File Naming Convention — Applicability

7AMAM_Common_
N Y

|
Applicability (12 Characters + Underscore)

“Applicability” type associates the document with the engine family/test group or evaporative family by
showing the family name as illustrated below:

XXXXX_Common_: any documents common to more than one Engine Family/Test Group

“7TAM4M_Common_"

Figure 2-3 ARB’s Electronic File Naming Convention — Information Type

RFATABT_

LT—J

Information Type (7 Characters + Underscore)

“Information” type includes the following naming options:
Standalone Documents (To be updated as needed)
* RFA*XXX_: Request For Approval,

Where “XXX_" may include:
ABT_: Averaging, Banking, and Trading Plan

Please see Tables A-1 through A-4 in Appendix A for complete descriptions of ARB’s Guidance on
Electronic File Naming Convention for on-road and off-road categories.
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22 DIRECTORY TREE STRUCTURE

The manufacturer’s directory trees are organized by file folders depicting the applicable business
practice of each category. An example of the directory tree structure for on-road Passenger Car/Light
Duty Truck (PC/LDT), Medium Duty Vehicle (MDV) and off-road Spark Ignition Marine Engine
(SIME) categories are presented in Figures 2-4 and 2-5, respectively. The directory tree structure for
all other categories will be provided as an appendix in the future.

Figure 2-4 The Directory Tree of On-Road Medium-Duty Vehicles (MDV), Passenger
Cars/Light-Duty Trucks (PC/LDT) Categories

MFR Root Directory g L‘-;”,DN Fioad Mir
=] .-g!'MD"-.-" On-Road Category Directory: MDV and PC/LDT

Model Year Directory — g7 & 2007
‘ B #PCADT @

o B #2007

4 44RB LETTERS

g 4CBl Application @ CBI: Folder for required Confidential

. Business Information Documents
§ACBI Post Centificatione——————

® B L MFOIA Application

& Publications

FOIA: Folder for Freedom of Information Act
Documents

Figure 2-5 The Directory Tree of Off-Road Spark-Ignition Marine Engine (SIME) Category

Off-Road Category Directory :

= #EIME - Spark lgnition Marire ®— | g\5/sS1E/SIME/OEC
Model Year Directory ——e
#2007

Common: Directory for Common Documents =] .’!EHhaugt
associated with Multiple Engine Families T O jEIIIITIITIEIr'I CBI: Folder for required Confidential
K= Business Information Documents
$HACEl o—
[ Exhaust Certification Directory ]
APl o
Engine Family: Directory for Documents ] . .
associated with Specific Engine Family °H |:_£En5||ﬂl3 Farnily
1 = [
S4Bl

; FOI: Folder for optional Freedom of
l_ﬂFE” @ Information Documents

= LJEMISDE"EIHEDLIS
s HEmail
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2.3 DOCUMENT TYPES AND METADATA

When uploading a document to the ARB DMS, manufacturers must choose the correct document
type. The document type makes it easy to identify the contents of your uploaded file and to identify
the correct workflow process (see Section 5). Documents must be placed in the applicable folders of
the directory tree so that an appropriate document type can be selected and the workflow process can
function properly. Documents not properly submitted will be deleted and the manufacturer will be
required to resubmit the file.

Additionally, after you select a document type in the DMS, you will have to complete the “metadata”
attributes applicable to that specific document type. Metadata attributes are unique to each document
type and allows the system to identify and locate a document by using specified attributes.

Each distinct document type will be identified by a system-generated ID and a unique series of fully
searchable, user-defined metadata attributes which can be created and saved in the system. Metadata
attributes are an essential component of document management. They not only provide the basis for
a document index, but serve as useful search criteria to greatly reduce the margin of unrelated search
results.

When conducting an advanced search (see Section 6.4), any number or combination of selected
metadata attributes can be used to locate any particular document.

For example, the SIME ABT Report document type has metadata attributes: Manufacturer, Model Year,
Approval Number, Category, Report Type, and Submit Date.

Metadata attributes dialog box

3 https://secure.arb.ca.gov - File Metadata... g@g|

ABT Report

Manufacturers Averaging Banking and
Trading (AET) Initial, End-of-Yvear, and
Final Reports

L ManuFacturer:’W

* Model Year:|200?—

Approval I‘-Jum:’—
* Category:| SIME & | Clear

* Report Type: w | Clear
Submit Date:Generated By System
oK | Reset |
&] Done 5| @ nternet

The metadata fields denoted with an asterisk “*”are required. Those fields must be completed before
the document can be uploaded to the applicable folder in the DMS. However, manufacturers are
encouraged to fill in the optional metadata fields to enhance the system’s search results and to
maximize the effectiveness of the search engine. Figures 2-6 and 2-7 list available document types
assigned to the folders in the directory tree of the on-road MDV, PC/LDT and off-road SIME
categories, respectively.
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Figure 2-6 Assigned Document Types for the Folders in the Directory Tree — On-Road MDV
and PC/LDT Categories

B #0N Road M
E #MDy
& 2007
B #PCADT
B #2007
y#LRE LETTERS @ ARBLETTERS:
Light Duty (LD) Correspondence
4 CEl Application

[l g #Complete CBI &pplication

Common Info : LD CBI Certification

-
& jl:':'mm':'n Infoe Application - Common Section

TG(n) Specific : LD CBI Test - ———
Group (TG) Certification S
Application —TG Specific = ﬂljlznrrespnndence

ADURABILITY

pHEMALS Correspondence and subfolders :

g MEYVAPORATIVE @ Correspondence

g HMEXHALST

g AMISCELLANEDOUS
#0BD

g4 Azsembly Line Test Plan
g4 Cert Fee Document

g4 NMOG-YEC Reports

g 4 Fhaze-in Reparts

g uality Audit Production
g A Title 13

g4 'zar End Report /

[ g #FOlA Application
Common Info : LD FOIA Certification
!EEIITIITIEII"I. Application-Common Section

TG(n) Specific : LD FOIATG !TG[I"I] Specific
Certification Application

CBI Post certification and subfolders :
Reports

VOELTE Bl [ #Publications
g4 Dwners Manual oL Publications and subfolders :
g4 Service Manual Publications
ATSE

h&g_Warranty b arual j

User’s Guide for ARB DMS |9



Figure 2-7

B ; #0FF ROAD MFR

B #SIME - Spark |gnition Marine
B #2007
B #Eshaust

El #Common

[Exhaust Certification Directory

AR 0

ENGINE FAMILY
CBI (Required) and
FOI (Optional) Folders

Application

Emission Durability Plan

Alternate Test Procedure

Emission Label Format

Emission Warranty Statement
Running Change

Cover Letter/SOC/LOI

Tamper Resistance

Onboard Diagnostics (OBD)
Auxiliary Emission Control Devices

o t!FE”. D,

B #Engine Family

o @ ;arn

:
e B Ar0

'_:EMISCE"EIHEDU
s HEmail

Assigned Document Types for the Folders in the Directory Tree — Off-Road
Spark-Ignition Marine Engine (SIME) Category

COMMON CBI (Required) and
FOI (Optional) Folders

Application

Emission Durability Plan
Alternate Test Procedure
Emission Label Format
Emission Warranty Statement
Corporate Average Plan

PLT Sampling Plan

Cover Letter/SOC/LOI

PLT Report

ABT Report

Tamper Resistance

Onboard Diagnostics (OBD)
Auxiliary Emission Control Devices

Miscellaneous Directory
and Email Folder

Other

Please see Tables B-1 and B-2 in Appendix B for available document types with their associated
metadata attributes for on-road PC/LDT, MDV and off-road SIME categories, respectively.
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3. GETTING STARTED

In this section, manufacturers will learn how to get started with the ARB DMS, including;:

e Connecting to ARB DMS
e Changing User Password

3.1 CONNECTING TO ARB DMS

Prior to accessing the ARB DMS, manufacturers and authorized users are required to obtain their
“User Name” and “Password” from ARB. Using their assigned user name and secure password,
manufacturers can then access the ARB DMS over the Internet from anywhere at anytime using
the supported web browsers: Microsoft Internet Explorer 6.0+ and Netscape Navigator 7.0+.

The steps used to connect to the ARB DMS are described below and illustrated in Figure 3-1.

STEP 1— In your web browser, go to the ARB DMS User Login Page at:
https://secure.arb.ca.gov/certdms

STEP 2— Input your assigned “User Name” and “Password”, please note that the password is
case-senstive.

STEP 3 — Select the appropriate domain, “ARB_ON_ROAD” or “ARB_OFF_ROAD”.

STEP 4 — Next, click on the “Sign In” button to login to the ARB DMS.

Figure 3-1 The ARB DMS’s User Login Screen

OW%ED MS Change Language: |English  v|

The internet solution for documents

2

: ;ﬁm.ﬂ :hﬂalbﬂ'/‘ ‘ |
= B

P OpenEDMS - User Login

User Name : [MFRXXX
ARB DMS Workshop

Tuesday, January 24, 2006

Password : ‘ ------ |

Domain : ‘ARB_OFF_ROAD v| Welcome to the California Air Resources
Sign In o I Reset | Boards new Document Management
I forng password System (DMS).

@ 2004 Altimate Systems - Your Trusted Document Solutions Partner
Th| website is ecured by Entrust.
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3.2 CHANGING USER PASSWORD

Manufacturers must change their assigned password after the first login. To do this, click on the user
ID displayed at the bottom of the active window (e.g. Mfr XXX @ ARB_OFF_ROAD as shown in
Figure 3-2) to open the User Profile screen in Figure 3-3.

Figure 3-2 How to Change the User Password — the File Browser Screen

2} OpenEDMS - File Browser - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qo O N @O P oo @ 2% 8- B
Address |@hﬂ:ps:,F"fsecure.arh‘ca.gnv,’edms,ﬂservlel,ﬂedms‘dn’achnn:FILE_MANAGE_REQUEST&suhachnn:EROWSER VlGo Links > Cooglev»

Y- 2 v|searchie - 7 R~ @i~ @ | (dMywed~ (DMal - DMy Yahoo! - oy Games - YggHotlobs ~ fhMusic ~ @ Personds ~ [FSiantn -
Of‘tﬁ\EDMS Search | by | File Title v || Search | Advanced Search Mail Box
=

File Management > File Browser

g‘- u Create (v Edit [v m View [v ﬁ Add to Favourites B Forward @ Set as Home Q Signature Log *@ File Comparison

File Management

. : oy

File Watch List

s mess|  EIR Name- Type | user | Date | Verson |
R =) I g oo Folder SIME Jan 3, 2006 /A

Workflow Manager
Administrative Teels

News Board

‘Tﬂda" BEAZE, ZDDG_ G}ikk @ ARB_G FF_@

Navigation Menu

[l clipboard: Tots! 0 item(=) Mfr XXX @ ARE_GFF_RGAD,
\Lb
I

&] Done S @ mtermet

4 start & 4O -3 T ARBDMS_MFR_UserG... | @& C:\MyDocuments\Pe... 2} OpenEDMS - File Bro... T Documentd - Microsof. .
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STEP 1 — From the User Profile screen (see Figure 3-3), type your new password in both input boxes:
“New Password” and “Confirmation.”

STEP 2 — Next, click on the “Update” button to complete your password change.

STEP 3 — Exit the User Profile screen by clicking File Management in the Navigation Menu to return
to the File Browser screen. Do not click on the “Back” button otherwise you will get an error
message.

Figure 3-3 How to Change User Password — the User Profile Screen
User Profile

Login ID: mifracc
First Mame: |MFR
Last Mame: |_",-::_';-::_",-::
Email: [ooc@x.com
Mew Fassword: |oooooo
Confirmation: [o00cee °
Registration Date 2006-01-03 15:11:16.13 Update
Company: [MFRXxX [ Change User Password
Job Title: |
Address: [5528 Telstar Ave
City: [El Monte
State: |.:,_‘
Fostal Code; |91?31-29|:|3
Country: UMITED STATES v
Fhone: |I:}€HH:| LES O o
Fax: |I:}€HH:| LES O o
File Browser Display Settings: Prh:u:lif'y&“')
Warking Folder: |C:"-.M'y- Cocurmnents\DMSYWorkin
Expiration : 2008-11-30
Signature:
Upload
Craw
Request Certificate | Set az Template |
Copy Updatey, | Rezst Back |
Tyt

Mfr XXX @ ARB_CFF_RCAD
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4. FILE MANAGEMENT

In this section, manufacturers will learn the following basic features in the ARB DMS File Browser
screen:

e The File Browser Screen Layout

e Directory Navigation
e Uploading Documents to ARB DMS

Additional features included in the File Browser screen will be covered in Section 6.

4.1 THE FILE BROWSER SCREEN LAYOUT

Once logged in, you will only see your own manufacturer root directory in the DMS File Browser
screen based on your assigned DMS “Access-control” permission. You can navigate your directory
tree from the File Management> File Browser screen. The File Browser provides a repository view
of all available content stored in the active domain. Figure 4-1 provides an example of the File
Browser screen layout for off-road SIME category.

Figure 4-1  File Browser Screen Layout for Off-Road SIME Category

Navigation Menu: quickly
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Show/Hide sectors and functions
Menu
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File Management > File Browser ® Perform basic file and folder operations
|
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—— i I @ Title13Testing-template.doc @ mfroo | Jan 31, 2006 Lo Draft
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In the File Browser, the Embedded Toolbar (see Figure 4-2) provides a simple set of
functions readily accessible. Depending on the assigned access permissions, you may
perform only part of the following actions from the toolbar:

Figure 4-2 File Browser> Embedded Toolbar

| ,| Create [+ Edit [+ m View [+ ﬁ Add to Favourites B Forward @ Set as Home @Signature Log ’@File Comparisan

/
{4 Folder i C}t O Flat view
File ER Copy f[] Tree view
[ TextFile [T Pasts [@ show Thumbnails
5] Template Fil S8 Delete 2 Hide Thumbnails
[ File From Template
@ UrL
R Forum
[ Shaortcut

Create:

The Create function in the toolbar is used to upload new files to the DMS and to create new folders,
text files, template files, files from template, URLs, forums, and shortcuts.

Edit:

This Edit function allows authorized users to cut, copy, paste, and delete selected files or folders
under the target directory in which they have assigned permission for file or folder modification or
deletion. In the ARB DMS, manufacturers are not allowed to delete the files after they are uploaded to
the DMS. If a manufacturer needs to delete an uploaded file, the manufacturer needs to contact its
designated certification staff to do so.

View:

By using the View function, manufacturers can change the display setting by switching between two
view options: Flat View and Tree View. The default view of DMS is “Flat View.” To change the
default view, click “View” in the tool bar to switch the view setting to “Tree View.” Screen snap shots
of both “Flat View” and “Tree View” are provided in Figures 4-3 and 4-4, respectively.

Figure 4-3 File Browser — Flat View

File Management > File Browser
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= [ ereate = 2 edit (1 ["f view (1| g Ac o Favourites | [§ Farward | @) Set as Home 8Signature Log| #41Fie Comparison
File Management -
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File Watch List
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O ﬂ CBI 7ABCM Common RFAIAET .pdf@ (] ABT Report mfroa Jan 30, 2006 1.0 Pending
Worlflow Manager = = = =
Ll Title1 3Testing-template.doc ® e Ien 3K, HITE Ll Draft

Administrative Tools

News Board

« January 2006

Today is Jan 31, 2006
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Figure 4-4 File Browser Screen — Tree View

=
File Management > File Browser
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4.2 DIRECTORY NAVIGATION

Depending on the view setting, “Flat View” or “Tree View,” the manufacturer can expand the root
directory to open its subdirectories or subfolders by using one of the following options:

e Option 1— In either “Flat View” or “Tree View,” directly click the name of the directory or
folder.

e Option 2— In “Flat View,” left click the directory or folder icon ## to open the drop-down file
operational menu and select “Open.”

e Option 3—In "Tree View,” click the E to expand the directory.

wix @ Option 1 h_!”?:}

i Access Control

Jﬁ View Properties

£7 Edit Properties Option 3
Jﬂ Rename Option 2
QJ Delete
Flat View Tree View

In the File Browser screen, manufacturers may find the directory tree structure similar to those
commonly seen in the Microsoft Windows Operating System. You can navigate to the desired
directory or folder using the above options.

Additionally, you will also find the following icons useful for quick navigation.

Previous folder level.

. Back to the previous folder :
Flat View: |evel. The path of the previous folder level

to the current folder level.

: ‘ -t XN '-"IME Spark Igniticn Marine Engine
Quickly navigate to the

System Root Directory.
Y Y Quickly navigate to the directory that was set up as the
Home directory using ¢ setzs+ome in the embedded

toolbar.
Tree View:
q’;_J Mavigate To |v
Quickly navigate to the f
System Root Directory. %l Root . - .
: - Stk lapition Mai Quickly navigate to the directory that was set up as the
g Home Dark QATon MANN.. Home directory using 7 setz+ome in the embedded
2007 toolbar.
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4.3 UPLOADING DOCUMENTS TO ARB DMS

After the documents are appropriately prepared and named, you are now ready to upload the
documents to the desired folders in your own manufacturer directory.

Please note that for Off-Road Categories, manufacturers are required to upload the documents with
Confidential Business Information (CBI) to their CBI folders for review. Submitting a copy of the
same documents without confidential business information or Freedom of Information (FOI) to their
corresponding FOI folders is optional. Manufacturers can choose to either upload both CBI and FOI
versions to the DMS at the same time or can upload the FOI version to the DMS if and when ARB
receives a Public Records Act (PRA) request.

As an example, consider an off-road SIME manufacturer (Mfr XXX) who has prepared a file and
named the file as: “CBI_7ABCM_Common_RFA1ABT_.pdf.” Based on the “ARB’s Guidance on
Electronic File Naming Convention” described in Section 2.0 and Appendix A, Mfr XXX shall upload
the file to the CBI folder under the Common directory of 2007 Model Year Exhaust directory.

Please see the following step-by-step example of how to upload this document to the desired CBI
folder in the Mfr XXX directory.

STEP 1 — Navigate to the desired folder (e.g., CBI folder under the Common directory). Please make
sure you have navigated to the desired folder since the file will be uploaded to the folder in which the
“Create” function was executed. See Figure 4-5.

Figure 4-5 How to Upload the Documents to the ARB DMS — Directory Navigation

File Management > File Browser

ﬁ_FJ Mavigate To [v J__J Create [v Iz Edit [v E View [v {E Add to Favourites | [i3 Forward @ Set as Home @Signature Log ’@File Comparison
B g T Name= | Type | User | Date | Version | Status
B #SIME - Spark |gnition Marin...
B #2007
Bl #Exhaust
B g#Common

Bl @ #CEl
s AFOl
AEngine Family
A Mizcellaneous

STEP 1. Navigate to the desired folder in
which you want to upload the file.
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STEPS 2 & 3 — Once in the desired CBI folder, click the “Create” menu on the embedded toolbar and
select the “File” function to open the Upload File screen as shown in Figure 4-6.

Figure4-6  How to Upload the Documents to the ARB DMS — Create (Upload) File

i— STEP 2. Click “Create” icon on the embedded toolbar to
File Management > File Browser show the drop-down Menu.

E_J Navigate To [ J__‘J Create [ ‘j Edit [+ E‘I View [v L S Add to Favourites |§ Forward @ S¢
B e g) Folder | [ Type | User | Date |
B #5SIME - Spark |gnition Marin... [ File o—1
=
#2007 [ TextFie
B #E shaust
Bl galiCommon {5 Template File — ; -
B L#CE @ File From Template i_T:EP i Click “ |, g File” icon to open “Upload File
- - ialog box.
2Ol @ unL
e HEngine Family B Forum
g AMiscellaneous
[] Shertcut

STEP 4 — When the Upload File screen opens, click the “Browse” button to browse and select the
local files to be uploaded to the DMS server. See Figure 4-7.

STEP 5 — Once the desired local file has been selected, both the Save As and the File Title fields will
automatically assume the source file name (e.g. CBI_7ABCM_COMMON_RFA1ABT_.pdf). An
alternate file name can be assigned in the Save As input-box. This is the name used to save your
document in the repository. We recommend that you do not modify the File Title. The system will
save the source name in the File Title and you can use it to compare the source name (original name)
with the target name (name saved as in the repository). The source file name may be modified, but
the file extension (in our example, .pdf) must be retained so that the file format is preserved.

STEP 6 — Next, select a corresponding document type from the “Document Class(es)” list box and
click “/:"” to add this specific document type to “Selected Document Class(es)” box. In this example,
we selected the “ABT Report” document type.

STEP 7 — Double click on the selected document type (e.g., ABT Report) to open the “File Metadata
Dialog box.” Fill in the required metadata attributes as indicated with “*.”

Optional metadata attributes shall also be provided to facilitate identification and classification as well
as enhance file searches. Once the metadata attributes are completed, click on the “OK” button to
close the metadata dialog box.

STEP 8 (Optional) — In the Upload File dialog box, you can also provide a brief abstract for the
selected file. Use it as a tool to communicate something important about the document with your
assigned ARB staff representative and/or to easily remember the main content of the document
without opening it. If you have more than one version you can also summarize the main differences
of each version.

STEP 9 (Optional) — You also have the option to convert the selected file to PDF format or keep the
original document as is. You may want to retain the source document in the original format and
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upload a PDF version. The system provides a PDF converter. To do so, select the check-box “Convert
to PDF” and the system will upload a PDF version. If you also select the check box “Keep the
original,” the system will upload two copies: the original format and a PDF format document. To
upload the original format only, you do not need to select any of these two check boxes.

STEP 10 — To complete the process, click on the “Upload” button to upload the file to the folder
where you executed the Create function. In this example, the example document was uploaded to the
Common\ CBI folder.

Figure 4-7 How to Upload the Documents to the ARB DMS — Upload File Dialog Box

File Management > Upload File STEP 4. Browse and select a local file and
upload it to the DMS.
Upload File

Select a FiIe:|C:"-.M',- Documents\DMS Browse., | Directory Path:\V\WXXA\SIME - Spark Ignition Maring Engine’\2007 \Exhaust\Commaon\CBI

® “Save -"-'\S:|CEI_?-':'\ECM_CCI‘HHTCH_RF-':'\].-’-'\E-P: RGIEREERICBlL 7ABCM Common RFALABT

; Document Class(es) Selected Document Clas STEP 7. Double click the selected document
STEP 5. Specify 8 [Emission Durability Flan ~ | [STETTN type to open the Metadata dialog box. Fill in
file name, if Alternate Test Procedure 2 all data. Metadata fields denoted with an

necessary (default Emiszion Label Format )

. Emissiocn Warranty Statement
would be source file |~ " o iehace-in plan

name). FLT Sampling Flan #
Cover Letter/SOC/LOI ? W
1

asterisk “*” are required fields. Upon approval,
an approval number will be completed by ARB
Staff.

Abstract:

STEP 6. Designate the new file as a

particular document type. pitps: //secure.arb.ca.gov - File... [ ][B]X]

STEP 8. (Optional) Provide a
brief abstract for the selected AT Report
flle Manufacturers Averaging,
L Banking and Trading (AET)
Initial, End-of-Year, and Final
@ cnvertto POF: [ Keep the Original: [ Reports
(Support Formats: DOC,RTF,HTM HTML, TXT XLS,PFT,S¥W JPG,JPEG, TIF, TIFF,BMF) ) —
* Manufacturer:|MFRXXX
* Model Year:|2007
STEP 9. (Optlonal) Convert Upload % | Back Approval Num:
the document to PDF format. * Category:| SIME || Clear
* Report Type:| Final | Clear
: “ »” Submi = d By Sys
STEP 10. Click on the “Upload” button to ubmit DateiGenerated Sy System
Upload the file. 0K | Reset |
@I]D é 0 Internet
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A base version number (e.g., 1.0 by default) will be assigned automatically to the new document once
it is uploaded into the desired folder. All newly uploaded files are immediately searchable for rapid
retrieval and convenient ease of access. The status of the newly submitted document is assigned as
“Draft” by default. See Figure 4-8.

Figure 4-8 How to Upload the Documents to the ARB DMS —Version Number and Document
Status

File Management > File Browser

iJ MNavigate To v “L’] Create [v B Edit [+ E View [v i’l\‘@ Add to Favourites B Forward @ Set as Home @Signature Log T? File Comparison
B g | Namesa | Type | User | Date | Version
B | #SIME - Spark Ignition Marin,.. | [~ ﬁ CEI_7ABCM_Common_RFALABT_.pdf b ABT Report | mfrooc | Jan 30, 2006
= #2007
B #Eshaust ;
B gafCommon The version number c_)f Ehe n”ewly .
@ 48 submltte_d docum_ent is “1.0,” which is
Aol automatically assigned by the DMS
system.

AEngine: Farnily

AMiscellansous
= The status of the newly

submitted document is
“Draft,” which is automatically
assigned by the system.

The uploaded file is now ready to be submitted into the ARB DMS Workflow Process. Please note
that if the file has been named incorrectly, ARB staff will delete the file and ask the manufacturer to
resubmit the file with the proper file name. Additionally, the file must be submitted to the Workflow
in order for documents to be reviewed by ARB staff. If it is not submitted, staff will not receive
notification that new documents have been submitted for review.
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5. WORKFLOW PROCESSES
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5. WORKFLOW PROCESSES

In this section, manufacturers will learn how to submit uploaded documents to Workflow Processes
in the ARB DMS. Only documents submitted to Workflow Processes will be reviewed by ARB staff.

e Introduction to Workflow Processes

e List of Workflow Templates for On-Road and Off-Road Manufacturers

e Submitting Documents to Workflow Processes

e Checking the Status of Documents Submitted to the Workflow Processes

e Submitting Additional Documents to the Workflow Process

51 INTRODUCTION TO WORKFLOW PROCESSES

The ARB DMS Workflow System is designed to facilitate and streamline document review,
processing, and approval. All electronic documents submitted to the workflow for processing are
automatically routed to the workflow participants for review. With automatic task routing, the
designated workflow participants (e.g., ARB certification staff) are notified when new submissions are
made by manufacturers. It is important that manufacturers submit their files to the workflow or ARB
staff will not receive notification of the documents submitted and the documents will not be reviewed.
Figure 5-1 shows a flow chart of the ARB DMS Workflow Process and Figure 5-2 provides a screen
layout of the Process Manager under the Workflow Manager section.

Figure 5-1 Flow Chart of the DMS Workflow Process

Manufacturer submits
certification documents to
the DMS workflow.

DMS automatically notifies
the assigned ARB staff

Pending

Rejected

Certification staff
review.

Manufacturer will be
information from the manufacturer.

ARB staff requests further
notified of rejection.

Manufacturer will be
notified regarding approval.
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Figure5-2 = Workflow Manager — Process Manager
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Active Workflow Templates Created by Date Created

There iz no template available for this Resource.
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5.2

MANUFACTURERS

LIST OF WORKFLOW TEMPLATES FOR ON-ROAD AND OFF-ROAD

In the ARB DMS, the workflow templates are defined based on specified document types and their
review and approval processes. Tables 5-1 and 5-2 list available workflow templates for the on-road
LD and the off-road SIME categories, respectively. The workflow templates for other certification

categories will be defined and added before their phase-in into the ARB DMS.

Table 5-1 Workflow Templates for the On-Road LD Category

No. Workflow Template Name Document Types

1 FOIA LD Application Submission LD FOIA Certification Application
-Common Section
LD FOIA Certification Application
- TG Specific

2 CBI LD Application Submission LD CBI Certification Application
-Common Section
LD CBI Certification Application -
TG Specific

3 LD Correspondence Submission LD Correspondence

4 LD Post Certification Submission Reports

> LD Publication Submission Publications

Table 5-2 Workflow Templates for the Off-Road SIME Category

No.

Workflow Template Name

Document Types

Approval of Certification
Applications

Application

Approval of Certification Support
Documents

Emission Durability Plan
Alternate Test Procedure
Emission Label Format
Emission Warranty Statement
Corp Avg Plan

PLT Sampling Plan

Cover Letter/SOC/LOI
Running Change Document
Tamper Resistance

Onboard Diagnostics (OBD)
Auxiliary Emission Control Devices
Phase-in Plan

EPA Certificate of Conformity

Approval of Mfr ABT or PLT Report

ABT Report
PLT Report
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5.3 SUBMITTING DOCUMENTS TO THE WORKFLOW PROCESSES

In Section 4, you learned how to upload documents to the desired folders. In this section, you will
learn how to submit the uploaded documents to the DMS workflow processes.

Using the same example from Section 4, below is a step-by-step demonstration of how to submit the
uploaded documents to the intended workflow processes. Figures 5-3 and 5-4 illustrate all the steps
through screen snap shots.

STEP 1 — Left click on the document icon - that you want to submit to the workflow process. This
will open a drop-down file operational menu.

STEP 2 — Click on the “Submit to Workflow” function and the Workflow Manager Screen will
appear.

Figure 5-3 How to Submit Documents to the Workflow Processes — Submit to Workflow

[ = ]
STEP 1. Left click the document = icon to open the
file operational drop-down Menu.

File Management > File Brqwser

gjr‘lavigateTo ~ ‘J_:J reate [v IZEdit v E'ﬂew ~ JEAdd to Favourites BForward @Set as Home @S\gnature Log @File Comparison
B g  Names | Type | User | Date | Version  Statu
B #5IME - Spark Ignition Marin... CEI 7ARCM Chomm cn_RFik].ikBT_.de"’ ABT Report | mfrxxx | Jan 30, 2006 1.0
B #2007 2 Dpownload
B #Exhaust 3 Preview i »
é * aE“S [gereview Note: The document status is “Draft” before
"é jg;l" [ Forward the document is submitted to workflow.
| =
A @ Fax
$AEngine Family =8 Link Maragement
AMizoellanenys IJ Submit to Workflow STEP 2. C|ICK “Submlt to WOI’kf|0W” to submit the

document to appropriate workflow processes.

LE Promote Version Level

[ view Properties

&P Edit Properties

Q Rename

k] Delete
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Based on the document type of the file (e.g., ABT report), you will see the available active workflow
template(s). The workflow template only accepts documents submitted from the repository if a
document type has been previously associated to the workflow. In this example, you will see
“Approval of Mfr ABT or PLT Report” is the only available active workflow template since Mfr XXX
is submitting the document with the ABT Report document type. Please refer to Tables 5-1 and 5-2 in
Section 5.2 to identify the workflow templates available to each document type.

STEP 3 — Select the available active workflow template. Once selected, the name of the template will
be immediately shown next to “Template Name:”.

STEP 4 — Provide a “Process Name” which is meaningful to you for future reference or search index.
The process name that you provide will be used as the process name of your submission. If additional
information is needed, you will receive an e-mail notification making reference to this name. You can
use your ARB manufacturer code, followed by the document type underscore followed by a number.
You may also use the filename of the document.

STEP 5 — Click on the “Submit” button. The DMS will then automatically route the document to the
selected workflow and add it to the queue of the ARB staff assigned by the workflow template. The
assigned certification staff will be automatically notified via e-mail of the new document submission.

Figure 5-4 How to Submit Documents to the Workflow Processes —Workflow Manager >Submit
New Document(s)

File Management

Workflow Manager STEP 3. Select one appropriate active workflow template from
the available list.

Submit New Document(s)

=elect an available Template:
Active Workflow Templates Created by Date Created

+ | Approval of Mfr AET or PLT Report GIU‘ZCI;':QS_E:LEC 2006-01-17

STEP 4. Add Process Name and Comments, if
necessary.

TE?_};L?S Approval of Mfr ABT or PLT Report ‘

Process Name: |Request for Approval of MFRXXX's Final ABT Reportl@

Comments: l

Start Date: |p1/30/2006

Selected File: [\\00SIME - Spark Ignition Marine Engine'\2007 \Exhaust\CommonyCBIVCEL_7ABCM_Common_RFALA Add
Remove

Today is Jan 30, 2006

STEP 5. Click “Submit” button to submit the

document to selected workflow template. °
Submit I Reset Cancel

Note: Manufacturers will not automatically receive a notification after the new document is submitted to the
workflow process. At any time, manufacturers can log in to the DMS to check the status of their documents as
described in next section.
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5.4 CHECKING THE STATUS OF DOCUMENTS SUBMITTED TO WORKFLOW PROCESSES

Manufacturers can use the following two methods to check if the documents were submitted to the
DMS workflow processes.

1) From Workflow Manager — Process Manager Screen

Once you click the “Submit” button as seen in Figure 5-4, the Process Manager screen under the
Workflow Manager Section will appear (see Figure 5-5). In this screen, you will see a list of your
pending processes. Your document was successfully submitted to the workflow process if it is listed
on this screen. In Figure 5-5, we see that our example of ABT report has been submitted successfully
since the process name called “Request for Approval of Mfr XXX’s Final ABT Report” is listed in the
pending process.

Figure 5-5 Checking the Status of Documents Submitted to the Workflow Process — Workflow
Manager >Process Manager Screen

0 E Mg Search | by | File Title % | Search | Advanced Search Mail Box
pen

) Workflow Manager
File Management

e Process Manager
Favourites Start Date: From ,7 E Reset To Ii E Reset
llllllllllllllllllllllllllllllllllllll End Date: Frem E Reset E Reset
Pending Frocesses | Finizshed Processzes | [~ &l Proceszes
T e | Worklow | Crested by |startoate| |
- = = A
Workflo:'..' Manager * fI_i %Eiqalui‘é-lfo'{egﬁpmhal e npprgx\ézlo?j rv'lzf’nlls‘;l:ﬂo:lr T Mfr XX Jan 30, 2006Add Doc,
Administrative Tools
NE \,5 an,.d ....................
""""""""""""""""""""""" Pending Workflow Process The Workflow The date on which each
Template in use process was initiated

Submit New Document(s)

There is no template available for this Resource.

Today is Jan 30, 2006

User’s Guide for ARB DMS |30



2 From File Manager — File Browser Screen

Another method to check the status of documents submitted to the workflow is shown in
Figure 5-6. From the File Browser screen under the File Manager, you notice that the status
of this document has changed from “Draft” to “Pending.” In addition, a small gear icon ##is
also present, indicating that the document has been submitted to the workflow process
successfully. As a document progresses through the ARB review process, its status will
change accordingly (e.g., received, invalid, approved or rejected, etc).

Figure 5-6

Checking the Status of Documents Submitted to the Workflow Process — File

Manager>File Browser Screen

Of-u«EDMS

—

File Management

« January 2006 »

§2 3 4567

29 10111213 14

15 & 17 18 18 20 21

Today is Jan 30, 2006

Search‘ by‘FiIeTitIe % | Search | Advanced Search Mail Box

File Management > File Browser
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B #SIME - Spark [gnition Marin..| [~ ﬂ CBI_7ABCM_Common_RFALAET .pdf &b ABT Report | mfooc | Jan 30, 2006 1.0 @
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B g#Common A small gear icon Q shows that Please note the document status has
B GHCEl the document was submitted to the changed from “Draft” to “Pending.”
= workflow process successfully.
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pAMiscellaneous
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5.5 SUBMITTING ADDITIONAL DOCUMENTS TO THE WORKFLOW PROCESS

Upon reviewing a document, the ARB certification staff may request corrections or need additional
information. Below please see a step-by-step example of how additional documents can be submitted
to an existing workflow process. These steps are also illustrated in Figures 5-7 through 5-9.

STEP 1 — Click “Workflow Manager” in the Navigation Menu to go to Workflow Manager>Process
Manager Screen. Select the particular workflow process where you would like to submit additional
documents.

STEP 2 — Click on the “Add Doc” button to add the document(s) to the workflow.

Figure 5-7 How to Submit Additional Documents to an Existing Workflow Process — Workflow
Manager>Process Manager Screen

o E MS Search | by | File Title w| Search | Advanced Search Mail Box
f\bu
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File Management
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There is no template available for this Resource.

Today is Jan 4, 2006
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STEP 3 — After the “Add Doc” button is clicked, the “Add Document(s)” dialog box will appear. In
this dialog box, you can click on the “Browse” button to browse and add the documents from your
local hard drive(s) or you can click on the “Add” button if you want to add the documents that have
already been uploaded and stored in your DMS manufacturer directory repository.

You can click on the “Add File” button if you want to upload additional files from your local hard
drive and submit to the particular workflow process.

STEP 4 — To set or modify the document properties, click on the “Set Properties” button to open the
“Add new file to workflow” dialog box. In this dialog box, choose the correct document type and
complete the metadata fields as required. Please refer to Section 4.3 for the steps to set up the
document properties and complete the metadata information. Once you are done, click the “Save”
button to close the dialog box. Please remember that when submitting a new version of a file, the file
name must be identical to that of the old version in order for the DMS version control to function

properly.

STEP 5 — Click on the “Submit” button to complete the submission of your additional documents to
the particular workflow process.

Figure 5-8 How to Submit Additional Documents to an Existing Workflow Process — Add
Document(s) Dialog Box

Add Document(s)

Process Name: Request Approval of MFRXXX's Final ABT Report
Template Name: &pproval of Mfr ABT or PLT Report
Comments:

STEP 3. Browse and add documents from local hard drive(s) or
add the uploaded documents already stored in the DMS
system. Set or modify the document properties, if necessary.

Add Local Document(s) ‘

[ ]
<_ Add Fil%qh:‘-,lﬂ[« Document=iDMSiLab DocumenttCEI_7ABCM_Common_CR41ABT_.pdf gn:wse... | Set Propertied

Add System Document(_s! T
[ . Add %
STEP 4. Set or modify the document Remove

properties, if necessary.

; ; Add new file to workflow
STEP. 5. Click on “Submit” button to i Select a Flle: Ci\My Documents\DMS\Lab Document\CBI_7ABCM_Comman_CR41ABT_.pdf
submit the selected documents to ~ —® Submit &«\'}| Resel S8 “ave As[CELZABCN_Common_CRELABT]  “Fle Tt TR R OB

the partlcular workflow process. Available Document Class(zs) Selected Document Class(es)

PLT Report .| [AET Repart

Save | Cancel

User’s Guide for ARB DMS |33



STEP 6 — To check the status of your additional submission, go to File Management> File Browser
and navigate to the folder where the original document submitted to workflow is being stored (e.g.,

CBI folder). You will find here the display of the additional document that you just submitted to the
same workflow.

Figure 5-9 How to Submit Additional Documents to a Specific Workflow Process — Checking
the Document Status in File Browser Screen

la
File Management > File Browser
—
g wl\lavigateTo v ‘J_.JCreate v IZEdit v E'u‘ie;\' v {;Add to Favourites | [ig} Forward @5& as Home @Signature Log ﬁjFile Comparison
File Management B o [ | | Type | User | Date | Version | Status |
o Bl #SIME - Spark Ignitian Marin.. E1 7AECH_Common_CRALAST pdf 8 @ ABT Report | mfrooc | Feb 22, 2006 1.0 Pending
B a0 m B carrnecn_common_graiasT_pdr @b ABTReport | mfnooc | Feb22,2006 | 1.0 | Pending
B #Exhaust - - - -
B g#Common
By2ll @ STEP 6. Go to File Management> File Browser and
#AF0 navigate to the folder where the original document
¢ 4Engine Fanily submitted to workflow was stored (e.g., CBI folder). You
s Miscelaneous will find here the display of the additional document that

you just submitted to the same workflow.
567 8 1‘[! "
12 13 14 15 16 17 18

2

19 20 21 [F] 23 24 25
%27 28

Today is Feb 22, 2006
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6. ADDITIONAL ARB DMS FEATURES

In this section, you will learn how to use the following additional features in the ARB DMS, including:

e Linking Files
Document Check-Out/Check-In

Version Comparison and Promotion

Simple Search and Advanced Search

6.1

LINKING FILES

Using the DMS Link Management feature, you can link related documents or supporting material
stored in remote folders across the repository for convenient document referral and comparison. For
example, if you submitted a durability plan two years ago and it is still applicable, you do not need to
resubmit it. You only need to link the existing durability plan with the applicable engine family or
test group document. You should then write a clarification note in the comment box when submitting
your engine family or test group files to the workflow process (as illustrated in Figure 5.4 and Figure
5.8). The system will allow you to link multiple documents of different kinds.

Below are step-by-step examples of how to perform the file linking.

STEP 1 — To add a link, first left click on the icon of the source document. This will open a
drop-down file operational menu. See Figure 6-1.

Figure 6-1 How to Perform the File Linking — File Browser Screen>Link Management Function
] Name4 |__Type | User | Date | Version | Status |
1B E CEI FARBCM Common CR4ALAET .Edfa (] ABT Report oo Feb 22, 20086 1.0 F'EI'IC“I'IQ
OM—REALABT .pdfm'}' ABT Report | mfrnooc | Feb 22, 2008 1.0 Pending

[l Preview

[ Forward

STEP 1. Click the file icon next to the source document
that you want to link with other related files.

e: Fax

(&8 Link Management &j

[@] Submit to Workfiow

)—‘

) A
|i# Promote Version Level

STEP 2. Click “Link Management” to open the

D View Properties

File Link dialog box in Figure 6-2.

{,? Edit Properties

E’] Rename

i) Delete
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STEP 2 — Click on the Link Management menu item as shown in Figure 6-1 to open the File Link
dialog box as seen in Figure 6-2.

Figure 6-2 How to Perform the File Linking — File Link dialog box
Link Management > File Link

File Link

Mame: CEI_7ABCM_Common_RFALAET .pdf &

XX¥N\SIME - Spark Ignition Marine Engine\2007

[cat Exhau=t WCommoen\CBIVCBI_7ABCM_Common_RFAIABT .pdf

™ | File Link(s) Name Date Modified

Back
v

STEP 3 — Click on the “Create” button in Figure 6-2 to open the “Select File Link” dialog box in
Figure 6-3.

Figure 6-3 How to Perform the File Linking — “Select File Link” dialog box

File Management > Select File Link

Name: CBI_7ABCM_Common_RFALABT .pdf
Location: "\OXX\SIME - Spark Ignition Marine Engine‘\2007
\Exhaust\Common\CBINCBI_7ABCM_Common_RFALABT_.pdf

Li“k| Related v|
Types:
OVSIME - Spark Ignition Marine Engine' 2007 Exhaust\Commeon'CEI Add Link
-“m
v E CBI_7ABCM_Common_CR41ABT_.pdf ABT Report mifraoo Feb 22, 2008
r E CBI_7ABCM_Common_RFALABT .pdf ABT Report mifraoo Feb 22, 2006

Note: Choose “Related” in the “Link” pull down menu. Related indicates that the files are related to each other.
The other items listed are not applicable.

STEP 4 — Navigate to the target document and click on its checkbox to select it. Once the document

is selected, if necessary, click on the drop-down Link Type list to specify the nature of the linked
document’s relationship to the source document.

STEP 5 — Click on “Add Link” button to link the selected document(s) to the source document.

STEP 6 — Click on the view properties icon - to display the properties of the linked document as
shown in Figure 6-4.
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Figure 6-4

Link Management > File Link

File Link

Name: CBI_7ABCM_

Location:

™ | File Link(s)

I Related

Common_RFALABT .pdf £

WASIME - Spark Ignition Marine Engineh2007
\ExhausthCommen\CBINCBI_7ABCM_Common_RFALABT .pdf

Name

How to Perform the File Linking — View Properties

@ yrd CEI_7AEBCM_Common_CR41AET_.pdf

Create Celete

Back

File Management > File Properties

Refresh:

File Properties

File Mame:

File Title:
Directory Path:

File Extension:
File Status:
Created By:
Last Update By:
Last Access By:
File Links:

Manufacturer:
Model Year:

Approval
Num:

Category:
Report Type:
Submit Date:

Rating:

Check in
Status:

Signature
Information:

Version Cycle:
Wersion:
Resource ID:

Overview:

CBI_7ABCM_Common_CR41ABT_.pdf £

CBI_7ABCM_Common_CRA1AET_

pdf
Pending
mfrxxx - Wednesday, February 22, 2006
mfrooe - Wednesday, February 22, 2006
mfrooe - Wednesday, February 22, 2006
Click here to manage links

ABT Report
MFRHK
2007

SIME
Final
EDMS-1140628529689

M/
% Checked in
N/A

None
1.0
39543

Date Modified

Feb 22, 2006

Recreate Thumkbnail

SIME - Spark Igniticn Marine Engine\2007
\Exhaust\Common\CBI\CBI_7ABCM_Common_CR41ABT_.pdf

Size: 43 KB

Back
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6.2 DOCUMENT CHECK-OUT/CHECK-IN

In the ARB DMS, the “check-out/check-in” mechanism protects document integrity by preventing
users from making simultaneous changes, by forestalling inadvertent overwrites of important data,
and by ensuring that the most current document version is always displayed in the File Browser.

In order to effect changes to a document stored in the repository, the file must first be checked out
(i.e., downloaded to a local machine) before an updated version containing the saved changes is
checked back in (i.e., uploaded back to the server). Below please see an example of check-out/check-
in status of the two documents.

Figure 6-5 Check-out/Check-in Status of Documents

Document is checked-in

|_ E CEI 7ABECM Commeon BFALAET pdfw% AET Repcr‘t mifr Jan 30. 2006 1.0 Pending
™ ] Title13Testing-template.doc mf ABT Report | mfrooc | Jan 30, 2006 1.0 Pending

Document is checked-out

The small padlock icon indicates whether the file is currently checked-in () or checked-out (#).
When a document is checked-out, its contents may still be viewed by other users but no further
changes are permitted until the file has been checked back in.

To check a file out of the repository, click on the small open padlock icon & and install the Java
plug-in if prompted (Note: this plug-in only needs to be installed once).

When checking out a file for the first time, the user will be asked to select a working folder in which
the current file will be temporarily stored during modification; all checked-out documents will
subsequently be saved to the same directory path.

Once all desired changes have been saved, return to the File Browser and click on the closed padlock
icon @ to check the updated version of the file back in to the repository.

Below please see a step-by-step example showing how to check out and check in documents in the
ARB DMS.

STEP 1 — Click on the small open padlock icon # next to the file that you want to check out.

. Names | _Type | User | Daie | Version | Staius |
|_ E CBI 7ABCM Common RFAIABT pdfmﬂﬂ ABT R_EF:CI"t mifrxoo Jan 30.‘ 2006 1.0 F’EI'IE“I'IQ

[ @ Title1 3Testing-template.doc & 1’&‘5—‘ ABT Report | mfraooe | Jan 30, 2006 o Fending

STEP 1: Click on the small padlock icon.

"

L The original version number is 1.0 before
the document is checked out.
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STEP 2 — When you are checking out a file for the first time, a dialog box for the selection of a
working folder will be prompted.

@) https://secure.arb.ca.gov - check out Title13Te... E|§|E

STEP 2: Click on the “Browse” button to

Your working folder hasn't been defined. define your worklng folder.
Please select yvour working folder:

Select: | ﬂ%’i J

| checkout || cancer |

.@j Applet FileCheckingOu @ Internet

STEP 3 — After the working folder is selected, click on the “Check Out” button to check out the file.

-} https://secure.arb.ca.gov - check out Title13Te... E|E|E

STEP 3: Click on the “Check
Out” button to check out the file

fOl' mOdIflcatIOI"I. Select: |C:".I.1:.-' Cocuments\DMEWoerking Co Browse

® | checkOut || Cancel |

O

@ Applet FileCheckingOu ® Internet

STEP 4 — After you click on the “Check Out” button, a message box will appear. Click on the “Open
It! “button to initiate an application which can open and edit the document based on the associated
document format. In this demonstration, Microsoft Word will automatically initiate and open the
document for modification.

2 https:/fsecure.arb.ca.gov - check out Title13Te... g|§|g|

|icheck out Title13Testing-template.doc to C:iMy Documents DMS W . . ,
STEP 4: Click on the “Open It!

button to initiate an application which
can open the document for
| modification.

openit! 34,.[ Close the Window |

St

ﬁj Applet FileCheckingOu  Internet

User’s Guide for ARB DMS | 40



STEP 5 — Once all the desired changes have been made, save and close the application (Microsoft
Word), and return to the File Browser.

Click on the closed padlock icon & to open the following 1st message box. Click on the “Check In”
button to check the updated document back into the repository. After clicking “Check In” button, the
2nd message box will appear. Click on the “Close the Window” to finish the “check-out/check-in”
process.

L Names | Type | User | Date | Version | Status_

r E CERI 7ABCM Common RFALAET .pdfa% AET R.EDCII"t mif o Jan 3|:|r 2006 1.0 F'EI'IE“ITQ

r @ TitIELSTesting-template.du:u:'m' ﬁ&\“j ABT Report | mfrooc | Jan 30, 2006 1.0 Pending

STEP 5: click on the closed padlock icon &.

1st Message Box

) https:/isecure.arb.ca.gov - check in Title13Tes.... D|§|E|

o Please choose working folder

Select: |C:".I.-1;.-'D-quments".DI.-IS".'.":"-Jrking Co Browse
‘ Undo Check Out ‘ Check IQ ‘ Cancel

‘I_'| Applet ChooseWarking  Internet

Click on the “Check In” button.

2nd Message Box

) https://secure.arb.ca.gov - check in Title13Tes... Q|:|g|

ICheck in Title13Testing-template.doc from C:'My DocumentsiDMS\Work

Click on the “Close the Window” button.

Close the Wirﬁuh |

@ Applet FileCheckingln |  Internet

L MNames | Type  User _ Date | Version | Status |

|_ @ CEI FARCM Common RFALAET pdfm?’ ABT R.EDEII"t mfrco Jan SDr 2006 1.0 F’EI'IE“I'IQ

™ B Title 1 3Testing-template.doc % 0—| ABT Report | mfnaoc | Jan 30, 2006 @ Fending

After the document is checked in, the closed padlock icon & will e e deer e s elbee el T dhe
change back to open padiock icon. w version number changes from 1.0 to 1.1.
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6.3 VERSION COMPARISON AND PROMOTION

6.3.1 Version Comparison

Each time a document is checked back into the repository after alterations on a local machine, the ARB
DMS will automatically create and securely store a new version so that no previous version is ever
overwritten. To perform a Version Comparison between the different versions of the document,

please follow the step-by-step example described below. Only two versions can be compared at a
time.

STEP 1. Click the version number “1.1” to open
the Version History screen.

d LU=
[ @ CEI_?-':'xECM_CCI'ITI'I'IDI'I_R.F?:'\].":'\ET_.ﬁdF m AII? AET Report mifrac Jan 30, 2006 F’EI'II:Iiﬂg
r @ Title13Testing-template.doc & ABT Report | mfroo: | Jan 30, 2006 Pending

STEP 2. Click the check boxes next to two
different versions of the document that you want
to compare.

File Management > Version History

Version History Screen

STEP 3. Click on “Compare” button to open the

Back | Co re

mfroo

mfroo

Jan 10, 2006

Jan 10, 2006

“Comparison Summary” screen.

Resource Name: Title13Testing-template.doc

WOOOSIME - Spark Ignition Marine Engine\2007\Exhaust\Common\CBI\Title13Testing-template.doc

Comparison Summary Screen

Back ( | DEta\\sé ) I~ Wrap

Comparison Summary

Changed Inserted Deleted

Title13Testing-templai e.doc (1.0)

13 Mr. Manufacturer

STEP 4. Click on the “Detail” button to see
“Detailed Comparison” screen, if desired.

|~

20 This letter is to notify [Company that the Air Resources Board (RE) may be planning to wisit ¢

22 ARE will perform compliance and confirmatory testing on the California certified engine familig

|l
=

13 Mr. MFRXXX
20 This is a demo for check-in/check-out and version comparison.
22 This letter is to notify MFRXXX that the Air Resources Board (ARE) may be planning to visit MF

24 ARB will perform compliance and confirmatory testing on the California certified engine famili¢
25

12
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Detailed Comparison Screen

Close 2 Wrap 444 M M Changed Inserted Deleted
-~ -~
1 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 Reference No. NSA-XXXX-XXX 9 Reference No. NSA-XXXX-XXX
10
11 11
12 12
13 Mr. Manufacturer 13 Mr. MFRXXX
14 Title 14 Title
15 Address 15 Address
16 Address 16 Address
i7 i7
18 Dear Mr. Manufacturer: 18 Dear Mr. Manufacturer:
19 19
This letter is to notify Company that the Air Resources Board (ARB) may be planning to v 20 This is a demo for check-in/check-out and version comparison.
Company3ET all off-road engine (SORE) productian and emission test facilities in the 21
United States in the coming menths. This trip would allow ARE to fy Companyas™s
compliance d required |=gu|at|:| ARBAE™ urveillance of MFRX X MAET
cessary to ensure proper test methods are being Utlhzﬂd In United Stat
addition, ARE may verify lhal manufacturers are :omp\ung with the SORE emi: n nd r :|u||=:i |=gu|at|:| surveillance of +
ndards by conducting on-site emi; on the certification engine and other engir ry to en proper test methods ars being utilized. In
d at random from the production line. To facilitate the development of the staffa€” erify that manuf; mplying with the SORE emission
travel = provide ARE with your production plan schedule for the — v conducting on n the certification engine and ather engir
2005-2006 model rs by September 07, 2005. Staff nough time to make travel ected at random from the produ: To facilitate the development of the staffa€™
arrangements for the Fall/Winter 2005-2006 timeframes. ARBAE™s planned visit is further travel plans and scheduls, please provide ARE with your production pla hedule far the
20 detailed below. 2005-2006 modsl years by September 07, 2005. Staff needs enough time to make travel
arrangements for the Fall/Winter 2005-2006 timeframe. ARE3£™s planned visit is further
erform compliance and confirmatory testing on the California certified engine 22 detailed below.
For each engine family, ARE will request Company ta perform 1 23
on randaml lected =ngin mbly line and from ARB will perform compliance and confirmatory testing on the California certified engine
includes a durability te: the allowable stabilization hours families, as time permits. For each engine family, ARB will request MFRXXX to perform th
of a single, valid zero-hour emission test on randomly selected engines from the assembly line and from
on test on the certification °ng|n= Flsm each family. At th° embly line, the ARE stock. The compliance test includes a durability test after the allowable stabilization hours
.v\:vul:i like to »=||f¢ that the num| ted parts correspond with the on selected engines from each family. The confirmatory test consists of a single, valid
tion team would perfarm multiple emission test on the certification engine from each family. At the assembly line, the ARB
lection procedure for production li would like to verify that the numbers on the emission related parts correspond with the
n and =ng|n=: for numbers submitted during certification. The ARB inspection team would perform multiple
Engine break-in and bench tasks simultaneously. Staff would review the sample selection procedure for production li
ted to avoid & bottlensck in - o testing as it applies to the cumulative sum sampling option and select engines for v

To view the properties of a particular version, simply click the desired version number in the Version
History dialog to open the File Properties screen. Click on the red notebook icon ®to add version
comments.

File Management > Version History

Eack | Compare | Resource Name: Title13Testing-template.doc

WHOSIME - Spark Ignition Marine Engine' 2007 \Exhaust\Commeon'\CBI\Title1 3Testing-template.doc

Vi ® Jan 10, 2006 Draft

Vi @

mfroo

mifrsoo: Jan 10, 2006 Draft

File Management > File Properties

File Properties

Refresh:

File Mame: Title13Testing-template.doc &

File Title: Titlel3Testing-template

VWOOK\SIME - Spark Ignition Marine Engine’\2007
\Exhaust\Common\CBI'\Title13Testing-template.doc

doc
Draft
mfrxxx - Tuesday, January 10, 2006

Directory Path:

File Extension:
File Status:
Created By:
Last Update By:

Size: 47 KB

mfrxxx - Tuesday, January 10, 2006
Last Access By:
File Links:

mfrooe - Tuesday, January 10, 2006
Click here to manage links
Rating: N/A

Checkin o Checked in
Status:

Signature
Infermation:

N/A

None
1.1
39007

Version Cycle:
Version:

Resource ID:

Owerview:

Back
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6.3.2 Version Promotion

In the ARB DMS, you can also manually promote the version level of a document by following the
steps in the example described below.

File Management > File Browser

@j Mavigate To [v ‘J_J Create [v Iz Edit [v E View [w i;g Add to Favourites || [ Forward @ Set as Home QSignature Log ﬁjFile Comparison

B o | Namea | Type | User | Date | Version | Status |
El " #SIME - Spark |gnition Marin... | [~ g CBI_7AECM_Common_RFALAST .pdi 8 ABT Report | mfrsx | Jan 30, 2006 1.0 Fending
B #2007 a tie ol late.doc B ABT Report | mfrxxx | Jan 30, 2006 ending
B #Eshaust 2 Dowrload
=] C ) . -
"é;"g;" (@] preview STEP 1. Left click the file icon next to the
Py — document that you want to promote the version Original version
level to open the drop-down file operational menu. i
s AEngine Family i Fax p p p number is 1.1
A Mizcellaneous =8 Link Management

Submit to Workflow

< @ Promaote Version L

2] view Propefles STEP 2. Click “Promote Version Level” to open the
7 edit rroperte=——— Version Promotion screen below.

E/] Rename

i’ Delete

Version Promotion Screen
File Management > Version Promotion

Version Promotion

Title13Testing-template.doc 1.1 will be promoted to the next
level 2.0

Comments

Prﬁmte Cancel |

STEP 3. Click on the “Promote” button to promote the
version number from 1.1 to 2.0.

After clicking on the “Promote” button, you will notice that the version number has been changed
from 1.1 to 2.0. Use the version promotion option if you submit a new version of a document that
already has been approved.

| Names | Type | User | _ Date | Version | Status |
B CEI_TABCM_Commen_RFAIAST .pdf W o ABT Report | mfrkx | Jan 30, 2006 0 Fending
I~ Title13Testing-template.doc & ABT Report | mfooc | Jan 30, 2006 o Fending
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6.4

SIMPLE SEARCH AND ADVANCED SEARCH

The ARB DMS is using the OpenEDMS search engine to ensure that any information resource
contained anywhere within the repository can be instantly accessed and retrieved.

With minimum input, users can recover the information needed using a variety of flexible search
parameters to pinpoint the precise location of specific files and folders. Two search tools (Simple
Search and Advanced Search) provided by the ARB DMS are briefly described below.

6.4.1

Search by File Title w || Search | Advanced Search
OpenEDMS l

ARB DMS Search Tool Menu

?

Advanced Search

File Content
File Name
Folder Mame
Web Link
Farum

Simple Search T°

Simple Search

A Simple Search may be conducted using any one of the following parameters:

¢ File Title: This search will retrieve documents with a corresponding file title. File titles
may optionally be provided when creating a new document (the system automatically
adopts the default file source name unless otherwise specified).

¢ File Content: This is a free-text search that will locate any file by the phrase or keywords
provided. By default, the results will be sorted in descending order according to the
number of hits. To view each instance of the keyword within the displayed document(s),
click on the green hit number beside the file name.

e File Name: This search will locate documents based on their file name. A file name is
defined by the system as any text string that could be contained within the file name (e.g.,
if “pdf” is entered into the search field, all files with the extension pdf - in upper, lower or
mixed case - will occur in the search results). Any file with the characters pdf in the file
name will also be included (e.g., “mypdftest.txt”).

e Folder Name: This search will identify the location of a particular folder based on its
assigned name.

e Web Link: This search will retrieve any URL hyperlink created within the repository on
the basis of its name.

e Forum: This search will find any forum created within the repository based on its name.

Search results will be listed alphabetically in the File Browser.
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6.4.2 Advanced Search

In addition to the basic search parameters enumerated above, an Advanced Search may be conducted
according to user-defined search filters containing any combination of the parameters listed below.

Advanced Search dialog box

Search From: SO0 SIME - Spark _('j 8 SavedF

Ignition Maring Engine'2007\Exh...

) ) ) ‘Your Search Filter List is Empty.
* Latest Version © Al Versions © Version Number
Delete | Get Filter | Rename |

Folder Name: |

File Title: |
Fle Name: | Search by Document Type(s) to
Document Type(s): v|e- open the metadata dialog box.
Status: |any status v
Metadata l A
Created By: | 7
ABT Report
Manufacturers Averaging
Ll | ’ Banking and Trading (ABT)
. Initial, End-of-Year, and Final
Search by a Containing Text: | Reports
specified date range.
Sort By: |relevance % |any of the words
[ Fuzzy [ stemming [ Phonic [ Synenym i
* Manufacturer:
Created From: 5 Tos 5 * Model Year:
|Updated From : 5 To: 5 Approval Num:
Accessed From 8| To: 8| Category: | Clear
Report Type: | Clear | v

Search | Stop | Reset | Save filter |

¢ Document Type(s): Document type(s) are preconfigured by the ARB DMS administrator
and may consist of any number of customized metadata attributes. Please refer to Section
2.3 Document Type and Metadata for further information.

As described in Section 2.3, every document type is distinguished by an associated series of
identifying characteristics, or Metadata. Once a document type has been selected, its
assigned metadata attributes may be used as search criteria. For example, an “ABT
Report” document type with metadata fields Manufacturer, Model, Year, Approval Number,
Category, and Report Type, etc. could be searched by one or more of these metadata
attributes.

Depending upon the configuration of the metadata, multiple selections may often be
available for any given field. Users may click on the drop-down list to view the various
options.

Note: Users are not required to complete all the metadata fields to perform an advanced search based
on the document type.
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Search From: By default, the search range is confined to the current directory path so that
only those files or folders contained within the present folder and its subfolders will be
included. Alternatively, the search range may be extended to the entire repository so that
all domain content will be included. To extend the search range to the entire repository,

click the root directory icon <

Note: only those files and folders to which the user has been granted read permission will be
accessible to the user in the search results.

Created By: To search for a document on the basis of the user ID of the original
author/uploader.

Updated By: To search for a document using the name of the individual who last modified
the document.

Creation Date Range: To search for a document created within a particular timeframe.
Update Date Range: To search for a document updated within a particular timeframe.
Access Date Range: To search for a document based on its last access date.

Search Type: When searching for specific content, a user may stipulate whether the file(s)
must contain all of the words, any of the words, or the exact phrase.

e Any of the Words: This parameter will retrieve all documents containing any of the
specified words. Words may be grouped into phrases by quotation marks, in which
case the entire phrase must appear in the document for it to be considered a match.

Inserting a plus sign (+) in front of any word or phrase will add it to the search criteria;
inserting a minus sign (-) in front of any word or phrase will exclude from the search
any document in which the denoted word or phrase occurs.

e All of the words: This parameter requires that all of the provided words and phrases
are present in a document for it to be considered a match.

e Exact phrase: This parameter treats the search text as a single phrase and only retrieves
documents containing an exact match.

e Boolean: This parameter retrieves a structured group of words or phrases linked by
and, or, not, wy.
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7. DISCLAIMER

The ARB shall not be responsible for any errors or omissions in the information provided, and
reserves the right to make changes without notice. The contents of the CERTDMS do not necessarily
reflect the views and policies of the ARB, nor does any mention of trade names or commercial
products constitute endorsement or recommendation of use. The user assumes full responsibility for
the files he/she uploads and/or downloads and/or views including data destroyed by viruses or
other computer initiated problems. Neither the ARB nor any of its respective employees warrant that
the service will be uninterrupted or error free.

The ARB and State of California will not be liable for special, indirect, consequential, or incidental
damages, or damages for lost profits, loss of revenue, or loss of use, arising out of or related to the
CERTDMS or the information contained in it, whether such damages arise in contract, negligence,
tort, under statute, in equity, at law or otherwise. Portions of CERTDMS manual have been reprinted
with the permission of Altimate Systems Inc. from their OpenEDMS User Guide, Version 2.7, 2005.
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Table A-1 — File Naming Convention for On-Road Light/Medium-Duty Vehicles/Trucks

A document file name consists of four sections as shown below:
Confidentiality__ Applicability_ Information Type_ Version Indicator. EXT

Each section has elements as listed in the following table:

Section 1 Section 2 Section 3
Confidentiality Applicability Information Type
(3 characters + (12 characters + (7 characters + underscore)
underscore) underscore)
e CBI : a o (XXXXX_COMMON_: Application for Certification

confidential file
that will not be
released to the
public

any Common Information
submittals

@IXXXX_CORRESP_:

Correspondence

Test Group Name_:

e APPIPT1_: Initial Part 1 Application
submittal

e APPIPT2_: Initial Part 2 Application
submittal

e APPFPT1_: Final Part 1 Application

e FOI _: anon- an individual Test Grou .
confidential file related file g submittal o
in which the « Evaporative Family . APPF_PTZ_: Final Part 2 Application
manufacturer Name - submittal
removes an individual evaporative | ®APPUPTL_: Update Part 1
confidential family related file Application submittal
information e APPRCnNnnN_: Running change

from a CBI file
so it is readily
releasable to
the public after
vehicles/engines
are introduced
into commerce

Note:
@ wxXXXX” is the first five

@

characters of a mfr’'s
engine family name, it
consists of “model year
+ EPA MFR code +
vehicle category code”
“XXXX" is the first four
characters of an EF
name, e.g. “model year
+ EPA MFR code”

e APPFFnn_: Field fix
(Where nn= 01 ~99 in numerical
order)

Other Stand Alone Documents
(To be updated as needed)

Request for Approval (REA*®):

e RFA*LAB_: label content

e RFA*DFP__: durability plan

e RFA*PL2_: LEV2 phase-in plan

e RFA*MTP__: Modified Test Procedure

* RFA*NMG__: NMOG Fleet Average
Compliance Plan

e RFA*WAR_: Warranty Content

e RFA*SFP_: Supplemental FTP

e RFA*TPF_: Functional Test Plan

e RFA*EVP_: Evaporative Plan

Correspondence (LTR*®)

e LTR*CPP_: Certification Preview
Plan

Compliance Reports (CR#*®®).

e CR#*PDR __: Quarterly Production
report

e CR#*NMG__ : NMOG report

e CR#*VEC __ : Vehicle Equivalent
report

e CR#> FEE_: Certification fee report

e CR#*SER_: Service Manual

o CR#*WAR_: Warranty Statement

Note:
® «x» glphanumeric (1,2,3... or
A,B,C,..)

@ «grshould be 0, 1, 2, 3,... etc.
represents Report No.1 or first
quarter, Report No.2 or second
quarter,....
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Table A-2 — File Naming Convention for On-Road Heavy-Duty Vehicles/Engines

A document file name consists of four sections as shown below:
Confidentiality__ Applicability_ Information Type_ Version Indicator. EXT

Each section has elements as listed in the following table:

that will not be
released to the
public

FOI _: anon-
confidential file
in which the
manufacturer
removes
confidential
information from
a CBI file so it is
readily
releasable to the
public after
vehicles/engines
are introduced
into commerce

Section 1 Section 2 Section 3
Confidentiality Applicability Information Type
(3 characters + (12 characters + (7 characters + underscore)
underscore) underscore)
e CBI_: a o WXXXXX_CORRES_: Application for Certification
confidential file Correspondence e APP_INI_: Initial Application

o DOXXXXXYYyyyZZZ_ :
any related engine family
information submittals

o BXXXXX_COMMON_:
any Common Information
submittals

e WEvaporative Family
Name_:
an individual evaporative
family related file

Note:

@ «xXXXX" is the first five
characters of a mfr's
engine family name, it
consists of “model year +
EPA MFR code + vehicle
category code”

@ «xXXXX” is the first five
characters of a mfr’s
engine family name, it
consists of “model year +
EPA MFR code + vehicle
category code”; “yyyy” is
the engine displacement
in liters; “ZZZ” is the
manufacturer’s own
engine family designator

G «xXXXX" is the first five
characters of a mfr's
engine family name, it
consists of “model year +
EPA MFR code + vehicle
category code”

) “XXXXE” to be used for
evaporative family and
are the first five
characters of the mfr’s
evaporative family name,
it consists of “model year
+ EPA MFR code +
Evaporative category
code”

submittal

e APP_Cnn_: Running change

e APP_Fnn_: Field fix
(Where nn= 01 ~99 in numerical
order)

o CPPXXXX__: Certification Preview
Plan
(Where XXXX= model year)

Other Standalone Documents
(To be updated as needed)

Request for Approval (REA*®)).

¢ RFA*LAB_: label content

o RFA*DFP__: durability plan

¢ RFA*PHS_: phase-in plan

e RFA*STP_: Special Test Procedure

¢ RFA*NTE_: Not_to_Exceed request

* RFA*WAR_: Warranty Statement

¢ RFA*OBD__: On-Board Diagnostics

e RFA*TRM_: Tamper Resistance
method

e RFA*ABT_: Averaging, Banking,
Trading Plan

¢ RFA*ACD_ Auxiliary Emission
Control Device document

Correspondence (LTR*®)
o LTR*CPP_: Certification Preview
Plan

Compliance Reports (CR#*®®).

e CR#*PDR _: Production report

o CR#*FLT_: Fleet Average report

o CR#*PHS_: Phase-in Compliance
report

o CR#> FEE_: Certification fee report

o CR#*SER_: Service Manual

e CR#*ABT__: Averaging Banking
Trading Summary

Note:
®) «x» glphanumeric (1,2,3... or
A,B,C,..)

® «grshould be 0, 1, 2, 3,... etc.
represents Report No.1 or first
quarter, Report No.2 or second
quarter, ...; for end of year summary
report “#” should be 9
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Table A-3 — File Naming Convention for On-Road and Off-Road Motorcycle and ATVs

A document file name consists of four sections as shown below:
Confidentiality__ Applicability_ Information Type__ Version Indicator. EXT

Each section has elements as listed in the following table:

Section 1 Section 2 Section 3 Section 4
Confidentiality Applicability Information Type Version
(3 characters + (12 characters + (7 characters + underscore) Indicator ©
underscore) underscore) (3 characters)
e CBI_: a Engine Family Name_: Application for Certification e ROO: original

confidential file
that will not be
released to the
public

e FOI _: anon-
confidential file
in which the
manufacturer
removes
confidential
information from
a CBI file so it is
readily
releasable to the
public after
vehicles/engines
are introduced
into commerce

an individual engine family
related file
WXXXXX_COMMON_:
any Common Information
submittals
@IXXXXARB_RED _:
California Red Sticker
vehicles

Evaporative Family
Name_:

an individual evaporative
family related file

Note:

@ «xXXXX” is the first five
characters of a mfr’'s
engine family name, it
consists of “model year +
EPA MFR code + vehicle
category code”

@ «xXXX" is the first four

characters of an EF
name, e.d. “model year
+ EPA MFR code”

e APP_INI_: Initial Application
submittal

e APP_FIN_: Final Application
submittal

e APP_Cnn__: application running
change

e APP_Fnn__: application field fix
(Where nn= 01 ~99 in numerical
order)

Other Standalone Documents
(To be updated as needed)

Request for Approval (REA*®):

e RFA*™ LAB_: label content

o RFA*DFP__: durability plan

o RFA*CAP_: Corp. Ave. plan

e RFA*PLT_: Production Line Testing
Plan

e RFA*STP_: Special Test Procedure

e RFA*ABT_: Averaging, Banking ,
Trading Plan

o RFA*WAR_: Warranty Content

e RFA*FTP_: Functional Test Plan

e RFE*PHS_: Phase In Plan

Correspondence (LTR*®):

o LTR*LOI_: Letter of Intent

Compliance Reports (CR#*®®).

o CR#*DRE__: Defect report

o CR#*PDR __: Production report

e CR#*ABT_ : ABT report

o CR#*PLT_ : Production Line Test
report

e CR#*VIN_: Vehicle VIN report

e CR#>* CAR__: Corporate Averaging
report

o CR#*VER__ : Voluntary emission
recall report

o CR#*QTR_: Quarterly Production
Report (ARB only)

Note:

® «xm glphanumeric (1,2,3... or A,B,C,..)

@ «grshould be 0, 1, 2, 3,... etc.
represents Report No.1 or first quarter,
Report No.2 or second quarter, ...

e RO1: 1%t

revision

e RO2: 2"

revision

Note:

® EPA ONLY
Do not include
version
indicator for
ARB
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Table A-4 — File Naming Convention for Off-Road Documents

A document file name consists of four sections as shown below:

Confidentiality__ Applicability_ Information Type_ Version Indicator. EXT

Each section has elements as listed in the following table:

Section 1

Confidentiality
(3 characters +

underscore)

Section 2
Applicability

(12 characters + underscore)

Section 3
Information Type
(7 characters + underscore)

CBI _: a
confidential file
that will not be
released to the
public

FOI _: anon-
confidential file
in which a
manufacturer
removes
confidential
information
from a CBI file
so it is readily
releasable to
the public after
vehicles/engines
are introduced
into commerce

o XXXXXyyyyZZZ :
any related engine family
information submittals

o OIXXXXX_COMMON_:
any Common Information
submittals

o OXXXXE*YyyZZ77Z_ :

Individual evaporative family

related file for California

Note:
@ XXXXX is the first five

@)

®3)

characters of a mfr’s
engine family name, it
consists of “model year +
EPA MFR code +
vehicle/engine category
code”; “yyyy” is the engine
displacement in liters;
“ZZ7” is the
manufacturer’s own engine
family designator

“XXXX” is the first four
characters of an EF name,
e.g. “model year + EPA
MFR code”

“"XXXXE” are the first five
characters of the mfr's
evaporative family name, it
consists of “model year +
EPA MFR code +
Evaporative category
code”; “yy” is the ARB
evap/permeation code;
“ZZ2ZZ” is the
manufacturer’s own
evaporative family
designator

@) »*» glphanumeric(1,2,3... or

A,B.C,..)

Application for Certification

e APP*Cnn__: application running
change

o APP*Fnn__: application field fix
(Where nn= 01 ~99 in numerical
order)

Other Standalone Documents
(To be updated as needed)

Request for Approval (REA*™):

e RFA*LAB_: label content

e RFA*DFP__: durability plan

¢ RFA*PHS_: Phase-In Plan

e RFA*CAP_: Corp. Ave. plan

e RFA*PLT_: Production Line Testing
Plan

o RFA*ATP_: Alternative Test
Procedure

e RFA*ABT_: Averaging, Banking ,
Trading Plan

¢ RFA*WAR_: Warranty Content

e RFA*OBD__: On-Board Diagnostics

e RFA*TRM_: Tamper-resistance

e RFA*ACD_ : Auxiliary Emission
Control Device

o RFA*ECA_: Engine Cooling (Auxiliary)

e RFA*EVP_: Evaporative Plan

e RFA*OTH_ : Other document

Correspondence (LTR*®):

e LTR*LOI_: Letter of Intent

e LTR*SOC_: statement of compliance

Compliance Reports (CR#*®®).

o CR#*DRE_: Defect Report

o CR#*ABT_: Averaging Banking
Trading Summary

e CR#*QTR_: Quarterly Production
Report (ARB Only)

e CR#*PLT_: Production Line Test
report

e CR#*PHS_: Phase-in Compliance
Report

Note:® "*” alphanumeric(1,2,3... or
A,B,C,..)

® »#should be 1,2,3... etc. Represents
Report No. 1 or first quarter, Report No.
2 or second quarter, ...; for end of year
summary report “#” should be 9
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APPENDIX B.
Document Types and Metadata
for ARB DMS




Table B-1 — On-Road Document Types and Associated Metadata

Document Type

Description

Metadata Name

Valid Values

LD FOIA Certification Application- | Common Section of Certification Manufacturer
Common Section Application FOIA Version Model Year
Application Type Final Part 1
Final Part 2
Vehicle Class PC
PC/LDT
LDT
MDV
Upload Date
LD FOIA TG Certification Specific Test Group Application for | Manufacturer
Application-TG Specific Certification FOIA Version Model Year
Test Group
Application Type Final Part 1
Final Part 2
Vehicle Class PC
PC/LDT
LDT
MDV
Upload Date
LD CBI Certification Application- Common Section of Certification Manufacturer
Common Section Application CBI Version Model Year
Application Type CPP
Initial Part 1
Update Part 1
Final Part 1
Initial Part 2
Update Part 2
Final Part 2
PC
. PC/LDT
Vehicle Class DT
MDV
Upload Date
LD CBI TG Certification Specific Test Group Application for | Manufacturer
Application-TG Specific Certification CBI Version Model Year
Test Group
Application Type Initial Part 1
Update Part 1
Final Part 1
Initial Part 2
Final Part 2

Running Change

Field Fix

Vehicle Class

PC

PC/LDT

LDT

MDV

Upload Date




Table B-1 — On-Road Document Types and Associated Metadata (Cont.)

Document Type

Description

Metadata Name

Valid Values

LD Correspondence Manufacturer Correspondence Manufacturer
Model Year
Upload Date
Correspondence Type Evap
Exhaust
Durability
SFTP
OBD
Misc
Reports Periodic Reports Submitted by Manufacturer
(Post Cert) Manufacturer Report Type Quarterly Prod.
Report
NMOG/VEC Report
Cert Fee Document
Year End Production
Report
Assembly Line
Procedure/Functional
Test Plan
Title 13
Phase-in Plans
Upload Date
Model Year
Publications Publications (i.e. service Manufacturer

(Post Cert)

manuals, owners manuals,
warranty books, etc.)

Publication Type

Warranty Manual

Owners Manual

Service Manual

TSB

Publication Date

Model Year

Model(s)




Table B-2 — Off-Road Document Types and Associated Metadata

Document Type

Description

Metadata Name

Valid Value

ABT Report Manufacturers Averaging, Banking, and | Manufacturer
Trading (ABT) Initial, End-of-Year, and Model Year
Final Reports Approval Num
Category SSIE/LSIE/OFCI/SIME
Common Report Type Initial/End-of-year/Final
Submit Date
Alternate Test Procedure Special Test Procedures used by Manufacturer
the engine manufacturer Submit Date
Approval Num
Engine Family or Common Category SSIE/LSIE/OFCI/SIME
Applicability Engine Family/Evap Family/ Common
Application The Manufacturer’s application for Manufacturer
certification. Submit Date
Model Year
SSIE & OFCI: Engine Family Engine Family
SIME & LSIE: Engine Family or EO Number
Common Category SSIE/LSIE/OFCI/SIME
Auxiliary Emission Manufacturers Documents related to Manufacturer
Control Devices (AECD) Emission Control Devices Model Year
Eng Families
Engine Family or Common Approval Num
Device Type Mechanical/ECM/PCM
Control Type Idle/Full Throttle/ Intermediate/Other
Applicable Engine Family/Evap Family/ Common
Category SSIE/LSIE/OFCI/SIME
Submit Date
Auxiliary Engine Cooling Information relating to Engines' Manufacturer
(SORE) Auxiliary Cooling method Submit Date
Cool method AC/Blower/Fan/NA/Other
Engine Family or Common Approval Num
Applicable Engine Family/Evap Family/Common
Corporate Average Plan Plans used by manufacturers who Manufacturer
participate in the Averaging, Banking, Model Year
and Trading (ABT) program. Credit Type credit/debit
Trading Yes/No
Common Submit Date
Category SSIE/LSIE/OFCI/SIME
Approval Num
Cover Letter or Statement | Outlines the Engine Family being Manufacturer
of Compliance Letter certified, the statement of compliance Model Year
[/Letter of Intent and any additional information the Category SSIE/LSIE/OFCI/SIME
(will make allowances for manufacturer wishes to convey to the Submission Date
additional information) cert. engineer Applicable Engine Family/Evap Family/ Common
LOI: Outlines Manufacturer's intent to
certify engines for sale in California
Engine Family or Common
EPA Certificate of The U.S. EPA’s Certificate of conformity | Manufacturer
Conformity which authorizes the manufacturers to Model Year
sell in the other 49 states. Cert Number
Effective Date
Engine Family Issue Date
FEL Yes/No

Engine Family




Table B-2 — Off-Road Document Types and Associated Metadata (Cont.)

Document Type

Description

Metadata Name

Valid Value

Emission Durability Plan Emission Durability Test Plans Manufacturer
Submit Date
Approval Num
Engine Family or Common DF Hours
Category SSIE/LSIE/OFCI/SIME
Emssn Type Evaporative/Exhaust
Applicable Engine Family/Evap Family/ Common
Emission Label Format Format that the manufacturer intends Manufacturer
to use for its emission labels Submit Date
Eng Family
Engine Family or Common Approval Num
Label Type Engine/Air Index/Other
Category SSIE/LSIE/OFCI/SIME
Applicable Engine Family/Evap Family/Common
Emission Warranty The warranty statement that the Manufacturer
Statement manufacturer submits Submit Date
Eng Family
Engine Family or Common Approval Num
Category SSIE/LSIE/OFCI/SIME
Applicable Engine Family/Evap Family/ Common
Internal Document Documents used and distributed by ARB Submit Date
Staff and strictly for ARB internal use Type Letter/Email/Mailout MAC/Other
Subject
Category SSIE/LSIE/OFCI/SIME
Onboard Diagnostics Onboard Diagnostics information Manufacturer
(OBD) (Marine) Submit Date
Engine Family or Common Approval Num
Applicable Engine Family/Evap Family/ Common
Other Any Additional Documents that Manufacturer
Manufacturers wish to submit Submit Date
Applicable Engine Family/Evap Family/ Common
Engine Family or Common Eng Family
PLT Sampling Plan Production Line Testing sample plan Manufacturer
submitted by manufacturers prior to Model Year
production Approval Num
Plan Type 1%/CumSum
Common Submit Date
Category SSIE/LSIE/OFCI/SIME
Phase-In Plan Plans used by manufacturers to outline Manufacturer
their intentions to meet new regulations Model Year
or production requirements Credit Type credit/debit
Trading Yes/No
Common Submit Date
Category SSIE/LSIE/OFCI/SIME

Approval Num

Phsin Months

Running Change Supporting documents related to changes | Manufacturer
Document made to engine family after the engine Model Year
has been certified Eng Family
EO Number
Engine Family Change Made ECS, Model, Part, Corrections, Other
Submit Date
Category SSIE/LSIE/OFCI/SIME
New EO Num
Tamper Resistance Manufacturers documents related to their Manufacturer
meeting tamper resistance requirements Submit Date
Approval Num
Engine Family or Common Parts Mfr
Category SSIE/LSIE/OFCI/SIME
Applicable Engine Family/Evap Family/Common
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	1. INTRODUCTION TO ARB DMS 
	1. INTRODUCTION TO ARB DMS 
	To facilitate the submission and review of large volumes of certification documents submitted by both on- and off- road manufacturers, the California Air Resources Board (“ARB”) is using OpenEDMS, a customized Data Management System (hereinafter called “DMS”) from Altimate Systems Inc., for storing and processing supporting certification documentation.  
	ARB will use the DMS to enhance the efficiency of the certification application review process by automatically routing relevant documents directly from manufacturers to designated ARB certification staff.   Figure 1-1 illustrates how authorized manufacturers can upload and submit their certification supporting documents to the ARB DMS electronically from any location at any time through the internet. 
	Figure 1-1 The ARB DMS Diagram 
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	The contents of this User’s Guide are organized and divided into the following sections based on the major steps manufacturers will follow to submit their documents to the ARB DMS via internet.  Steps for DMS submissions and the corresponding sections detailing each step are illustrated in Figure 1-2. 
	Figure 1-2 The Major Steps of Document Submission to the ARB DMS 
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	2. 
	DOCUMENT PREPARATION 

	2. DOCUMENT PREPARATION 
	In this section, manufacturers will learn how to name and prepare the documents for submission to the ARB DMS. This includes: 
	• 
	• 
	• 
	Electronic File Naming Convention 

	• 
	• 
	Directory Tree Structure 

	• 
	• 
	Document Types and Metadata 


	2.1 ELECTRONIC FILE NAMING CONVENTION 
	The appropriate naming convention must be used to prepare the documents before uploading to the DMS. ARB’s naming convention has been harmonized with the United States Environmental Protection Agency (U.S. EPA) for the motorcycle category with the exception of the version number.  The ARB DMS handles version control automatically by advancing the version number with each subsequent, identically named file received in the system.  It is important that the version control number used by the U.S. EPA’s file na
	Currently, ARB’s naming convention is only harmonized with the U.S. EPA in the motorcycle category. However, ARB has applied this convention to all other categories and will work to harmonize the file naming convention with the U.S. EPA in those categories in the future. 
	ARB’s naming convention consists of the three categories listed below: 
	• 
	• 
	• 
	Confidentiality: Figure 2-1 

	• 
	• 
	Applicability: Figure 2-2 

	• 
	• 
	Information Type: Figure 2-3 


	Example 2-1 Example of ARB’s File Naming Convention 
	CBI_7AM4M_Common_RFA1ABT_.pdf● ● ● Applicability Information Type Confidentialty 
	(3 Characters + Underscore) (12 Characters + Underscore) (7 Characters+ Underscore ) 
	Figures 2-1 through 2-3 provide examples of each element of ARB’s naming convention. 
	Figure 2-1 ARB’s Electronic File Naming Convention ― Confidentiality 
	CBI_7AM4M_Common_RFA1ABT_.pdf 
	CBI_7AM4M_Common_RFA1ABT_.pdf 
	● 
	● 
	Confidentialty 

	(3 Characters + Underscore) 
	“Confidentiality” type: 
	“Confidentiality” type: 
	•CBI_: Documents with Confidential Business Information with non-confidential information included 
	Figure 2-2 ARB’s Electronic File Naming Convention ― Applicability 



	CBI_7AM4M_Common_RFA1ABT_.pdf 
	CBI_7AM4M_Common_RFA1ABT_.pdf 
	● 
	(12 Characters + Underscore) 
	Applicability 
	“Applicability” type associates the document with the engine family/test group or evaporative family by showing the family name as illustrated below: XXXXX_Common_: any documents common to more than one Engine Family/Test Group “7AM4M_Common_” 
	Figure 2-3 ARB’s Electronic File Naming Convention ― Information Type 

	CBI_7AM4M_Common_RFA1ABT_.pdf 
	CBI_7AM4M_Common_RFA1ABT_.pdf 
	(7 Characters + Underscore) 
	● Information Type 
	“Information” type includes the following naming options: Standalone Documents (To be updated as needed) 
	• RFA*XXX_: Request For Approval, 
	Where “XXX_” may include: ABT_: Averaging, Banking, and Trading Plan 
	Please see Tables A-1 through A-4 in Appendix A for complete descriptions of ARB’s Guidance on Electronic File Naming Convention for on-road and off-road categories. 
	2.2 DIRECTORY TREE STRUCTURE  
	The manufacturer’s directory trees are organized by file folders depicting the applicable business practice of each category.  An example of the directory tree structure for on-road Passenger Car/Light Duty Truck (PC/LDT), Medium Duty Vehicle (MDV) and off-road Spark Ignition Marine Engine (SIME) categories are presented in Figures 2-4 and 2-5, respectively.  The directory tree structure for all other categories will be provided as an appendix in the future. 
	Figure 2-4 The Directory Tree of On-Road Medium-Duty Vehicles (MDV), Passenger Cars/Light-Duty Trucks (PC/LDT) Categories 
	Figure 2-5 The Directory Tree of Off-Road Spark-Ignition Marine Engine (SIME) Category ●MFR Root Directory Off-Road Category Directory : LSIE/SSIE/SIME/OFCI  ● ●Model Year Directory ● ● CBI: Folder for required Confidential Business Information Documents ● ● FOI: Folder for optional Freedom of Information Documents ● ● Common: Directory for Common Documents associated with Multiple Engine Families Engine Family: Directory for Documents associated with Specific Engine Family Exhaust Certification Directory C
	2.3 DOCUMENT TYPES AND METADATA 
	When uploading a document to the ARB DMS, manufacturers must choose the correct document type. The document type makes it easy to identify the contents of your uploaded file and to identify the correct workflow process (see Section 5).  Documents must be placed in the applicable folders of the directory tree so that an appropriate document type can be selected and the workflow process can function properly.  Documents not properly submitted will be deleted and the manufacturer will be required to resubmit t
	Additionally, after you select a document type in the DMS, you will have to complete the “metadata” attributes applicable to that specific document type.  Metadata attributes are unique to each document type and allows the system to identify and locate a document by using specified attributes. 
	Each distinct document type will be identified by a system-generated ID and a unique series of fully searchable, user-defined metadata attributes which can be created and saved in the system.  Metadata attributes are an essential component of document management.  They not only provide the basis for a document index, but serve as useful search criteria to greatly reduce the margin of unrelated search results. 
	When conducting an advanced search (see Section 6.4), any number or combination of selected metadata attributes can be used to locate any particular document. 
	For example, the SIME ABT Report document type has metadata attributes: Manufacturer, Model Year, Approval Number, Category, Report Type, and Submit Date. 
	Metadata attributes dialog box 
	Figure
	The metadata fields denoted with an asterisk “*”are required.  Those fields must be completed before the document can be uploaded to the applicable folder in the DMS.  However, manufacturers are encouraged to fill in the optional metadata fields to enhance the system’s search results and to maximize the effectiveness of the search engine.  Figures 2-6 and 2-7 list available document types assigned to the folders in the directory tree of the on-road MDV, PC/LDT and off-road SIME categories, respectively. 
	● ARB LETTERS : Light Duty (LD) Correspondence  TG(n) Specific : LD CBI Test Group (TG) Certification Application –TG Specific ● Correspondence and subfolders : Correspondence ● ● Common Info : LD CBI Certification Application - Common Section TG(n) Specific : LD FOIA TG Certification Application TG Specific ● ● Common Info : LD FOIA Certification Application-Common Section  CBI Post certification and subfolders : Reports ● ● Publications and subfolders : Publications  
	Figure 2-6 Assigned Document Types for the Folders in the Directory Tree ― On-Road MDV and PC/LDT Categories 
	Figure 2-6 Assigned Document Types for the Folders in the Directory Tree ― On-Road MDV and PC/LDT Categories 


	● ● COMMON CBI (Required) and FOI (Optional) Folders • Application • Emission Durability Plan • Alternate Test Procedure • Emission Label Format • Emission Warranty Statement • Corporate Average Plan  • PLT Sampling Plan • Cover Letter/SOC/LOI • PLT Report • ABT Report • Tamper Resistance • Onboard Diagnostics (OBD) • Auxiliary Emission Control Devices ● ●Exhaust Certification Directory ENGINE FAMILY  CBI (Required) and  FOI (Optional) Folders • Application • Emission Durability Plan • Alternate Test Proced
	Figure 2-7 Assigned Document Types for the Folders in the Directory Tree ― Off-Road Spark-Ignition Marine Engine (SIME) Category 
	Figure 2-7 Assigned Document Types for the Folders in the Directory Tree ― Off-Road Spark-Ignition Marine Engine (SIME) Category 


	Please see Tables B-1 and B-2 in Appendix B for available document types with their associated metadata attributes for on-road PC/LDT, MDV and off-road SIME categories, respectively. 
	3. 
	GETTING STARTED 

	3. GETTING STARTED 
	3. GETTING STARTED 
	In this section, manufacturers will learn how to get started with the ARB DMS, including: 
	• 
	• 
	• 
	Connecting to ARB DMS 

	• 
	• 
	Changing User Password 


	3.1 CONNECTING TO ARB DMS 
	3.1 CONNECTING TO ARB DMS 
	Prior to accessing the ARB DMS, manufacturers and authorized users are required to obtain their “User Name” and “Password” from ARB.  Using their assigned user name and secure password, manufacturers can then access the ARB DMS over the Internet from anywhere at anytime using the supported web browsers: Microsoft Internet Explorer 6.0+ and Netscape Navigator 7.0+.  
	The steps used to connect to the ARB DMS are described below and illustrated in Figure 3-1.  
	STEP 1― In your web browser, go to the ARB DMS User Login Page at: 
	https://secure.arb.ca.gov/certdms 
	https://secure.arb.ca.gov/certdms 
	https://secure.arb.ca.gov/certdms 


	STEP 2― Input your assigned “User Name” and “Password”, please note that the password is  case-senstive. STEP 3 ― Select the appropriate domain, “ARB_ON_ROAD” or “ARB_OFF_ROAD”.  STEP 4 ― Next, click on the “Sign In” button to login to the ARB DMS. 
	Figure 3-1 The ARB DMS’s User Login Screen 
	Figure

	3.2 CHANGING USER PASSWORD 
	3.2 CHANGING USER PASSWORD 
	Manufacturers must change their assigned password after the first login.  To do this, click on the user ID displayed at the bottom of the active window (e.g. Mfr XXX @ ARB_OFF_ROAD as shown in Figure 3-2) to open the User Profile screen in Figure 3-3. 
	Figure 3-2 How to Change the User Password ― the File Browser Screen 
	● Navigation Menu 
	STEP 1 ― From the User Profile screen (see Figure 3-3), type your new password in both input boxes: “New Password” and “Confirmation.” 
	STEP 2 ― Next, click on the “Update” button to complete your password change. 
	STEP 3 ― Exit the User Profile screen by clicking File Management in the Navigation Menu to return to the File Browser screen. Do not click on the “Back” button otherwise you will get an error message.  
	Figure 3-3 How to Change User Password ― the User Profile Screen 
	● Change User Password ●●●●●● ●●●●●● 
	4. 
	FILE MANAGEMENT 

	4. FILE MANAGEMENT 
	In this section, manufacturers will learn the following basic features in the ARB DMS File Browser screen: 
	• 
	• 
	• 
	The File Browser Screen Layout 

	• 
	• 
	Directory Navigation 


	• Uploading Documents to ARB DMS Additional features included in the File Browser screen will be covered in Section 6. 
	4.1 THE FILE BROWSER SCREEN LAYOUT 
	Once logged in, you will only see your own manufacturer root directory in the DMS File Browser screen based on your assigned DMS “Access-control” permission. You can navigate your directory tree from the File Management> File Browser screen. The File Browser provides a repository view of all available content stored in the active domain.  Figure 4-1 provides an example of the File Browser screen layout for off-road SIME category. 
	User ID and Current Domain Name ● ● Navigation Menu: quickly access various domain sectors and functions ● ● Search Tool Menu: Perform Simple Search and Advanced Search ● Calendar & Event Manager ● Manufacturer Directory Tree Structure ● Document Status ● Show/Hide Menu Embedded Toolbar: Perform basic file and folder operations 
	Figure 4-1 File Browser Screen Layout for Off-Road SIME Category  
	Figure 4-1 File Browser Screen Layout for Off-Road SIME Category  


	In the File Browser, the Embedded Toolbar (see Figure 4-2) provides a simple set of functions readily accessible. Depending on the assigned access permissions, you may perform only part of the following actions from the toolbar: 
	Figure 4-2 File Browser> Embedded Toolbar 
	Figure
	: 
	Create

	The Create function in the toolbar is used to upload new files to the DMS and to create new folders, text files, template files, files from template, URLs, forums, and shortcuts. 
	: 
	Edit

	This Edit function allows authorized users to cut, copy, paste, and delete selected files or folders under the target directory in which they have assigned permission for file or folder modification or deletion. In the ARB DMS, manufacturers are not allowed to delete the files after they are uploaded to the DMS. If a manufacturer needs to delete an uploaded file, the manufacturer needs to contact its designated certification staff to do so. 
	: 
	View

	By using the View function, manufacturers can change the display setting by switching between two view options: Flat View and Tree View. The default view of DMS  is “Flat View.”  To change the default view, click “View” in the tool bar to switch the view setting to “Tree View.”  Screen snap shots of both “Flat View” and “Tree View” are provided in Figures 4-3 and 4-4, respectively. 
	Figure 4-3 File Browser ― Flat View 
	Figure
	Figure 4-4 File Browser Screen ― Tree View 
	Figure 4-4 File Browser Screen ― Tree View 


	4.2 DIRECTORY NAVIGATION 
	Depending on the view setting, “Flat View” or “Tree View,” the manufacturer can expand the root directory to open its subdirectories or subfolders by using one of the following options: 
	• 
	• 
	• 
	Option 1― In either “Flat View” or “Tree View,” directly click the name of the directory or folder. 

	• Option 2― In “Flat View,” left click the directory or folder icon to open the drop-down file operational menu and select “Open.” 
	Figure

	• 
	• 
	Option 3― In ”Tree View,” click the 


	to expand the directory. 
	Figure

	Option 1 Option 2 Option 3 ●● ●● Tree View
	Flat View 
	In the File Browser screen, manufacturers may find the directory tree structure similar to those commonly seen in the Microsoft Windows Operating System. You can navigate to the desired directory or folder using the above options. 
	Additionally, you will also find the following icons useful for quick navigation. 
	Flat View: ●Quickly navigate to the System Root Directory. ● ● The path of the previous folder level to the current folder level. ● Back to the previous folder level. Quickly navigate to the directory that was set up as the Home directory using           in the embedded toolbar. Previous folder level. ● 
	Tree View:  
	●Quickly navigate to the System Root Directory. Quickly navigate to the directory that was set up as the Home directory using           in the embedded toolbar. ● 
	4.3 UPLOADING DOCUMENTS TO ARB DMS 
	After the documents are appropriately prepared and named, you are now ready to upload the documents to the desired folders in your own manufacturer directory.  
	Please note that for Off-Road Categories, manufacturers are required to upload the documents with Confidential Business Information (CBI) to their CBI folders for review.  Submitting a copy of the same documents without confidential business information or Freedom of Information (FOI) to their corresponding FOI folders is optional.  Manufacturers can choose to either upload both CBI and FOI versions to the DMS at the same time or can upload the FOI version to the DMS if and when ARB receives a Public Record
	As an example, consider an off-road SIME manufacturer (Mfr XXX) who has prepared a file and named the file as: “CBI_7ABCM_Common_RFA1ABT_.pdf.”  Based on the “ARB’s Guidance on Electronic File Naming Convention” described in Section 2.0 and Appendix A, Mfr XXX shall upload the file to the CBI folder under the Common directory of 2007 Model Year Exhaust directory. 
	Please see the following step-by-step example of how to upload this document to the desired CBI folder in the Mfr XXX directory.   
	STEP 1 ― Navigate to the desired folder (e.g., CBI folder under the Common directory). Please make sure you have navigated to the desired folder since the file will be uploaded to the folder in which the “Create” function was executed.  See Figure 4-5. 
	Figure 4-5 How to Upload the Documents to the ARB DMS ― Directory Navigation 
	● STEP 1. Navigate to the desired folder in which you want to upload the file. 
	STEPS 2 & 3 ― Once in the desired CBI folder, click the “Create” menu on the embedded toolbar and select the ”File” function to open the Upload File screen as shown in Figure 4-6. 
	● ● STEP 3. Click “ File” icon to open “Upload File” dialog box. STEP 2. Click “Create” icon on the embedded toolbar to show the drop-down Menu. 
	Figure 4-6 How to Upload the Documents to the ARB DMS ― Create (Upload) File 
	Figure 4-6 How to Upload the Documents to the ARB DMS ― Create (Upload) File 


	STEP 4 ― When the Upload File screen opens, click the “Browse” button to browse and select the local files to be uploaded to the DMS server. See Figure 4-7. 
	STEP 5 ― Once the desired local file has been selected, both the Save As and the File Title fields will automatically assume the source file name (e.g. CBI_7ABCM_COMMON_RFA1ABT_.pdf).  An alternate file name can be assigned in the Save As input-box. This is the name used to save your document in the repository.  We recommend that you do not modify the File Title. The system will save the source name in the File Title and you can use it to compare the source name (original name) with the target name (name sa
	STEP 6 ― Next, select a corresponding document type from the “Document Class(es)” list box and click “ Selected Document Class(es)” box. In this example, we selected the “ABT Report” document type. 
	” to add this specific document type to “
	Figure

	STEP 7 ― Double click on the selected document type (e.g., ABT Report) to open the “File Metadata Dialog box.” Fill in the required metadata attributes as indicated with “*.” 
	Optional metadata attributes shall also be provided to facilitate identification and classification as well as enhance file searches.  Once the metadata attributes are completed, click on the “OK” button to close the metadata dialog box.  
	STEP 8 (Optional) ― In the Upload File dialog box, you can also provide a brief abstract for the selected file. Use it as a tool to communicate something important about the document with your assigned ARB staff representative and/or to easily remember the main content of the document without opening it. If you have more than one version you can also summarize the main differences of each version. 
	STEP 9 (Optional) ― You also have the option to convert the selected file to PDF format or keep the original document as is. You may want to retain the source document in the original format and 
	upload a PDF version. The system provides a PDF converter.  To do so, select the check-box “Convert to PDF” and the system will upload a PDF version.  If you also select the check box “Keep the original,” the system will upload two copies: the original format and a PDF format document.  To upload the original format only, you do not need to select any of these two check boxes.  
	STEP 10 ― To complete the process, click on the “Upload” button to upload the file to the folder where you executed the Create function. In this example, the example document was uploaded to the Common\CBI folder. 
	Figure 4-7 How to Upload the Documents to the ARB DMS ― Upload File Dialog Box 
	STEP 4. Browse and select a local file and upload it to the DMS. 
	● 
	● 
	● 
	STEP 5. Specify a file name, if necessary (default would be source file name). STEP 8. (Optional) Provide a brief abstract for the selected file. 
	STEP 5. Specify a file name, if necessary (default would be source file name). STEP 8. (Optional) Provide a brief abstract for the selected file. 
	● 

	Figure
	● 
	STEP 6. Designate the new file as a particular document type. 
	STEP 7. Double click the selected document type to open the Metadata dialog box. Fill in all data.  Metadata fields denoted with an asterisk “*” are required fields. Upon approval, an approval number will be completed by ARB Staff. 
	● STEP 10. Click on the “Upload” button to upload the file. ● STEP 9. (Optional) Convert the document to PDF format. 
	A base version number (e.g., 1.0 by default) will be assigned automatically to the new document once it is uploaded into the desired folder.  All newly uploaded files are immediately searchable for rapid retrieval and convenient ease of access.  The status of the newly submitted document is assigned as “Draft” by default. See Figure 4-8. 
	Figure 4-8 How to Upload the Documents to the ARB DMS ―Version Number and Document Status 
	● The version number of the newly submitted document is “1.0,” which is automatically assigned by the DMS system. ● The status of the newly submitted document is “Draft,” which is automatically assigned by the system. 
	The uploaded file is now ready to be submitted into the ARB DMS Workflow Process.  Please note that if the file has been named incorrectly, ARB staff will delete the file and ask the manufacturer to resubmit the file with the proper file name.  Additionally, the file must be submitted to the Workflow in order for documents to be reviewed by ARB staff.  If it is not submitted, staff will not receive notification that new documents have been submitted for review. 
	5. 
	WORKFLOW PROCESSES 

	5. WORKFLOW PROCESSES 
	In this section, manufacturers will learn how to submit uploaded documents to Workflow Processes in the ARB DMS. Only documents submitted to Workflow Processes will be reviewed by ARB staff. 
	• 
	• 
	• 
	Introduction to Workflow Processes 

	• 
	• 
	List of Workflow Templates for On-Road and Off-Road Manufacturers 

	• 
	• 
	Submitting Documents to Workflow Processes 

	• 
	• 
	Checking the Status of Documents Submitted to the Workflow Processes 

	• 
	• 
	Submitting Additional Documents to the Workflow Process 


	5.1 INTRODUCTION TO WORKFLOW PROCESSES 
	The ARB DMS Workflow System is designed to facilitate and streamline document review, processing, and approval. All electronic documents submitted to the workflow for processing are automatically routed to the workflow participants for review.  With automatic task routing, the designated workflow participants (e.g., ARB certification staff) are notified when new submissions are made by manufacturers.  It is important that manufacturers submit their files to the workflow or ARB staff will not receive notific
	Figure 5-1 Flow Chart of the DMS Workflow Process 
	Manufacturer submits certification documents to the DMS workflow. Manufacturer will be notified of rejection. Manufacturer will be notified regarding approval. Approved DMS automatically notifies the assigned ARB staff  Rejected Pending ARB staff requests further information from the manufacturer. Certification staff review. 
	● ●● Click to review only “Pending” Processes. Click to review only “Finished” Processes. ● The date on which each process was initiated. Submit additional documents for processing. ● Date filter: search for the workflow process based on the specified date criteria. 
	Figure 5-2 Workflow Manager ― Process Manager 
	Figure 5-2 Workflow Manager ― Process Manager 


	5.2 LIST OF WORKFLOW TEMPLATES FOR ON-ROAD AND OFF-ROAD MANUFACTURERS 
	In the ARB DMS, the workflow templates are defined based on specified document types and their review and approval processes. Tables 5-1 and 5-2 list available workflow templates for the on-road LD and the off-road SIME categories, respectively.  The workflow templates for other certification categories will be defined and added before their phase-in into the ARB DMS. 
	Table 5-1 Workflow Templates for the On-Road LD Category 
	No. 
	No. 
	No. 
	Workflow Template Name 
	Document Types 

	1 
	1 
	FOIA LD Application Submission 
	• LD FOIA Certification Application –Common Section • LD FOIA Certification Application - TG Specific 

	2 
	2 
	CBI LD Application Submission 
	• LD CBI Certification Application –Common Section  • LD CBI Certification Application TG Specific 
	-


	3 
	3 
	LD Correspondence Submission 
	• LD Correspondence 

	4 
	4 
	LD Post Certification Submission 
	• Reports 

	5 
	5 
	LD Publication Submission 
	• Publications 


	Table 5-2 Workflow Templates for the Off-Road SIME Category 
	No. 
	No. 
	No. 
	Workflow Template Name 
	Document Types 

	1 
	1 
	Approval of Certification Applications 
	• Application 

	2 
	2 
	Approval of Certification Support Documents 
	• Emission Durability Plan • Alternate Test Procedure • Emission Label Format • Emission Warranty Statement • Corp Avg Plan  • PLT Sampling Plan • Cover Letter/SOC/LOI • Running Change Document • Tamper Resistance • Onboard Diagnostics (OBD) • Auxiliary Emission Control Devices • Phase-in Plan • EPA Certificate of Conformity 

	3 
	3 
	Approval of Mfr ABT or PLT Report 
	• ABT Report  • PLT Report 


	5.3 SUBMITTING DOCUMENTS TO THE WORKFLOW PROCESSES 
	In Section 4, you learned how to upload documents to the desired folders.  In this section, you will learn how to submit the uploaded documents to the DMS workflow processes. 
	Using the same example from Section 4, below is a step-by-step demonstration of how to submit the uploaded documents to the intended workflow processes.  Figures 5-3 and 5-4 illustrate all the steps through screen snap shots. 
	STEP 1 ― Left click on the document icon 
	 thatyou want to submit to the workflow process.  This will open a drop-down file operational menu.  
	Figure

	STEP 2 ― Click on the “Submit to Workflow” function and the Workflow Manager Screen will appear. 
	Figure 5-3 How to Submit Documents to the Workflow Processes ― Submit to Workflow 
	STEP 1. Left click the document  icon to open the file operational drop-down Menu. 
	● 
	STEP 2. Click “Submit to Workflow” to submit the document to appropriate workflow processes. ● ● Note: The document status is “Draft” before the document is submitted to workflow. 
	Based on the document type of the file (e.g., ABT report), you will see the available active workflow template(s).  The workflow template only accepts documents submitted from the repository if a document type has been previously associated to the workflow.  In this example, you will see “Approval of Mfr ABT or PLT Report” is the only available active workflow template since Mfr XXX is submitting the document with the ABT Report document type. Please refer to Tables 5-1 and 5-2 in Section 5.2 to identify th
	STEP 3 ― Select the available active workflow template.  Once selected, the name of the template will be immediately shown next to “Template Name:”.   
	STEP 4 ― Provide a “Process Name” which is meaningful to you for future reference or search index. The process name that you provide will be used as the process name of your submission.  If additional information is needed, you will receive an e-mail notification making reference to this name. You can use your ARB manufacturer code, followed by the document type underscore followed by a number.  You may also use the filename of the document. 
	STEP 5 ― Click on the “Submit” button. The DMS will then automatically route the document to the selected workflow and add it to the queue of the ARB staff assigned by the workflow template. The assigned certification staff will be automatically notified via e-mail of the new document submission. 
	Figure 5-4 How to Submit Documents to the Workflow Processes ―Workflow Manager >Submit New Document(s) 
	STEP 3.  Select one appropriate active workflow template from the available list. 
	● 
	STEP 4. Add Process Name and Comments, if necessary. 
	● 
	● 
	● STEP 5. Click “Submit” button to submit the document to selected workflow template. 
	Note: Manufacturers will not automatically receive a notification after the new document is submitted to the workflow process. At any time, manufacturers can log in to the DMS to check the status of their documents as described in next section. 
	5.4 CHECKING THE STATUS OF DOCUMENTS SUBMITTED TO WORKFLOW PROCESSES 
	Manufacturers can use the following two methods to check if the documents were submitted to the DMS workflow processes. 
	(1) From Workflow Manager ― Process Manager Screen 
	Once you click the “Submit” button as seen in Figure 5-4, the Process Manager screen under the Workflow Manager Section will appear (see Figure 5-5). In this screen, you will see a list of your pending processes. Your document was successfully submitted to the workflow process if it is listed on this screen. In Figure 5-5, we see that our example of ABT report has been submitted successfully since the process name called “Request for Approval of Mfr XXX’s Final ABT Report” is listed in the pending process. 
	Figure 5-5 Checking the Status of Documents Submitted to the Workflow Process ― Workflow Manager >Process Manager Screen 
	● The Workflow Template in use ● ● The date on which each process was initiated Pending Workflow Process 
	(2) From File Manager—File Browser Screen 
	Another method to check the status of documents submitted to the workflow is shown in Figure 5-6. From the File Browser screen under the File Manager, you notice that the status of this document has changed from “Draft” to “Pending.” In addition, a small gear icon  is also present, indicating that the document has been submitted to the workflow process successfully. As a document progresses through the ARB review process, its status will change accordingly (e.g., received, invalid, approved or rejected, etc
	Figure

	Figure 5-6 Checking the Status of Documents Submitted to the Workflow Process ― File Manager>File Browser Screen 
	● ● Please note the document status has changed from “Draft” to “Pending.” A small gear icon  shows that the document was submitted to the workflow process successfully. 
	5.5 SUBMITTING ADDITIONAL DOCUMENTS TO THE WORKFLOW PROCESS 
	Upon reviewing a document, the ARB certification staff may request corrections or need additional information. Below please see a step-by-step example of how additional documents can be submitted to an existing workflow process. These steps are also illustrated in Figures 5-7 through 5-9. 
	STEP 1 ― Click “Workflow Manager” in the Navigation Menu to go to Workflow Manager>Process Manager Screen. Select the particular workflow process where you would like to submit additional documents. 
	STEP 2 ― Click on the “Add Doc” button to add the document(s) to the workflow. 
	Figure 5-7 How to Submit Additional Documents to an Existing Workflow Process ― Workflow Manager>Process Manager Screen 
	● STEP 1. - Go to “Workflow Manager.” - Select the particular workflow process where you want to add a new document.   ● STEP 2. Click on the “Add Doc” button to add the document(s) to the workflow. 
	STEP 3 ― After the “Add Doc” button is clicked, the “Add Document(s)” dialog box will appear.  In this dialog box, you can click on the “Browse” button to browse and add the documents from your local hard drive(s) or you can click on the “Add” button if you want to add the documents that have already been uploaded and stored in your DMS manufacturer directory repository.   
	You can click on the “Add File” button if you want to upload additional files from your local hard drive and submit to the particular workflow process.  
	STEP 4 ― To set or modify the document properties, click on the “Set Properties” button to open the “Add new file to workflow” dialog box.  In this dialog box, choose the correct document type and complete the metadata fields as required.  Please refer to Section 4.3 for the steps to set up the document properties and complete the metadata information.  Once you are done, click the “Save” button to close the dialog box.  Please remember that when submitting a new version of a file, the file name must be ide
	STEP 5 ― Click on the “Submit” button to complete the submission of your additional documents to the particular workflow process. 
	Figure 5-8 How to Submit Additional Documents to an Existing Workflow Process ― Add Document(s) Dialog Box 
	STEP 5. Click on “Submit” button to submit the selected documents to the particular workflow process. ● ● STEP 4. Set or modify the document properties, if necessary. ● ● ● STEP 3. Browse and add documents from local hard drive(s) or add the uploaded documents already stored in the DMS system. Set or modify the document properties, if necessary. 
	● 
	STEP 6 ― To check the status of your additional submission, go to File Management> File Browser and navigate to the folder where the original document submitted to workflow is being stored (e.g., CBI folder). You will find here the display of the additional document that you just submitted to the same workflow. 
	Figure 5-9 How to Submit Additional Documents to a Specific Workflow Process ― Checking the Document Status in File Browser Screen 
	● ● STEP 6. Go to File Management> File Browser and navigate to the folder where the original document submitted to workflow was stored (e.g., CBI folder). You will find here the display of the additional document that you just submitted to the same workflow. 
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	6. ADDITIONAL ARB DMS FEATURES  
	6. ADDITIONAL ARB DMS FEATURES  
	In this section, you will learn how to use the following additional features in the ARB DMS, including: 
	• 
	• 
	• 
	Linking Files 

	• 
	• 
	Document Check-Out/Check-In 

	• 
	• 
	Version Comparison and Promotion  

	• 
	• 
	Simple Search and Advanced Search 


	6.1 LINKING FILES 
	6.1 LINKING FILES 
	Using the DMS Link Management feature, you can link related documents or supporting material stored in remote folders across the repository for convenient document referral and comparison.  For example, if you submitted a durability plan two years ago and it is still applicable, you do not need to resubmit it. You only need to link the existing durability plan with the applicable engine family or test group document. You should then write a clarification note in the comment box when submitting your engine f
	Below are step-by-step examples of how to perform the file linking. 
	STEP 1 — To add a link, first left click on the icon of the source document.  This will open a drop-down file operational menu. See Figure 6-1. 
	Figure 6-1 How to Perform the File Linking — File Browser Screen>Link Management Function 
	● STEP 2. Click “Link Management” to open the File Link dialog box in Figure 6-2. STEP 1. Click the file icon next to the source document that you want to link with other related files. ● 
	STEP 2 — Click on the Link Management menu item as shown in Figure 6-1 to open the File Link dialog box as seen in Figure 6-2. 
	Figure 6-2 How to Perform the File Linking— File Link dialog box 
	Figure
	STEP 3 — Click on the “Create” button in Figure 6-2 to open the “Select File Link” dialog box in Figure 6-3. 
	Figure 6-3 How to Perform the File Linking — “Select File Link” dialog box 
	Figure
	Note: Choose “Related” in the “Link” pull down menu.  Related indicates that the files are related to each other.  The other items listed are not applicable. 
	STEP 4 — Navigate to the target document and click on its checkbox to select it.  Once the document is selected, if necessary, click on the drop-down Link Type list to specify the nature of the linked document’s relationship to the source document. 
	STEP 5 — Click on “Add Link” button to link the selected document(s) to the source document. 
	STEP 6 — Click on the view properties icon  to display the properties of the linked document as shown in Figure 6-4. 
	Figure

	Figure
	Figure 6-4 How to Perform the File Linking — View Properties 
	Figure 6-4 How to Perform the File Linking — View Properties 



	6.2 DOCUMENT CHECK-OUT/CHECK-IN 
	6.2 DOCUMENT CHECK-OUT/CHECK-IN 
	In the ARB DMS, the “check-out/check-in” mechanism protects document integrity by preventing users from making simultaneous changes, by forestalling inadvertent overwrites of important data, and by ensuring that the most current document version is always displayed in the File Browser. 
	In order to effect changes to a document stored in the repository, the file must first be checked out (i.e., downloaded to a local machine) before an updated version containing the saved changes is checked back in (i.e., uploaded back to the server).  Below please see an example of check-out/checkin status of the two documents. 
	-

	Figure 6-5 Check-out/Check-in Status of Documents 
	Document is checked-in 
	Figure
	Document is checked-out 
	The small padlock icon indicates whether the file is currently checked-in ( ) or checked-out ( ). When a document is checked-out, its contents may still be viewed by other users but no further changes are permitted until the file has been checked back in. 
	Figure
	Figure

	To check a file out of the repository, click on the small open padlock icon and install the Java plug-in if prompted (Note: this plug-in only needs to be installed once).  
	Figure

	When checking out a file for the first time, the user will be asked to select a working folder in which the current file will be temporarily stored during modification; all checked-out documents will subsequently be saved to the same directory path.  
	Once all desired changes have been saved, return to the File Browser and click on the closed padlock icon  to check the updated version of the file back in to the repository. 
	Figure

	Below please see a step-by-step example showing how to check out and check in documents in the ARB DMS. 
	STEP 1 — Click on the small open padlock icon next to the file that you want to check out. 
	Figure

	● STEP 1: Click on the small padlock icon. ● The original version number is 1.0 before the document is checked out. 
	STEP 2 — When you are checking out a file for the first time, a dialog box for the selection of a working folder will be prompted.  
	● STEP 2: Click on the “Browse” button to define your working folder. 
	STEP 3 — After the working folder is selected, click on the “Check Out” button to check out the file.  
	● STEP 3: Click on the “Check Out” button to check out the file for modification. 
	STEP 4 — After you click on the “Check Out” button, a message box will appear.  Click on the “Open It! “button to initiate an application which can open and edit the document based on the associated document format. In this demonstration, Microsoft Word will automatically initiate and open the document for modification. 
	● STEP 4: Click on the “Open It!” button to initiate an application which can open the document for modification. 
	STEP 5 — Once all the desired changes have been made, save and close the application (Microsoft Word), and return to the File Browser. 
	Click on the closed padlock icon  to open the following 1 message box. Click on the “Check In” button to check the updated document back into the repository.  After clicking “Check In” button, the 2 message box will appear. Click on the “Close the Window” to finish the “check-out/check-in” process. 
	Figure
	st
	nd

	STEP 5: click on the closed padlock icon . 
	1 Message Box 
	st

	● Click on the “Check In” button. 
	2 Message Box 
	nd

	● Click on the “Close the Window” button. 
	After the document is checked in, the version number changes from 1.0 to 1.1. ●● After the document is checked in, the closed padlock icon  will change back to open padlock icon. 

	6.3 VERSION COMPARISON AND PROMOTION 
	6.3 VERSION COMPARISON AND PROMOTION 
	6.3.1 Version Comparison 
	6.3.1 Version Comparison 
	Each time a document is checked back into the repository after alterations on a local machine, the ARB DMS will automatically create and securely store a new version so that no previous version is ever overwritten. To perform a Version Comparison between the different versions of the document, please follow the step-by-step example described below.  Only two versions can be compared at a 
	time. Version History Screen ● ● STEP 3. Click on “Compare” button to open the “Comparison Summary” screen. ● STEP 1. Click the version number “1.1” to open the Version History screen. ● STEP 2. Click the check boxes next to two different versions of the document that you want to compare. 
	Comparison Summary Screen 
	Comparison Summary Screen 
	Detailed Comparison Screen 

	● STEP 4. Click on the “Detail” button to see “Detailed Comparison” screen, if desired. 
	Figure
	To view the properties of a particular version, simply click the desired version number in the Version History dialog to open the File Properties screen. Click on the red notebook icon to add version comments. 
	Figure

	Figure

	6.3.2 Version Promotion 
	6.3.2 Version Promotion 
	In the ARB DMS, you can also manually promote the version level of a document by following the steps in the example described below. 
	Version Promotion Screen After clicking on the “Promote” button, you will notice that the version number has been changed from 1.1 to 2.0.  Use the version promotion option if you submit a new version of a document that already has been approved. ● ● STEP 2. Click “Promote Version Level” to open the Version Promotion screen below. ● STEP 3. Click on the “Promote” button to promote the version number from 1.1 to 2.0. STEP 1. Left click the file icon next to the document that you want to promote the version l


	6.4 SIMPLE SEARCH AND ADVANCED SEARCH   
	6.4 SIMPLE SEARCH AND ADVANCED SEARCH   
	The ARB DMS is using the OpenEDMS search engine to ensure that any information resource contained anywhere within the repository can be instantly accessed and retrieved.  
	With minimum input, users can recover the information needed using a variety of flexible search parameters to pinpoint the precise location of specific files and folders.  Two search tools (Simple Search and Advanced Search) provided by the ARB DMS are briefly described below. 
	ARB DMS Search Tool Menu 
	Advanced Search ● ●Simple Search 
	6.4.1 Simple Search 
	6.4.1 Simple Search 
	A Simple Search may be conducted using any one of the following parameters: 
	• 
	• 
	• 
	File Title: This search will retrieve documents with a corresponding file title.  File titles may optionally be provided when creating a new document (the system automatically adopts the default file source name unless otherwise specified).  

	• 
	• 
	File Content: This is a free-text search that will locate any file by the phrase or keywords provided. By default, the results will be sorted in descending order according to the number of hits. To view each instance of the keyword within the displayed document(s), click on the green hit number beside the file name. 

	• 
	• 
	File Name: This search will locate documents based on their file name.  A file name is defined by the system as any text string that could be contained within the file name (e.g., if “pdf” is entered into the search field, all files with the extension pdf – in upper, lower or mixed case – will occur in the search results).  Any file with the characters pdf in the file name will also be included (e.g., “mypdftest.txt”). 

	• 
	• 
	Folder Name: This search will identify the location of a particular folder based on its assigned name. 

	• 
	• 
	Web Link: This search will retrieve any URL hyperlink created within the repository on the basis of its name. 

	• 
	• 
	Forum: This search will find any forum created within the repository based on its name. 


	Search results will be listed alphabetically in the File Browser. 
	6.4.2   Advanced Search 
	In addition to the basic search parameters enumerated above, an Advanced Search may be conducted according to user-defined search filters containing any combination of the parameters listed below. 
	Advanced Search dialog box 
	● ● ● Search by a specified date range. Search by Document Type(s) to open the metadata dialog box. 
	• Document Type(s): Document type(s) are preconfigured by the ARB DMS administrator and may consist of any number of customized metadata attributes. Please refer to Section 
	2.3 Document Type and Metadata for further information.  
	As described in Section 2.3, every document type is distinguished by an associated series of identifying characteristics, or Metadata. Once a document type has been selected, its assigned metadata attributes may be used as search criteria.  For example, an “ABT Report” document type with metadata fields Manufacturer, Model, Year, Approval Number, Category, and Report Type, etc. could be searched by one or more of these metadata attributes. 
	Depending upon the configuration of the metadata, multiple selections may often be available for any given field. Users may click on the drop-down list to view the various options. 
	Note: Users are not required to complete all the metadata fields to perform an advanced search based on the document type. 
	• Search From: By default, the search range is confined to the current directory path so that only those files or folders contained within the present folder and its subfolders will be included. Alternatively, the search range may be extended to the entire repository so that all domain content will be included.  To extend the search range to the entire repository, 
	click the root directory icon . 
	Figure

	Note: only those files and folders to which the user has been granted read permission will be accessible to the user in the search results. 
	• 
	• 
	• 
	Created By: To search for a document on the basis of the user ID of the original author/uploader. 

	• 
	• 
	Updated By: To search for a document using the name of the individual who last modified the document. 

	• 
	• 
	Creation Date Range: To search for a document created within a particular timeframe. 

	• 
	• 
	Update Date Range: To search for a document updated within a particular timeframe. 

	• 
	• 
	Access Date Range: To search for a document based on its last access date. 

	•
	•
	•
	 Search Type: When searching for specific content, a user may stipulate whether the file(s) must contain all of the words, any of the words, or the exact phrase.  

	• 
	• 
	• 
	• 
	Any of the Words: This parameter will retrieve all documents containing any of the specified words. Words may be grouped into phrases by quotation marks, in which case the entire phrase must appear in the document for it to be considered a match. 

	Inserting a plus sign (+) in front of any word or phrase will add it to the search criteria; inserting a minus sign (-) in front of any word or phrase will exclude from the search any document in which the denoted word or phrase occurs. 

	• 
	• 
	All of the words: This parameter requires that all of the provided words and phrases are present in a document for it to be considered a match. 

	• 
	• 
	Exact phrase: This parameter treats the search text as a single phrase and only retrieves documents containing an exact match. 

	• 
	• 
	Boolean: This parameter retrieves a structured group of words or phrases linked by 




	and, or, not, w/. 
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	7. DISCLAIMER 
	7. DISCLAIMER 
	The ARB shall not be responsible for any errors or omissions in the information provided, and reserves the right to make changes without notice.  The contents of the CERTDMS do not necessarily reflect the views and policies of the ARB, nor does any mention of trade names or commercial products constitute endorsement or recommendation of use.  The user assumes full responsibility for the files he/she uploads and/or downloads and/or views including data destroyed by viruses or other computer initiated problem
	The ARB and State of California will not be liable for special, indirect, consequential, or incidental damages, or damages for lost profits, loss of revenue, or loss of use, arising out of or related to the CERTDMS or the information contained in it, whether such damages arise in contract, negligence, tort, under statute, in equity, at law or otherwise.  Portions of CERTDMS manual have been reprinted with the permission of Altimate Systems Inc. from their OpenEDMS User Guide, Version 2.7, 2005.    
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	• Altimate Systems Staff, OpenEDMS User Guide, Version 2.7, Altimate Systems Inc., 2005. 
	APPENDIX A. ARB’s Guidance On Electronic File Naming Convention for ARB DMS 
	APPENDIX A. ARB’s Guidance On Electronic File Naming Convention for ARB DMS 

	Table A-1 ― File Naming Convention for On-Road Light/Medium-Duty Vehicles/Trucks 
	A document file name consists of four sections as shown below:  
	Confidentiality_ Applicability_ Information Type_ Version Indicator. EXT 
	Each section has elements as listed in the following table: 
	Section 1 
	Section 1 
	Section 1 
	Section 2 
	Section 3 

	Confidentiality 
	Confidentiality 
	Applicability 
	Information Type 

	(3 characters + 
	(3 characters + 
	(12 characters + 
	(7 characters + underscore) 

	underscore) 
	underscore) 
	underscore) 

	• CBI_: a confidential file that will not be released to the public • FOI _:  a non-confidential file in which the manufacturer removes 
	• CBI_: a confidential file that will not be released to the public • FOI _:  a non-confidential file in which the manufacturer removes 
	• (1)XXXXX_COMMON_: any Common Information submittals •  (2)XXXX_CORRESP_: Correspondence • Test Group Name_: an individual Test Group related file • Evaporative Family Name_: an individual evaporative 
	Application for Certification  

	• APPIPT1_: Initial Part 1 Application submittal • APPIPT2_: Initial Part 2 Application submittal • APPFPT1_: Final Part 1 Application submittal • APPFPT2_: Final Part 2 Application submittal • APPUPT1_: Update Part 1 
	• APPIPT1_: Initial Part 1 Application submittal • APPIPT2_: Initial Part 2 Application submittal • APPFPT1_: Final Part 1 Application submittal • APPFPT2_: Final Part 2 Application submittal • APPUPT1_: Update Part 1 

	confidential information from a CBI file so it is readily releasable to the public after vehicles/engines are introduced into commerce 
	confidential information from a CBI file so it is readily releasable to the public after vehicles/engines are introduced into commerce 
	family related file Note: (1)  “XXXXX” is the first five characters of a mfr’s engine family name, it consists of “model year + EPA MFR code + vehicle category code” (2)   “XXXX” is the first four characters of an EF name, e.g. “model year + EPA MFR code” 
	Application submittal  • APPRCnn_: Running change • APPFFnn_: Field fix (Where nn= 01 ~99 in numerical order) 

	Other Stand Alone Documents (To be updated as needed) 
	Other Stand Alone Documents (To be updated as needed) 

	Request for Approval (RFA*(3)): • RFA*LAB_: label content • RFA*DFP_: durability plan • RFA*PL2_: LEV2 phase-in plan • RFA*MTP_: Modified Test Procedure • RFA*NMG_: NMOG Fleet Average Compliance Plan • RFA*WAR_: Warranty Content • RFA*SFP_: Supplemental FTP  • RFA*TPF_: Functional Test Plan • RFA*EVP_: Evaporative Plan  Correspondence (LTR*(3)) • LTR*CPP_: Certification Preview Plan  Compliance Reports (CR#*(3)(4)): • CR#*PDR _: Quarterly Production report • CR#*NMG_ : NMOG report • CR#*VEC_ : Vehicle Equiv
	Request for Approval (RFA*(3)): • RFA*LAB_: label content • RFA*DFP_: durability plan • RFA*PL2_: LEV2 phase-in plan • RFA*MTP_: Modified Test Procedure • RFA*NMG_: NMOG Fleet Average Compliance Plan • RFA*WAR_: Warranty Content • RFA*SFP_: Supplemental FTP  • RFA*TPF_: Functional Test Plan • RFA*EVP_: Evaporative Plan  Correspondence (LTR*(3)) • LTR*CPP_: Certification Preview Plan  Compliance Reports (CR#*(3)(4)): • CR#*PDR _: Quarterly Production report • CR#*NMG_ : NMOG report • CR#*VEC_ : Vehicle Equiv


	A document file name consists of four sections as shown below:  
	Confidentiality_ Applicability_ Information Type_ Version Indicator. EXT 
	Each section has elements as listed in the following table: 
	Table A-2 ― File Naming Convention for On-Road Heavy-Duty Vehicles/Engines 
	Table A-2 ― File Naming Convention for On-Road Heavy-Duty Vehicles/Engines 
	Table A-2 ― File Naming Convention for On-Road Heavy-Duty Vehicles/Engines 

	Section 1 
	Section 1 
	Section 2 
	Section 3 

	Confidentiality 
	Confidentiality 
	Applicability 
	Information Type 

	(3 characters + 
	(3 characters + 
	(12 characters + 
	(7 characters + underscore) 

	underscore) 
	underscore) 
	underscore) 

	• CBI_: a confidential file that will not be released to the public • FOI _:  a non-confidential file in which the manufacturer removes confidential information from a CBI file so it is readily releasable to the public after vehicles/engines are introduced into commerce 
	• CBI_: a confidential file that will not be released to the public • FOI _:  a non-confidential file in which the manufacturer removes confidential information from a CBI file so it is readily releasable to the public after vehicles/engines are introduced into commerce 
	• (1)XXXXX_CORRES_: Correspondence • (2)XXXXXyyyyZZZ_: any related engine family information submittals • (3)XXXXX_COMMON_: any Common Information submittals • (4)Evaporative Family Name_: an individual evaporative family related file Note: (1)  “XXXXX” is the first five characters of a mfr’s engine family name, it consists of “model year + EPA MFR code + vehicle category code” (2) “XXXXX” is the first five 
	Application for Certification  

	• APP_INI_: Initial Application submittal • APP_Cnn_: Running change • APP_Fnn_: Field fix (Where nn= 01 ~99 in numerical order) • CPPXXXX_: Certification Preview Plan (Where XXXX= model year) 
	• APP_INI_: Initial Application submittal • APP_Cnn_: Running change • APP_Fnn_: Field fix (Where nn= 01 ~99 in numerical order) • CPPXXXX_: Certification Preview Plan (Where XXXX= model year) 

	Other Standalone Documents (To be updated as needed) 
	Other Standalone Documents (To be updated as needed) 

	Request for Approval (RFA*(5)): • RFA*LAB_: label content • RFA*DFP_: durability plan • RFA*PHS_: phase-in plan • RFA*STP_: Special Test Procedure • RFA*NTE_: Not_to_Exceed request • RFA*WAR_: Warranty Statement • RFA*OBD_: On-Board Diagnostics  
	Request for Approval (RFA*(5)): • RFA*LAB_: label content • RFA*DFP_: durability plan • RFA*PHS_: phase-in plan • RFA*STP_: Special Test Procedure • RFA*NTE_: Not_to_Exceed request • RFA*WAR_: Warranty Statement • RFA*OBD_: On-Board Diagnostics  

	TR
	characters of a mfr’s engine family name, it consists of “model year + EPA MFR code + vehicle category code”; “yyyy” is the engine displacement in liters; “ZZZ” is the manufacturer’s own engine family designator (3) “XXXXX” is the first five characters of a mfr’s engine family name, it consists of “model year + EPA MFR code + vehicle category code” (4) “XXXXE” to be used for evaporative family and are the first five characters of the mfr’s evaporative family name,  it consists of “model year + EPA MFR code 
	• RFA*TRM_: Tamper Resistance method • RFA*ABT_: Averaging, Banking, Trading Plan • RFA*ACD_Auxiliary Emission Control Device document Correspondence (LTR*(5)) • LTR*CPP_: Certification Preview Plan  Compliance Reports (CR#*(5)(6)): • CR#*PDR _: Production report • CR#*FLT_: Fleet Average report • CR#*PHS_: Phase-in Compliance report • CR#* FEE_:  Certification fee report • CR#*SER_: Service Manual • CR#*ABT_: Averaging Banking Trading Summary Note: (5) “*” alphanumeric (1,2,3… or A,B,C,..) 

	TR
	(6) “#”should be 0, 1, 2, 3,… etc. represents Report No.1 or first quarter, Report No.2 or second quarter, …; for end of year summary report “#” should be 9 


	Table A-3 ― File Naming Convention for On-Road and Off-Road Motorcycle and ATVs 
	A document file name consists of four sections as shown below:  
	Confidentiality_ Applicability_ Information Type_ Version Indicator. EXT 
	Each section has elements as listed in the following table: 
	Section 1 
	Section 1 
	Section 1 
	Section 2 
	Section 3 
	Section 4 

	Confidentiality 
	Confidentiality 
	Applicability 
	Information Type 
	Version 

	(3 characters + 
	(3 characters + 
	(12 characters + 
	(7 characters + underscore) 
	Indicator (5)

	underscore) 
	underscore) 
	underscore) 
	(3 characters) 

	• CBI_: a confidential file 
	• CBI_: a confidential file 
	• Engine Family Name_: an individual engine family 
	Application for Certification  
	• R00: original • R01: 1st

	• APP_INI_: Initial Application 
	• APP_INI_: Initial Application 

	that will not be 
	that will not be 
	related file 
	submittal 
	revision 

	released to the 
	released to the 
	• (1)XXXXX_COMMON_: 
	• APP_FIN_: Final Application 
	• R02: 2nd 

	public 
	public 
	any Common Information 
	submittal 
	revision 

	• FOI _:  a non-confidential file in which the manufacturer removes confidential information from a CBI file so it is readily 
	• FOI _:  a non-confidential file in which the manufacturer removes confidential information from a CBI file so it is readily 
	submittals • (2)XXXXARB_RED_: California Red Sticker vehicles • Evaporative Family Name_: an individual evaporative family related file 
	• APP_Cnn_: application running change • APP_Fnn_: application field fix (Where nn= 01 ~99 in numerical order) 
	• R03 ….. etc. Note: (5) EPA ONLY Do not include version indicator for ARB 

	Other Standalone Documents (To be updated as needed) 
	Other Standalone Documents (To be updated as needed) 

	Request for Approval (RFA*(3)):
	Request for Approval (RFA*(3)):

	releasable to the public after vehicles/engines are introduced 
	releasable to the public after vehicles/engines are introduced 
	• RFA* LAB_: label content • RFA*DFP_: durability plan • RFA*CAP_: Corp. Ave. plan 

	into commerce 
	into commerce 
	Note:  (1)  “XXXXX” is the first five characters of a mfr’s engine family name, it consists of “model year + EPA MFR code + vehicle category code” (2)   “XXXX” is the first four 
	• RFA*PLT_: Production Line Testing  Plan • RFA*STP_: Special Test Procedure • RFA*ABT_: Averaging, Banking , Trading Plan • RFA*WAR_: Warranty Content • RFA*FTP_: Functional Test Plan  • RFE*PHS_: Phase In Plan  Correspondence (LTR*(3)): • LTR*LOI_: Letter of  Intent Compliance Reports (CR#*(3)(4)): • CR#*DRE_: Defect report • CR#*PDR _: Production report 

	TR
	characters of an EF name, e.g. “model year + EPA MFR code” 
	• CR#*ABT_ : ABT report • CR#*PLT_ : Production Line Test report • CR#*VIN_: Vehicle VIN report • CR#* CAR_: Corporate Averaging report • CR#*VER_ : Voluntary emission recall report • CR#*QTR_: Quarterly Production Report (ARB only) Note: (3) “*” alphanumeric (1,2,3… or A,B,C,..) (4) “#”should be 0, 1, 2, 3,… etc. represents Report No.1 or first quarter, Report No.2 or second quarter, … 


	A document file name consists of four sections as shown below: 
	Confidentiality_ Applicability_ Information Type_ Version Indicator. EXT 
	Each section has elements as listed in the following table: 
	Table A-4 ― File Naming Convention for Off-Road Documents 
	Table A-4 ― File Naming Convention for Off-Road Documents 
	Table A-4 ― File Naming Convention for Off-Road Documents 

	Section 1 
	Section 1 
	Section 2 
	Section 3 

	Confidentiality 
	Confidentiality 
	Applicability 
	Information Type 

	(3 characters + 
	(3 characters + 
	(12 characters + underscore) 
	(7 characters + underscore) 

	underscore) 
	underscore) 

	• CBI_: a confidential file that will not be released to the public • FOI _:  a non-confidential file in which a manufacturer removes confidential information from a CBI file so it is readily releasable to the public after vehicles/engines are introduced 
	• CBI_: a confidential file that will not be released to the public • FOI _:  a non-confidential file in which a manufacturer removes confidential information from a CBI file so it is readily releasable to the public after vehicles/engines are introduced 
	• (1)XXXXXyyyyZZZ_: any related engine family information submittals • (2)XXXXX_COMMON_: any Common Information submittals • (3)(4)XXXXE*yyZZZZ_: Individual evaporative family related file for California  Note:  (1)  XXXXX is the first five characters of a mfr’s engine family name, it consists of “model year + EPA MFR code + vehicle/engine category code”; “yyyy” is the engine 
	Application for Certification  

	• APP*Cnn_: application running change • APP*Fnn_: application field fix (Where nn= 01 ~99 in numerical order) 
	• APP*Cnn_: application running change • APP*Fnn_: application field fix (Where nn= 01 ~99 in numerical order) 

	Other Standalone Documents (To be updated as needed) 
	Other Standalone Documents (To be updated as needed) 

	Request for Approval (RFA*(4)): • RFA*LAB_: label content • RFA*DFP_: durability plan • RFA*PHS_: Phase-In Plan • RFA*CAP_: Corp. Ave. plan • RFA*PLT_: Production Line Testing  Plan • RFA*ATP_: Alternative Test 
	Request for Approval (RFA*(4)): • RFA*LAB_: label content • RFA*DFP_: durability plan • RFA*PHS_: Phase-In Plan • RFA*CAP_: Corp. Ave. plan • RFA*PLT_: Production Line Testing  Plan • RFA*ATP_: Alternative Test 

	into commerce 
	into commerce 
	displacement in liters; “ZZZ” is the manufacturer’s own engine family designator (2)   “XXXX” is the first four characters of an EF name, e.g. “model year + EPA MFR code” 
	Procedure • RFA*ABT_: Averaging, Banking , Trading Plan • RFA*WAR_: Warranty Content • RFA*OBD_: On-Board Diagnostics  • RFA*TRM_: Tamper-resistance • RFA*ACD_: Auxiliary Emission 

	TR
	(3) “XXXXE” are the first five characters of the mfr’s evaporative family name, it consists of “model year + EPA MFR code + Evaporative category code”; “yy” is the ARB 
	Control Device • RFA*ECA_: Engine Cooling (Auxiliary) • RFA*EVP_: Evaporative Plan • RFA*OTH_: Other document Correspondence (LTR*(4)): • LTR*LOI_: Letter of  Intent 

	TR
	evap/permeation code; “ZZZZ” is the manufacturer’s own evaporative family designator (4) ”*” alphanumeric(1,2,3… or A,B,C,..) 
	• LTR*SOC_: statement of compliance Compliance Reports (CR#*(4)(5)): • CR#*DRE_: Defect Report • CR#*ABT_: Averaging Banking Trading Summary • CR#*QTR_: Quarterly Production Report (ARB Only) • CR#*PLT_: Production Line Test report • CR#*PHS_: Phase-in Compliance Report 

	TR
	Note:(4) ”*” alphanumeric(1,2,3… or A,B,C,..) (5) ”#”should be 1,2,3… etc.  Represents Report No. 1 or first quarter, Report No. 2 or second quarter, …; for end of year summary report “#” should be 9 


	APPENDIX B. Document Types and Metadata for ARB DMS 
	APPENDIX B. Document Types and Metadata for ARB DMS 

	Table B-1 ― On-Road Document Types and Associated Metadata 
	Table B-1 ― On-Road Document Types and Associated Metadata 
	Table B-1 ― On-Road Document Types and Associated Metadata 

	Document Type 
	Document Type 
	Description 
	Metadata Name 
	Valid Values 

	LD FOIA Certification Application-Common Section 
	LD FOIA Certification Application-Common Section 
	Common Section of Certification Application FOIA Version 
	Manufacturer  

	Model Year 
	Model Year 

	Application Type 
	Application Type 
	Final Part 1 

	Final Part 2 
	Final Part 2 

	Vehicle Class 
	Vehicle Class 
	PC 

	PC/LDT 
	PC/LDT 

	LDT 
	LDT 

	MDV 
	MDV 

	Upload Date 
	Upload Date 

	LD FOIA TG Certification Application-TG Specific 
	LD FOIA TG Certification Application-TG Specific 
	Specific Test Group Application for Certification FOIA Version 
	Manufacturer  

	Model Year 
	Model Year 

	Test Group 
	Test Group 

	Application Type 
	Application Type 
	Final Part 1 

	Final Part 2 
	Final Part 2 

	Vehicle Class 
	Vehicle Class 
	PC 

	PC/LDT 
	PC/LDT 

	LDT 
	LDT 

	MDV 
	MDV 

	Upload Date 
	Upload Date 

	LD CBI Certification Application-Common Section 
	LD CBI Certification Application-Common Section 
	Common Section of Certification Application CBI Version 
	Manufacturer  

	Model Year 
	Model Year 

	Application Type 
	Application Type 
	CPP 

	Initial Part 1 
	Initial Part 1 

	Update Part 1 
	Update Part 1 

	Final Part 1 
	Final Part 1 

	Initial Part 2 
	Initial Part 2 

	Update Part 2 
	Update Part 2 

	Final Part 2 
	Final Part 2 

	Vehicle Class 
	Vehicle Class 
	PC 

	PC/LDT 
	PC/LDT 

	LDT 
	LDT 

	MDV 
	MDV 

	Upload Date 
	Upload Date 

	LD CBI TG Certification Application-TG Specific 
	LD CBI TG Certification Application-TG Specific 
	Specific Test Group Application for Certification CBI Version 
	Manufacturer  

	Model Year 
	Model Year 

	Test Group 
	Test Group 

	Application Type 
	Application Type 
	Initial Part 1 

	Update Part 1 
	Update Part 1 

	Final Part 1 
	Final Part 1 

	Initial Part 2 
	Initial Part 2 

	Final Part 2 
	Final Part 2 

	Running Change 
	Running Change 

	Field Fix 
	Field Fix 

	Vehicle Class 
	Vehicle Class 
	PC 

	PC/LDT 
	PC/LDT 

	LDT 
	LDT 

	MDV 
	MDV 

	Upload Date 
	Upload Date 


	Table B-1 ― On-Road Document Types and Associated Metadata (Cont.) 
	Document Type 
	Document Type 
	Document Type 
	Description 
	Metadata Name 
	Valid Values 

	LD Correspondence 
	LD Correspondence 
	Manufacturer Correspondence 
	Manufacturer  

	Model Year 
	Model Year 

	Upload Date 
	Upload Date 

	Correspondence Type 
	Correspondence Type 
	Evap 

	Exhaust 
	Exhaust 

	Durability 
	Durability 

	SFTP 
	SFTP 

	OBD 
	OBD 

	Misc 
	Misc 

	Reports (Post Cert) 
	Reports (Post Cert) 
	Periodic Reports Submitted by Manufacturer 
	Manufacturer  

	Report Type 
	Report Type 
	Quarterly Prod. Report 

	NMOG/VEC Report 
	NMOG/VEC Report 

	Cert Fee Document 
	Cert Fee Document 

	Year End Production Report 
	Year End Production Report 

	Assembly Line Procedure/Functional Test Plan 
	Assembly Line Procedure/Functional Test Plan 

	Title 13 
	Title 13 

	Phase-in Plans 
	Phase-in Plans 

	Upload Date 
	Upload Date 

	Model Year 
	Model Year 

	Publications  (Post Cert) 
	Publications  (Post Cert) 
	Publications (i.e. service manuals, owners manuals, warranty books, etc.) 
	Manufacturer  

	Publication Type 
	Publication Type 
	Warranty Manual 

	Owners Manual 
	Owners Manual 

	Service Manual 
	Service Manual 

	TSB 
	TSB 

	Publication Date 
	Publication Date 

	Model Year 
	Model Year 

	Model(s) 
	Model(s) 


	Table B-2 ― Off-Road Document Types and Associated Metadata 
	Table B-2 ― Off-Road Document Types and Associated Metadata 
	Table B-2 ― Off-Road Document Types and Associated Metadata 

	Document Type 
	Document Type 
	Description 
	Metadata Name 
	Valid Value 

	ABT Report 
	ABT Report 
	Manufacturers Averaging, Banking, and Trading (ABT) Initial, End-of-Year, and Final Reports Common 
	Manufacturer 

	Model Year 
	Model Year 

	Approval Num 
	Approval Num 

	 Category 
	 Category 
	SSIE/LSIE/OFCI/SIME 

	Report Type 
	Report Type 
	Initial/End-of-year/Final 

	 Submit Date 
	 Submit Date 

	Alternate Test Procedure 
	Alternate Test Procedure 
	Special Test Procedures used by the engine manufacturer Engine Family or Common 
	Manufacturer 

	Submit Date 
	Submit Date 

	Approval Num 
	Approval Num 

	Category 
	Category 
	SSIE/LSIE/OFCI/SIME 

	Applicability 
	Applicability 
	Engine Family/Evap Family/ Common 

	Application 
	Application 
	The Manufacturer’s application for  certification. SSIE & OFCI: Engine Family  SIME & LSIE: Engine Family or Common
	Manufacturer 

	Submit Date 
	Submit Date 

	Model Year 
	Model Year 

	Engine Family 
	Engine Family 

	 EO Number 
	 EO Number 

	 Category 
	 Category 
	SSIE/LSIE/OFCI/SIME 

	Auxiliary Emission  Control Devices (AECD) 
	Auxiliary Emission  Control Devices (AECD) 
	Manufacturers Documents related to Emission Control Devices  Engine Family or Common 
	Manufacturer 

	Model Year 
	Model Year 

	Eng Families 
	Eng Families 

	Approval Num 
	Approval Num 

	Device Type  
	Device Type  
	Mechanical/ECM/PCM 

	Control Type  
	Control Type  
	Idle/Full Throttle/ Intermediate/Other  

	Applicable 
	Applicable 
	Engine Family/Evap Family/ Common  

	 Category 
	 Category 
	SSIE/LSIE/OFCI/SIME  

	 Submit Date 
	 Submit Date 

	Auxiliary Engine Cooling (SORE) 
	Auxiliary Engine Cooling (SORE) 
	Information relating to Engines' Auxiliary Cooling method Engine Family or Common
	Manufacturer 

	Submit Date 
	Submit Date 

	Cool method 
	Cool method 
	AC/Blower/Fan/NA/Other 

	 Approval Num 
	 Approval Num 

	Applicable 
	Applicable 
	Engine Family/Evap Family/Common 

	Corporate Average Plan 
	Corporate Average Plan 
	Plans used by manufacturers who participate in the Averaging, Banking, and Trading (ABT) program. Common 
	Manufacturer 

	Model Year 
	Model Year 

	Credit Type 
	Credit Type 
	credit/debit 

	Trading 
	Trading 
	Yes/No 

	Submit Date 
	Submit Date 

	 Category 
	 Category 
	SSIE/LSIE/OFCI/SIME 

	Approval Num 
	Approval Num 

	Cover Letter or Statement of Compliance Letter  /Letter of Intent (will make allowances for additional information) 
	Cover Letter or Statement of Compliance Letter  /Letter of Intent (will make allowances for additional information) 
	Outlines the Engine Family being certified, the statement of compliance and any additional information the manufacturer wishes to convey to the cert. engineer LOI: Outlines Manufacturer's intent to certify engines for sale in California Engine Family or Common 
	Manufacturer 

	Model Year 
	Model Year 

	Category 
	Category 
	SSIE/LSIE/OFCI/SIME 

	Submission Date 
	Submission Date 

	Applicable 
	Applicable 
	Engine Family/Evap Family/ Common 

	EPA Certificate of  Conformity 
	EPA Certificate of  Conformity 
	The U.S. EPA’s Certificate of conformity which authorizes the manufacturers to sell in the other 49 states. Engine Family
	Manufacturer 

	Model Year 
	Model Year 

	Cert Number 
	Cert Number 

	Effective Date 
	Effective Date 

	 Issue Date 
	 Issue Date 

	FEL 
	FEL 
	Yes/No 

	Engine Family 
	Engine Family 


	Table B-2 ― Off-Road Document Types and Associated Metadata (Cont.) 
	Document Type 
	Document Type 
	Document Type 
	Description 
	Metadata Name 
	Valid Value 

	Emission Durability Plan 
	Emission Durability Plan 
	Emission Durability Test Plans Engine Family or Common
	Manufacturer 

	 Submit Date 
	 Submit Date 

	 Approval Num 
	 Approval Num 

	 DF Hours 
	 DF Hours 

	 Category 
	 Category 
	SSIE/LSIE/OFCI/SIME 

	 Emssn Type 
	 Emssn Type 
	Evaporative/Exhaust 

	Applicable 
	Applicable 
	Engine Family/Evap Family/ Common 

	Emission Label Format 
	Emission Label Format 
	Format that the manufacturer intends to use for its emission labels Engine Family or Common 
	Manufacturer 

	Submit Date 
	Submit Date 

	 Eng Family 
	 Eng Family 

	Approval Num 
	Approval Num 

	Label Type 
	Label Type 
	Engine/Air Index/Other 

	 Category 
	 Category 
	SSIE/LSIE/OFCI/SIME 

	Applicable 
	Applicable 
	Engine Family/Evap Family/Common 

	Emission Warranty Statement 
	Emission Warranty Statement 
	The warranty statement that the manufacturer submits Engine Family or Common 
	Manufacturer 

	Submit Date 
	Submit Date 

	 Eng Family 
	 Eng Family 

	Approval Num 
	Approval Num 

	 Category 
	 Category 
	SSIE/LSIE/OFCI/SIME 

	Applicable 
	Applicable 
	Engine Family/Evap Family/ Common 

	Internal Document 
	Internal Document 
	Documents used and distributed by ARB  Staff and strictly for ARB internal use 
	Submit Date 

	Type 
	Type 
	Letter/Email/Mailout MAC/Other 

	Subject 
	Subject 

	 Category 
	 Category 
	SSIE/LSIE/OFCI/SIME 

	Onboard Diagnostics  (OBD) (Marine)
	Onboard Diagnostics  (OBD) (Marine)
	Onboard Diagnostics information Engine Family or Common 
	Manufacturer 

	 Submit Date 
	 Submit Date 

	Approval Num 
	Approval Num 

	Applicable 
	Applicable 
	Engine Family/Evap Family/ Common 

	Other 
	Other 
	Any Additional Documents that Manufacturers wish to submit Engine Family or Common 
	Manufacturer 

	Submit Date 
	Submit Date 

	Applicable 
	Applicable 
	Engine Family/Evap Family/ Common 

	Eng Family 
	Eng Family 

	PLT Sampling Plan 
	PLT Sampling Plan 
	Production Line Testing sample plan submitted by manufacturers prior to production Common 
	Manufacturer 

	Model Year 
	Model Year 

	Approval Num 
	Approval Num 

	Plan Type 
	Plan Type 
	1%/CumSum 

	Submit Date 
	Submit Date 

	Category 
	Category 
	SSIE/LSIE/OFCI/SIME 

	Phase-In Plan 
	Phase-In Plan 
	Plans used by manufacturers to outline  their intentions to meet new regulations  or production requirements Common 
	Manufacturer 

	Model Year 
	Model Year 

	Credit Type 
	Credit Type 
	credit/debit 

	Trading 
	Trading 
	Yes/No 

	Submit Date 
	Submit Date 

	Category 
	Category 
	SSIE/LSIE/OFCI/SIME 

	Approval Num 
	Approval Num 

	Phsin Months 
	Phsin Months 

	Running Change Document 
	Running Change Document 
	Supporting documents related to changes  made to engine family after the engine  has been certified Engine Family 
	Manufacturer 

	Model Year 
	Model Year 

	Eng Family 
	Eng Family 

	EO Number 
	EO Number 

	Change Made 
	Change Made 
	ECS, Model, Part, Corrections, Other 

	Submit Date 
	Submit Date 

	Category 
	Category 
	SSIE/LSIE/OFCI/SIME 

	New EO Num 
	New EO Num 

	Tamper Resistance 
	Tamper Resistance 
	Manufacturers documents related to their  meeting tamper resistance requirements Engine Family or Common 
	Manufacturer 

	Submit Date 
	Submit Date 

	Approval Num 
	Approval Num 

	Parts Mfr 
	Parts Mfr 

	Category 
	Category 
	SSIE/LSIE/OFCI/SIME 

	Applicable 
	Applicable 
	Engine Family/Evap Family/Common 


	    






