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Chapter 1
Introducing EDIS

What Is EDIS?

The Electronic Document Information System (EDIS) is a document management system
designed to support the International Trade Commission (USITC). EDIS is a repository
for electronic files and the electronic images of paper documents that comprise the
official record of all investigations conducted by the USITC; those of the Offices of
Investigation which processes investigative documents; of the General Counsel, which
uses the system for litigation support and legal research; Unfair Import Investigations; the
Administrative Law Judges; and other Offices, which use the system for legal and other
research.

The USITC receives many documents from law firms, from entities concerned with trade,
and from the public. Hard copy documents are scanned into EDIS and indexed.
Electronic documents are submitted via the Web, checked for accuracy and rule
compliance, and stored into EDIS. In-house users and external users can then easily

retrieve, view, and share images of the documents without handling the hard copy
originals.

About This Guide

This guide describes the features of the Web version of EDIS.

What This Guide Provides

Chapter 1, Introducing EDIS, provides an overview of EDIS and this guide.

Chapter 2, Getting Started, explains how to log on to EDIS and the functions of the
EDIS Home web page.

Chapter 3, Registering as an EDIS User, explains how to register as an EDIS user.

Chapter 4, Retrieving Documents, explains how to search for and retrieve documents.
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Conventions

Chapter 5, Submitting Documents to USITC, explains how to submit both paper and
electronic documents to USITC.

The Glossary defines specialized terms and their meanings.

Conventions
Cross References = Guide names are in italic:
See the System Administrator’s Guide.
= Chapter names are in double quotes:
See Chapter 3, “Entering the Definitions,” in the System
Administrator’s Guide.
= Section names are also in double quotes:
See the “Using the Toolbar” section of this chapter.
Important Terms = Important terms are in bold:

You must configure the system settings before creating a
process profile.

= Key terms or concepts are in italic:

Duplication refers to the process of making a copy of a
document in response to a FOIA request.

Window, Button, and =  Window, button, and function names are in italics.
Function Names
The FOIA Request window appears.

Menu-bar Choices = Menu bar choices are in bold and separated by a |.

Choose File | Open.
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Chapter 2
Getting Started

Logging into the System

To access EDIS:

Open your web browser.

Enter the EDIS URL, The EDIS Home web page appears

(Figure 2-1).

i

ok - S - D[] A Qoearch GFavortes iveds B[N 5 - B B

Address [&] i fecls-webservenweb! BRI

ommission

Welcome to the Electronic Docume;

EDIS

Non-Registered Users  welcome to EDIS, which provides internet access to dacuments filed with the Secretanys

Registered Users Office in investigations at the USITC. EDIS also provides the capability to file documents
Registration with the USITC electronically, and it provides for the generation of cover sheets for
Forgot Password? documents to be filed in paper farmat. EDIS supports obtaining documents filed with the

USITC since 1996, This includes search/retrieval, printing, and copying document extracts

Our goal is to establish systems and associated processes and rules that will support
efficiency and provide enhanced service for our customers,
Marilyn R. Abbott
Secretary

Quick Search: quick search allows all users rapid access to search for public documents. To search and retrieve canfidential documents
to which you are authorized access, you must be a registered user and must logon to EDIS

Contact Information: EDIs operates 24 hours a day 7 days a week except for periods of scheduled maintenance. USITC business hours
are 8:45 a.m. - 5:15 p.m. during normal Federal workdays. Contact can be made by sending e-mail to docke ts@usite.gov or calling 202-205-
2000, #ail may be sent to The Secretary, USITC, 500 E Street, SW Washington, DC 20436
Feedback: USITC is eager to receive feedback on how to enhance EDIS and otherwise improve service. Such feedback should be directad to
the Secretary - see Contact Information

Privacy and Security: public documents may be viewed by both registered and non-registered users, and bath may submit documents.
HOWEVER, parties to a case/investigation must be registered. Also, aceess to confidential docurnents via EDIS will be available only to
registered users. This will be controlled by the Secretary by assigning specific user permissions.

Eome I

Local ntranet Z

Figure 2-1
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EDIS Home Web Page

EDIS Home Web Page

Welcome to the Electronic Document Information System

Welcome to EDIS, which provides internet access to documents filed with the Secretary’s
Office in investigations at the USITC. EDIS also provides the capability to file documents
with the USITC electronically, and it provides for the generation of cover sheets for
documents to be filed in paper format. EDIS supports obtaining documents filed with the
USITC since 1996. This includes search/retrieval, printing, and copying document
extracts.

Our goal is to establish systems and associated processes and rules that will support
efficiency and provide enhanced service for our customers.

Quick Search

Quick Search allows all users rapid access to search for public documents. To search
and retrieve confidential documents to which you are authorized access, you must be a
registered user and must logon to EDIS.

Getting Started
If you need help, please refer to the following documents:

= EDIS Online Help

= EDIS User's Guide

» Rules of Practice and Procedure

= Handbook for Electronic Filing Procedures

If you still need assistance, call the EDIS Helpdesk at (888) 325-6006 or (703) 758-2977.

EDIS Accessibility

Our site is designed to meet accessibility standards pursuant to Sec. 508 of the
Rehabilitation Act. If you have accessibility concerns with our site, notify us.
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EDIS Home Web Page

Contact Information

EDIS operates 24 hours a day, 7 days a week except for periods of scheduled
maintenance. USITC business hours are 8:45 a.m. - 5:15 p.m. during normal Federal
workdays. Contact can be made by sending an e-mail to dockets@usitc.gov or calling
202-205-2000. Mail may be sent to The Secretary, USITC, 500 E St. SW, Washington,
D.C. 20436.

Feedback

USITC is eager to receive feedback on how to enhance EDIS and otherwise improve
service. Such feedback should be directed to the Secretary — see Contact Information.

Privacy and Security

Public documents may be viewed by both registered and non-registered users, and both
may submit documents. HOWEVER, parties to a case/investigation must be registered.
Also, access to confidential documents via EDIS will be available only to registered
users. This will be controlled by the Secretary by assigning specific user permissions.

Service List

A Service List is a list of all individuals who have access to the documents for an
investigation. Individuals submit an Entry of Appearance to USITC to become a party
representative for an investigation. After they are approved, the individual(s) are given
access (via the Web) to public documents and added to the Public Service List for that
investigation. Individuals on the Service List for an investigation may be served with all
public documents filed for that investigation.

Party representatives may also submit an APO that allows an individual to view
confidential documents for a requested investigation. If approved, the individual is given
access (via the Web) to both public and confidential documents and added to the APO
Service List for that investigation. Individuals on the APO Service List for an investigation
may be served with all public and confidential documents filed for that investigation.

EDIS User's Guide 2-3



EDIS Home Web Page

To view the most current Service List for an investigation:

1. Click on the Service List hyperlink. The EDIS Service List web page is displayed

(Figure 2-2).

A} EDIS Service List - Microsoft Internet Explorer

=10l x|

File Edit Wiew Favorites Tools  Help

GBack -~ = - D 4 | @search GalFavortes Media (F | Eh- S - &

fddress I@ http:ffedis-webserver fhvweb/Servicelist htm j @Go | Links **

United States International Trade Commission

| Get Service List I

-

Menu EDIS Service List
Home
Eetriewal Complete the EDIS Service List form to retrieve the current service list for the selected
Indexing Investigation &
service List
User Preferences Investigation: | Browse |
Logout Area of Interest: | <Select one> j
Investigation Phase: | < Select one> 'I
Document Type: | <Select one> j

[

=] [ [ | [EEvrocaintranet

4

Figure 2-2

2. Click the Browse button to display a list of all the investigations in the system

(Figure 2-3).
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EDIS Home Web Page

Inv Num ‘ Phase

| @ [001-005 [Final
[ [001-006  [Final
[ [001-007  [Final
[ [001-010  [Final
[ [104-001  [Final
[ [104-002  [Final
| € [104-003  [Final
| € [104-004  [Final

|
|
|
|
|
|
|
|_

| € [104-005  [Final B
I_
|
|
|
|
|
|
|
[

| € [104-006  [Final
[ € [104-007  [Final
[ € [104-007 [Reviewl
| € [104-008  [Final
[ € [104-009  [Final
[ € [104-010  [Final
[0 [104-010 [Review
[ € [104-011  [Final

[ € [104-013  [Final
[ llina a1n n -

=l
- e

Figure 2-3
Select the investigation whose Service List you want to view.

Click the Select button. The investigation, area of interest, and phase information will
be displayed for the selected investigation.

Select Public or APO from the Document Type drop-down list.

Click the Search button. The most current Service List for the selected investigation
is displayed.
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EDIS Home Web Page

Downloading the Bar Code Font
To download the font that is used to print the bar code on the Cover Sheet:

1. Click the Download barcode font hyperlink on the Welcome to EDIS web page with
your right mouse button.

2. Choose Save Target As from the menu. The Save As window appears (Figure 2-4).

21|

Savein: I @ Desktop j

- My Documents

File name: 7100011 _TTF | save |
Save as type: ITrueT_l,lpe Forit file =] Cancel |
F
Figure 2-4

3. Save the font in your Fonts folder. You may now generate and print a Cover Sheet
with a bar code on it.

Refreshing the EDIS Home Web Page

As you are working in EDIS, you may want to update the information on the EDIS Home
web page to get the most recent information. To refresh the information on the web

page, click the F5 or Refresh button or choose View | Refresh.
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Chapter 3
Registering as an EDIS User

Registering as an EDIS User

In order to view Confidential documents, you must be a registered EDIS user. To
register, you go to the USITC web site, After you complete the
EDIS Online User Registration form, EDIS sends your information via e-mail to the
USITC for approval. The Office of the Secretary at USITC checks your registration
information to see whether you meet the eligibility criteria for registered users. If your
registration is approved, OSE sends you an e-mail notifying you of your acceptance as a
registered user.

When you log in to EDIS for the first time as a registered user, you choose a password
that is a combination of letters and numbers. You also enter a code word as another
level of security. The password and code word cannot be the same. User passwords
have set expiration dates. You will be prompted to change your password on the day the
password expires or the first time you attempt to log in after the password expires.

EDIS User's Guide 3-1
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Registering as an EDIS User

To register as an EDIS user:

1. Open your web browser.

2. Enter the EDIS URL, The EDIS Home web page appears
(Figure 3-1).

rosoft Internet Explorer -[O] =]

Back = = - () A | Qoearch GigFavortes vedn 8 | 2 Sp

address [{€] Hetpijedli-webserverfhvweb] - @eo \um »|

Welcome to the Electronic Docume

EDIS

Non-Registered Users Welcome to EDIS, which provides internet access to documents filed with the Secretary's

Registered Users Office in investigations at the USITC. EDIS also provides the capability to file documents
Registration with the USITC elsctronically, and it provides for the generation of cover sheets for
Forgot Password? documents to be filed in paper format, EDIS supports obtaining documents filed with the

USITC since 1996, This includes search/retrieval, printing, and copying document extracts,

Qur goal is to establish systerns and associated processes and rules that will support
efficiency and provide enhanced service for our custamers.,
Marilyn R. Abbott
Secretary

Quick Search: quick search allows all users rapid access to search for public documents. To search and retrieve confidential documents
to which you are authorized access, you must be a registered user and must logon to EDIS,

Contact Information: epis aperates 24 hours a day 7 days a week except for periads of scheduled maintenance. USITC business hours
are 2:45 a.m. - 5:15 p.m. during normal Federal workdays. Contact can be made by sending e-mail to dockets@usitc, gov or calling 202-205-
2000, Mail may be sent to The Secretary, USITC, 500 E Street, SW iMashington, DC 20436,

Feedback: usiTC is eager to receive feedback on how to enhance EDIS and otherwise improve service, Such feedback should be directed to
the Secretary - see Contact Information

Privacy and Security: Public documents may be viewed by both registered and non-registered users, and both may submit documents.
HOWEVER, parties to a casefinvestigation must be registered. Also, access to confidential documents via EDIS will be available only to
registered users. This will be contralled by the Secretary by assigning specific user permissions

[Eiowe I

Local intranek 4

Figure 3-1

3. Click the Registration hyperlink. The Terms of Use Agreement web page appears
(Figure 3-2).
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Registering as an EDIS User

Terms of Use Agreement - Microsoft Internet Explorer o [u] 3]

Fle Edit View Favorites Tools Help ‘

&Back = - (D 4 | Qoearch GFavorkes @meda (B | B~ S5 ] - 2] &

actdess [{€] hitgs/jeddi-webserverihvebfregtermssfuse. him =] e s ¥

EDIS Terms of Use Agreement

Members of the public have the option to submit certain types of documents electronically to the U.S. International Trade Commission
[USITC) for inclusion in its Electronic Document Information System (EDIS]. The USITC does not require the use of this means of document
submission. A person submitting a document electronically must comply with the Commission’s Rules of Practice and Procedure and the
associated Handbook for Electronic Filing Procedures (EFP Handbook]. [Link io Rules and Handboofk] Al documents must be submitted in
PDF format and submitters are responsible for document accuracy and timely receipt by the USITC. Those users who submit documents
electronically and provide an e-mail address will receive a notification of document receipt and, after rewview by the Office of the Secretary
to the Commission, a notification of document acceptance or rejection.

The contents of each filing in EDIS may be subject ta copyright and other proprietary rights (with the exception of the notices, orders,
and opinions of the USITC). It is the user's obligation to determine and satisfy copyright or other use restrictions when publishing ar
otherwise distributing material found in EDIS. Transmission or reproduction of protected items beyond that allowed by fair use requires the
written permission of the copyright owners. Users must make their own assessments of rights in light of their intended use.

A person who represents a party to an investigation before the Commission must become a Registered User pursuant to the EFP Handbook
befaore filing a docurment electronically. The USITC encourages any person who is not yet but anticipates becoming a party representative
to become a Registered User. A person who is not a party representative and who seeks to file a document electronically may do so
without becoming a Registered User, but will hawe to re-enter identification information with each submission.

Accept Decline

Fargat password? uick Searches
Contact Information Feedback

s

/€] httpf/dackets, usite, gov/ecl/public miscinfo/miscinfo, coifpage=gsearch |

Figure 3-2

4. Click the Accept button. The EDIS Online User Registration web page appears
(Figure 3-3).
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Registering as an EDIS User

43 Highview Web Gateway - Microsoft Internet Explorer o [=] ]

J File Edit ‘iew Faworites Tools  Help i
| Bk - » - D &t | Qsearch GaFavorites (AHstory | By S

J Address I@ http:{ edis_server/hwwebfheweb, di?DisplayUserRegistration j PGo

EDIS Online User Registration

Caormplete the EDIS Online User Registration form 1o become a registered user of the EDIS system.
Please enter information in all required fields
All fields are required unless they are designated as optional.

Profile Information

First Name |

Middle Name | (optional)

Last Name |

Firm/Organization | <Select one» j

Office/ Division | Not Applicable 'l (USTTE Internal Use)

Address |

Address |

City/Province
State | <Selectone>

Zip/Postal Code |

Country/Region | <Select one» 'I

Telephone # | (Include Country Code/ Area Code)
Fax # | (optional)
Email |

Login Information

Use letters (a-z) and numbers (0-9), but no spaces or special

User ID | characters (8, 1, # etc.)
The password must be at least & characters long and contain
Password | letters (a-z) and numbers (0-9) but no spaces.

Re-enter Password |

Enter a unique combination of alphabetical characters and

Code word | numbers in this field. Make sure that your code word is a word
you will not forget (e.g., your mother's maiden name).

Submit Registration |
=

‘@ Daone l_’_ (2 Lacal intranst 4

Figure 3-3

5. Enter information in all the required fields. All fields are required unless specified as
"optional."

6. Click the Submit Registration button. A printable version of the registration form
appears (Figure 3-4).
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Registering as an EDIS User

/} High¥iew Web Gateway - Microsoft Internet Explorer 10l |

J File Edit ‘iew Favorites Tools Help ﬁ
J GBack ~ = - (D ﬁ| Qhsearch [GFavorites  CHistory | - S 5

JAddress I@ http:ffedis_serverfhvweb/hyweb, di?ProcessUserReqgistration j @GU

EDIS - Online User Registration {Printable Form)

To become a registered user of EDIS, print this form, sign it, date it,
and mail or deliver it to the Secretary, USITC at:
500 E Street, SWW Washington DC 20436

Profile Information

First Name Michael
Middle Name Stephen
Last Name Banks
Firm/Organization Yenable, Bastjer, Howard and Civiletti
Office/Division Mot Applicable
Address 1655 Marehouse Drive
Address Suite 220
City/Province San Diego
State Cé
2Zip/Postal Code 92126
Country/Region United States
Telephone # (619} 586-7200
Fax # (619) S86-7222
Email mbanks@venable.com

Login Information

User ID michael4565
Password ok ok
Code word A

Terms of use: I agree to the terms described in the Terms of Use Agreement. You must print this page and send
the original signed copy to USITC at:
500 E Street, SW Washington DC 20436

Sighature Date

[
|@ Done ’_l_ (2 Local intranst 4

Figure 3-4

Print the form, sign it, and return the signed registration form to USITC at 500 E
Street SW, Washington, DC 20436. USITC will send an e-mail to notify you that
your registration has been approved.
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Setting User Preferences

Now that you are a registered user, you may specify your preferences for how items are
displayed in the hitlist. To do so:

1. Click the User Preferences hyperlink on the Welcome to HighView Web Gateway
web page. The web page displayed in Figure 3-5 appears.

/2 Highview Web Gateway - Microsoft Internet Explorer =10] x|
J File Edt Wiew Favorites Tools Help ﬁ
| dmBack - = - (@ [0 3| Boearch [EFavoriies (BHstory | By S = H
J Address IE http: ffedis_server/hvweb/hvweb. diFDisplayUset Prefs j ﬁGU
United States International Trade Commission
MMenu Use the following to set your Login preferences:
Home
Retrieval Change Password
Indexing
Tser Preferences
Lopout Use the following options to set your Display preferences
Enter the maximum number of rows for each hit list displayed
Maximum row count: [10
™ Atways display a section list (sven if section contains one image)
[ Always display multiple page sections as a single file, not as separate files
Select the current view for USITC
All Fields i
Update view "All Fields" on table USITC
Create a news view on table USITC
Update Preferences
& ’_’_Loca\ inkranet 4
Figure 3-5

2. Enter the maximum number of rows you want displayed on your hitlists in the
Maximum row count field.

Click the "Always display a section list" option if you always want to display sections.

Click the "Always display multiple page sections as single files, not as separate files"
option if you always want to display sections that contain more than one page as a
single file.

5. Select the view you want to display your hitlist in from the drop-down list.
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Setting User Preferences

Click the "Update View" option to change the default view order.

NOTE: The options for selecting a current view and updating a view are only
displayed if you have created a view order.

Click the "Create new view on USITC" option to create a new view order. See the
"Creating a New Hitlist View Order" section for more information about view orders.

Click the Update Preferences button.

EDIS User's Guide 3-7
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Creating a New Hitlist View Order

View orders are sets of virtual filing cabinets that specify how your documents are
displayed on the hitlist. Unlike other systems, EDIS does not force you to establish a
dedicated cabinet-folder-document structure. Each user may create view orders that
display documents in different ways.

To create a new hitlist view order, from the Welcome to HighView Web Gateway web
page:

1. Click the User Preferences hyperlink. The form displayed in Figure 3-6 appears.

/Z} Highview Web Gateway - Microsoft Internet Explorer (=] 3]

J File Edit “iew Favorites Tooks  Help

J P Back = = - @ 72t | @Search (] Favarites @History ‘ %v = =
JF\ddress I@ http: ffedis_serverfhvwebjhvweb, dI?DisplayUserPrefs j a0

United States International Trade Commission

Menu Use the following to set your Login preferences:

Eetrieval Change Password

Indezang
User Preferences

Logout

Use the following options to set your Display preferences

Enter the maximum number of rows for each hit list displayed
taximum row count: |10

™ Always display a section list (even if section contains one image)

[ Always display multiple page sections as a single file, not as separate files

Select the current view for USITC

Update view "All Fields" on table USTC
Create a new view on table USITC

Lpdate Preferences I

1] ’_’_ (ZE Local intranet 4
Figure 3-6
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Creating a New Hitlist View Order

2. Click the Create a new view on table USITC hyperlink. The web page displayed in
Figure 3-7 appears.

3 HighView Web Gateway - Microsoft Internet Explorer

N [=] ]
J File Edit “iew Faworites Tools Help |
| ek » 5 - @ @ A @oeach GEFavortes (BHstory | BYe Sp B
Jnddrass Ia http:jfedis_server/hrwebihvweb . dizDisplayTableViewCreateghruser 1 j PGD
United States International Trade Commission
Homs | Tabelfomatos | Vewhiomaim
Eetrieval i
Indexing Table Name View Name
User Preferences USITC I T Ve |
Logout Availahle Fields Group hy:
APOD_RELEASE |
AREA_OF_INTEREST
BEHALF_OF > Sort Order
DATE_ENTERED P @ Azcending
DATE_RECENWED " Descending
DOC_DATE
DOC_TITLE
DOC_TYFE
FILED_BY Then by:
FIRM_ORG  ——
1N _MNUIR
INY_PHASE ->
SECURITY p
Then by:
-
<
Then hy:
-
<
=
|&] Done ’_’_ (3 Local intranet 4
Figure 3-7

Enter a name for this view in the View Name field. For example, if you are designing
this view to show your information grouped by user, you could name it User View.

Select the field, or combination of fields, that will make the largest virtual folder. In a
paper filing system, this would be equivalent to a file cabinet. For example, if you
want to open a hanging file folder that represents a project, you would select the field
that represents the project name on your tab's indexing window.
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Creating a New Hitlist View Order

8.
9.

After selecting the field, click the -> button. This action moves the field from the
"Available Fields" list to the first order group.

NOTE: The first field in the view order determines the sorting order for your hitlist. If
you have the radio button set to "ASC," EDIS sorts the hitlist in ascending order,
based upon the first field in the view order. If you have the radio button set to
"DESC," EDIS sorts the hitlist in descending order.

By specifying more than one field, you will further restrict the scope of the top-level
cabinet. For example, if you have just the project name in View Order Group 1, all
documents that include this project name will appear under this cabinet. If you have
both project name and owner name in View Order Group 1, only document searches
that match both the project name and the owner's name will appear under this
cabinet.

Once you have established the first level, move the remaining fields into the next
level. Each time you move into a new view order group, you are creating one
additional cabinet level that will appear on your hitlist when retrieving documents.

Finally, when you are down to the fields that you feel make a document unique (such
as a document title, ID number, or date), move them all into the next unused order
group. Ordering the fields within the group will also make the hitlist display
information within the same order on the document's title line.

Click the Save View button.
Click the Exit button Xl to exit the web page.

Feel free to experiment with different field orders and group arrangements. You are only
changing the way in which you view the data — not the data itself.

Virtual cabinets allow you great flexibility in the way that EDIS presents documents. A
casual user may never decide to establish a view order, so he or she will have all
documents individually listed on the hitlist. A user in the Human Resources department
may want to categorize all documents by employee. By making the employee field the
only entry in the first Order Group, he or she will see a list of employees when searching
for documents.

Users are not restricted to the way that the system wants to display documents. Users
can display documents in the manner that they choose — individually.
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Resetting Your Password

You are allowed three attempts to enter a valid password in EDIS. After the third attempt
fails, you will be locked out of EDIS for a period of time specified by USITC. If you get
locked out twice, you must click the Forgot Password? Hyperlink on the EDIS Login web
page to have the USITC EDIS System Administrator (SA) reset your password. The
System Administrator has the right to prohibit anyone from accessing EDIS.

When the SA receives the e-mail notification, they will verify that the information you
provided matches your user registration information. If the information matches, the SA
will notify you via e-mail that your password has been reset to match your code word. If
the information does not match, then the SA will contact you for further information. You
can then login to EDIS. You will be prompted to change your password at that time.

NOTE: You will be forced to change your password when it expires. Expiration dates
are based on the USITC system settings governing user passwords.
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To have the SA reset your password if you forget it:

1.

Click on the Forgot Password link on the EDIS Home web page. The Forgot
Password? Web page appears (Figure 3-8).

1ol
File Edit ‘iew Favorites Tools  Help ﬁ
= Back ~ = - @ 7t | @Search (5] Favarites @Med\a @ | %' =) @ @ &

Address I@j http:ffedis_server/hvwebihvForgotpswd, htm j @Go | Links **

[~

United States International Trade Commission

Forgot Password?

Complete the Forgot Passwaord? form and click the Submit button to forward the information to the EDIS System Administrator. |f
the information you provide on this form matches the information you provided during registration, the EDIS System Administrator
will reget your password to your code word and send you an e-mail notification. After logging in, you must change your password.

User Information

First I
Name

Middle I

Name {optional)

Last I
Name

Enterthe unique combination of alphabetical
User ID I characters and numbers you specified as your User ID
during EDIS registration

Enter the unique combination of alphabetical
Code I charactars and numbers you specified as vour cade

word word duting EDIS registration in his field re.q., your
mothers maiden name)
Submit |
[~
|@ Done E Local intranet Y

Figure 3-8

Enter your First Name, Middle Name (optional), Last Name, E-mail, User ID, and
Code Word in the appropriate fields.

Click the Submit button. EDIS sends an e-mail notification to the SA, who manually
resets your password to match your code word.

After receiving an e-mail informing you that your password is the same as your code

word, try to login again. You are prompted to reset your password. See the following

section, "Changing Your Password" for instructions.
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Changing Your Password

To change your password:

1. Click the Change Password hyperlink on the User Preferences web page. The
Change User Password web page appears (Figure 3-9).

43 High¥iew Web Gateway - Microsoft Internet Explorer =101 x]

Fil: Edit View Favorites Tools Help
GBack ~ = - (D at | Qsearch  [Favorites  Media £ | - S - 2

Address I@] hitp: }fedis-webserver fhvweb hvweb, diPDisplayChangePassward j @Go | Links **

United States International Trade Commission

Change Password

You have reached this page because of one of the following two reasons:

1. Your password has expired and you must change it
2. Youwe made a personal determination that it is necessary to change your password

To change your password, please provide the following information and click the Submit button.

Old Password |

New Password I

Confirm New
Password

Cancel

=l
[&] Done [ [BE rocalintranet v

Figure 3-9
Enter your current password in the Old Password field.
Enter your new password in the New Password field.
Re-enter your new password in the Confirm New Password field.
Click the Submit button.

o &~ DN
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Retrieving Documents

Retrieving Documents

Searching for and retrieving documents is easy with EDIS. You specify what criteria you
want to search for and EDIS creates a hitlist of documents. A hitlist is a collection of
virtual documents and sections (pages) that match your search criteria. From the hitlist
you can add sections to documents. For more information on hitlists, see the "About
Hitlists" section of this chapter.

To search for documents via the Web Gateway:

1.
2.

Open your web browser.

Enter EDIS URL, EDIS Home page appears (Figure 4-1).

e Edt Vew Favotes Tods Help

o Q) | Qeeach (iiFwones Greds B3| D S0l 2 & R

3 EDIS 1 - Microsoft Internet Exploer =1

e [ e eciswebservertoneh!. R

United States International Trade Commission

EDIS

Non-Registered Users  Welcome to EDIS, which provides internet access to documents filed with the Secretary's

Registered Users office in investigations at the USITC. EDIS also provides the capability to ile documents
Registration with the USITC electranically, and it pravides for the generation of cover sheets for
Forgot Password? documents to be filed in paper format. EDIS supports obtaining documents filed with the

USITC since 19%. This includes search/retrieval, printing, and copying document extracts.

Our goal is to establish systems and associated processes and rules that will support
efficiency and provide enhanced service for our customers.
Marityn R. Abbott
Secretary

Quick Search: quick ssarch allows all users rapid access to ssarch for public documents. To search and retrieve confidential documents
to which you are authorized access, you must be a registered user and rust logon to EOIS.

Contact Information: EDis aperates 24 hours a day 7 days a week except for periods of scheduled maintenance. USITC business hours
are 8:45 a.m. - 5:15 p.m. during normal Federal workdays. Cantact can be made by sending e-mail to dockets@usite.zov or caling 202-205-
2000 Wil may be sent to The Secretary, USITC, 500 E Strest, SW Washingtan, DC 20436

Feedback: USITC is eager to receive feedback on how to enhance EDIS and otherwise improve service. Such feedback should be directed to
the Secretary - see Contact Information

Privacy and Security: public docurments may be viewed by both registered and non-registered users, and both may subrmit docurnents.
HOWEVER, parties to 3 case/ investigation must be registered. Also, access to confidential documents via EDIS will be available onty to
registered users. This will be controlled by the Secretary by assigning specific user permissions.

[Elowe [ [ [ ocaimranet

Figure 4-1
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Retrieving Documents

3. Click the Registered Users hyperlink on the EDIS Home page. The web page
displayed in Figure 4-2 appears.

3 High¥iew Web Gateway - Microsoft Internet Explorer =1a]x=|
File Edit View Favorites Tools Help ﬁ
GBack ~ = - (D at | Qsearch  [Favorites  Media £ | - S - &

Address Iﬂj http: | fedis_serverfhweb /default. htm j @G | Links **

-

United States International Trade Commission

Enter the User Name and Password:

eernatne: I
Password: ||
Reset |

Forgot Password?

-]
‘@ Done l_l_ l_ E Local inkranet 4

Figure 4-2

NOTE: If you are a non-registered user, click the Non-Registered User hyperlink.
EDIS will take you directly to the Welcome to EDIS web page.

Enter your user ID in the Username field.
Enter your password in the Password field.
Click the Login button. The Welcome to EDIS web page appears (Figure 4-3).
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il
Fle Edt Vew Favortes Took Help |
GBack - = - @ (7] A | Qearch GFavoites veda (35 S = - H D
tiddress [ ] b jedis-nebserver,Frweb{tmeb it = @so |uinks >

=
Menu
e Welcome to EDIS
Retrieval
Create Cover Sheet Select the desired action you wish to petform from the menu displayed on the left The available selections include
Service List
User Preferences Home
Logout Displays this Welcome page describing the actions that may be performed with EDIS
Retrieval
Displays a retrieval form that may be used to search and retrieve public deckets andfor confidential documents for
which authorization is granted through the Administrative Protective Order process.
Create Cover Sheet
Select the Create Cover Sheet hyperlink to create a cover sheet that must be printed for paper document
subtnissions of to submit a cover sheet with electronic document attachments
Service List (available for Registered Users only)
Displays the most current Service List for an mvestigation.
User Preferences {available for Registered Users only)
Customize your display, edit and set wiews used for retrieval of documents stored in EDIS
Logout
Exit EDIS
Dewnload the barcode font and install it from the control panel to correctly display the barcode for cover page receipts
|
[&] pone [ Local intranet /A

Figure 4-3
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7. Click the Retrieval hyperlink. The EDIS Search/Retrieval Form appears (Figure 4-4).

Z HighView Web Gateway - Microsoft Internet Explorer (=] |

Fle Edt view Favortes Took Help |

Ggack ~ = - D[] A Dsearch GFavortes @reda (B |2 S - 1H D

Address [@] htpjjedis-webserver hvneb/hvweb. di7OnRetrieval

~| @ |Lmks B

United States International Trade Commission

Menu EDIS Search/Retrieval Form

Home

Eetrieval

Create Cover Sheet Advanced Search Saved Queries: |¥heatOuery x| Fun| Edit| Delete ‘
Service List

User Preferences

Logout Security hd

Area of Interest | j

Investigation # Brovise @ ActiveLlist " Inactivelist " New Investigation
Investigation Phase x

Document Type

H

Document Title

Document #

Filed By

Firm/Org

Filed on Behalf of
Document Date
System Received Date
Official Received Date
Country

Category

H

through |

through |

through |

]v

(Format: MM,/DD/ ¥¥YY)
(Format: MM,/DD/YYYY)

(Format: MM/DD/YYYY)

=

APORelease 7

Full Text Search

Enter a list of themes to
search for (comma-
delimited):

' Documents that contain ANY of the selected themes

" Documents that contain ALL of the selected themes

Clear Form
=] [ [ B Localintranet

I
4

Figure 4-4

8. Click the Browse button to select an investigation from a list of investigations
(Figure 4-5).

4-4  EDIS



Retrieving Documents

10.

12.

® EDIS - Investigation Lookup ;Iglél
S|

|Investigatian # Phase Area of Interst Full Title |
C 001-005 Final Publications ANMUAL REPORT ﬂ
C 001-006 Final Publications HaRMOMIZED TARIFF SCHEDILE

001-007 Publications DIRECTORY OF INTERMATIONAL TRADE AMALYST ¢ DITY :
C 001-010 Final Publications MISCELLAMNEQUS PUBLICATIONS OF THE UMITED STATES INTERMAT
C 104-001 Final 104 TEXTILES AND TEXTILE PRODUCTS OF COTTON FROM PAKISTAM, I
C 104-002 Final 104 OPTIC LIQUID-LEVEL SEMSING SYSTEMS FROM CaNaDa, Inv. Mo, 10
C 104-003 Final 104 SPIRITS FROM IRELAND, Inv, Mo, 104-TAA-3
C 104-004 Final 104 STEEL UMITS FOR ELECTRICAL TOM/ERS FROM ITALY, Inv. Mo, 104-
C 104-005 Final 104 SKILIFTS AND PARTS THEREOF FROM ITALY, Inv, Mo, 104-TAAS
C 104-006 Final 104 BARLEY FROM FRAMCE, Inv. Mo, 104-TAA-G
C 104-007 Final 104 SUGAR FROM THE EUROPEAN COMMUNITY, Inv, No, 104-Ta4-7
C 104-007 Reviewl Review SUGAR FROM THE EUROPEAN UNION, Inv. Mo, 104-TAA-7 (Review)
C 104-008 Final 104 MOLASSES FROM FRAMCE, Inv, No, 104-TaA-8
C 104-009 Final 104 MICHELIM X-RADIAL STEEL BELTED TIRES FROM CAMNADA, Inv. Mo, 1
C 104-010 Final 104 DAIRY PRODUCTS FROM THE EUROPEAN COMMUNITY, Inv, Mo, 104-
C 104-011 Final 104 FLOAT GLASS FROM BELGIUM AMD ITALY, Inv. Mos. 104-TAA-11-12
C 104-013 Final 104 RAYOMN STAPLE FIBER FROM SWEDEN, Inv, Mo, 104-Ta4-13
C 104-014 Final 104 BICYCLE TIRES aMD TUBES FROM TaIWAN AND THE REPUBLIC OF K
C 104-016 Final 104 NONRUBBER FOOTWEAR FROM BRAZIL, INDIA AND SPAIN, Inv. Nos,
C 104-019 Final 104 SCISSORS AMD SHEARS FROM BRAZIL, Inv. Mo, 104-TAL-19
C 104-020 Final 104 CASTOR OIL PRODUCTS FROM BRAZIL, Inv, Mo, 104-TAA-20
C 104-020 Reviewl Review CASTOR QIL PRODUCTS FROM BRAZIL, Inv. Mo, 104-TAA-20 (Revie
C 104-021 Final 104 COTTON YARM FROM BRAZIL, Inv, Mo, 104-TAA-21
C 104-021 Reviewl Review COTTOM YARM FROM BRAZIL, Inv. Mo, 104-TAA-ZL (Review)
C 104-022 Final 104 BOTTLED GREEMN OLIVES FROM SPAIN, Inv, Mo, 104-TA-22
C 104-023 Final 104 TOMATO PRODUCTS FROM GREECE, Inv. Mo, 104-TAA-23
C 104-024 Final 104 OLEORESINS FROM SPAIM, Inv. Mo, 104-TaA-24
CI 104-025 Final [ 104 OLEDRESIMS FROM IMDLA, Iny, Mo, 104-TAA-25 _lLI
4 3

Figure 4-5

Double-click on the name of an investigation or select an investigation and click the
OK button %I to insert the investigation number in the Investigation field.

Enter the search criteria that you want to match in the fields. You may specify one or
all of the search fields.

NOTE: You may also use the wild-card option by putting the wild-card (%) character
before, within, or after the part of the name that is known.

Click the Search button. The Search button activates a search based upon the
criteria specified within the search fields. If the search is successful, a document
hitlist is generated (Figure 4-6).

EDIS User's Guide 4-5



Retrieving Documents

> - QB o] Queoch Giravortes ristory | B 5 W

605 [ s sl drosplyrae: B

United States International Trade Commission

o View 1 Results

User Preferences

Logout ¥ n\n
¥

Ablondi,

Wheat Answer to Foster,

Gluten Complaint | Sobin and | 221007
Davidow
OBiff and

Wheat Answerte | Bemidge

Gluten Complaint | and Hale | 104010

Brief - Other Leiman | 201067

Select a ik to view further information

ocal intranet

Thitpifeds [l

Nl

Figure 4-6
13

Double-click on a link to view document information (Figure 4-7).

Flo Edt Vew Favortes Took Hel |

wbeck - = - @ [5) 4} | Qsearch [aFavories (FHstory = 3=F

s [B o 5 o] o |
=

United States International Trade Commission

Menu ]

o View 2 Results

Retrieval

Indexing

User Preferences

Logout

iy Peter Hastings . Edit
Selct etk view Rt iformation

=

[oene [ Bt

Figure 4-7

14. Double-click on a document title to view the sections in it (Figure 4-8).
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15

ightiew Web Gateway - MicrosoftInternet Explorer _ ol

Fle tk Ve Favoes Took =

ok - o - QD) | Qewch Glravores Frioy | - & A 2

s [E] s BN
=

United States International Trade Commission

Reierd
Indesing 06272002 Tagged Inge File Format |
User Preferences
Logout
Select a link to view further information.
|
ons [ Bt 7

Figure 4-8

Double-click on a section title to view the image (Figure 4-9).

oft Internet Explorer =]
File Edt View Favorkes Toos Help ‘

$aBack - = - @ [F] 4| Dsearch GaFavorites (BHistory | B S5 W 2

sdcrass [@] hitp:fedis_server/hvwebihvweb. it Displaylmage@sa336231 -] w6 ‘
-[# & BOR B[4 4 b M
|B-¢ -2 BL|TEHE D

P

157%

|DIA3

As early as the Jate 1980s, the dumesuc industry mvested in the research and development of new
products based on the physical, chemical, and ion of wheat gluten and its co-product,
wheat starch. As wheat gluten imports increased during the 1990s, however, U.S. firms dedicated even
more time, and millions of dollars, to getting their new modified products to the market more quickly. This
process accelerated during the relief period, as small- and full-scale plants were planned and constructed to
produce modified products. An entire rescarch division was added at one firm headed by food chemists and
other scientists devotcd to dz've]opmg applications for new wheat technology for products already an the =
market. Pre i were launched and additional salespeople were hired with the technical

pertise to show potential how these modified products could improve the quality of their
goods.

Bolsumd by consumer interest in natural-based cosmetics, products made from non-genetically

dified and envi ly friendly bic products, the U.S. wheat gluten industry is
on the leading edge of world-wide menreh on new functional applications of wheat gluten and wheat
starch. Industry-wide, U.S. firms continue their goals of building long-term relationships with customers
while shifting from preduct-driven to market-driven strategies in order to supply product needs to
customers. Many of the industry’s decisions to dedicate funds to the construction of full-scale plants, as
opposed to the small-scale plants that are currently in operation, are scheduled to be made in the next
several months and reportedly depend significantly on the profitability of their wheat gluten operations as a
whole.

S W AT 1ot ¥ B asxiin (O 5 B 4| ol
] Done [ [ B Localintranst 7

Figure 4-9
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If your search did not retrieve the document(s) that you expected, remove some of the
search criteria and try again. If your search returned a list that contains too many
documents, add to the search criteria.

About Hitlists

A hitlist (Figure 4-10) is created at the end of a successful search. The hitlist displays a
view of the items that match the criteria specified on your Search or Advanced Search
forms. A flag will indicate items that have been through full text OCR. To view an item,
double-click the document title of the specific item.

ZHighview Web Gateway - Microsoft Internet Explorer =10 x|
File Edt View Favortes Toos Help ‘
Back + = - @D [2] A | Qoeach GdFavortes (BHistary | By S [H

Ackhess [ hexpsffedls_ser dlzDisplay Hitist =] @e |

United States International Trade Commission

ACTIONS

Sheet Row] SECURITY| AREA OF | INV
Logout # NTEREST|NUN

Service
| Tmport |20 | . SEIVCe oot | Hanna 2002.06-20 [2002.06-20
1 |(Confidentidl| .~ |gg7 | Tnal Iﬁ Ghuten Johnst 00:00:00 | 00:00:00 g A

Wheat .
<o Impurt 201 Pratective| SRe& | poo, 2002.06-27 [2002-06-27
Brivileyed 057 [Comment T dor Gle“t:r“t Hastings 00:00:00 | 00:00:00 Edu

‘Davidow

Select alink to view further information

|
Z

- || |8 Localintranet

Figure 4-10
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Printing Documents

EDIS allows you to send the document that you are currently viewing to a local printer or
a print server.

To print documents, from the hitlist:

Printing the Hitlist

To print the hitlist, click the Print button on your web browser.

EDIS Security

All documents stored in EDIS have a security classification. Users must have proper
security privileges and access rights to retrieve and view documents. “Public” documents
may be retrieved and viewed by the public and USITC users. Only users who are parties
to an investigation will be able to view both the metadata and the actual image of a
Confidential document.

Documents with security classifications other than Public or Confidential (i.e., Privileged
and OINV) will be available only to users who have been given rights to an investigation
or to users with proper security privileges. Users who do not have rights to an
investigation or who do not have proper security privileges will not be aware that the
document exists.
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Search Techniques

EDIS users may search and retrieve documents using index (metadata) information
and/or OCR text. These techniques are:

=  Wild-card Searching
» Full Text Searching
= Theme Searching

= SQL Searching

Wild-card Searching

In the event that the entire search field is unknown, you may use the wild-card option.
The wild-card character may be used alone or placed anywhere in the text string: before
the text that is known, in the middle of text that is known, or after the text that is known.

For example, if you want to search for all documents related to the “Salt River Project,”
you would enter “%Salt River Project%” in a search field. The result would be a list of all
documents with “Salt River Project” anywhere in the title. For example, the search might
return the following:

= Letter Regarding the Salt River Project Maintenance
= Salt River Project Change Order
=  Wright Memo About the Salt River Project Budget

After using EDIS for a short time, you will rapidly learn how to fine-tune your searches to
work best.

Full Text Searching

After a document has been through the Full Text OCR process, all text contained in the
document is indexed and can be used as search criteria. When you perform a Full Text
search, EDIS retrieves data using the Optical Character Recognition (OCR) text of the
actual document. Full text is effective if you have limited knowledge about the document
you are searching for. Using the full text search and theme search fields on the EDIS
Retrieve by Index form provides an intuitive and effective means to retrieve documents.
Full text searches can be refined until a specific document is successfully retrieved.
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To perform a full text search, from the EDIS Search/Retrieval Form:

1. Enter the text you want to search for in the Full Text Search field (Figure 4-11).

/) HighView Web Gateway - Microsoft Internet Explorer =10l x|
Fie Edt Yiew Favorites Tools Help |
gack - = - (@D [F] 4| Qoearch GFavortes Preda B | B S - H D
Address [{€] http: jedis-webserverfhvwebfhweb dI?OnRetrieval = @ |Lmks »
United States International Trade Commission
Menu EDIS Search/Retrieval Form
Home
Retrieval
Create Cover Sheet Advanced Search Saved Queries: |¥heat Query = M ﬂl %I
Service List
User Preferences
Logout Security -
Area of Interest I j
Investigation # Browse @ pactiveList  © InactiveList © New Investigation
Investigation Phase x
Document Type I j
Document Title |
Document #
filed By |
Firm/Org I |
Filed on Behalf of |
Document Date | through | (Format: MM/DD/YYYY)
System Received Date | through | (Format: MM/ DD/ YYYY)
Official Received Date | through | (Format: MM/DD/YYYY)
Country |
Category | =
APD Release [~
Full Text Search l—
Enter a list of themes to
search for (comma-
delimited):
' Documents that contain ANY of the selected themes
© Documents that contain ALL of the selected themes
Clear Form
& [ [ [BEvecalintranet 7

Figure 4-11

2. Click the Search button. If the search was successful, a hitlist appears (Figure 4-12).
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Highview Web Gateway - Microsoft Internet Explorer T=T]
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United States International Trade Commission

o View 1 Results
Retrieval
Indesing
User Preferences
Logout
Wheat Answer to
Gluten Complaint
Gluten Complaint
[ Brief - Other Lelman 201067 | Final Public
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D“""‘W 20 Protective Order F““" 201.067 | Comment | Privileged
Dzvl ow
Select aink to view ftherinformation Ll
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Figure 4-12

Double-click on a link to view document information (Figure 4-13).

Flo Edt Vew Favortes Took Hel |

ok v - @ D) Y| Qseach (alrovortes Primory | B & A 2

I
sz [ repjod < ] e |
=
United States International Trade Commission
Menu ]
o View 2 Results
Retrieval
Indexing
User Preferences
Logout
ﬁ i Peter Hastings Im
Selct etk view Rt iformation
=
JDone. [ B Local intranet 7

Figure 4-13

NOTE: Your hitlist may have fewer levels than the hitlists displayed in this guide,
depending on the user preferences you set.

Double-click on a document title to view the sections in it (Figure 4-14).
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Logout Save Query
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Select alink to view further information
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Figure 4-14

5. Double-click on a section title to view the image. The scanned image of the
document that contains your search criteria appears (Figure 4-15).
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As early as the late 1980s, the domestic industry invested in the research and development of new
products based on the physical, chemical, and i dification of wheat gluten and its co-product,
wheat starch. As wheat gluten imports increased during the 1990s, however, U.S. firms dedicated even
more time, and millions of dollars, to getting their new modified products to the market more quickly. This
process aceelerated during the relief period, as small- and full-scale plants were planned and constructed to
produce modified products. An entire rescarch division was added at one firm headed by food chemists and
other seientists devoted to developing applications for new wheat technology for products already on the
market. Promotional igns were launched and additional salespeople were hired with the technical

pertise to show potential how these modified products could improve the quality of their
goods.

Bolstered by interest in natural-based ics, products made from non-genetically

di isms, and lly friendly biodegradable products, the U.S. wheat gluten industry is
on the leading edge of world-wide research on new functional applications of wheat gluten and wheat
starch, Industry-wide, U.S, firms continue their goals of building long-term relationships with customers
while shifting from product-driven to market-driven strategies in order to supply product needs to
customers. Many of the industry's decisions to dedicate funds to the construction of full-scale plants, as
opposed to the small-scale plants that are currently in operation, are scheduled to be made in the next
several months and reportedly depend significantly on the profitability of their wheat gluten operations as a
whole.

4] 4[1ot1 Fn 85xm1in (O =5 & 4
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Figure 4-15

Theme Searching

You may use the theme search field on the EDIS Search/Retrieval Form to search for
documents by “theme.” A theme is a word or phrase that illustrates a main concept in the
document. Before you perform a theme search, review the following terms:

A theme summary is the word, phrase, sentence or paragraph in the document that
best represents a single theme. (A theme summary can be thought of as the gist for

a particular theme.)

A gist is a group of words, phrases, sentences or paragraphs in a document that best

represents what the subject matter of the document is as a whole.
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Performing a Theme Search

To perform a theme search, from the EDIS Search/Retrieval Form:
1.

Enter the themes you want to search for in the Enter a list of themes to search for
field. You may enter multiple themes by separating them with commas.

Click the Query Options button to configure how the system processes all the Full
Text and theme search options. The Query Options window appears (Figure 4-16).

2~ Query Options

— Match Search Criteria

" Match All terms (AND / 8 )

" Match Any terms { OR /| )

= Match Any terms with weighting { ACCUM /£,
" Match Phrase

— Use Similarity vethods
= Mo Similarity Operator
" Stemming ($)

T Fuzzy (?)

" Soundex (1)

—— Order of Importance
" Order Not Relevant
" In Order as Typed

— Use Proximity

Max number of words apart (MEAR): I

Apply Cancel I Help

Figure 4-16

Select the options that apply to the search you are conducting. The options are
described later in this chapter.

Click the Apply button.

Specify whether you want to show combined themes or common themes:

Documents that contain ALL of the selected themes — The documents returned in

the hitlist contain all of the selected themes.

Documents that contain ANY of the selected themes — The documents returned

in the hitlist contain at least one of the selected themes.
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6. Click the Search button. The Search button activates a search based upon the
criteria specified within the search fields. If the search is successful, a document
hitlist is generated (Figure 4-17).

> - QB o] Queoch Giravortes ristory | B 5 W

<GBack~

diress [ ] htpijecs_serverjhwebihvweb.di7DisplayHiist = 0w

o View 1 Results

Home

Retrieval
Indezing

User Preferences

=

YPE
Byrd | Sylvester |2 - X
e Burrows Complaint 01007 || _ Final
Oliff and
Grady fovests | Bemilie | 10010 |
Benidge Complaint | and Hale
204 Dorr

Wheat
Gluten Brief - Other
Report

Wheat
Gluten | Protective Order
Report

Select a ik to view further information

1 http:jedis s [ [ B Cocalintranet L/
Figure 4-17
7. Double-click on a link to view document information (Figure 4-18).
;‘lglll
Sk - = - Q [A) A | Qearch Garavories Pristory |- S = 5 I
s [@] htpljods. ] e |
=]
United States International Trade Commission
Hemn View 2 Results
User Preferences

] Peter Hastings Rt

Select a ik to view fusther information.

[ [ B

Figure 4-18

8. Double-click on a document title to view the sections in it (Figure 4-19).
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3 High¥iew Web Gateway - Microsoft Internet Explorer -0 x|

Fle Edt WVew Favortes Tooks Help |

daback - = - Q) [ A | DEearch EFavoites Predia (B EY- S 0] - H &

Address [€) http: fedis-webserver et diDisplay Sec 82 30827 WHEAT Bl 1 {Results T SeConfidentils2 30B0E0EYew L Resuls | e |Lir\ks e

United States International Trade Commission

Hoo Section Hitlist

Eetrieval
Create Cover Sheet
User Preferences

Logout Save Cuery
App Dese

‘ 1 ‘ Scanned Tmages ‘ ‘M‘ 1 ‘ Images ‘m

Select a link to view further information

El
& [ Bocdimne 4

Figure 4-19

Double-click on the Theme icon to view the image. The scanned image of the
document that contains your search criteria appears (Figure 4-20).
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As early as the late 1980s, the domestic industry invested in the research and development of new
products based on the physical, chemical, and i dification of wheat gluten and its co-product,
wheat starch. As wheat gluten imports increased during the 1990s, however, U.S. firms dedicated even
more time, and millions of dollars, to getting their new modified products to the market more quickly. This
process aceelerated during the relief period, as small- and full-scale plants were planned and constructed to
produce modified products. An entire rescarch division was added at one firm headed by food chemists and
other seientists devoted to developing applications for new wheat technology for products already on the =
market. Promotional igns were launched and additional salespeople were hired with the technical

pertise to show potential how these modified products could improve the quality of their
goods.

Bolstered by interest in natural-based ics, products made from non-genetically

di isms, and lly friendly biodegradable products, the U.S. wheat gluten industry is
on the leading edge of world-wide research on new functional applications of wheat gluten and wheat
starch, Industry-wide, U.S, firms continue their goals of building long-term relationships with customers
while shifting from product-driven to market-driven strategies in order to supply product needs to
customers. Many of the industry's decisions to dedicate funds to the construction of full-scale plants, as
opposed to the small-scale plants that are currently in operation, are scheduled to be made in the next
several months and reportedly depend significantly on the profitability of their wheat gluten operations as a
whole.

4] 4[1ot1 Fn 85xm1in (O =5 & 4 [
1 Dane [ B Local intranet 7

Figure 4-20

Criteria Section

This category is used to specify how the search should be analyzed for multiple word
searches. For example, if you entered “quick brown fox,” EDIS will analyze the words
based on your use of the following options.

Match All Terms (AND/&)

This option specifies that the AND operator should be used when analyzing the search
criteria. For example: “quick AND brown AND fox” will return only documents which
contain all three terms “quick,” “brown” and “fox.”
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Match Any terms (OR/|)

This option specifies that the OR operator should be used when analyzing the search
criteria. OR returns a relevance score based on the term that occurs most frequently in
the document. For example: “quick OR brown OR fox” will return documents which
contain at least one of the terms “quick,” “brown” or “fox.”

Match Any terms with weighting (ACCUM/,)

This option specifies that the ACCUM operator should be used when analyzing the
search criteria. ACCUM is similar to OR in that if any of the terms occur, the document is
returned. However, the relevance scoring is based on the number of terms occurring in
the document, with more weight assigned to documents in which more query terms
occur.

For example: “quick ACCUM brown ACCUM fox” will return documents which contain at
least one of the terms “quick,” “brown” or “fox.”

Match Phrase

This option specifies that the phrase should not be analyzed by the system, but used
exactly as entered. For example: “quick brown fox” will return only documents that
contain at least one occurrence of the entire phrase “quick brown fox.”

Use Similarity Methods Section

This category is used to define the “expansion operator” to apply to the query. Expansion

operators expand a query expression to include variants of the query terms supplied by
the user.

No Similarity Operator

If you do not wish to apply an “expansion operator” to the query, select this option.

Stemming ($)

This option is used to include words that have the same linguistic root as the query term.
For example: “$quick” expands to quick, quickly, quicker, quickest.
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Fuzzy (?)

This option is used to include words that are spelled similarly to the specified term. This is
useful for finding more accurate results when there are frequent misspellings in the
documents in the document collection. For example: “?fox” expands to fox, fix, fax.

Soundex (1)

This option is used to include words that sound like other words. For example: “/Smith”
expands to Smith, Smythe.

Use Proximity Section

This category is used to return documents based on the proximity of two or more query
terms. It specifies the maximum distance apart, or maximum number of words allowed
between the terms. This category is only available for Text Contains (full text) queries.

Order of Importance Section

This category is used to specify the order in which the terms should be weighted in
regards to the importance of the terms in the documents returned. When order is
important, the first ten terms will be weighted such that the first term will be ten percent
(10%) more important than the second term, which will in turn be ten percent (10%) more
important than the third, etc. Thus, if there are ten terms, then the first term will be twice
as important as the tenth term.

Order Not Relevant

This option indicates that the order of the query terms is not important.

In Order as Typed

This option indicates that the first query term entered is most important, the next query
term is less important than the first, etc.
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SQL Searching

EDIS allows you to build your own Structured Query Language (SQL) "where" clause to
search for documents. Use the tools provided on the Advanced Search window to help
you build your query or type your own "where" clause directly into the editing box at the
top of the window.

NOTE: This option is provided for advanced database users who have an understanding
of SQL.
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To build a query:

1. Click the Retrieval hyperlink. The EDIS Search/Retrieval Form appears
(Figure 4-21).

/2 High¥iew Web Gateway - Microsoft Internet Explorer

[ [ [BEvecalintranet

File Edit View Favortes Tools Help |
gack - = - (@D [F] 4| Qoearch GFavortes Preda B | B S - H D
Address [€] hetp:jjedis-webserver fhvureb/hvweb, dI7OnRetrieval = @ |Lmks »
United States International Trade Commission
Menu EDIS Search/Retrieval Form
Home
Retrieval
Create Cover Sheet Advanced Search Saved Queries: |¥heat Query = M ﬂl %I ‘
Service List
User Preferences
Logout Security E
Area of Interest I j
Investigation # Browse @ pactiveList  © InactiveList © New Investigation
Investigation Phase x
Document Type I j
Document Title |
Document #
Filed By |
Firm/Org I j
Filed on Behalf of |
Document Date | through | (Format: MM/DD/YYYY)
System Received Date | through | (Format: MM/ DD/ YYYY)
Official Received Date | through | (Format: MM/DD/YYYY)
Country |
Category | =
APD Release [~
Full Text Search
Enter a list of themes to
search for (comma-
delimited):
' Documents that contain ANY of the selected themes
© Documents that contain ALL of the selected themes
Clear Form
|
@ Y

Figure 4-21

2. Click the Advanced Search hyperlink. The Advanced Search page appears
(Figure 4-22).
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HVIUSER FILED_BY NOTIN
HYUSERT FIRM_ORG LIKE
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Add to Where Statermernt
L
& bone || [E Local intranst .

Figure 4-22

Choose an entry from the Columns section. This list shows you the available fields

for the selected tab.

Choose an operator from the Operators column.

Enter a value in the Value section.
Click the Add to Where Statement b

utton.

Click the Search button. EDIS will search for documents that match your search
criteria and will present any such documents in a hitlist. If you would like to add
additional items to your query, use the AND, OR, or NOT buttons to extend your

query.
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Saving an SQL Query

You can save the advanced queries that you use frequently. To save a query, from the
Advanced Search page:

1. Build a query using the procedures described in the previous section.

2. Click the Save button. The Explorer User Prompt window appears (Figure 4-23).

Explorer User Prompk

. X
JavaScript Prampt;

Save Advanced Search as:
Cancel

SEL Query

Figure 4-23
Enter the name of the new query.

4. Click the OK button. The message displayed in Figure 4-24 appears.

3 HighView Web Gateway - Microsoft Internet Explorer o =] 3]

File Edit Yiew Favorites Tools Help ﬁ
&Back ~ = - D 7at | ‘Qisearch  [GFavorites  GfMedia 4 | 5N S ) - Vil

Address Iﬁj http: {fedis-webserver fhvwebfhvweb, di?ProcessSaveQuery j @Go | Links **

=

United States International Trade Commission

Denu

Heme Tour query has been successfully saved.
Eetriewal

Create Cover Sheet

Service List

User Preferences Back |

Logout

[
[&] Dore [ [ @ Localintranet v

Figure 4-24

5. Click the Back button to return to the Advanced Search page.
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Running a Saved Query

To run a saved query, select it from the Saved Queries drop-down list and click the Run
button.

Editing a Saved Query

To edit a saved query, select it from the Saved Queries drop-down list and click the Edit
button.

Deleting a Saved Query

To delete a saved query, select it from the Saved Queries drop-down list and click the
Delete button.

Entering a Where Clause Manually

To enter a "where" clause manually, simply move to the query window at the top of the
window and type your SQL "where" clause. When you have entered your clause, click

Search to retrieve matching documents. Similarly, you may begin your query with the
query builder and then manually edit the query builder's clause.

NOTE: If you receive an SQL Error message after performing an Advanced Search,
please check the validity of your SQL "where" clause in the query window at the top of
the window. If you need more information on building a correct "where" clause, please
refer to your database program's SQL documentation.

Clearing the Advanced Search Window

To erase the where clause in the Advanced Search window, click the Clear button.

EDIS User’'s Guide 4-25



Chapter 5
Submitting Documents to USITC

Documents are submitted to the Office of the Secretary (OSE) at USITC electronically or
by hand. USITC receives hard copy documents from the public and from internal staff;
electronic documents from the public via the Web; and documents that have been
scanned by a contractor electronically or on CD. The processing of these documents is
explained in Chapters 6, 7, and 8 of this guide.

Submitting Paper Documents

The USITC receives hard copy documents from the public and from internal staff. These
documents include legal briefs, trial exhibits, and evidential material. Before submitting
hard copy documents to the USITC, public submitters or staff members must enter
information into EDIS on-line to generate Cover Sheets for each hard copy document.

The Cover Sheet contains information related to the filing and is used as the basis for
document indexing. The Cover Sheet will have a bar code printed on it to match up the
scanned image with the correct indexing information. Personnel from the Office of
Publishing (PUB) scan the hard copy documents into EDIS and index them if necessary.

Users must have the bar code font installed on their computers in order to generate bar
codes on their Cover Sheets. This font can be downloaded from the EDIS Home web
page. If users do not have the bar code font installed on their computers, Doc IDs will
still be printed on their Cover Sheets. The Doc ID will be used during the OCR Clean
process to match the meta data with the hard copy documents.
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Registered Users

To submit paper documents to USITC if you are a registered user:

1. Open your web browser.

2. Enter the EDIS URL, The EDIS Home web page appears
(Figure 5-1).

I ol
Fle Edit View Favortes Tools Help |
EBak - & - @D 4] A Qoearch GaFevortes Pveda B | By S 0

Address [) http:fedis-webserver/hueb] =] Pa |nks

EDIS

Non-Registered Users wiglcome to EDIS, which provides internet access to documents filed with the Secretary's

Resgistered Users Office in investigations at the USITC. EDIS also provides the capability to file documents
Registration with the USITC electronically, and it provides for the generation of cover sheets for
Fergot Password? documents to be filed in paper format. EDIS supports obtaining documents filed with the

USITC since 1996, This includes search/retrieval, printing, and copying document extracts.
our goal is to establish systems and associated processes and rules that will support
efficiency and provide enhanced service for our customers,
Marilyn R. Abbott
Secretary

Quick Search: quick search allows all users rapid access to search for public documents, To search and retrieve
confidential documents to which vou are authorized access, you must be a registered user and must logon to EDIS.

Contact Information: EDis operates 24 hours a day 7 days a week except for periods of scheduled maintenance,

USITC business hours are 8:45 a.m. - 5:156 p.m. during normal Federal workdays, Contact can be made by sending e-mail

to dockets@usite. gov or calling 202-205-2000, Mail may be sent to The Secretary, USITC, 500 E Street, SW Washington, DC 20436,
—_—

Feedback: usiTC is eager to receive feedback on how to enhance EDIS and otherwise improve serwice, Such feedback
should be directed to the Secretary - see Contact Information.

Privacy and Security: Public documents may be viewed by both regiztered and non-registered users, and both may
submit documents. HOWEWER, parties to a caze/investigation must be registered. Also, access to confidential documents
wia EDIS will be available onby to registered users. This will be controlled by the Secretary by assigning specific user permissions.

Al

| &] Done [ [ | 8 ocalintranet

Figure 5-1
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Submitting Paper Documents

3. Click the Registered Users hyperlink. The EDIS Login web page appears
(Figure 5-2).

3 HighView Web Gateway - Microsoft Internet Explorer = ;|g|5|

File Edit \iew Favoribtes Tools Help ﬁ

P Back - = - @ 23 | @Saarch (] Favorites @Medla @ | %v == @ 3

Address Iﬁ:l http: ffedis-webserverfhvweb def ault. hem j 6>Gn | Links *
|

Logging On to EDIS - Registered Users Only

Enter the User Name and Password:

Usernarne:
Password:
Feset |

Tsers will be allowed three attemnpts to enter a valid password. After the third attempt, the user will be locked out of EDIS for a time
determmed by the Secretary. If a user gets locked out two tines before a successful logon, the user will be forced to contact the
Secretary to reset the password. The Secretary will then send an e-mail to the user providing puidance. In appropriate citcumstances,
the Secretary may prohibit the user from accessing EDIS.

If'the user has forgotten histher password, hefshe may click on Forpot Password? and follow the instructions which are prowided.

|
|Ej Done ’_ '_’_ E Local intranet v

Figure 5-2
Enter your User ID in the Username field.

Enter your password in the Password field.
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6. Click the Login button. The Welcome to EDIS web page appears (Figure 5-3).
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B Welcome to EDIS
Retrieval
Create Cover Sheet Select the desired action you wish to perform from the menu displayed on the left. The available selections inchide
Service List
User Preferences Home
Logout Displays this Welcome page describing the actions that may be performed with EDIS
Retrieval
Displays a retrieval form that may be used to search and retrieve public dockets and/or confidential documents for
which authorization is granted through the Administrative Protective Order process
Create Cover Sheet
Select the Create Cover Sheet hyperlink to create a cover sheet that must be printed for paper document
submissions or to submit a cover sheet with electronic document attachments
Service List (available for Registered Users only)
Displays the most current Service List for an nvestigation.
User Preferences (available for Regisiered Users only)
Customize your display, edit and set views used for retrieval of decuments stored in EDIS
Logout
Exit EDIS
Dewnload the barcode font and install it from the control panel to correctly display the barcode for cover page receipts
-]
& Done [ [ B ocalintranet o

Figure 5-3
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Click the Create Cover Sheet hyperlink. The EDIS Create Cover Sheet/Submit
Electronic Documents page appears (Figure 5-4).

R High¥iew Web Gateway - Microsoft Internet Explorer
Fle Edt vew Favories Toos Help
Epack - = - @ at | DQsearch [Gravortes @veda (# | B S EA - 5 9
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United States International Trade Commission

Menu EDIS Create Cover Sh it Electronic D
Home

Retrieval Complete the Create Cover Sheet/Submit Electronic Documents form ta create the cover sheet that accompanies both paper and electranic documents. Flease enter
Create Cover Sheet information in all required fields. Al fields are required unless they are designated as optional

Service List

Ueer Preferences Cover Sheet

Logout

Click the Create Printable Cover Sheet button to open the EDIS Cover Sheet farm. Check that all the information on this form is accurate. Click the Confirm button if all
information i accurate.

Fled By [Lynn Blank

Filed on Behalf of |

Firm/Organization [Fish and Neave =l
Investigation I— Browse @ Activelist  © Inactivelist © New Investigation
Area of Interest [<Select onex =l
Investigation Phase [<Selectone> =]
Security [Confidential =]

Document Type [<Select one>- |

Document Title |

Document Date (M/05,/¥YYY)

APORelease [T (For Internal 01N use only)

Add Attachments for Electronic Submission
Vou may submit up to 10 electronic documents at this time. Click the Submit Cover Sheet with Attachment(s) button after you have attached all the electronic documents
you want to submit. The Notice of Receipt of Electronic Dacuments farm opens. On this form, you have the apportunity to submit 10 additional documents. If you need to
subrmit a file that is mare than 5ME, you must submit it in paper to USITC. Filing of documents is camplete when all documents have been submitted
Tips for Submitting Documents

Browse Browse

Browse, Browse.

Browse. Browse

Browse. Browse.

Browse, Browse.

1f you would like to create a printable cover sheet to submit a hard copy filing: Click here

1f you would like to submit an electronic filing ining up to 10 click here |

1f you would like to submit an electronic filing ining 10 or more at Click here I

[
&

N

Figure 5-4

Enter information in all required fields. All fields are required unless specified as
"optional."

Click the first Click here button to create a printable Cover Sheet. The Validate
Cover Sheet Information web page appears (Figure 5-5).
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/3 Cover Page Submit Confirmation - Microsoft Internet Explorer N [=]]

United States International Trade Commission

Validate Cover Sheet Information

Please review vour cover sheet information for accuracy and completeness. When vou confirm the subtmission of a
cover sheet,

a copy of the cover sheet 15 entered mnto the EDIZ system. This eccurs even if vou are not sending the associated
document to T3TTC electromcally.

SUBMIT - Entries Confirmed

Iake this selection if you have reviewed vour entries on the cover page and want to make your submission.

Edit Entries |
Ilake this selection if you want to return to the previous screen and adjust the entries on the cover page.

Abort- D0 NOT SUBMIT

Make this selection ff you have determined that ¥ou do not want to continue with this submission.

CAUTION: YOU ARE RESPONSIBLE FOR THE ACCURACY OF ALL INFORMATION
APPEARING ON THE COVER SHEET FOR DOCUMENTS YOU SUBMIT. THIS INCLUDES
BUTIS NOT LIMITED TO THE LEVEL OF SECURITY AND INVESTIGATION NUMBER.

Figure 5-5
10. Make sure the information on the Cover Sheet is accurate.

11. Click the Submit — Entries Confirmed button. The Notice of Receipt of Electronic
Documents web page appears (Figure 5-6).
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mﬁnces after your submission has been reviewed by the Office of the Secretary to the Commission.
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System Receive Date Z002-03-02 07:57:40

Cover Sheet

Filed By Lynin Blank

Firm,/Organization Fish and Meave

Filed on Behalf OF Eill Jones

Security Confidential

Investigation # 104-039

Area of Interest Irnpork Injury
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Document Type Action Jacket

Document Title Brief

Document Date 2002-06-22 00:00:00
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Files Received
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Figure 5-6

12. Print the Notice of Receipt of Electronic Documents web page and submit it, along
with your paper documents, to USITC.
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Non-Registered Users

To submit paper documents to USITC if you are not a registered user:

1. Open your web browser.

2. Enter the EDIS URL, The EDIS Home web page appears
(Figure 5-7).

Ble Edit ¥ew Favorites Tools  Help

D [ A | Qsearch [EFavorites iMed

adshress [] hripifjecli-webszrver/ by B

2l

United States Intern

Welcome to the Electronic Documen

EDIS

Non-Registered Users Welcome to EDIS, which provides internet access to documents filed with the Secretany's

Registered Users Office in investigations at the USITC, EDIS also provides the capability to file documents
Registration with the USITC electronically, and it provides for the generation of cover sheats for
Forgot Password? to be filed in paper format. EDIS supports obtaining documents filed with the

USITC since 1996. This includes search/retrieval, printing, and copying document extracts

Our goal is to establish systems and associated processes and rules that will support
efficiency and provide enhanced service for our customers
Mariityn R. Abbott
Secretary

Quick Search: quick search allows all users rapid access to search for public documents. To search and retrieve confidential documents
to which you are authorized access, you must be a registered user and must logon to EDIS

Contact Information: EpIS operates 24 hours a day 7 days a week except for periods of scheduled maintenance. USITC business hours
are 8:45 a.m. - 5:15 p.m. during normal Federal workdays. Contact can be made by sending e-mail to dockets@usite.gov or calling 202-205-
2000, kail may be sent to The Secretary, USITC, 500 E Street, S\ Wwashington, DC 20436,
Feedback: usITC is sager to receive fasdback on how to enhance EDIS and otherwise improve service. Such fesdback should be dirscted to
the Secretary - see Contact Infarmation

Privacy and Security: public documents may be wiewed by both registered and non-registered users, and both may submit documents.
HOWEVER, parties to a casefinvestigation must be registered. Alsa, access to confidential documents wia EDIS will be available only to
registered users. This will be controlled by the Secretary by assigning specific user permissions.

&l I

Figure 5-7
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Click the Non-Registered Users hyperlink. The Welcome to EDIS web page appears
(Figure 5-8).

e h¥iew Web Gatewa osoft Internet Explorer =101 x|
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e Welcome to EDIS
Eetriewal
Create Cover Sheet Select the desired action yon wish to perform from the menu displayed on the left. The available selections include:
Service List
User Preferences Home
Logout Displays this Welcome page describing the actions that may be performed with EDIS
Retrieval
Displays a retrieval form that may be used to search and retrieve public dockets andfor confidential documents for
which authorization is granted through the Administrative Protective Order process
Create Cover Sheet
Select the Create Cover Sheet hyperlink to create a cover sheet that must be printed for paper document
submissions of to submit a cover sheet with electronic document attachments
Service List (available for Regisiered Users only)
Displays the most current Service List for an investigation.
User Preferences (available for Registered Users only)
Customize your display, edit and set views used for retrieval of documents stored in EDIS
Logout
Ezit EDIS
Download the barcode font and install it from the control panel to correctly display the barcode for cover page receipts
]
/€] Done [ | = Local intranet )

Figure 5-8
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4. Click the Create Cover Sheet hyperlink. The Terms of Use Agreement web page
appears (Figure 5-9).

il
Fle Edit view Favortes Tooks  Help ‘
Gback v = - Q) &t | Qsearch GFavortes Ereda B | Eh- S ) - 5 &

Address [&] http: jedis-webserverfhvweb/regrermsofuse.htm =] Peo ‘L\nks =

International Trade Commission

EDIS Terms of Use Agreement

Members of the public have the option to submit certain types of documents electronically to the U.S. International Trade Commission
(USITC) for inclusion in its Electronic Document Information System (EDIS). The USITC does not require the use of this means of document
submission. A person submitting a document electronically must comply with the Commission’s Rules of Practice and Procedure and the
associated Handbook for Electronic Filing Procedures (EFP Handbook) . [Link to Fules and Handboofk] Al documents must be submitted in
PDF format and submitters are responsible for document accuracy and timely receipt by the USITC. Those users who submit documents
electronically and provide an e-mail address will receive a notification of document receipt and, after review by the Office of the Secretary
to the Commission, a notification of document acceptance or rejection.

The contents of each filing in EDIS may be subject to copyright and other proprietary rights {with the exception of the notices, orders,
and opinions of the USITC). It is the user’s obligation to determine and satisfy copyright or other use restrictions when publishing or
otherwise distributing material found in EDIS. Transmission or reproduction of protected items beyond that allowed by fair use requires the
written permission of the copyright owners. Users must make their own assessments of rights in light of their intended use.

A person who represents a party to an investigation before the Commission must become a Registered User pursuant to the EFP Handbook
befaore filing a document electronically. The USITC encourages any person who is not yet but anticipates becoming a party representative

to become a Registered User. A person who is not a party representative and who seeks to file & document electronically may do so
without becoming a Registered User, but will hawe to re-enter identification information with each submission.

Accept Decline

Forgot password? Quick Searches

Contact |nformation Feedhack

/& http:f{dockets. usite. gov/e mi

wll

- copage=gaearch (i

Figure 5-9
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Click the Accept button. The Non-Registered User Information for Document
Submission web page appears (Figure 5-10).

/F High¥iew Web Gateway - Microsoft Internet Explorer =10l x|

File Edt Vew Favortes Tools Help |

daback ~ = - (@ [2] | Dsearch [aFavortes Frveda 4| BN S A - 5 2

Addvess [&] hetp: jedis-webserverjhwweb/hvweb.dlPShowNonRegUser

=] @ ks 7

United States International Trade Commission

Menu EDIS Non-Registered User Information for Document Submission
Home
Eetrieval Complete the EDIS-Il Mon-Registered User Information farm to submit documents to the USITC. This form provides USITC with

Create Cover Sheet

information about the EDIS-Il users who subrit documents to therm. Please enter information in all required fields. Al fields are

Logout required unless they are designated as optional

Profile Information

First Name|
Middle Name (optional)
Last Name|
Firm/Organization| (optional)
Address|
(optional)
City/Province)
State W(nplinnal For countries ather than USA)
Zip/Postal Code|
Country/Region|United States E
Telephone #| (Include Country Code/ Area Code)
Fax & (optional)
Efmaill (optional) [
Submit
=
&] Done [ [ [ [ Localintranet Z

Figure 5-10

Enter information in all required fields. All fields are required unless specified as
"optional."
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7. Click the Submit button. The EDIS Create Cover Sheet/Submit Electronic
Documents web page appears (Figure 5-11).

i il
Fle Edt Vew Fovortes Toos Hep |
Epack - = - @ at | DQsearch [Gravortes @vedn (# | By S A -

Address [ orms

= @60 | Links ”‘

|

United States International Trade Commission

Menu EDIS Create Cover Sh it Electronic D
Home

Retrieval Complete the Create Cover Sheet/Submit Electronic Documents form ta create the cover sheet that accompanies both paper and electranic documents. Please enter
Create Cover Sheet information in all required fields. Al fields are required unless they are designated as optional

Service List

Ueer Preferences Cover Sheet

Logout

Click the Create Printable Cover Sheet button to open the EDIS Cover Sheet farm. Check that all the information on this form is accurate. Click the Confirm button if all
information i accurate.

Fled By [Lynn Blank

Filed on Behalf of |

Firm/Organization [Fish and Neave =l
Investigation I— Browse @ Activelist  © Inactivelist © New Investigation
Area of Interest [<Select onez =l
Investigation Phase [<Selectone> =]
Security [Confidential =]

Document Type [<Select one>- |

Document Title |

Document Date (MM/05/¥YYY)

APORelease [T (For Internal 01N use only)

Add Attachments for Electronic Submission
Vou may submit up to 10 electronic documents at this time. Click the Submit Cover Sheet with Attachment(s) button after you have attached all the electronic documents
you want to submit. The Notice of Receipt of Electronic Dacuments farm opens. On this form, you have the apportunity to submit 10 additional documents. If you need to
subrmit a file that is mare than 5ME, you must submit it in paper to USITC. Filing of documents is camplste when all documents have been submitted
Tips for Submitting Documents

Browse Browse.

Browse, Browse.

Browse. Browse.

Browse. Browse.

Browse, Browse,

1f you would like to create a printable cover sheet to submit a hard copy filing: Click here

1f you would like to submit an electronic filing ining up to 10 click here |

1f you would like to submit an electronic filing ining 10 or more at Click here I

&

Local intranet

N

Figure 5-11
Enter information in all the required fields.

9. Click the first Click here button to submit a hard copy filing. The Validate Cover
Sheet Information web page appears (Figure 5-12).
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/3 Cover Page Submit Confirmation - Microsoft Internet Explorer N [=]]

United States International Trade Commission

Validate Cover Sheet Information

Please review vour cover sheet information for accuracy and completeness. When vou confirm the subtmission of a
cover sheet,

a copy of the cover sheet 15 entered mto the EDIZ system. This eccurs even if you are not sending the associated
document to T3TTC electromcally.

SUBMIT - Entries Confirmed

Iake this selection if you have reviewed vour entries on the cover page and want to make your subfmission.

Edit Entries |
Ilake this selection if you want to return to the previous screen and adjust the entries on the cover page.

Abort- D0 NOT SUBMIT

Make this selection ff you have determined that vou do not want to continue with this submission.

CAUTION: YOU ARE RESPONSIBLE FOR THE ACCURACY OF ALL INFORMATION
APPEARING ON THE COVER SHEET FOR DOCUMENTS YOU SUBMIT. THIS INCLUDES
BUTIS NOT LIMITED TO THE LEVEL OF SECURITY AND INVESTIGATION NUMBER.

Figure 5-12
10. Make sure the information on the Cover Sheet is accurate.

11. Click the Submit — Entries Confirmed button. The Notice of Receipt of Electronic
Documents web page appears (Figure 5-13).
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/3 High¥iew Web Gateway - Microsoft Internet Explorer =lo x|
File Edit WYiew Favorites Tools Help ﬁ
Back + = - () 7ot | Q) search [GelFavorites G Media ®| B S = - ]

Address I@ http:/fedis-webserver/hvwebfhvweb, di?Index j @Go | Links **

Menu Notice of Receipt of Electronic Documents
Home
Eetrieval This message acknowledges receipt by the U3, International Trade Commission of the

Create Cover Sheet  document described by the following data. This receipt does not indicate acceptance or
rejection of the document. You will receive notification of acceptance or rejection by USITC

Service List i . o
T o after your submission has been reviewed by the Office of the Secretary to the Commission.

Wzer Preferences

Logout
System Information

2181

Official Receive Date  2002-03-02 07:57:40
System Receive Date Z002-03-02 07:57:40

Cover Sheet

Filed By Lynin Blank
Firm,/Organization Fish and Meave
Filed on Behalf 0OF Eill Jones
Security Confidential
Investigation # 104-039

Area of Interest Irnpork Injury
Phase Advisary
Document Type Action Jacket
Document Title Brief
Document Date 2002-06-22 00:00:00
APD M

Files Received

Add new document

E
|@ Done l_l_l_ E Local intranet v

Figure 5-13

12. Print the Notice of Receipt of Electronic Documents and submit it, along with your
paper documents, to USITC at 500 E. Street S.W., Washington, D.C. 20436.
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Submitting Electronic Documents

After the document has been checked to make sure it complies with USITC rules and the
signed Notice of Receipt of Electronic Documents has been received, the document is
made available to the public. USITC will send a notification that the document has been
approved to the submitter via e-mail.

NOTE: Party representatives may submit an APO that allows an individual to view
confidential documents for a requested investigation. If approved, the individual is given
access to both public and confidential documents.

Submitting Electronic Documents

Electronic documents may be submitted to USITC via the Web. Submitted documents
must be in PDF format and be no more than 5 MB in size. Users may submit up to 10
documents at one time. After a user submits documents, they will get a transmission
receipt containing information such as the time the document was submitted, file name,
terms of use, document ID, etc.
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Submitting Electronic Documents

Registered Users

To submit electronic documents to USITC if you are a registered user:

1. Open your web browser.

2. Enter the EDIS URL, The EDIS Home web page appears
(Figure 5-14).

P

D 2 A | Qoearch [EFavortes Diveda (B Z- S

adshress [] hripifjecli-webszrver/ by B

Welcome to the Electronic Documen 0
EDIS '

Non-Registered Users Welcome to EDIS, which provides internet access to documents filed with the Secretany's

Registered Users Office in investigations at the USITC, EDIS also provides the capability to file documents
Registration with the USITC electronically, and it provides for the generation of cover sheats for
Forgot Password? to be filed in paper format. EDIS supports obtaining documents filed with the

USITC since 1996, This includes searchiretrieval, printing, and copying document extracts
Our goal is to establish systems and associated processes and rules that will support
efficiency and provide enhanced service for our customers
Mariityn R. Abbott
Secretary

Quick Search: quick search allows all users rapid access to search for public documents. To search and retrieve confidential documents
to which you are authorized access, you must be a registered user and must logon to EDIS

Contact Information: EpIS operates 24 hours a day 7 days a week except for periods of scheduled maintenance. USITC business hours
are 8:45 a.m. - 5:15 p.m. during normal Federal workdays. Contact can be made by sending e-mail to dockets@usite.gov or calling 202-205-
2000, kail may be sent to The Secretary, USITC, 500 E Street, S\ Wwashington, DC 20436,

Feedback: usITC is sager to receive fasdback on how to enhance EDIS and otherwise improve service. Such fesdback should be dirscted to
the Secretary - see Contact Infarmation

Privacy and Security: public documents may be wiewed by both registered and non-registered users, and both may submit documents.
HOWEVER, parties to a casefinvestigation must be registered. Alsa, access to confidential documents wia EDIS will be available only to
registered users. This will be controlled by the Secretary by assigning specific user permissions.

[&] pone [ [ [ & Lol intranet 7

Figure 5-14

3. Click the Registered Users hyperlink. The EDIS Login web page appears
(Figure 5-15).
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2} HighView Web Gateway - Microsoft Internet Explorer =1l x|
Fle Edit Wew Favorites Tools  Help ﬁ
Back » = - (D ) | Qhsearch  [EFavortes  GliMeda £% | By S = - o}

Address I@J http: ffedis-webserver fhvwebdefault, htm d G | Links **

N

United States International Trade Commission

Logging On to EDIS - Registered Users Only

Enter the User Name and Password:

Usernatne:
Password:
Feset |

Users will be allowed three attempts to enter a vahid password. After the third attempt, the user will be locked out of EDIS for a tune
determined by the Secretary. If a user gets locked out two times before a successfil logon, the user will be forced to contact the
Secretary to reset the password. The Secretary will then send an e-mail to the user prowiding guidance. In appropriate citcumstances,
the Secretary may prolubit the wser Fom accessing EDL3.

If the user has forgotten histher password, hefshe may click on Forgot Password? and follow the instructions which are prowided

El
|@j Dane ’_ l_l_ E Local inkranet S

Figure 5-15
4. Enter your User ID in the Username field.

5. Enter your password in the Password field.
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6. Click the Login button. The Welcome to EDIS web page appears (Figure 5-16).

=
File Edit Yiew Favorites Tools Help |
GBack » = v (G (2] A | Qisearch [EFavortes meda B |EY- S - H] D
Address [&] hitp: [fedis-webserverjhmebihviveb.di7 ~| peo | Links >
United States International Trade Commiss
Menu
B Welcome to EDIS
Retrieval
Create Cover Sheet Select the desired action you wish to perform from the menu displayed on the left. The available selections inchide
Service List
User Preferences Home
Logout Displays this Welcome page describing the actions that may be performed with EDIS
Retrieval
Displays a retrieval form that may be used to search and retrieve public dockets and/or confidential documents for
which authorization is granted through the Administrative Protective Order process
Create Cover Sheet
Select the Create Cover Sheet hyperlink to create a cover sheet that must be printed for paper document
submissions or to submit a cover sheet with electronic document attachments
Service List (available for Registered Users only)
Displays the most current Service List for an nvestigation.
User Preferences (available for Regisiered Users only)
Customize your display, edit and set views used for retrieval of decuments stored in EDIS
Logout
Exit EDIS
Dewnload the barcode font and install it from the control panel to correctly display the barcode for cover page receipts
-]
& Done [ [ B ocalintranet o

Figure 5-16
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Click the Create Cover Sheet/Submit Electronic Documents hyperlink. The EDIS
Create Cover Sheet/Submit Electronic Documents web page appears (Figure 5-17).

A High¥iew Web Gateway - Microsoft Internet Explorer Il N [=§3)

Fle Edt Vew Favorkes Tods Help |
Back v = - @ [0) A Qoeach GFavorites Evedn B | 5y G = - 2 D
Addvess [] hitps jedi dit m: =] @0 |tnks ¥|

|

EDIS Create Cover Sh it Electronic D

Retrieval Complete the Create Cover Sheet/Submit Electronic Documents form to create the cover sheet that accompanies both paper and electronic documents. Please
Create Cover Sheet enter information in all required fields. All fislds are required unless they are designated as optional

Service List

User Preferences Cover Sheet

Logout Click the Create Printable Cover Sheet button to open the EDIS Cover Sheet form. Check that all the information on this form is accurate. Click the Confirm
buttan if all information is accurate.

filed By [Lynn Blank

Filed on Behalf of |

Firm/Organization [Fish and Neave =l
Investigation l— Browse @ activelist O Inactivelist ' New Investigation
Area of Interest [<Select one> |
Investigation Phase [<oelectones =]
Security [Confidential =]

Document Type [<Select one> =l

Document Title |

Dacument Date /20 TIYY}

APORelease [T (For internal OINV use only}

Add At for Electronic

You may submit up ta 10 electronic documents at this time. Click the Submit Gover Sheet with Attachment(s) button after you have attached all the electronic
documents you want to susmit. The Notice of Receipt of Electronic Documents form opens. On this fam, you have the opportunity to subtmit 10 additional
doeuments. If you need o subrmit a file that is more than SMB, you must submit it in paper to USITC. Filing of documents is complete when all docurnents have
been subrnitted

Tips for Submitting Documents

| | —
] .
. — -
e  EEm
S |

If you would like to create a printable cover sheet to submit a hard copy filing: Click here

If you would like to submit an electronic filing ining up to 10 at Click here |

If you would like to submit an electranic filing ining 10 or more at clickhere |
[&lpone (|

alle

Figure 5-17

Enter information in all required fields. All fields are required unless specified as
"optional."

Click the Browse... button to locate and attach the PDF file(s) you want to submit
electronically.

Attach all the files you want to submit.
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11. Click the appropriate button for your filing. The Validate Cover Sheet Information
window appears (Figure 5-18).

<& Cover Page Submit Confirmation - Microsoft Internet Explorer =101

United States International Trade Commission

Validate Cover Sheet Information

Dlease review your cover sheet information for accuracy and completeness. When you confirm the submission of a
cover sheet,

a copy of the cover sheet is entered into the EDIS system This occurs even if you are not sending the associated
document to TSTTC electronically

SUBMIT - Entries Canfirmed

Make this selection if vou have reviewed vour entries on the cover page and want to make your submission.

Edit Entries |

Iilake this selection if you want to return to the previous screen and adjust the entries on the cover page

Abort- DO NOT SUBMIT
Ilalee this selection if vou have determited that you do not want to continue with this submission,

CAUTION: FOU ARE RESPONSIBLE FOR THE ACCURACY OF ALL INFORMATION
APPEARING ON THE COVER SHEET FOR DOCUMENTS YOU SUBMIT, THIS INCLUDES
BUTIS NOT LIMITED TO THE LEVEL OF SECURITY AND INVESTIGATION NUMBER.

Figure 5-18
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12. Make sure the information on the Cover Sheet is accurate.

13. Click the Submit — Entries Confirmed button after you have checked the Cover Sheet
information for accuracy. The Notice of Receipt of Electronic Documents web page
appears (Figure 5-19).

/3 High¥iew Web Gateway - Microsoft Internet Explorer o [=] |

File Edit ‘iew Favorites Tools  Help ﬁ
P Back - = - @ a4 | @Search (el Favorites @Media ®| %v =l - o]

Address I@ http:jfedis-webserver fhvwebhyweb, diiFIndex j @an | Links **

=

United States International Trade Commission

Menu Notice of Receipt of Electronic Documents
Home
Retrieval This message acknowledges receipt by the .S, International Trade Commission of the

Create Clover Sheet  document described by the following data. This receipt does not indicate acceptance or

Service List rejection of the document. ¥ou will receive notification of acceptance or rejection by USITC
mﬁnces after your submission has been reviewed by the Office of the Secretary to the Commission.
Logout

System Information

2181

Official Receive Date  2002-03-02 07:57:40
System Receive Date 2002-03-02 07:57:40

Cover Sheet

Filed By Lynin Blank,
Firm,/Organization Fish and Neave
Filed on Behalf OF Bill Jones
Security Confidential
Investigation # 104-039

Area of Interest Impork Injury
Phase Advisory
Document Type Action Jacket
Document Title Brief
Document Date 2002-06-22 00:00:00
APD M

Files Received

Add new document

E
[&] Dore l_l_l_ E Local intranet y
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Figure 5-19

14. Print the Notice of Receipt of Electronic Documents web page by clicking the Print
button on your web browser.

15. Retain this page for your records after printing.
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Submitting Electronic Documents

Non-Registered Users
To submit electronic documents to USITC if you are not a registered user:

1. Open your web browser.

2. Enter the EDIS URL, The EDIS Home web page appears
(Figure 5-20).

P
D 9] | Qseach [EFavories Liteda (B | B4 S H& R

adshress [] hripifjecli-webszrver/ by B

Welcome to the Electronic Documen 0
EDIS '

Non-Registered Users Welcome to EDIS, which provides internet access to documents filed with the Secretany's

Registered Users Office in investigations at the USITC, EDIS also provides the capability to file documents
Registration with the USITC electronically, and it provides for the generation of cover sheats for
Forgot Password? to be filed in paper format. EDIS supports obtaining documents filed with the

USITC since 1996. This includes search/retrieval, printing, and copying document extracts

Our goal is to establish systems and associated processes and rules that will support
efficiency and provide enhanced service for our customers
Mariityn R. Abbott
Secretary

Quick Search: quick search allows all users rapid access to search for public documents. To search and retrieve confidential documents
to which you are authorized access, you must be a registered user and must logon to EDIS

Contact Information: EpIS operates 24 hours a day 7 days a week except for periods of scheduled maintenance. USITC business hours
are 8:45 a.m. - 5:15 p.m. during normal Federal workdays. Contact can be made by sending e-mail to dockets@usite.gov or calling 202-205-
2000, kail may be sent to The Secretary, USITC, 500 E Street, S\ Wwashington, DC 20436,

Feedback: usITC is sager to receive fasdback on how to enhance EDIS and otherwise improve service. Such fesdback should be dirscted to
the Secretary - see Contact Information

Privacy and Security: public documents may be wiewed by both registered and non-registered users, and both may submit documents.
HOWEVER, parties to a casefinvestigation must be registered. Alsa, access to confidential documents wia EDIS will be available only to
registered users. This will be controlled by the Secretary by assigning specific user permissions.

[&] pone [ [ [ & Lol intranet 7

Figure 5-20

3. Click the Registered User hyperlink. The Terms of Use Agreement web page
appears (Figure 5-21).
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/2 Terms of Use Agreement - Microsoft Internet Explorer o [u] 3]

Fle Edit View Favorites Tools Help ‘

&Back = - (D 4 | Qsearch GFavorkes Pmeda B | B S5 0] - 2] &

actdess [{€] hitgs/jedi-webserverihvebfregtermsstuse, him =] e s ”)

EDIS Terms of Use Agreement

Members of the public have the option to submit certain types of documents electronically to the U.S. International Trade Commission
[USITC) for inclusion in its Electronic Document Information System (EDIS]. The USITC does not require the use of this means of document
submission. A person submitting a document electronically must comply with the Commission’s Rules of Practice and Procedure and the
associated Handbook for Electronic Filing Procedures (EFP Handbook]. [Link io Rules and Handboofk] Al documents must be submitted in
PDF format and submitters are responsible for document accuracy and timely receipt by the USITC. Those users who submit documents
electronically and provide an e-mail address will receive a notification of document receipt and, after rewview by the Office of the Secretary
to the Commission, a notification of document acceptance or rejection.

The contents of each filing in EDIS may be subject ta copyright and other proprietary rights (with the exception of the notices, orders,
and opinions of the USITC). It is the user's obligation to determine and satisfy copyright or other use restrictions when publishing ar
otherwise distributing material found in EDIS. Transmission or reproduction of protected ftems beyond that allowed by fair use requires the
written permission of the copyright owners. Users must make their own assessments of rights in light of their intended use.

A person who represents a party to an investigation before the Commission must become a Registered User pursuant to the EFF Handbook
before filing a docurment electronically. The USITC encourages any person who is not yet but anticipates becoming a party representative
to become a Registered User. A person who is not a party representative and who seeks to file a document electronically may do so
without becoming a Registered User, but will hawe to re-enter identification information with each submission.

Accept Decline

Forgot password? Quick Searches
Contact Information Feedback

s

‘€] httpf/dockets, usite, gov/ecl/public miscinfo/miscinfo, coifpage=gsearch |

Figure 5-21
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Click the Accept button. The EDIS Non-Registered User Information for Document
Submission web page appears (Figure 5-22).

/ZHighview Web Gateway - Microsoft Internet Explorer |=[F3]
File Edk View Favortes Tooks Help

GaBack v = - (@D [F] A | Qsearch [EFavortes veds | Eh- S = - 2 D
Address [&] hitps/ed

User

United States International Trade Commission

Menu
Home
Retrieval Cornplete the EDIS-Il Mon-Registerad User Infarrnation farm to submit docurents to the USITC. Thig form provides USITC with

Create Cover Sheet information about the EDIS-II users who submit documents to them. Please enter information in all required fields. Al fields are
Logout required unless they are designated as optional

EDIS Non-Registered User Inf: ion for D t

Profile Information

First Name

Middle Name (optional)

Last Name

Firm, Organization| (optional)

Address|

(optional)

City/ Province
State|
Zip/Pastal Code

Country/Region|United States ¥

<Select one> ¥ |(optional for countries other than USA)

Telephone # (Include Country Code; Area Code)
Fax #| (optional)
E-mail (optional) b

Submit

{&] Done

LK

[ [ [BErocalintanet

Figure 5-22

Enter information in all required fields. All fields are required unless specified as
"optional."
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6. Click the Submit button. The EDIS Create Cover Sheet/Submit Electronic
Documents web page appears (Figure 5-23).

File Edt View Favortes Tooks

R High¥iew Web Gateway - Microsoft Internet Explorer .

Help

Epack - = - @ 2} | Qsearch GFavorites Gveda (3| 5N S S - 5 9D

=il

Address |

orms =] @G0 |Links |

Menu

Home

Retrieval

Create Cover Sheet
Service List

Ueer Preferences
Logout

United States International Trade Commission

EDIS Create Cover Sh it Electronic D

Complete the Create Cover Sheet/Submit Electronic Documents form ta create the cover sheet that accompanies both paper and electranic documents. Please enter
information in all required fields. Al fields are required unless they are designated as optional

Cover Sheet

Click the Create Printable Cover Sheet button to open the EDIS Cover Sheet farm. Check that all the information on this form is accurate. Click the Confirm button if all
information i accurate.

Fled By [Lynn Blank

Filed on Behalf of |

Firm/Organization [Fish and Neave =l
Investigation Ii Browse @ Activelist  © Inactivelist © New Investigation
Area of Interest |<Select one> =l
investigation phese [Ssertonss ]
Security [Confidential =]

Document Type [<Select one> |

Document Title |

Document Date (MM/05/¥YYY)

APORelease [T (For Internal 01N use only)

Add Attachments for Electronic Submission
Vou may submit up to 10 electronic documents at this time. Click the Submit Cover Sheet with Attachment(s) button after you have attached all the electronic documents
you want to submit. The Notice of Receipt of Electronic Dacuments farm opens. On this form, you have the apportunity to submit 10 additional documents. If you need to
subrmit a file that is mare than 5ME, you must submit it in paper to USITC. Filing of documents is camplste when all documents have been submitted
Tips for Submitting Documents

Browse Browse.

Browse, Browse.

Browse. Browse.

Browse. Browse.

Browse, Browse,

1f you would like to create a printable cover sheet to submit a hard copy filing: Click here

1f you would like to submit an electronic filing ining up to 10 click here |

1f you would like to submit an electronic filing ining 10 or more at Click here I

|

&

N

Figure 5-23

7. Enter information in all the required fields.

8. Click the Browse button to locate and attach the PDF file(s) you want to submit

electronically.

9. Attach all the files you want to submit.

10. Click the appropriate button for your filing. The Validate Cover Sheet Information

window appears (Figure 5-24).
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: _(olx
| Ele Edt View Favortes Tooks Help |

| ek - = - @D [ 4| Qseach GFavortes CHsor |2 Sp 0 - 2] @

| Addvess [ \Docs\ITClz_Design!system Design Documentyeb FiestFinaHtmilCover Sheet Submission Canfimation.tm | e

Validate Cover Sheet Information

Please review your cover sheet information for accuracy and completeness. When you confirm submission of a cover sheet, a
copy of the cover sheet is entered into EDIS. THIS OCCURS EVEN IF YOU ARE NOT SENDING THE ASSOCIATED
DOCUMENT TO USITC ELECTRONICALLY

Make this selection if you have
reviewed your entries on the cover
sheet and want to make your
submission:

SUBMIT - Entries Confirmed |

Make this selection if you want to
Edit Entri ret_urn to the previous screen and
adjust the entries on the cover
sheet.
Make this choice if you have

DO NOT SUBMIT determined that you do not want to

make this submission

CAUTION: YOU ARE RESPONSIBLE FOR THE
ACCURACY OF ALL INFORMATION APPEARTNG ON
THE COVER SHEET FOR DOCUMENTS YOU SUBMIT.
THIS INCLUDES BUT IS NOT LIMITED TO THE LEVEL
OF SECURITY AND INVESTIGATION NUMBER.

Figure 5-24
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11. Make sure the information on the Cover Sheet is accurate.

12. Click the Submit — Entries Confirmed button after you have checked the Cover Sheet
information for accuracy. The Notice of Receipt of Electronic Documents web page
appears (Figure 5-25).

/3 Highview Web Gateway - Microsoft Internet Explorer =lox]
File Edic Wiew Favorites Tools  Help ﬁ
GBack + = - @) o3 | Qsearch [ElFavorites  EfiMeda 4 | A S - 2
Address I@j http:jfedis-webserver fhvweb/hvweb, diPIndex j @Go | Links **

El
United States International Trade Commission
Menu Notice of Receipt of Electronic Documents
Home
Eetrieval This message acknowledges receipt by the U.S. International Trade Commission of the
Create Cover Sheet  document described by the following data. This receipt does not indicate acceptance or
Service List rejection of the document. You will receive notification of acceptance or rejection by USITC
mﬂmes after your submission has been reviewsd by the Office of the Secretary to the Commission.
e System Information
wamens [
2181
Official Receive Date  2002-05-02 07:57:40
System Receive Date 2002-08-02 07:57:40
Cover Sheet
Filed By Lynn Blank
Firm/Organization Fish and Neave
Filed on Behalf OF Eill Jones
Security Confidential
Investigation # 104-039
Area of Interest Irnport Imjury
Phase Advisory
Document Type Action Jacket
Document Title Erief
Document Date 2002-06-22 00:00:00
APO M
Files Received
Add new document
-]
@ooe T B

Figure 5-25
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13. Print the Notice of Receipt of Electronic Documents web page by clicking the Print
button on your web browser.

14. Retain this page for your records after printing.

Working with PDFs

Acrobat uses Acrobat Distiller—a simulated printer—to create Adobe PDF files. All the
components necessary to create this simulated printer will be installed and configured
automatically when a typical installation of Acrobat is done. The default Distiller job option
is eBook, which provides optimization suitable for most general purposes.

Creating a PDF from a Document in Electronic Format

When you create a PDF, you go through the process of “printing” a document but no
actual physical printing occurs. To create a PDF document from a document in electronic
format:

1. Open the document.

2. Select File | Print.

3. Select Acrobat Distiller as the printer.

4. Select Print (WordPerfect) or OK (MS Word).
5

In the “Select PDF File As” dialog box, select the file location where you want the
PDF document to be stored.

6. Select Save (This is very much like saving any type of file).
Adobe Acrobat will open and the document will appear on the screen as a PDF

document. It has also already been saved as a PDF file (.pdf) at the location you
selected in Step 4 above.

Converting Scanned Documents to Adobe PDF
You can use Acrobat with a scanner to create a PDF file from a paper document. The

resulting file is a PDF Image Only file—that is, a bitmap picture of the pages that can be
viewed in Acrobat but not searched.
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To scan pages from a paper document:

1
2
3.
4

o

Start your scanner, and place the first page in it.
In Acrobat, choose File | Import | Scan.
Choose the scanner and a page format from the pop-up menus.

Select whether to add the scanned pages to the end of the current PDF file or to put
them in a new file.

Click OK or SCAN.

Set the scanning options in the scanner’s interface. Some scanners open a dialog
box with options, and others display a menu bar that gives you access to commands
for setting options. In most cases, you also need to click a Scan button or send the
page to the scanner in some other way. See the documentation that came with your
scanner for details.

For each additional page you want to scan, place the page in the scanner, and click
Next in the Acrobat dialog box that appears.

Click Done. The scanned pages open in Acrobat.

Combining PDF Files Using the Basic Approach

Acrobat allows you to combine one or more PDF files with another and specify where the
new file is placed in the target document. To combine two PDF files using the basic
approach:

1.
2.

Insure both documents are in PDF format.
With the target document open, choose Document | Insert Pages.

In the "Select File to Insert" dialog box, select the source document you want to insert
into the target document.

Click Select.

In the "Insert Pages" dialog box, specify whether the document is to be inserted
before or after the first page, last page, or enter a page number.

Click OK.
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Combining PDF Files by Dragging and Dropping

To combine PDF files by dragging and dropping (Windows):

1.

Set up your Windows environment so that Acrobat and Windows Explorer windows
are tiled side by side.

Select and drag files from Windows Explorer to the document area of an open PDF
file. If you selected multiple files, press Ctrl while dragging to insert the files. If you
press Ctrl, the files are added automatically without the Insert dialog box appearing.

In the "Insert Pages" dialog box, specify whether you want to insert the document
before or after the first page, last page, or enter a page number.

Click OK.

Using the Features in the Navigation Pane

The Navigation Pane is a section of the screen which, when visible, allows you to work
with bookmarks and thumbnails. If, when you open a document in PDF format, you do
not see tabs on the left side for the navigation pane, drag the left edge of the screen
slightly to the right.

Working with Bookmarks

A bookmark is a link to text in the navigation pane. Each bookmark in the navigation pane
goes to a different view or page in the document. You can use electronic bookmarks as
you would paper bookmarks, to mark a place in a document to which you want to return.

To create a new bookmark in the current document:

1.

Click the Bookmarks tab in the navigation pane (left side of screen) to bring the
Bookmarks palette to the front.

If there are already bookmarks, click the bookmark under which you want to place the
new bookmark. If you don’t select a bookmark, the new bookmark is automatically
added at the end of the list. If there are no bookmarks this step is N/A.

Navigate in the PDF document to where you want the bookmark to link.

Choose the New Bookmark icon at the top left of the navigation pane, or from the
drop-down menu, select New Bookmark.

Enter the text for the bookmark label.
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6. Press Enter (Windows) or Return (Mac OS). Bookmark labels can be up to 128
characters long.

7. To make sure the correct location and magnification are set, go to another page in
the document, and then test the bookmark.

8. To eliminate viewing the Bookmarks, drag the left margin of the pane showing the
document, all the way to the left of the screen, or click on the Bookmarks tab.

Working with Thumbnails

Thumbnails are miniature previews of the pages in a document. They are displayed in the
navigation pane. You can use thumbnails to jump quickly to a selected page and to print,
move, insert, copy, replace, and delete pages. Clicking a thumbnail takes you directly to
the corresponding page. Moving, copying, or deleting a thumbnail actually moves, copies,
or deletes the corresponding page.

Viewing Thumbnails

To view thumbnails, select the Thumbnails tab on the navigation pane. You can use the
small thumbnails option to display more pages in the Thumbnails palette. You can see
more thumbnails simultaneously by dragging the right edge of the thumbnail palette to
the right. To eliminate viewing the thumbnails, drag the left margin of the pane showing
the document, all the way to the left of the screen, or click on the Thumbnails tab.

Moving, Copying, or Deleting a PDF Page within a Document

To move, copy, or delete a PDF page within a document using a thumbnail:

1. To move a thumbnail page, select and drag the thumbnail page number box, or the
thumbnail itself, to the new location. The thumbnail page is inserted at that point in
the document, and the pages are renumbered.

2. To copy a thumbnail page, hold down Ctrl as you drag. When copying a thumbnail
page, the page icon at the lower right of the cursor contains a plus sign (+).

3. To delete a page, select the thumbnail for the page and either click the trash can
icon, click the right mouse key and select “Delete Pages” or press the delete key on
the keyboard.
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Moving or Copying a PDF Page between Documents
To move or copy a PDF page between documents using a thumbnail:

1. Open both PDF documents.

2. Display them side by side with their navigation panes showing the Thumbnails palette
by choosing Windows | Tile | Vertically.

If the thumbnails are not visible, select the Thumbnails tab on the navigation pane.
Select one or more thumbnails.

To copy a thumbnail page, drag it into the thumbnail area of the target document.
Release the mouse button when the black bar is in the correct location. The
thumbnail page is copied into the document, and the pages are renumbered.

6. To move a thumbnail page, select the thumbnail and then hold down Ctrl as you
drag. The thumbnail page is inserted into the target document and deleted from the
source document. The pages are renumbered.

Deleting a Page in a PDF Document Using a Thumbnail
To delete a page or pages using a Thumbnail:

1. Select the page number box of the thumbnail or the thumbnail itself.

2. Shift-click to select a range of thumbnails or use Ctrl-click to select multiple individual
thumbnails.

Choose Edit | Delete.
4. Click OK.

Saving Adobe PDF Documents to Other Formats

To save an Adobe PDF document to another format (e.g., text, .txt and rich text, .rtf):

1. Choose File | Save As.

2. Enter afilename.

3. Specify a location for the new file.
4

Choose a file type from the Save as Type menu to save the file in a format other than
Adobe PDF.

5. Click Save.
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Extracting Pages from PDF Documents

You can extract pages from a PDF document and save them to a separate PDF file.
When you extract a page from a PDF document, all comments, form fields, and links
associated with the page content are also extracted.

To extract a page:

1. Choose Document | Extract Pages.
2. Specify the range of pages to extract.

Select Delete Pages After Extracting or leave it blank. If you do not select Delete
Pages, the extracted pages are copied to a new file, but they also remain in the
original document.

4. Click OK. If you choose Delete Pages After Extracting, you need to click OK again to
confirm the deletion. A new document is opened with the name Pages from
<document_name.pdf>.

Deleting and Replacing Pages in a PDF Document

You can delete pages from a PDF document with the Delete Pages command or by
deleting the page’s thumbnail. You can minimize the size of the document file by using
the Save As command after deleting pages. If you want to keep a copy of the original
document intact, use the Save As command, and save the restructured document under
a new name. Important: You cannot undo the Delete Pages command.

There may be times when you want to replace an entire PDF page with another PDF
page. When you replace a page, only the text and graphics on the original page are
replaced. Any interactive elements associated with the original page, such as links and
bookmarks, are not affected. Likewise, bookmarks and links that may have been
previously associated with the replacement page do not carry over.

To delete a page or pages using the Delete Pages command:

1. Choose Document | Delete Pages.
2. Enter the page range to be deleted.
3. Click OK.
4

Click OK on the prompt dialog box for final acceptance. You cannot delete all pages;
at least one page must remain in the document.
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Pagination

When combining PDF documents, the pagination remains the same as on the individual
documents. Acrobat does not re-paginate.

NOTE: There is a section in Acrobat Help on Renumbering, but it addresses renumbering
for manipulation within Acrobat and does not address renumbering the actual underlying
documents.

Tool Bar Options
The functions will be identified when you place the cursor over a tool bar option. Most

options are either self-explanatory or with a little experimentation. A couple commonly
used items are as follows.

Copying Text

To copy text from a document, you must first select the Text Select Tool icon from the
tool bar. Then you can highlight the text you wish to copy and paste elsewhere.

Underlining and Highlighting

When underlining and highlighting are used, the text can be eliminated by using the
cursor and then using the Delete function. This action will not delete the underlying text
in the document.

Help

There is a comprehensive help function included with Adobe Acrobat. Acrobat Help is
structured just like a users manual with a Table of Contents on Page 4 and Index on
pages 258-284.

EDIS User's Guide 5-35



Glossary

ACL

Access Control List. Using the ACL, the
EDIS System Administrator assigns users to
cases. Users can see and work with any
case file as long as they are on the ACL list
for the case.

All at Once Route

A path that a document travels from one
recipient to another wherein a copy of the
document is sent from one person to the
next in a predefined order or an order that
you create for the particular document being
sent. Predefined routes let you create a
workflow system that automatically routes
documents to people in a specified order.

Appeal

A request to a federal agency asking that it
review at a higher administrative level a full
or partial denial of access to records under
the FOIA, or any other FOIA determination
such as a matter pertaining to fees.

Batch Indexing

The process of adding indexing information
to documents that have been scanned
together in batches. The indexing
information is used to search for and retrieve
documents.

Default
A selection automatically used by EDIS in
the absence of a choice made by the user.

Document
A writing conveying information. Documents
can be in hard copy or electronic format.

Drop-down List

A list that, when clicked on, expands to give
users multiple choices. To make a selection,
click on one of the choices in the list.

2~ High¥iew - Section Control [New Section]

File  Options  Help

D|ElE%

Scanned Imagesl Electronic Files  Word Perfect Macro I

Type: | _Launch I

IFD-71
EC
FD-204
FD-302
FD-904

Duplication

Duplication refers to the process of making a
copy of a document in response to a FOIA
request. Such copies can take the form of
paper copy, microfiche, audiovisual, or
machine-readable documentation (e.g.,
magnetic tape or disc), among others.

Electronic Files

Electronic files such as word processing
documents or spreadsheets. The electronic
file must have an associated Windows
application to allow viewing.

File Cabinet
Holds folders that you create to store
documents.

Foreign Document

Electronic files such as word processing
documents or spreadsheets. The foreign
document must have an associated
Windows application to allow viewing.
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Full Text Search

A search for documents that have been
indexed using the Full Text OCR. Ifa
document is scanned using the full text OCR
option, all text contained in the document is
indexed and can be used as search criteria.
A full text search looks through all the text in
the documents.

Gist

A group of words, phrases, sentences or
paragraphs in a document that best
represents what the subject matter of the
document is as a whole. .

HighView
The document management application that
provides the base for the EDIS system.

Hitlist

A listing of virtual folders, documents, and
pages that meet the criteria specified during
a standard or advanced search.

Inbasket

On the HighView system, a window that
displays all requests waiting to be
processed. Group inbaskets are the
collective mailboxes of a group of users.
Personal inbaskets belong to individual
users.

Indexing

The process of associating documents with a
specific request and then tagging the
electronic request folder with keywords for
easy retrieval.

(o]
Initial Operating Capability.

Main Investigation
An investigation from which another arises
and to which it usually remains subsidiary.

OCR

Optical Character Recognition. A technology
that allows the computer to “read” a certain
area of a document and interpret the text as
input data.

One at a Time Route

A path that a document travels from one
recipient to another wherein each recipient
receives the document at the same time.

Prototype Folder
A collection of documents relating to the
same subject.

Redaction

The act of covering up a portion of a
document image so that you can hide
information from users with a lower security
clearance.

Refresh
To update a window with the most current
information.

Routing

The process whereby one user sends a
document to another user. There are two
kinds of routes: One at a Time and All at
Once.

SA
System Administrator.

Section
In HighView ST terminology, a page of a
document is referred to as a section.

Subject Matter Expert

A person who has expertise in one subject
area who reviews requests for documents
regarding that subject.
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Text Mining

A method of retrieving documents that is
responsive to what you know about the
documents for which you are searching.

Theme
A word or phrase that illustrates a main
concept in the document.

Theme Summary

The word, phrase, sentence or paragraph in
the document that best represents a single
theme. (A theme summary can be thought
of as the gist for a particular theme.)

TCP/IP
Transmission Control Protocol/Interface
Protocol.

View Order

How your documents are listed on the hitlist.

Volume
A data carrier, such as a disk, a reel of
magnetic tape, or a unit of logical storage.
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