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Note: text in blue in the following document denotes an on-screen button or field in the screen grabs.
Introduction 

It is envisaged that users will work through this booklet in its entirety on one occasion while using the BOPS system in order to familiarise themselves with it, then in future, merely access the booklet for reference as and when required. 
Why do we now access EAS and SSI images via BOPS?
PICOR images i.e. the scanned documents for applications submitted under Scan and Create, identifiable by the green IRP reference on the LRS Application Workdesk


Another advantage is that now, all images from PICOR applications, EAS and SSI systems can be accessed in one location. 

Changing screen resolution
Before you log on to the BOPS system, you may have to change the screen resolution setting in order that the system can be viewed correctly - the setting must be 1600 by 1200 pixels.

To amend the resolution settings of your screen 

· right click on the blue background, a menu will appear

· click on Properties in the menu options. Display Properties window will appear
· click on the tab marked Settings
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If screen resolution is 1600 by 1200 pixels
· No action is required therefore click Cancel.

If screen resolution is not 1600 by 1200 pixels
· use the slide bar to change the settings to 1600 by 1200, click Apply.

· The system will then ask you to confirm that your display settings are to be changed. Click Yes
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Display settings will now be changed.

Click OK on Display Properties window to shut it down.
How do I access BOPS?
Access to BOPS will be via an icon on your desktop. [image: image3.png]Back
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Double click on the icon to activate the pop-up below prompting you to enter your network logon and password details (these are the same details as you use to login to your PC).  You can tick the "Remember my password" box for future access to BOPS. 
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Finding and viewing PICOR and EAS images

Once logged in, the following screen will appear. Select Find and View Document then click Access Service
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On the following page, change the drop down option next to Search by to e.g.  Title Number (or Application Number), and type in the Title Number (or Application Number) to be searched at For, then click Search [image: image6.png]BOPS - Windows Internet Explorer provided by RoS - Websense v1.0 =ofx]
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All EAS and PICOR scanned applications for that Title Number will now be listed.  A '+' to the left of Application Number indicates that there are more items within a drop down list. [image: image7.png]BOPS
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In this example, the first three applications listed under that Title Number (01STG04420, 03STG06640 and 07STG13230) have only one 'document' listed under each.  This indicates that these applications were archived under the EAS system.  These 'documents', when highlighted and View Document is clicked, show all the deeds archived for that application as one long, continuous image on the Document Viewer panel on the right hand portion of the screen, which the viewer can scroll through.  
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In contrast, application 10STG01540 has numerous 'documents' listed under it, which indicates that it is a PICOR application. The submitted deeds relating to PICOR applications have all been scanned individually, so for this particular application, there are 8 documents to view (arrowed in red at 1 below), and again this is done by clicking View Document at the bottom of the screen.
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Highlighting any document and then clicking View Document at step 2 above opens a new tab in the Document Viewer in the right half of the screen.  
BOPS will only allow a maximum of ten tabs to be open, so if you try to view an eleventh document, an error message will appear, asking you to select one of the open tabs, and click the Close button.  Alternatively, the UnDock button - at 3 above - can be used which removes the image from the Document Viewer section of the screen and opens it in a new window.  All of the existing Adobe functions for viewing the image remain available in the new window. 
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For further advice on viewing the image including enlarging, see "Enhancing the Images" at page 20.
Finding and viewing SSI Images by Search Sheet number Index

After logging onto BOPS (see page 4 for instructions), on the initial screen, select Search Sasines (SSI) and click Access Service 
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On the next screen, there are four index search tabs: Search Sheet, Person, Organisation and Place - defaulting to Search Sheet. To search using a known Search Sheet number, the three mandatory fields (denoted by an asterisk) must be completed and the Search button clicked - Steps 1 and 2 - the Series radio button defaults to Second Series.
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Any pages found for that Search Sheet number are then displayed in the Search Results box at 3, and in order to view any of these images in the Document Viewer pane on the right half of the screen, View Document should be clicked - Step 4.  

During the era of the First Series, some subjects were given Search Sheet numbers with letters or small numbers as a suffix e.g. 7034A or 70341. Unlike the legacy SSI system, BOPS allows the viewer to search for the exact Search Sheet number - Step 1 below.  These letter and number suffixes were assigned and indexed inconsistently across counties, and for this reason, users should search for both formats.   As you can see at step 2 below, the number given on the page is "7034A", but it had been indexed under "70341" as shown at step 1, therefore when searching for this Search Sheet, a search for both "7034A" and "7034.1" should be done. 
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An alternative method - which mirrors the workaround used in SSI - of finding 7034A would be to search for (the unrelated subjects in) Search Sheet 7034, note the Volume ID and Page No. of 7034 - as indicated at 3 above, then carry out a new search for the next page in the same volume. 

Finding and viewing SSI Images by the Person Index

Click on the Person Index tab, and complete the mandatory fields of County, Series and Surname - step 1.  In the example below, 'Adamson' has been entered into the Surname field, but also adding the first initial of the name to be search into the optional Forename field will significantly reduce the number of irrelevant results listed.  

Once Search has been clicked - step 2, the Search Results are listed below.  In this example, two pages of Search Results have been found for 'H Adamson' at 3, and when one of the resulting images is selected and View Document clicked - step 4, this image appears in the Document Viewer pane on the right hand side of the screen. 

To view images listed in the second page of results, click the yellow advance button shown within red box at step 3 below, with the double-advance "jump-to-end" button taking you to the last page of Search Results.
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Finding and viewing SSI Images by the Organisation Index
Click on the Organisation tab, and complete the mandatory fields of County, Series and Organisation Name - step 1.   Once Search has been clicked - step 2, the Search Results are listed below.  In this example, only one page with two entries is listed in Search Results, and when one of those images is highlighted and View Document clicked - step 3, this image appears in the Document Viewer pane on the right hand side of the screen. 
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Finding and viewing SSI Images by the Place Index

Click on the Place tab, and complete the mandatory fields of County and Series, then complete the street name without street number in the Address Line field - step 1 below.

Once Search has been clicked - step 2, the Search Results are listed below.  In this example, only one page with one entry is listed in Search Results, and when that image is highlighted and View Document clicked - step 3, this image appears in the Document Viewer pane on the right hand side of the screen. 
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Additional Functions When Searching SSI Indices

Searching by date
Date indexing was provided for large council search sheets, with the date relating to the first entry on the Search Sheet page. These dates were visible in the search results on the SSI - 
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but will not be visible in the Search Results on BOPS -
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 but the information remains searchable, and can be searched by date-
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To search by date, insert the Search Sheet Number and the Search Sheet Date - step 1. Once Search has been clicked - step 2, the Search Results are listed below - step 3. When the resulting image is selected and View Document is clicked - step 4, this image appears in the Document Viewer pane on the right hand side of the screen. The date of the first entry on the resulting image - step 5, corresponds to the date searched at step 1. 
Finding Volume ID and Page Number
In all Search Results when the View button is clicked - step 1, the Volume and Page details are revealed - step 2. 
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Enhancing the images
There are a number of features available to assist when viewing images.  All of the undernoted features are available whether the image remains in the Document Viewer - the right hand section of the normal screen - or whether the image is UnDocked into its own, new window.   The main advantage of UnDocking the image is that it can then be enlarged to full screen format - all examples below are in this format for illustrative purposes. 
UnDocking
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If the PC is set up to use two monitors on the desk, you may have difficulty UnDocking the image.  In this case, pressing the F11 button will enable the image to be scrolled up and down on the page.
Moving between pages

If the document has more than one page, this will be apparent from an icon at the top of the page; in this case, page 4 of 20 pages is currently being viewed in the pane, and in order to move to later or earlier pages, the blue forward and back arrows can be used. 
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Enlarging and reducing the images
In order to enlarge or reduce the image on screen, there are two methods available; firstly, the 'minus' and 'plus' buttons on the toolbar can be used, or the desired enlargement can be selected from the drop-down list.  In the example below, the image is currently being viewed at 168% of its normal size.
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Thumbnail pages
In order to preview all the pages in a document before selecting the one to view, the 'thumbnail pages' icon can be used to list each page of the document while in the Document Viewer section of the screen.  This function is not available in UnDocked mode. 
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Further help when viewing images
Many more tools are available in Adobe using the help icon as indicated below.
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Viewing documents in BOPS using ADOBE

When viewing documents in BOPS, you will require to have Adobe Preference "Display in PDF Browser" enabled.  If you have not selected this, then all document images will open in separate windows rather then within BOPS.

To change this setting:

Open Adobe from the Start button
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In toolbar, open Edit, then Preferences, and ensure the settings are as below. 
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