Rapid Redact Quick Guide

(Subject Access Request – Objective Service User File Plans) 
Prior to using Rapid Redact you should complete the Learn Online course. This can be accessed by logging in your Learn Online account via the intranet and type ‘Rapid Redact’ into the search bar at the top of the page, which will generate the Rapid Redact online course.  
It is recommended that you have a shortcut to the relevant service user’s file plan in your Handy within Objective. Please refer to the Objective Quick Guide for instructions on how to do this.  You can access the Objective Quick Guide by clicking on the link Objective Quick Guide
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To launch Rapid Redact, double click on the Rapid Redact icon on your desktop. 
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Double click on Select a File for Redaction 
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Double click on Objective, then select Handy
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Select the relevant service user folder
Within the service user folder there will be a file named YYYYMMDD Redacted File. This file should be used for redaction. There will be subfolders within the file, which reflect the list of files within the service user folder. 
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Double click to open the Redacted file
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Double click the document that you are going to redact, then select ok to open the document read only.  Do not open the document in ‘Edit’ mode.
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Once the document opens in Rapid Redact, this box will display.  You do not need to complete anything, click OK. 
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Select the Scribble Redaction Tool. Click and drag across any text that you wish to redact.  
If you have a large area of text to redact you can make use of the Rectangle Redaction Tool 
The eraser icon can be used, should you require to make any corrections.
 
When you have completed all redactions, you require to save a copy of the redacted document. Select Menu, then Finalise Redactions 
If you have not completed all redactions, you can save a working copy of the document, by selecting Menu, then Save Working File As. Once you have completed all redactions you MUST save a finalised copy. 

If you have selected Finalise Redactions, 

this box will appear. Click ok

If you have selected Save Working File As, 

this will take you straight to the ‘save as’ 
screen. 


The following box will appear, click on the 

box with 3 dots to select the filepath 

that you would like to save your document.  

You should then navigate to save into Redacted file you selected at the beginning of the process. Check the correct file is displayed then click save


The ‘Add document to Objective’ screen displays.

update the name of the document using the agreed naming convention e.g. YYYMMDD Title of document BloggsJ – R (the R indicates the redacted copy of the document)
· complete all mandatory fields
· click OK
Note: 
The document will save as a PDF to ensure that no further changes can be made.  

The following box will then reappear,
click OK.  


Please note that you must open ALL documents via Rapid Redact and resave following the steps above, whether they require redaction or not.  This ensures that the documents are all saved as PDFs and no further changes can be made.  

When you have redacted and resaved all the documents within the service user file, you should notify the Administration Officer in order that they can prepare the file to be sent out.  
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