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DEPARTMENT OF THE TREASURY 
WASHINGTON, D.C. 

9/23/2021 

RE: Your FOIA Request to Treasury, Case Number 2021-FOIA-00900 

This is the Department of the Treasury's (Treasury) final response to your Freedom of 
Information Act (FOIA) request submitted on September 19, 2021. You requested "A copy of 
the guide, handbook or manual to the new Treasury Department FOIA tracking system 
established during the last year or two." 

Your request has been processed under the provisions of the FOIA, 5 U. S.C. § 552. Treasury 
Departmental Offices conducted a search and located 8 documents, totaling 179 pages. 

After reviewing the information, 78 pages are fully released, 24 pages are partially released, and 
77 pages are fully withheld pursuant to Exemptions (b)(4) and (b)(6) as identified below. 

FOIA Exemption 4 exempts from disclosure "trade secrets and commercial or financial 
information obtained from a person that is privileged or confidential." 

FOIA Exemption 6 exempts from disclosure "personnel and medical files and similar files the 
disclosure of which would constitute a clearly unwarranted invasion of personal privacy." 

There are no fees assessed since allowable charges fell below $25. 

You have the right to appeal this decision within 90 days from the date of this letter. By filing an 
appeal, you preserve your rights under FOIA and give the agency a chance to review and 
reconsider your request and the agency's decision. Your appeal must be in writing, signed by 
you or your representative, and should contain the rationale for your appeal. Please also cite the 
FOIA reference number noted above. Your appeal should be addressed to: 

FOIA Appeal 
FOIA and Transparency 
Office of Privacy, Transparency, and Records 
Department of the Treasury 
1500 Pennsylvania Ave., N.W. 
Washington, D.C. 20220 



If you submit your appeal by mail, clearly mark the letter and the envelope with the words 
"Freedom oflnformation Act Appeal." Your appeal must be postmarked or electronically 
transmitted within 90 days from the date of this letter. 

If you would like to discuss this response before filing an appeal to attempt to resolve your 
dispute without going through the appeals process, you may contact our FOIA Public Liaison for 
assistance via email at FOIAPL@treasury.gov, or via phone at (202) 622-8098. A FOIA Public 
Liaison is a supervisory official to whom FOIA requesters can raise questions or concerns about 
the agency's FOIA process. FOIA Public Liaisons can explain agency records, suggest agency 
offices that may have responsive records, provide an estimated date of completion, and discuss 
how to reformulate and/or reduce the scope of requests in order to minimize fees and expedite 
processing time. 

If the FOIA Public Liaison is unable to satisfactorily resolve your question or concern, the Office 
of Government Information Services (OGIS) also mediates disputes between FOIA requesters 
and federal agencies as a non-exclusive alternative to litigation. If you wish to contact OGIS, 
you may contact the agency directly by email at OGIS@nara.gov, by phone at (877) 684-6448, 
by fax at (202) 741-5769 or by mail at the address below: 

Office of Government Information Services 
National Archives and Records Administration 
8601 Adelphi Road- OGIS 
College Park, MD 20740-6001 

Please note that contacting any agency official (including the FOIA analyst, FOIA Requester 
Service Center, FOIA Public Liaison) and/or OGIS is not an alternative to filing an administrative 
appeal and does not stop the 90-day appeal clock 

If any questions arise, please contact Samuel Giovannucci at (202) 622-1391, or by e-mail at 
samuel.giovannucci@treasury.gov. Please reference FOIA case number 2021-FOIA-00900 
when contacting our office about this request. 

Sincerely, 

Mark Bittner 
Director, FOIA & Transparency 
Office of Privacy, Transparency, and Records 

Enclosure: 
Responsive Documents (179 pages) 
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1. Search for Request 
Search Requests Using Full Text Search 

1. Click Requests > Search Requests. The Search Requests screen displays as 
shown below: 

Re-qL1ests Wild card searches C-) .are supported 

Search Criteria Search Option [ My tw;g,,menb · ] 
-

Request# ~ 7 Action Office : -· )( 

Requ~t Type 'IAII · I Requ~t Status : i ,a otem, checked ·l 
Requester ' I I []0 • lnclud• On Bohall Of 

l" JD D Search in Request Attachment 
Oe-scription 

0 Search in Sub Requests 

- Raauests Auignod To 

Action Office (User) , I ECM . ,1 User Group ; I Al • ,I 

As.signed to User : @~signed Use1 O PrimaryU!;er 0 lnd ude ll'\active User's User :~ R IB 
• Aclvonced 

2. Enter information in the fields as necessary 

3. Click Search. The search results displays as shown below: 

-
Raquasts Viaw (S.a.rch] 

a - ., a .. . ' ' . ' 
,~-~ b)(6) UIJ~ PT~~ri ~•rn,-• <W<W<V<V 1' 

2020,fO!e,·!1!2!2 FOIA Queue,. PTR Admin 09/25/2f)20 10/26/2020 19 

2020-fOIA-00041 FOIA Queue. PTR Admin 09/2S/2020 10/26/2020 19 

2020-FOIA-00040 FOIA l(b)(6) I 09/1,4/2020 10/23/2020 18 

202Q:EQIA-QQQ32 FOIA IKlnMn,adm,n 09/24/2020 10/23/2020 18 

2020-fOIA-00038 FOIA Queue,. PTRAdmin 09/2,4/2.020 10/23/2020 18 

2020-EQIA-QQQiZ FOIA i,dmtf'l, .odml(I 09/23/2020 10/22/2020 17 

2020-fOIA-00CB6 FOIA admin, admin 09/23/2020 10/22/2020 17 

G::l~GEl~I Page Size~ 

4. Select the FOIA Request number to access the Request and see a similar screen to 
what displays below: 

a 

-am 
NJF,it.M -M,iinl·M -MMMM -MH~l111M -M1Hl·1l"M -1•1111111 -N;##M -8 lt@ms tn 1 pages I 
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la FOIA - Request 2020-FOIA-00043 'i 

R~uut Information 

Assign Usen 

CorraspondG:nca 

Fees/Billing 

flnillActions 

Stop th@ Oock 

Notes (0) 

Me~s To/From Requl!'rtrr (0/0) 

Task Reminders (0/0) 

Extensions (0/0) 

Tn:m:rfcr Request 

App1!als (0) 

Log=!Reports 

More Actions 

Requester Details 

Requester• '~b )(6 ) 
Category' : eo., · 

R.cauest: Details 

Action Office" : DO 

Request Type•: [roiiC 7 
::======:::::: 

Received Mode : I PAL -.J 
::======:::::: 

Deliv£>ry Modi:! : ~ b41e Access Un.le :...::J 
Requested Date• : §snow I ii!ii 

Received Date• : 19/25/2020 ] riffi1 

Target Date : [i_012612020 I 
Estimated Delivery Date : L!si6/2o20] iii! 

Description"' 

Extensions • 

Review Status: 

• Restncted • Modify Descriphon Show Oesqjotioo History 11) 

Date Range for Record Search: From ~ To ~ ~ 

Test (Date Range for Reoo,d Search: From 09/02/2020 To 09/25/2020) 

2. Add/View Documents 

Steps to Add Documents to Review Log 

Organization : 

On Behalf Of : 

------, 
Pnmary Assigned'"' : Queue, PTR Admm 

Priority: l~N_o,_m_.i ______ ~•I 

Method of Payment : [_Pay.gov 

Original Received Date": [ 9/25/'l020 ] !ill' 

Original Target Date : 10/26/2020 I 

Perfected : Yes 

·J 

Drag and Dfop Zone 

Incoming Request Letter(s): 

~ 
~;;;;:-7 
t Print Ba«od• j 

Steo 2 ~ Bilt Pata 

1. Open a Request for which to add documents to the Review Log. 

2. Click Add/Search/View Documents. The Add/Search/View Documents screen 
displays as shown below. 
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Status: Documents Dchve-red NUT> 

Reviaw Log Documents 

The-re: arc no rev,.~ log,: to disphry 

!iEJi'EEJ Pago size: p Oitenuin l pages 

Op@n Doaim@rB 

Note: To remove documents from the Review Log you musts-elect al'\d Open the dOC\Jment{s) 1n Document M anagement. 
--------~ Add/SGirchMaw DocumonU (0/1) 

i.--n _C!_r1._riD ______ -
..._ _ Request Folder Documents 

_ sectJOM..-i-P"'IJ~.-.-Red.ilcted? _ 

0 BOC FCO {dEfauft sections) Relea~ 10.1 

I Open Docum~ : 

Note: To remove documents from the Request !'=older you must select and Open the document(s) 1n Document Management. 

3. Click Add Documents (add documents from a local drive), Add Documents 
from DM (add documents from Document Management), or Add Documents 
from Correspondence Log (add documents from the Co1Tespondence Log of the 
request). The Add Documents screen displays . The sample below shows the Add 
Documents screen, but your options may differ depending on where you are 
adding documents from. 
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~ Add Documents 

LDocument Management Options 

File Cabinet Drawer"' : l ______________________ ~•I 

Option for Adding Pages 

• Add each fi le as a separate folder 

Add all files to a single fo lder: 

Add files directly to the folder 

Document Format (Image/Native) 

• ) Add pages in Image Format (Redaction Enabled) 

Add fi les in Native format (Redaction Disabled) 

Other Option 

Cl X 

Add each fi le as a separate section under the folder 
Create Folder to Manually Create Sections and Add Fi les 

IAdcl Documents 

• Add to the Review log Request #20-FOl-00058 0 Open in Document Management upon Job Completion 

Use one of the methods below to upload a fi le, then cl ick the Add Button 

r----------------------------------~ 
Drag and Drop Zone 

Scan File 

Attach Fi les 

Print Barcode 

Auto-Red<lct 

In Redact sensitive informa tion automatically. 

Redact Using the Al Redaction Template: I __________ ~• ] 

A review layer with the name 'Al Redaction layer for 'Select~ Template" will be ueated . 

Notes: 
Adding Password Encrypted documents is not supported. 
Bat~ Stamping can be add~d in Document Management after fo lder l!!i creat~ by accessing Modify Folder/Stttlon Dctall~. 
Allowed File Formats: 
Jpeg,Jpg,llf,llff,pdf,ll<t.te><t,htm,html,doc,docx.rtf,xls.xlsx.ppl,pplx,vsd,vsdx,vss,vtx,"'b,vdw,vst.vsx.msg,png,xps,csv,,ml 

4. Enter information in the fields described below as necessary. 

Document Management 
Options 

Add 

~ 
[::= 
0 
~ 
~ 

II Clos, 

File Cabinet Drawer 
The File Cabinet Drawer to which documents will 
be added. 
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Option for Adding Pages 

Document Format 
(Image/Native) 

Create Folder to Manually Create 
Sections and Add Files 

Add Documents (content seen 
here depends on the method 
used to add documents) 

Add Documents 

or 

o Add each file as a separate folder: If 
selected, each file will be added as a 
separate folder) 

o Add all files to a single folder: If selected, 
enter a folder name and select one of the 
two following options): 

• Add files directly to the folder: If 
selected, files will be added directly 
to the folder) 

• Add each file as a separate section 
under the folder: If selected, each 
file will be added as a separate 
section under the folder) 

o Add pages in Image Format (Redaction 
Enabled: If selected, pages will be added in 
redaction-enabled fmmat 

or 

o Add files in Native format (Redaction 
Disabled): If selected, documents will be 
added in native format, with redaction 
disabled 

Create a placeholder folder where folders and files 
can be added manually. Click Create Folder to 
Manually Create Sections and Add Files under 
Other Option, enter all information as necessary, 
then click Create Folder. The fields are described 
under the Create New Folder section. 

o Add to the Review Log Request# 

or 
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0 Open in Document Management upon 
Job Completion 

If Add Documents is selected: Attach Files allows 
users to attach files, Scan File scans files, and the 

Drag and Drop Zone Drag and Drop Zone allows files to be dragged 
and dropped to upload. All added files displays 
under the Files List. 

Auto-Redact 

Redact Sensitive Information 
Select the Redact sensitive information 

Automatically 
automatically checkbox to redact these documents 
automatically using the AI Assistant feature. 

Selecting the Redact sensitive information 

Redact Using the AI Redaction 
automatically checkbox enables the Redact Using 
the AI Redaction Template drop-down, where you 

Template 
can select an AI Redaction Template to apply to 
the incoming documents. 

5. Click Add. If the request status will be changes as a result of this action, the 
program will prompt if this change is OK before proceeding. After confirming, a 
verification message displays as shown below. 

Are you sure you want o add documents rom the 1le list? 
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6. Click Yes. The Job Progress window displays as shown below. 

959S - Progress 

Wait for the job to process or close the window. If you click the Close Window button, 

you may need to refresh your screen to update results. 

Job Progress Information 

Total Pages 

Processed Pages 

Current Action 

Close mdow 

ote: If the job fails an email noti fication ill be se t. 

1 

1 

Completed 

Job Status: Running 

(!!) Note: After the job is completed, the Job Progress window will close automatically, 
and the added documents displays in the Review Log. 

3. Create Folder 
FOIAXpress offers an intuitive user interface that allows content to be structured at any level of 
complexity. Normal operations, such as creating and editing folders, can be performed directly 
from the navigation tree. Users can an-ange Folders in a hierarchy with as many levels as desired. 
The folders you create are presented to users in a similar fashion to the familiar Windows 
Explorer format and interface. Once folders are created, documents can be associated with a 
folder. 

( ! ! ) Note: In Document Management, all related folders are grouped under a File Cabinet 
Drawer. Folders are divided into Sections, while Sections provide groupings for related Pages. 
Therefore, the structure is File Cabinet Drawer> Folder> Section (optional)> Pages. 

1. Click Document Management> Create New Folder. The Create Folder screen displays as 
shown below. Note, the image below contains some custom-specific fields: 
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Create Folder 

Fi le Cabinet Name 'l<b )(6) ·l 
Folder Name• 

Document Format : f Stpata(t Single-Page Files ·I 
Prefix I I 
Suffix I I 
- Folder DKlasslfkiltlon lnformotlon 

Document Control Number : I I Orig inator : I I 
Accession Number : J I Description : I I 

aox Number : I l NARA Transfer Date : I li<ii 
Folder Number : l I Scanned /Added Date : I I 

Dorument Number : 7 Scanned I Added By : r 00 
Enclosure Number : I No scan Reason : I I 

- DKlns Rovi-Custom Tab 
- Declass Review Group 

ds : I · I 

2. Fill out the fields and ensure that you have selected the File Cabinet Drawer 

3. Click Create Folder. A verification message displays as shown below: 

lessage from webpage ~ 

Are you sure you want to save the folder details? 

OK Cancel 

4. Click OK 

3.1 Add Documents to Folder 
Documents are represented as Pages in Document Management and are imported from a location 
on your system into FOIAXpress. The Pages are then added to a Folder where document review 
and processing can occur. The imported page files types are automatically converted into TIFF 
during the import process. FOIAXpress also allows native file formats such as .doc, .xls, .ppt, 
and . wpd to be imported into Document Management, however users will not be able to draw 
redactions for these file types. In order to store a file in its native fo1mat, the user must select the 
appropriate option when creating the Folder. 

1. Click Document Management> Search Folders. The following screen displays: 

Wold card searches (") are supported 

Folder Information 

Folder Name : • D Include Sections Created Date : I!!!!] 
/=============I ::======'-

Full Text Search : ;:===========::::;Q[D Created By : ~----------~[J[fil 
l=ile Cabinet Drawer : All Action Office : AINS . AINS 7Q [Ej ::===========:::::: -----------~ 

Request# : Added To : ~----------~ 
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2. Enter search criteria as necessary to locate the Folder you want to add Pages to 

3. Click Search 

4. From the search results, select the checkbox next to the Folder you want to add pages to 

5. Click Open Folders. The Document Management screen displays as shown below: 

Add Fe 

6. Right-click the Folder or Section within the Folder. A menu displays as shown below: 

C ea e Section 

Add Pages 

Scan Pages 

dd Folder to ... • 
Delete Folder 

7. Click Add Pages. The Add Pages screen displays as shown below: 
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Add Oocume-nts 

Use one of the methods below to upload a file. then click the Add Button 

Drag ~nd Drop Zone 

Attach Rios I 1.-~ 
------------------------------------------------· L=· ======================a!..______J 

Nates : 
Adding P.ssword Enoypted docu,nents is not WPf>Ofled. 

ARowed r.ae Form~ts : 
jpeg,jP9,tif,liff.pdf,txt.tcrt,htm,html,doc.dou..rtf.1cb,xklr.ppl,ppQ.v~V)dx.v'5J.vt-.Vch.vdw,v,;t.YJX,.mS9,Pf19.XpJ.(~.eml 

• MSG or MSG Ille con~ albdlments. the aluehments MUST be In one of d-.e rue formats o,- In ZIP fonnat). Non-Suppofted MSG a tt~,mts iind ZIP contents wHI be lgnoud 

.--•... -~-.. --
Do you want to create sections for th is folder? 
Sections can only be created before pages are 
added/scanned at the folder level or when 
sections already exist in a folder. 

Add II C»M 

8. Click Attach Files or drag and drop the files containing the Pages you want to add to the Drag 
and Drop Zone 

9. If you clicked Attach Files, select the files you want to add, then click Open. If you dragged 
and dropped the files, skip this step and proceed to step 10 

10. Click Add. A verification message displays as shown below: 

~ - = _ --,u111 • 1r.11u -
Are yo sure you want o add documents from he fi le list? 

~ ~ 

11 . Click Yes. A confirmation message displays as shown below: 
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Message from w~pag 

1 Page added. 

OK 

12. Click OK. The Page(s) added display under the Folder or Section 

4. Reports 
Steps to Generate a Document-Workload Estimation Report 

1. Click Reports > Document Reports > Document-Workload Estimation. The 
Document-Workload Estimation screen displays as shown below: 

,. 
Q Ooa,ment • Worlcload Estimation ~ _____>C___, 

I Generate 11 Refresh ~ I Spell Ched< 11 Close ] 

O Display on 1st page O Do not disp lay on any pages 

Select Options 

Group By : I · I Sort By : I User Name Sort Order : l'-,.,,_c_endi--',ng::..-___ _,• J 

Filter By 

User Name ,L JD[8 
Action Date between• : ® Jl!iill I Ir;;] 0 [ Cu rent Day ·1 
Request# : I· LJ 
Folder Name ' I• I 
File Cabinet Drawers : jA11 • Jf search J 

Note:• Fields are mandatory 

Please select either the field 'Request II' or 'Folder Name' or both of them to generate the report In case none of them is selected, generation of the report 

takes time. 

In case the report does not yield results pertaining to the Audit Objects · 'Redactions', 'Folders', and 'Review Objects', please make sure to select them under 

Administration > Security > Audit Configuration. 

2. Enter information in the following fields as necessary 

Report Header Display Options 
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Display on all 
Display the report header on all pages of the report. 

pages 

Display on 1st 
Only display the report header on the first page of the report. 

page 

Do not display on 
Do not display the report header on any pages of the report. 

any pages 

Select Options 

Group By The criteria you want to group by. 

Sort By The criteria you want to sort by. 

Sort Order Sort the report in Ascending or Descending order. 

Filter By 

User Name The user(s) to include in the report. 

Action Date Date range within which actions were taken. Optionally, select the 
between Current Day option and select an option from the menu. 

Request# Request number to be included in the report 

Folder Name Name of a Folder to be included in the report 

File Cabinet Drawer(s) to include in the report. Optionally, you can 
File Cabinet select which Folders within the File Cabinet Drawer(s) will be 
Drawers included by clicking Search, selecting Folder(s), then clicking 

Generate . 

3. Click Generate. The Document Workload Estimation Report displays as shown 
below: 
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.. .. 
EfaEEIEEMfiiSEE··i M 

(IIJ 
AINS 

Raport Date 

Time 

: 03/ 18/ 2016 

: 10:48 AM 

Oocun,e_nt - Workload Estin111tion Report 

File ~bine:t Dnwer Folder Nilme U5e.r N~me StillrtTime End Time 

Progr-.m Ar•• A Progrom TAGS ( 4 ) (b )(6) 3/ 11/ 2016 1 ,00144 AM 3/ 11/ 2016 1 : 05:31 AM 

ITTST DRAWER 1 Bask FX AX_ Troubleshooting 3/ 2 / 2016 3 :09 : 50 PM 3/ 2/ 2016 4: 13 :32 PM 

rresT DRAWER 1 Cu.stoma, Pra·ln1tallation 3/ 2/2016 3 :09 : 40 PM 3/ 2/ 20164 117 :38 PM 
Ch•cklist • Bl~nk 

ITTST DRAWER 1 ADR tra ining Part 1 3/ 2/2016 3 :09 : 4 1 PM 3/2/ 2016 3 :09 :42 PM 

Prog~m Area A 3/ 17/ 2016 7 :57113 AM 3/ 17/ 2016 8 : 3 5 :47 AM 

Program Area A b)(6) r 3/ 1/ 2016 2:37 :03 PM 3/ 1/ 20 16 2:40 :34 PM 

Program Are-a A test document - SO PilOei (6) 3/ 16/ 2016 1 : 17142 PM 3/ 16/ 2016 1 : 19:32 PM 

Program Area A b)(6) l 3/ 16/ 2016 11 : 13 :49 3/ 16/ 2016 11 : 14: 54 

b)(6) 
AM AM 

ITTST DRAWER 1 3/ 2/ 2016 3 :00 : 34 PM 3 / 2/ 2016 3 :05 :52 PM 
~ 

rresT DRAWER 1 3/ 3 / 2016 9 o01'24 AM 3/3/ 2016 9 002 :25 AM 

Prc,oram Area 0 ADR 3/ 2 / 2016 3 :00 :08 PM 3/2/2016 3:02 :21 PM 

rrEsT DRAWER 1 Cu!:tomM Pre-ln!tallatlon 3/ 2/2016 4 , 14: 39 PM 3/2/20 16 5:11 :03 PM 
Checklist • Blank 

Progn,m Area A Progr.,m TAGS ( 4) 3/ 1 5/ 2016 11 : 39 :07 3/ 15/ 2016 11 : 39:08 
AM AM 

Progr-.m Ar•a A My T~1t publi:1hing fold•r for 3/ 2/ 2016 I :58 : 42 PM 3/ 2/ 20162 112:06 PM 
Wedn@sday 

Pag~ fl 

Steps to Generate a Document Inventory Report 

1. Click Reports > Document Reports > Document Inventory. The 
Document Inventory screen displays as shown below: 
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0 1:03:42 
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00 , 01,01 

00:02:13 
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00,00,01 
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Q Display on all pages O Do not disp lay on any pages 

Filter By 

Request Number 

-

: I ReqiJest Number 

Reauests Assioned To 

• I Sort Order : J Ascerding • I 
Wild card searches ("} are supported 

Action Office(User} : ~IA_I -------~• I User Group : l~A--------~• I 
Assigned to user : Assigned User O Primary User 

Folder Name 

Date Added between 

Last Modified between 

Comments 

Last Modified Review Layer Name 

Document Review Status 

@ Include Inactive Users User · [ J GJ0 

2. Enter infmmation in the following fields as necessary: 

Report Header Display 
Options 

Display on 1st page 

Display on all pages 

Do not display on any 
pages 

Select Options 

Only display the report header on the first page of 
the report. 

Display the report header on all pages of the report. 

Do not display the report header on any pages of 
the report. 
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Sort By The criteria you want to sort by. 

Sort Order Sort the report in Ascending or Descending order. 

Filter By 

Request Number Request number to be included in the report 

Folder Name Name of a Folder to be included in the report 

Date range within which documents were added. 
Date Added between Optionally, select the Current Day option and 

select an option from the menu. 

Date range within which documents were modified. 
Last Modified between Optionally, select the Current Day option and 

select an option from the menu. 

Comments 
Comments from the document review process to 
filter the report by comments. 

Last Modified Review 
Name of the last modified Review Layer. 

Layer Name 

Document Review Status Status, as selected from the drop-down menu. 

Requests Assigned To 

Action Office (User) 
Action Office, as selected from the drop-down 
menu. All will be selected by default. 

User Group 
User Group, as selected from the drop-down menu. 
All will be selected by default. 

Assigned to User 
Assigned User or Primary User the Requests are 
assigned to 
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Include Inactive Users Include inactive users in the report. 

User 
Search for and select a user the Requests are 
assigned to 

3. Click Generate. The Document Inventory Report displays as shown below: 

MME 1¥1' I s+e EfoM +··IM 

(OJ 
AINS 

Document Inventory Report 

AI NS 
1234 Num ber roa d 
MD 21701 

Report D-11te 
Time 

Date Add•d betwe•n 0 2/14/2016 and 02/20/2016 

: 03/18/2016 
: 10 :55 AM 

Request Number File Cabinet Drawer Folder Name 
Last Modified Review Document Review 

Uver N~me Stiitu.5 
C.reated By 

t-16_· _FO_I_-o_o_o3_2 _____ P_,ro_gr_a_m_A_re_a_D __ ,_Fw_ , T_e_st_F_H_••----+--------1---------<{b ){6} 
16·F01·00032 Program A,-.a O SVS Doc JO Tut 

16-FOl-00045 iTEST 01\AWER 1 3oing hom o for tho 
klav 

l 6·FOl·0007 1 Program Area A tr'ESTl 

f-1s_- _Fo_1_--0_o_os_s _____ P_,ro..::.gra_ m_A_re_a_A_ ---1(b )(6) 
L6-FO1·00103 Progr am Area A 

Htl 

16-~01-00113 ~roqra m Area A :»roa ram TAGS (3) -le v iew Lay e r 1 

~L6_·_•O_1_-0_0_12_7 ____ ~ P_1ro~;r_•_m_A_re_•_A_---l\b )( 6) 
Total No. of Folders : 8 

K• Pag0ot 1 

Steps to Generate a Documents Requests Report 

1. Click Reports > Document Reports > Documents Requests. The Documents 
Requests screen displays as shown below: 

ir 

2/l8/ 201E 

2/16/ 20 1E 

•M 

~ DocwnentsRequests _ _ _ _ _ _ _ _ _ _ _ _ _ . a :._ 

Report Header Display Options 

@ Display on all pages 

Select Report Type 

O Display on 1st page 

@ Display Requests that contain following documents 

O Do not display on any pages 

O Disp lay documents that are added to following requests 

~ ment Sear
0

ch_ Cr_it_e_ri_a_--==========, 
I Folder Name : I I File Cabinet Drawer : I All • 11 Search Folder j 

+ Custom Fields Cust om Fields that are common across the selected File Cabinet Drawers are displayed 
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2. Enter information in the following fields as necessary: 

Report Header Display Options 

Display on all pages 

Display on 1st page 

Do not display on any pages 

Select Report Type 

Display Requests that contain following documents 

Display documents that are added to following 
requests 

Document Search Criteria (displayed if Display 
Requests that contain following documents was 
selected as the Report Type) 

Folder Name 

File Cabinet Drawer 

Display the report header on all 
pages of the report. 

Only display the report header 
on the first page of the report. 

Do not display the report 
header on any pages of the 
report. 

Display Requests that contain 
documents from a specified 
Folder and File Cabinet 
Drawer. 

Display documents that are 
added to selected Request(s). 

The name of a Folder. 

File Cabinet Drawer(s), as 
selected from the drop-down 
menu. Click Search Folder to 
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select specific Folder(s) from 
the selected File Cabinet 
Drawer(s) , then click Generate 
to generate the report. 

Search Criteria (displayed if Display documents 
that are added to following requests was selected 
as the Report Type) 

Request# 
Identification number for a 
Request to be included 

Request Type, as 

Request Type 
selected from the drop-down 
menu. All will be selected by 
default. 

Requester 
Requester(s). to be included in 
the report 

Include On Behalf Of 
Include the On Behalf Of field 
in the search criteria. 

Description 
All or part of the Request 
Description. 

Action Office 
Action Office(s), as selected 
from the drop-down menu. 

Request Status 
Request Status(es) you want to 
include in the search criteria. 

Request Owner 
Request Owner to be included 
in the report 

Requests Assigned To (displayed if Display 
documents that are added to following requests 
was selected as the Report Type) 
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Action Office, as selected from 
Action Office (User) the drop-down menu. All will 

be selected by default. 

Assigned User or Primary 
Assigned to User User the Requests are assigned 

to 

Include Inactive Users 
Include inactive users in the 
report. 

User Group Requests are 

User Group 
assigned to, as selected from 
the drop-down menu. All will 
be selected by default. 

User 
User the requests are assigned 
to 

Request Date Options (displayed if Display 
documents that are added to following requests 
was selected as the Report Type) 

Date range within which a 
Request was requested. 

Requested between Optionally, select the Current 
Day option and select an option 
from the drop-down menu. 

Date range within which a 
Request was received. 

Received between Optionally, select the Current 
Day option and select an option 
from the drop-down menu. 

Date range within which an 
original Request was closed. 

Original Closed between Optionally, select the Current 
Day option and select an option 
from the drop-down menu. 
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Date range within which a 
Request was closed. 

Closed between Optionally, select the Current 
Day option and select an option 
from the drop-down menu. 

Remaining 
Number of days remaining in 
the Request 

If you select Display documents that are added to following requests in the 
Select Report Type section, additional fields displays as shown below: 

~ - - - - - - - - - - - - - - - - - ,_ - - - - - - - - - - - - - - - - - - - - - - ~ _1 

I Generate J [ Refresh j f 0ose J 

Report Header Display Options 

@ Display on all pages 

~ 

Select Report Type 

O Display on 1st page Q Do not display on any pages 

0 Display Requests that contain following documents @ Display documents that are added to following requests 

Search Criteria 

Request # : I • I Action Office : lGlEJ 
Request Type : lAJI -~ Request Status : {js items checked -~ 

Requester : r IG~• Include On Beha lf Ofi.equest Owner : lG0 
Description : 1 • IG 

- Requests Assigned To 

Action Office (User) : fM:: =::::i User Group : I All · I 
Assigned to User : • Assigned User O Primary User @ lndude Inactive Users User : l JG0 

+ AdvaMed 

+ Custom Fields Custom Fields that are common across the selected Request Types are displayed 

Request Date Options 

Requested between 0 [ cLm!ntDay • l 
Received between I• 0 Current Day 

Original Closed between ® 0 Current Day 

Closed between 0 [ Current Day · ] 
Remaining E::) inDays ~ 
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3. Click Generate. The Documents Requests Report displays as shown below: 

..... , a' X , 

EMEEMHiiMEEfaEE·HiF 

(I) 
AINS 

Documents • Requests Report 

File Cllbinel Drawer Folder Name 
MN FCD Folder MNJ-6 
FCD-MU Fl 

Mixed Mode Folder RX 
Multi PDF Folder 
Multi Secs RX 
Native Folder 
Seo Folder No Secs RX 
RX Mixed Mode Folder 
RX Mui 
RX Seo 

MN FCD Folder MNJ-6 
MN FCD Folder MN3•6 
HR Docs 
MARAOFCD Folder3 
MN FCO Folder MN 7-6 
MARAD FCD 500 Pages-Non Redacted 
MARAOFCO 500 Panes-Redacted 
MARADFCD 500 Panes TIFF Nonredacted 
MARAOFCO 500 Paoes-TJXP Redacted 
MARAD FCD 500 Paaes-Mixed NonRedacted 

Pagcf'18 of 6 

Total No of Documents For Request Report : 106 

5. Contact Information 
5.1 FOIA - Point of Contact and Resources 

AI NS 
Office of Legal Access Programs 
5107 Le.esburo Pike, Suite 1900.10 
Fa lls Chu rch, HI 45678- 3456 

Report Date: 10/15/2016 
Time : 2 :05 AH 

.oMed to Reouest # 
16-FOl-00002 
16· FOl-00003 
16-FOl-00009 
16•FOl•00009 
16-FOl-00009 
u;- FO l,.00009 
16-FOl-00009 
16•FOl•00009 
16-FDl-00009 
16· F01 · 00009 
16-FOl-00010 
2016-APP-00003 
2016-APP-00004 
16· FOl• 00027 
2016-APP-00008 
16· F01· 00044 
16-FOl-00044 
16- FOl-0004 4 
16-FOl-00044 
16- FOl- 00044 

If you have any questions related to FOIA processing, please contact the FOIA team at 
FOIA@t:reasury.gov. 

For all other FOIA-related resources, please visit Treasmy' s Freedom of Infonnation Act page 

5.2 FOIAXpress User Support 
• All FOIAXpress training and demonstration related materials are posted on myTreasury's 

FOIAXpress page 

• To request technical support, please submit a Service Desk ticket 
o All access requests require PTR's approval and the completion of Access Request and 

Rules of Behavior f01ms 

• For all other FOIAXpress related inquiries, please contact the support team at 
FOIAXpressSupportTeam@treasury.gov 
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1. Organization Setup 
1.1 Action Offices 
Action Offices represent bureaus and offices that process their own FOIA request and that share 
your instance of FOIAXpress for receiving and responding to requests. FOIAXpress can be 
associated and filtered by Action Office, including User Groups, Users, File Cabinet Drawers, 
Correspondence Templates, and Program Offices. 

The sample screen below shows the Action Offices configuration (accessible via Organization 
Setup> Action Offices) . 

New Re-fresh Edit Delete Close 

• .. . • - •·. . . 
- II§ Ocpulmaal<Mica Pa1allOlftt. f& Yeo &111~ 

ASM Assistant s~rt:uuy._ ASM- Centta lized No Yes 06/17/2020 

CQEl Community Oevelo ... CDFI- Oecentraliied No Ye, 06/12/2020 

llQ ~QI USE - ,,M Enterprise Content ... Implementation Te ... No Yes 08/03/2020 

DOMFIN Domestic finance DOMFIN- Decentro ... No Yes 06/16/2020 

EXE~EC Executive Secretary EXECSEC - Centr-aliLM No Ye, 06/16/2020 

fA:i hscal Assistant Seer .•• FAS- Central ized No Yes 06/16/2020 

FIO federal Insurance ... FIO- Centralized No Yes 06/16/2020 

FSOC Financial Stability 0 ... FSOC • C~nttaltZ~ No Y•• 06/16/2020 

![; International Affairs IA- D«entralized No Ye, 06/16/2020 

OCIO Chief lnforma ·on .. . OCIO- Centralized No Yes 06/ 16/2020 

OCRD Civil Rights and Div_. OCRD- c~ntralized No Ye, 06/17/2020 

QfAl: Office of Foreign A ... OFAC-Oecentr.,lized No Ye, 06/17/ 2020 

.Q.EL. Office of Federa l Le ••. OH-Um ra1ized No Ye, 06/12/2020 

OFS Office of Fiscal SetV ... OFS- Decentralized No Ye, 06/18/2020 

OGC Office of Gl!nl!ra l c._ OGC- Cl!ntra lizl!d No YM 06/16/2020 

" e..o.f.ln!dfoenc.. IJ.Ac..DKenb:alizJe es 6[1612.02 

Note: To Edit click on hyperlink or select Edit in the toolbar 

Click New to create a new action office or select an existing office and click Edit to rename the 
office and populate the office details . 

1.1.1 Create an Action Office 

Follow the steps below to create an action office: 

1. Click Administration > Organization Setup > Action Offices. The Action 
Offices window displays as shown below. 

New Rdrd.h Ed,t Ddi:b:: Cfost:: .. 
A!NS A!NS No Yes 02/10/2016 
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2. Click New. The New Action Office window displays as shown below . 

- . . 
Action Office Information 

Office Code•: I I Phone Number. I 
Office Name': I I Parent Office: I YI 

Office Details': I I Active: 0 

Email: L J Show rn PA L (Public Access Link): D 

D Keep Remittance Address same as Correspondence Address (n ormabon 

Correspondence Acld~ss Remittance Address 

Address 1: I I Address 1: I I 
Address 2: I I Address 2, I I 

City: L =-=:J City: L =-=:J 
Country•~ ~ States _-a Country•: I United S.tates _-=a 

State: I Sel«I a m,re 1-1 Sta te: [ Setert o storf' H 
ZlP Code: I I ZlP Code< I I 

[12345 or 12345-6789 fo rmal for US) [12345 or 12345-6789 forma for US) 

~fCI~ I 
Note:• elds are mandatory 

3. Enter information in the fields described below per your agency's requirements. 

Field Description 

Action Office 
Information 

Office Code 
An identifier or symbol assigned to an office 
that may/may not relate to the Action Office. 

Office Name The name of the Action Office. 

Office Details A brief description of the Action Office. 

Email 
The electronic mail address assigned to the 
Action Office. 

Phone Number 
The telephone number assigned to the Action 
Office. 

Parent Office 
The office under which the Action Office is 
assigned. 
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Active 
When selected, activates the Action Office for 
use in the application. 

Show in PAL (Public When selected, displays the Action Office in 
Access Link) PAL. 

Enables the Address 1, Address 2, City, States 
(US), and Zip Code fields to be automatically 

Keep Remittance populated with the same information as 
Address same as Correspondence Address, once saved. The 
Correspondence United States is automatically populated as the 
Address Information default Country. The Remittance Address 

represents the location where an invoice is 
sent for services rendered. 

Correspondence 
Address 

Address 1 The street location of the Action Office. 

Address 2 
The subsequent location of the Action Office, 
such as Suite, Building, Province, etc. 

City 
The name of the city where the Action Office 
is located. 

Country 
The name of the country where the Action 
Office is located. 

State (US) 
The two-digit representation of the state where 
the Action Office is located. 

Zip Code 
The five or nine-digit postal code where the 
Action Office is located. 

Remittance Address 

Address 1 The street location of the Action Office. 
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Address 2 
The subsequent location of the Action Office, 
such as Suite, Building, Province, etc. 

City 
The name of the city where the Action Office 
is located. 

Country 
The name of the country where the Action 
Office is located. 

State (US) 
The two-digit representation of the state where 
the Action Office is located. 

Zip Code 
The five or nine-digit postal code where the 
Action Office is located. 

4. Click Save. A verification message displays as shown below. 

Message from webpage 

Do you want to save the action office? 

5. Click OK. 

1.1.2 Edit Action Office 

OK Cancel 

Users with the required Permissions can edit Action Office Information. 

Follow the steps below to edit an action office: 

1. Click Administration > Organization Setup > Action Offices. The Action 
Offices screen displays. 

2. Select an Action Office from the list. The first Action Office is selected by 
default. 

3. Click Edit. The Edit Action Office screen displays for the selected Action Office 
as shown below. 
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- ' . 
Action Office Information 

Off,ce Code•: j AINS I Phone Number: 1301.670.2300 I 
Office Name' : j AJNS I Parent Office: ~ ~I 

Offi ce Details•: ~ NS I Active: @ 

Email: I info@ains.com I Show in PA L (Public Access Link): • 
0 Kcc:p Remittance Address same as Cor1tspondenc~ Address Information 

Correspondence Addn!SS Remittance Address 

Address 1: I ao6 w. Diamond Ave. I I Address 1: 
J 

Address 2: I suite 400 I Address 2' I 

City: I Gaithersburg I Crty 

Count ,y•: I United States H Country": Un ted Stct~s 

State: I M•ryl•nd H State: 

ZIP Code: I 20886 ==i ZIP Code: 

(12345 or 12345-6789 format for US) (12345 or 12345-6789 fo rmat for US) 

l~ave ll ~ 
Not@: • fields are mandatory 

4. Make any necessary changes to the fields. See Create Action Office for a 
descriptions of these fields. 

5. Click Save. A verification message appears 

6. Click OK. A confirmation message displays 

7. Click OK. 

1.1.3 Delete Action Office 

Users with the required Permissions can delete an Action Office. However, an Action Office 
cannot be deleted if it is associated with a User Group or open request. 

Follow the steps below to delete an action office: 

1. Click Administration > Organization Setup > Action Offices. The Action 
Offices screen displays as shown below. 

2. Select the Action Office to delete. 
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3. Click Delete. A verification message displays as shown below. 

Message from webpage El 

Do you want to delete the action office 'AINS'? 

,__o_K __ l __ c_a_n_ce_l __ 

4. Click OK. 

1.2 Program Offices 
Program Offices are lists of places or people (non-users of FOIAXpress within or outside your 
organization) that can be tasked to complete records searches. You can use the Program Offices 
configuration to add both Consultation Locations and Record Locations. Offices listed as a 
Consultation Locations are available in the Send/Save for Consultation feature in Document 
Management. 

Program Offices can be manually added and can be edited from the Organization Setup > 
Program Offices/Consultancies section . 

~ . -
Se~rch Progr-"m Offic:.e/Comultmncy .. . . 

.. 
Basic Information 

Program Office ' I· I Action Office , [AU Q~ 
Active ~ @All 0 No 0 Y« Category ' 0 P,ogram Office O Ccnsult.JnC')' loatioin @Both 

~ [ Od ... ][s.- j~' c~J 
-· · '" " ;"' .. . . .. 

.. Pfll --I,.. --
llliMl! (b )(6) Ye< No PTR Progr~m Offite 

DC Pens:ion Yes No PTR Program Office 

Oe~C'hief Financial,~ YK No PTR Program Office 

~'2:C21Dt,esi:IIQ! Yes No PTR Program Office 

£111:;tmDQt~rtmi y., No PIR 9rogram0ffice 

H1,1mlln C111i!•ii1I k!:Y•t .. y., No PTR Program OfflCc: 

!&gi'.Bt~Affl!i!l v.. No PTR Program Offtte 

OCIO Yes No PIR Program Office 

Offi!;i= g:f Man~ement Yes No PTR Program Office 

Q[i;!e[1 il!l'1 lli~ y.,. No PTR Program Office 

~Dl:WS:Dl EmlQXs: Yes No PIR Program Offkc: -- Vn No PIR Progn,m Office: - y .. No PTR Progrcim OfflCe ..., 
a\!.,.O,. li,r,,.;_ Vw ., DI D,,.,,,,,._,.,..,.,Dff,,._.. 

0iliEl0 Page size ~ 18 ib!ms in 1 pages 

Note: O1ck on hyper1ink to view/echt program office. 

"' 

..., 
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1.2.1 Create a Program Office/Consultancy 

Follow the steps below to create a Program Office/Consultancy: 

1. Click Administration > Organization Setup > Program Offices > Create New 
Program Office/Consultancy. The Create New Program Office/Consultancy 
screen displays as shown below. 

r .. ' . 
.. . . . Crute New Prog~m Office/Consultancy I 

.. . . 
c..t.aarv 

Q ~nwnOffice Corisutt.r,cyloa1iofi ®""" 

Program Offlce/ConwttaftN Information Other Information 

Progrim Offiot/Coosult,ncy"': I I Cc Name: ) 
Action Office": L -=.a Ccbm1il: I I 

@ lv::t:xff. 0 Has RX D RKo«k Promer ru~ ·;· 10 sep,rate mail acldresses] 

~ 

Contact Information 

Prefu<: I l ·J 
Tide: I I 

ID Number: I I 
Organi:Ultiore L___ _J 

First Nam@•: I I Add,e~ 1: I 
last Nam@•: L ] Address.2= I 

Contact Email; l City. I 

(Use ·;- to separate mail addresses) 
C04.lntry--: .,,.,........, El 

Photle N-umbt'r: I I 
Stale:; Stf«roS~ I· I 

Zif (.ode; J Alternate Phone Number. I I -
ra,, I I 

112345 or 12.34S-6789 format fQr US] 

II 

' 

I 
I ,..,,_ ll ..,. Ji a... 1 

Note! • fiekk are mandatory 

2. Enter information in the fields described below per your agency's requirements. 

Field Description 

Category 

The type of office being created. You can select 

Category 
Program Office if the office is located within your 
organization, Consultancy Location if the office is 
located outside your organization, or Both. 

Program 
Office/Consultancy 
Information 

Program 
The name of the Program Office/Consultancy. 

Office/Consultancy 
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Action Office 
The Action Office associated with the Program 
Office/Consultancy. 

Active 
When selected, activates the Program 
Office/Consultancy. 

If this checkbox is selected, the Program 
Office/Consultancy's Has RX field will indicate 
"Yes" when sending documents for consultation 

Has RX review or when requesting documents. This allows 
you to know whether or not the Program 
Office/Consultancy has RedactXpress to support an 
ADX file (if sent). 

Use this checkbox to mark the Program 
Office/Consultancy as a Records Provider. 

Records Provider 
Offices/Consultancies denoted as Records Providers 
have additional configuration options under 
Administration > System Administration > 
Request for Documents Record Provider Settings 

Other Information 

Cc Name 
An alternate representative's name for the Program 
Office/Consultancy. 

Cc Email 
The alternative representative's electronic mail 
address. 

Contact 
Information 

Prefix An abbreviation used before the surname. 

Title 
The Program Office/Consul tancy representative's 
official position. 

First Name 
The first name of the Program Office/Cons ultancy 
representative. 
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Last Name 
The last name of the Program Office/Consultancy 
representative. 

Contact Email 
The Program Office/Consultancy representative's 
electronic mail address. 

Phone Number 
The Program Office/Consultancy representative's 
telephone number. 

Alternate Phone The Program Office/Consultancy representative's 
Number alternate phone number. 

Fax 
The Program Office/Consultancy representative's 
fax number. 

ID Number 
A unique identifier assigned to the Program 
Office/Consultancy. 

Organization 
The name of the Program Office/Consultancy 
representative's organization. 

Address 1 
The street location of the Program 
Office/Cons u 1 tanc y. 

The subsequent location of the Program 
Address 2 Office/Consultancy, such as Suite, Building, 

Province, etc. 

City 
The city where the Program Office/Consultancy is 
located. 

Country 
The country where the Program Office/Consultancy 
is located. 

State/Province 
The state/province where the Program 
Office/Consultancy is located. 
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ZIP Code 
The five or nine-digit postal code where the 
Program Office/Consultancy is located. 

Collaboration Enable access to the Collaboration Portal within this 
Access Portal Program Office/Consultancy 

3. Click Save. A verification message displays. 

4. Click OK. A confirmation message displays. 

5. Click OK. 

1.2.2 Edit Program Office/Consultancy 

Users with the required Permissions can edit a Program Office/Consultancy. Follow the steps 
below to edit a Program Office/Consultancy: 

1. Click Administration> Organization Setup > Program Offices. The 
Crea1e/Search Program O.flice/Consultancy screen displays. 

2. Select the Program Office/Consultancy you want to edit, then click Edit. The Edit 
Program Office/Consultancy screen for the selected Program Office/Consultancy 
displays 

3. Make any necessary modifications to the fields. These fields are described in the 
Create Program Office/Consultancy section above. 

4. Click Save. A verification message displays. 

5. Click OK. A confirmation message displays. 

6. Click OK. 

( ! !) Note: Click Print Program Office Address to edit and copy the address to a 
printing device for mailing purposes. 

1.2.3 Delete a Program Office/Consultancy 

Users with the required Permissions can delete a Program Office/Consultancy. 

(!!) Note: A Program Office/Consultancy cannot be deleted if it is associated with a 
request for documents or consultation review of documents. 

FollO\v the steps below to delete a Program Office/Consultancy: 

1. Click Administration > Organization Setup > Program Offices. The 
Create/Search Program O.flice/Consultancy screen displays. 

13 I 44 



FOIAXpress PTR Admin Guide 

2. Select a Program Office/Consultancy to delete. 

3. Click Delete. A verification message displays. 

4. Click OK to delete the Program Office/Consultancy. A confamation message 
displays. 

5. Click OK. 

1.3 Users 
A User is a person in your organization who is licensed to use FOIAXpress. Each User is 
provisioned by applying their Treasury email to the account to allow for Single Sign-On (SSO) 
login. Permissions are granted to each user using the roles associated with the User or User 
Group. 

The Users section of the Organization Setup module allows administrators to search for existing 
users and create new users. 

Wild card s.earches ('} are supported 

~ P_en_o_nal_ln_for_m_atlo_n,::==========,-------i rl U_se_r l_nfo_rm_at_lon_==========--~ 
First Name : ~ x Login : :=::::=========: ~===========: Last Name ; • :=::::=========: Email : • 

+ Advanced 

Action Office : ;'.::" ::::' =:::=:::=:::=:::=:::=:::=:::=:::=: 
Group : All 

~~~ 
~ Application Permi590n5 I ~ ReqUl!St Type Pem,issions ~ I Ftle cabinet Drawer Permissions ~ ~ Email UseftS) ~ ~ ~ Delete 

Uscn 

- - - - _ .. 
FOIAAnalysts v .. Not LOgg@d In 12/27/2.017 

Page size 100 .. 2 rtems 1n I p.ages 

Note: Click. on hype, link to view/edit user profile. 

,.. 

" 

When creating a new user, you're required to select the user's Group, Action Office, Application 
Roles, and Dashboard. These Groups and Roles will have been configured by time of 
deployment. 

1.3.1 Search Users 

1. Click Administration> Organization Setup> Users. The Create/Search Users 
screen displays with the Search Users tab selected by default, as shown below. 
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Wild card INtChes ('J .-w• ~uppottlPd 

~~E;:J 
, .... ,~•m-~ f ._,,.,,....,,,., .... 1, f,~c--~ 11 £m U,,rt,) I ~ I o ..... J 

Admin 

l ~ Page sizo ~ 
Note: Click on hypertinlc to M\l/ed11 user profile. 

Notr. .. fitkis are mandatOf'/ 

Arlm"' 

Arlmm 

Loggl!dln 

Notloggedln 

2. Enter Search Criteria as necessary in the Personal Information and User 
Infonnation sections. 

02/10/2016 

0?/1&'2016 

3. To add advanced search filters , click Advanced> Add new filter, select a Field 
and Operator, and then enter a Value. 

4. Click Search. 

See the sections below for additional information. 

1.3.2 Create a User 

You can create as many users as required by your agency. The users will be the FOIA 
analysts who will process Requests and deliver documents to Requesters. You can divide 
tasks among users by assigning different Permissions to each user. You can also assign all of 
the Permissions for a Request to a single user, who will then be known as the primary user 
for that Request. PTR will be the primary user for all Departmental Office Requests. 

Follow the steps below to create a user: 

1. Click Administration > Organization Setup > Users. The Create/Search Users 
screen displays as shown below 
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, 

Search Users 
~ . 

'. ... •II 
hrsonal lnformatk>n User Information ' F,rstName -f:--- l Login 'r:-

I 
Last Name : I • I Action Office ' i AINS · I 

Email I· I Groop '1 .. · I 
• Advanad l 

[ ... .,.J l ~ G;J 
~ Apph..-, ..... ,....,, j t ,_,,..,_ I f ""'" ____ ~I &n,~U..,(,) I [;] f o. ... I 

ru:::- 7 
" ' ' . .. ', . 

'L dd:!rliz:I il~;m;l A.dm1n AINS Y6 l.og9edln om=:• J I Adm1n AlNS YH Ol~ln 02/1612016 l(b )(6) 
t< < l > >t Page si2;e ~ 21ftms tt1 l~n 

Note: Cid: on hypeflink to view/edit user profile. 

Note: • fields are mandatory 

2. Click Create New User. The Create New User tab displays as shown below: 

Create New Us•r 

Prefuc ~------------~ 
MiddleN.ame: 

Last Name •: 
:=========: 

Suffix: :=========: Code: :==========: Joblitlec ~------------~ 

I Offke/Group/~e Information 
Group•: k · .I 

I 
Application Role(sJ-: ~xtttt ·I 

Dashboards":~~~ · I 
I Looln Information 

I Login•; I 

Password'! L 

I Confirm Password-: r 

I Notes 

II 

I 
I 
·1 

Email•: ::::==========~ 
location: :==========: 

Govt level: :==========: 
SUpE:Nisor. ~============::: 

Time Zone•; I (UTC•05i:30) Chtnn" (obg, Mumbti. Ntw Dtlhi 

Phol\e Number. 

Ac:tioo Off.a-•: . 
Group Queue Home Page Display; i A.as. SftKf . ·I 

Default Dashboard•: I. sJ 

10th«-
Shift: @ Dar O {...min£! 

P.art/l=utl Time: O Part Timi!' @ F1.dl Timi!' 

Lock: Q Yes@ No 

I Actflo'e: @YcJ O No 

Note: A user can only belong 10 .a s.ingJe UGroup", whi-ch will display on the user's home page, by deraulL A user may have additional "Group Queues" dis;played on their home p,igt' by 

selecting their "Group Queue Hom~ Page Dis.play·. 

Not·o: • fi9'ds ar• mandatory 

(! !) Note: If using Single sign-on, this screen displays as shown below: 
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1ll!i . 
ere.ate N.w User I 

--~ I Information 

Prefi ,c • • J Email": j_ _J 
first Name•: f I Loca:tiorl: I I 

Middle Name: I I Govt LeYel: I I 
last Name•: I I Supervisor: I I 

Suffix: ~ · l Time ZOfle~ I (UTC•O):JQ'JChcf'lnli,, ~ Mumbti. N~~hi · I 
Codec I I Phone Number: j _J 

JobTrtle, I I 

Offtce/Groua/Rote Information 

Group'"; . Act,On Office•; . 
Apptication Role(s)•; I ~lffl A.dmiMmtor, User, Inherited from Groi,p • ·I Group Queue Home Page Chsplay: t HQTffting « ~I 

Dashboards~~ l Ad~ DMhbo.ird; fOIA Off,u, DMhboard; ·J Default Dashboard•: [ FOiA Offict!!f O.ul'tboard . 
~ r Information 

r Login '""""'""°" 
I 

Shoft @ O...y Q Ev~ 

I Part/Full Time: O P.arc Time ~ Full Time ~ Log;n•, 

led< 0 Vn (i) No 

ActfYe: @ Ves O No 

f Not.. I 

I s,.,c- ff~ 
Note: A user can only belong to a single "Group•. which w,11 display on the user's home page. by default A user may have add1t101lal •Group Queues• dtsplayed on their home page by 

sek!cting their ·Group Queue Home Page Display•. 

3. Enter information in the fields described below per your agency's requirements . 

Personal 
Information 

Prefix 

First Name 

Middle Name 

Last Name 

Suffix 

Code 

Description 

An abbreviation used before the user's surname. 

The first name of the user. 

The name between the first and last name of the user. 

The surname of the user. 

The abbreviation used after the users's surname. 

The user's abbreviated name that will be used in case 
Insert Fields. This data is automatically populated 
after the First and Last Names are entered. 
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Job Title The user's official position in the agency. 

Email The electronic address of the user. 

Location The place where the user works or is assigned to. 

Govt Level The user's rank for the position held. 

Supervisor The name of the person the user reports to . 

Time Zone A region that has a uniform standard time. The 
system's cun-ent time zone is selected by default. 

Phone Number The telephone number assigned to the user. 

Office/Group/Role 
Information 

Group The User Group the user is assigned to. 

Application 
The Application Role(s) assigned to the User Group. 

Role(s) 

The dashboards assigned to the user, who may select 
Dashboards from any of the assigned options to view from their 

home screen 

Default The dashboard to display by default when logging in 
Dashboard to FOIAXpress 

The Action Office the user is assigned to . This field is 
Action Office not editable and by default, displays the Action Office 

associated with the selected User Group. 

Group Queue 
Home Page The Group Queue(s) displayed on the Home Page. 
Display 
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Login 
Information 

Login The unique identifier that verifies the user's identity. 

Password 
The security credentiaJ associated with the user to 
gain access to the application. 

Confirm 
Same as above. 

Password 

Other 
Information 

Shift The period of time the user works . 

Part/Full Time The standard or non-standard working hours. 

Determines the user's access to the system. Used in 
conjunction with the amount of login attempts 
configured under Administration > Security > 

Lock Security Configuration. Yes will be selected if the 
user fails to login to the system using their assigned 
credentials. Only users with the "User Management" 
Permission can select No for this field. 

Active Allows the user to use the application. 

Notes Any notes about the user. 

(!!) Note: The First Name, Last Name, Phone Number, and Job Title are provided 
as insert fields, and appears in future correspondence. 

(! !) Note: You cannot edit the Login once it is created. The Password should 
include alphanumeric characters and at least one character of a different case or 
one special character. 
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4. Click Save. A verification message displays as shown below. 

Do you want to save this User? 

I Cancel ___ _. ___ _, OK 

5. Click OK. A message displays as shown below. 

(!) Do you want to send Email Notification tof b )(G) I 

[;]~ 

6. Click Yes to send the email notification, or click No to abort. 

7. If Yes is clicked, you will be directed to the Send Email Notification window 
where you can prepare and send the email notification to the new user. If No is 
clicked, the message window will close and you will be directed to the Users 
screen where the newly created user displays. 

(!!) Note: A user can only belong to a single User Group, which will display on the 
user's Home Page by default. A user may have additional "Group Queues" 
displayed on their home page by selecting their "Group Queue Home Page 
Display". 

1.3.3 Edit a User 

Users with the required Permissions can edit a user's information. User Logins and Action 
Offices cannot be changed. The Login Status is visible when editing User details. Follow the 
steps below to edit a user: 

1. Click Administration > Organization Setup > Users. The Create/Search Users 
screen displays. 

2. Enter search criteria as necessary to locate the user you want to edit, then click 
Search. The Users window displays with a list of users that satisfied the search 
criteria. 

(!!) Note: To retrieve all user accounts in the system, select All from the Action 
Office drop-down menu, then click Search without entering any criteria. The 
user's Action Office will be selected by default. 
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3. Select a user, then click Edit. The Edit screen for the selected user displays. 

4. Make any necessary modifications to the fields. These are described under the 
Create User section. 

5. Click Save. A verification message displays. 

6. Click OK. A confirmation message displays. 

7. Click OK. 

(!!) Note: Click Close to display the Create/Search Users window and perform 
another search for user accounts. 

(!!) Note: If a user changes office, you can change the office in the user account by 
simply changing their User Group. 

1.3.4 Delete a User 

Users with the required Permissions can delete a user's account from the system. However, a 
user account cannot be deleted if assigned to a Request. Also, Adm.in User accounts cannot 
be deleted. 

Follow the steps below to delete a User: 

1. Click Administration > Organization Setup > Users. The Create/Search Users 
screen displays. 

2. Enter Search Criteria for the user to be deleted, then click Search. The Users 
screen displays with a list of users that satisfy the search criteria. 

3. Select a user, then click Delete. A verification message displays as shown below: 

192.168.4.71 says 

Are you sure you want to dele e this user? 

- Cancel 

4. Click OK to delete the user account. A confirmation message displays showing 
the user is deleted. 
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4 Close t, ,rt lrn<l1, 

Message 

~een deleted successfully. 

5. Click Close. 

(! !) Note: If attempting to delete a user who is assigned to a Request, the following 
notification message displays, informing you that the user cannot be deleted. 

Message from webpage Ef 

j{b)(6f7 
The UseL__Jcannot be deleted as assigned to a request. 

OK 

6. To delete a user with an assigned Request, you will need to reassign any Requests 
they were assigned. With the user selected, click Edit. The Edit User screen 
displays as shown below. 
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Cl EditUs~ D X 

Smith, Bob • User 

' ........... -...... ... 
Prefix: 
~ 

· I Email': (b )(6) I J 
First Name': b)(6) I Location:: I 

MiddteName: I Govt le,,iet = last Name•: I Supervisor: 

Suffnc · I Tlmit ZoM•: l(UTc~ ~ KdlCMa, MUtl'lbal. New Dllhl ·I 
Code: BS I Phone Number. [ 

, 
~ 

Jobr.tle:: l J 

I Offlc:e/....,..p/Role lnlo•matlon 

Group•: I Acfnwl · I Action Office•: " - . 
Application Role(s}~ I inhtn!f<I frOM Gtoup • A.$'1'1t1t HQ T.S:b1'19 • I Group Queue Home Page Displa)" JJ,,,-...... ,.., ·I 

Oast1boa1ds' : I HQtesting ·I 
l. l.o<lin Information I Other lnformotlon 

I login• (b )(6) I I 
Shift @ Day O E""""9 

l ChangeP"""°"' 1 Part/Full Time:: Q Piirt Timi ~ Ful T.me 

I Change - I Lod::: 0 Yes.~ No 

I Active:: @ Yes. '9 No 

Not .. l 

I 
f ~1Chod< JI - J1 Demu .. , jl c .... j 

Note: A user can only betoog to a single "Group•, which wilt display on the user's home page. by default. A user may have additional "Group Queues" displayed on their home page by 

selecting their WGroup Queue Home Page Display", v 

7. In the Other Information box, select No as the Active status, as shown below. 

Other Information 

Shift: 

Part/Full Time: 

l ock: 

Active: 

Evening 

Part Time Full 1me 

0 

0 

8. The Inactive User screen displays as shown below. Click the Select User drop­
down menus under For Open Requests and For Closed Request and select the 
users for reassignment: 

-

For Open Requnts 

Reassign Primary/Secondary assignments to•: ISri«tu- · I 
Reassign Reques1 Owner assignments to*: !Selectu.er ·I 

For Closed Requests 

Reassign Primary/Secondary assignments to• : l sl!kctUw ·I 
Reassign Request Owner assignments to•: I Setect Ust!r · I 

-

~G;J 
Note: • fields are mandatory 
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9. Click Save. A verification message displays as shown below. 

Message from webpage EJ 

The User •~ will be inactive and all primary/secondary 
open requ~ reassigned to 'Admin, Admin', all open 
request owner requests will be reassigned to 'Admin, Admin', all 
primary/secondary closed requests will be reassigned to 'Admin, 
Admin' and all closed request owner requests will be reassigned to 
'Admin, Admin' . Do you wish to continue? 

1r::::::::::: 0K ::::::::::::i1 Cancel 

10. Click OK to accept the reassignments, or click Cancel to abort. 

1.3.5 Send Email Notification 

( !!) Note: Email notifications are sent when a new user is created in the system. Admin 
users or users with the required Permissions can configure notifications under 
Administration > System Configuration > New User Notifications. 

1. Click Yes when the New User - Email Notification message is displayed. A user 
notification email displays on the Email Notification screen as shown below. 

EmaU Options 

D Read Receipt D Delivery Receipt 

~ ~b)(6) I I 

rIJ 1 I ::=::==================~ ~ I I ~--------------~ 
Note: Email address.es should be separated by ·:• without spac~. 

Subject• : I User Invitation 

~l veroana 
Dear __ : 
A user profi le has been created for you in FOIAXpress. To access FOIAXpress go to http://qa~fx·a pp06:80/ FOIAXpress and s,ave it to your favorites 
or create a desktop shortcut to the application for easy access. 
Your user name i:s : _ 
Your password will be se nt ln a separate email. 
If you hav~ any issues logging into the application please submit a Help Desk ticket and someone will contact you. 
Thank you, 
AINS Ltd 

2. Enter information in the fields described below per your agency's requirements. 

Field Description 

Read 
Receipt 

When selected, notifies the sender once the message is read 
by the new user. 
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Delivery 
Receipt 

To Email 

Cc Email 

Bee Email 

Subject 

Email 
Body 
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When selected, notifies the sender once the message is 
received by the new user. 

The email address of the new user. 

The email address of another person/user that should receive 
this message. 

The email address of another person/user that should receive 
this message which will be anonymous to other recipients. 

The subject of the email notification. This field is 
automatically populated based on the default template used. 
This is configured under Administration > System 
Configuration> New User Notifications. There are two 
choices: Password Invitation and User Invitation. 

This pre-defined message is based on the default email 
template configured under Administration > System 
Configuration> New User Notifications. 

3. Click Send Email. A Password Invitation email displays on the Email 
Not(fication screen as shown below. 
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-
Email Opt ions 

0 Read Receipt 0 Delivery Receipt 

~ 1(b)(6) ~ , I 
: 

~ I I 
Note: Email add r~sM should be st":parat~ by ';' without spacM. 

Subject•: I Password Invitation I 
II-@ I Verd•n• • II Siw l1 B b I ' II tr• Jf A • I.O • j, :: j, i: ::: i, 11:J • • ±• :-l 
;1 De.ar : 

In a separate emnil you were notified of the us.er id and application url to access FOIAXi:,ress . eelow you will find a temporary password to login to 
the application. The first time you access the appli cation you will be required to aeat·e a new pa ssword that will need to adhere to t he following 
system requirements; 
1. Passwords a re valid for 30 days. 
2. Remind user L days before password expiration. 
3. Do not allow reuse of last 12 passwords (including current). 
4 . Password can contain up to 2 conserutive repea ting characters. 
5. Minimum password length 5 characters. 
6. Password must contain at least O upper case letters. 
7. Password must contain at least O lower case letters. 
8 . Password must contain at least O special diaracters . 
9. Password must contain at least O numeric characters. 
10. Login fails after 3 invalid login attempts. 
Tempor-ary Passwor-d: __ 

Once you gain access to the application and for any reason need to change your password, follow the instruction below. 
1. On the Home page, dick on User Profile button and then dick on Hy Profile. 
2. My Profile screen will open, Click on Change P.11~$word tab. 
3. In the Change Password screen, you will need to enter your current pas:.word, then enter your new pass,word twice. 
4 . To save your new password, elide on Save. 
Thank you, 
AINS 

4. Edit the email notification as necessary. 

5. Click Send Email. 

(!!) Note: When sending an email, click To, Cc, or Bee to display the Global 
Address List window, where you can select users to add as email recipients. To 
send a notification to a user from the Create/Search Users screen, select a user, 
then click Email Users to display the Email User(s) window. 

Reassign Requests 

While inactivating a user, all open and closed Requests can be reassigned to a designated 
user. 

1. Select No in the Active field. The Inactive User window displays as shown 
below. 
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For Open Requests 

Reassign Primary/Secondary assignments to•: 

Reassign Request Owner assignments to •: [ ~dttt User 

For Closed Requests 

Reassign Primary/Secondary assig nments to•: 

Reassign Request Owner assignments to•: 

Note: • fields are mandatory 

2. Click the Select User drop-down menus under For Open Requests and For 
Closed Request and select the users you want to reassign to. 

3. Click Save. A verification message displays as shown below. 

Message from webpage EJ 

The Userkb)(6) rill be inactive and all primary/secondary 
open requests will be reassigned to 'Admin, Admin', all open 
request owner requests will be reassigned to 'Admin, Admin', all 
primary/secondary closed requests will be reassigned to 'Admin, 
Admin' and all closed request owner requests will be reassigned to 
'Admin, Admin' . Do you wish to continue? 

Ir::::::::::: OK . ··::::::: ii __ c_a_nc_e_l -

4. Click OK to accept the reassignments, or click Cancel to abort. 

1.4 Dashboard Templates 

Dashboards display Request details based on the dashboards assigned to individual 
users. Currently there are four system defined dashboards: Administrator, Action Office 
Manager, FOIA Officer, and User. Each user can be assigned any or all of the available 
Dashboards, along with a default dashboard that will automatically display upon login. Users 
can be assigned multiple dashboards on creation, or have dashboards added later. 

(!!) Note: Users with multiple assigned dashboards can select the dashboard they want 
to view by clicking the Dashboards drop-down menu on the home page and selecting 
from the available options. 

I Dashboard Description 
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Administrator 
The Administrator Dashboard displays commonly accessed System 

Dashboard 
Administrator options from the Administration module of the 
application. 

The Action Office Manager Dashboard displays a high level view of 

Action Office 
Requests assigned to the Action Office the user is associated with. 

Manager 
The dashboard includes fom graphs of data, providing drill down 

Dashboard 
details of Open Requests by Requests Status, Open Requests by 
Multi-Track Type, Open Requests by Remaining Days and Open 
Request Workload by Primary User for the respective Action Office. 

The FOIA Officer Dashboard displays a high level view of Requests 

FOIA Officer 
for the entire enterprise (agency). The dashboard includes four 

Dashboard 
graphs providing drill down details of Open Requests by Request 
Status, Open Requests by Multi-Track Type, Open Requests by 
Remaining Days and Workload for the respective Action Office. 

The User Dashboard displays Request data for the logged-in user's 
primary assigned Requests. The dashboard includes four graphs 

User providing drill down details of My Primary Assignment Requests 
Dashboard filtered by My Primary Assignments by Status, My Primary 

Assignments by Multi-Track Type and My Primary Assignments by 
Remaining Days. 

2. System Configuration 
2.1 Correspondence Templates 
Correspondence Templates are used to generate letters and emails to send to requesters or 
program offices. The templates connect with request fields to include request-specific 
information in templates automatically, without user input. FOIAXpress divides the templates 
into three groups, available in different parts of the application: Request, Memo, and Email 
templates. The Correspondence Templates window is displayed below: 

There are three types of Co1Tespondence Templates in FX: 

I Type I Description 
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Request Request templates are used to communicate with requesters. Some 
Templates commonly used request templates are Acknowledgement Letters, 

Clarification Letters, or Final Response Letters. Templates can be 
shared across an entire organization or only available to a specific 
Action Office. Templates in MS Word format can be imported into the 
application. If the template is not in MS Word format, the New option 
will open a MS Word editor allowing a user to create a template. 

Memo Memo templates are correspondence templates meant for internal use, 
Templates typically used to communicate with Program Offices. They are only 

available in the Request for Documents section of a request. 

Email Templates Email templates are used to communicate with users via email and can 
be used wherever you have the option to send an email. For ease of use, 
they are categorized under Request, Admin, Memo, and Users. 

Here's an example of blank correspondence template. This MS-based interface should be 
immediately familiar, and provides nearly all of Word 's functionality for creating these 
templates. 

Fonl 

Navigation 

I Sem.h dotum errt p • 

HEADING§ PAGES RESULTS 

lfs•~Wff'/IOkt'CJ!lrackofl/ltlar)'Oll.vem 
q!IIC.kly mQVt your contrnt •rek.lnd. 

Togetslilrttd. gotottlrHomrliltland,pply 
HYd1"g styks to thf: heeding~ ., your docu~nt. 

r. Edtl,f\O, 

6 

< > 

2.1.1 Create a Request/Memo Correspondence Template 

1. Click Administration > System Configuration > Correspondence Templates. The 
Correspondence Templates (Request) screen displays as shown below. 
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@ RK(ue~t O Memo O Email 

~-~,.,...._,_!!!!!!!!11!!!![=_ _ _____ --1(b)(6) 
HPM RPQUP'O.J LPtfPr TPmplafp 

MARAP Reoueu letter Jemo\ate 
Letter template1 

["i<l<Jf"i'Jf>-10 Page si>e fi,::J 

2. Accept the default value Request or select Memo. 

-02/22/2016 

02/22/2016 

02/21/2016 

HPMl 

MARAD 

AO·MU 

3. Click New. The system will begin the process of activating the appropriate 
application to bring the Correspondence Template into view. This may take several 
seconds. 

(OWi "°"" • 11 • .,, .. o" ;.. ~ E • I=•·;;;• ;;it: i,: f ii 41111DCd)! 411!11Cdk A:18bC. ,.t1hc, Aa lj A ~ .-. 4gltOC£.D, olQa{dl -...Clllril ,laAOD, .ta»td., ~ MIIQQI. • ~ :::~ • 

.... .,,_"_ • 1 11 • •· • • · • · .A · ••=-• ::• li· .... · ·- 1111Q,.lo0, . ....._., 'tt-1) hl:>o ,,_,. 1-i. ,_.,, ~;~f "'>°"t °""" ........... i ........ , hilll••* ·~': ~:-• 

(! !) Note: To import an existing template, click the Import button on the toolbar 
and select a file to import. For more information, see the Import Correspondence 
Template section. The import feature is only available for Request and Memo 
Templates. 

4. Enter a Name for the Correspondence Template. 

5. From the Action Office drop-down, select the appropriate Action Office to 
associate with the Correspondence Template. 

6. Type the body of the letter using the available tools provided by the Editor 
program and preset fields found on the Insert Fields menu. 

(! !) Note: Use import fields to draw information from any documents within 
the request folder or review log of the associated request. 

J 

""'" 41 

Page 30 I 44 



FOIAXpress PTR Admin Guide 

7. Click Save. A verification message displays as shown below. 

Message from webpage 

I Do you want to save the Correspondence Template 'Test'? 

OK Cancel 

8. Click OK. 

2.1.2 Create an Email Template 

Frequently used text can be structured and made into an email template to facilitate 
communication and expedite the process of sending con-espondence. These templates can be 
shared with other users to avoid duplication of work. Any changes made in the template body 
will not update the content in other emails based on this template. You can create as many 
templates as you want and store them for future use. 

Follow the steps below to create an Email template: 

1. Click Administration > System Configuration > Correspondence Templates. The 
Correspondence Templates screen displays as shown below. 

_,_, ... (b )(6) - WIM!ll• 

08/23/2016 

Ht1mksk 1tmola1c 05t07ll016 

~ Pag@ scze ~ 

HD 

HD .. 
2. Select Email. The Correspondence Templates screen will display Email 

Templates as shown below. 

~ Corr~pondencc Templitts 

New fdtet R.dre-sh Ed11 Del~te Oo~ . '• . . . 
~ "~--~-------~~ 

13DDDEI 
b)(6) 

4 1temstnlpages 

l i~inlpages 

3. Select Request, Admin, Memo, or Users. By default, Request will be selected. 
For the example below, Users is selected. 
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4. Click New. The New Email Template (User) screen displays as shown below. 

5. Enter a Name and Subject for the template. 

6. Type the body of the letter using the available tools provided by the Editor 
program and preset fields found in the Insert Fields menu. 

(! !) Note: You can use import fields to draw information from any documents 
within the request folder or review log of the associated request. 

7. Click Save. A verification message displays as shown below. 

Message from webpage EI 

Do you want to save the Correspondence Template 'General 
Correspondence'? 

OK Cancel 

9. Click OK. 

2.1.3 Edit Correspondence Template 

Users with the required Permissions can edit Correspondence Templates at any time. 
However, changes to the body text will not be applied automatically to other correspondence 
associated with the template. For such occasions, manual updates/customized text can be 
applied when sending the correspondence. 
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Steps to Edit a Request/Memo Correspondence Template 

1. Click Administration > System Configuration > Correspondence Templates. 
The Correspondence Templates screen displays as shown below. 

New F1lkr Refresh Edit ()(_,,lete d<>Sse 

• .Request \,,) Memo O Email 

HPM Reave:st Lette .. Template 

MAR.AP Boouest l ette,: JemrlaJe 
Letter temola:tel 

b)(6) --02/22/2016 

02/22/201~ 

02/21/2016 

---HPM1 

MAJIA[) 

2. By default, Request will be selected as the Correspondence Template type. 
Alternatively, you can select Memo or Email. 

3. Select the template you want to modify. The first template is selected by default. 

4. Click Edit. The following screen displays: 

... t,,.,. .... I- l-.. ...... ,. ...,,_ - • . 

......... II , ..... · .. . == J= '"':· U" tr 1J .. (olalllQ:O,' &alKcGr A:illll>f., uebCc Aats ~ ......... ....Cd!+ At'ltC,tO, -(,tlo l8M!:D • ~ ~::.:. 
.... J•-- • I • """- .,. .-.4 aa;aa :• ~ ._ ,_ •-,....,. ,.,_t ,.._,,, .. , - ,_I_ I_.., -•I ,.. ... -- -" •-... --• , ;,:-:- .,_. 

5. Make any necessary modifications to the Name, Action Office, or body of the 
template using the available tools provided by the Editor program and preset 
fields found in the Insert Fields menu. 

6. Click Save. A verification message will be display asking "Do you want to save 
the template?" Click OK to save the changes, or click Cancel to abort. 

2.1.4 Steps to Edit an Email Template 

1. Click Administration > System Configuration > Correspondence Templates. 
The Correspondence Templates screen displays as shown below. 

N<...,v Ftlh .. •r Re,•hll'.,h E<.ltt Ocli•tl• 0~ 

@ Request O Memo O Etna,I 

HPM ReAYesl bell er IemPlile 

MARAD R.eauest Letter Template 

Letter H!molatel 

b)(6) ~ - - MNAO 

02/22/2016 l-4PM1 

02/22/2016 

02/21/2016 

MAF<AD 

AO-MU 
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2. From the available correspondence template options, select Email. The 
Correspondence Templates (Email) screen displays as shown below. 

~-..... - .. ...._. ._ -·~ 

3. Select the desired template type from the template menu (Admin, Memo, Users), 
or accept the default value. 

4. Select the template you wish to modify. The first template will be selected by 
default. 

5. Click Edit. The Edit screen displays as shown below. 

6. Make any necessary modifications to the Name, Subject, Action Office, or body 
of the template using the available tools provided by the Editor program and 
preset fields found in the Insert Fields menu. 

7. Click Save. A verification message will display asking if you want to save the 
correspondence template. Click OK to save the template. 

2.1.5 Delete Correspondence Template 

Users with the required Permissions can delete a template that is no longer needed. 

Steps to Delete a Correspondence Template 

1. Click Administration > System Configuration > Correspondence Templates. 
The Correspondence Templates screen displays as shown below. 

Ne._.., Fd lm Refresh Edit Delete Close 

• Request O Memo O Email 

HPM Rf'Ollf"il l&ttf'r TempliJtP: 

MARAD Beouest I etter Iemofate 
Lettet" tempfatel 

r,.@['il > [>iJ Page size ['io3 

b)(G) 
02/22/2016 

02/22/2016 

02/21/2016 

--HPM1 

MARAD 

AO-MU 

2. Select the template type (Request, Memo, or Email). The list of templates 
corresponding with the selected type appears. 

3. Select the template you want to delete. The first template wiJI be selected by 
default. 
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4. Click Delete. A verification message will display asking "Do you want to delete 
the template? Click OK to delete the template or Cancel to abort. 
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3. Document Management 
3.1 File Cabinet Drawers 
Filing Cabinet Drawers can be organized in whatever way works best for yom organization. 
Filing Cabinet Drawers enable users to reuse responsive documents. To that end, FOIAXpress 
features a robust search capability that allows users to search for words and attributes from the 
File Cabinet Drawer level down to individual words on a page. It is recommended that File 
Cabinet Drawers be organized so that you can easily search and identify what you are looking 
for. 

ifil New File Cabinet Or.iiWH • -, 
1 
-x 

File Cabinet Drawer Details 

File Cabinet Drawer Name• : 

Description : 

Action Office• : 

t Sp•II ChO<I: J [ Sav,, j [ Bock 

Note: • fields are mandatory 
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4. Custom Fields 
4.1 Requester Custom Fields 
FOIAXpress is pre-loaded with common requester information fields which are used to track 
requesters. If there is organization-specific information that you need to capture for requesters, 
the application allows you to create your own requester custom fields. These fields will appear in 
the Requester Information screen, and they can be selected in reports and searches. There are 
several types of fields to choose from: text, text boxes, number, date, and list fields. Because 
custom fields are organized into field groups, you must create a field group first. The Requester 
Custom Field window is displayed below: 

.. " - . .. -
Requ•ster Custom Fi•ld Details 

Name' : I pnsoner ID xJ 
Type• : I Text Tl 

Leng h' : I so I Characters (Maximum character lengch is SO) 

Display Width' : J200 J Pixels 

Enabled : 0 

Required : D 

Show in PAL(Public Access Link) : D 

( SpeWlE<k I i Save JI Back J 
ote: • fields are mandatory 

4.2 Request Custom Fields 
FOIAXpress comes pre-loaded with the most common request information fields used to track 
FOIA requests. If there is additional specific information you need to capture for requests, the 
application allows you to create your own request custom fields. These fields appear in the 
Request Information screen and are available in reports and searches (when enabled). 

Custom field types include text, text boxes, numbers, dates, and list fields. When creating new 
fields, you fust create a Field Group (unless the group already exists), as custom fields must be 
organized in Field Groups. These are usually grouped by similarity, and there are no hard limits 
on the number of custom fields and groups you can create. Here's a sample of the Request 
Custom Field Groups screen. From here, you can create a new group, edit a group, view the 
fields in the group and more. 

Request Custom Field Groups 

4.3 Document Custom Fields 

Yes No 

Ve< 

If there is organization-specific document information that needs to be captured, the application 
allows you to create your own Document Custom Fields. These fields will appear in the Request 
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Information screen, and will be available to select in reports and searches. These fields can apply 
to specific File Cabinet Drawers or all File Cabinet Drawers. There are several types of fields to 
choose from: text, text boxes, number, date, and list fields. Custom fields are organized into field 
groups, and as a result you must create a field group before creating custom fields. 

New Edrt Groups Ck:lde Close 

Document Custom Ti:s.b 

Tu,11 Ye< 

GJG:Iil2J0 Page size:~ 
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5.Jobs 
5.1 All Jobs 
Jobs are actions that are performed during the processing of a Request. When actions such as 
Document Delivery, Publishing, and Save to Disk are performed by a user, they are submitted as 
jobs in the system. These jobs can be viewed from the All Jobs screen by the System 
Administrator and users with the required Permissions. 

Regular Users of the system can view jobs from the My Jobs link found on the FOIAXpress 
Home Page. Additionally, users can (in some cases) view jobs in a processing area of the 
application, such as Document Management. In such cases, users can select an option to display 
the My Jobs screen in that environment. 

When a job is finished , users are notified via an email message from the system. This message 
provides a summary of the action submitted, including the time the job started, the time the job 
finished, the action performed by the user, and the name of the user who pe1formed the action. 

System Administrators and users with the required Permissions can view the status of a job, 
download documents contained in a job, and delete a job. To access the All Jobs screen shown 
below, click Administration> Jobs> All Jobs. 

Fitter by 

Status ' , .. YI Scheduler : I All 

)990 5Cj)C1'1' IC' Crc•tc P"'G C.-

3989 20--FOl--00069 AddDocumen. .. .... Send COffli:spondie:nce Send Corrupo .. 

3987 ,.., Red.Kt Using -

3986 Al T~t ipnnt8 Crute Pf-lG (.a_ 

3965 ,.., Arld Documie:n.. 

3964 AXPrdiutManu.al (6) Red&tt Ui.mg •.. 

3983 Page(s) of reg' of 'A.I Te.st s.n Oe!e.teJob 

3982 I\XP.reil'\5t~nu4I (6) Cor,w~ilQn $,_ 

3981 AXPfe-:nnManval (6) C.reate P"'GCa 

3980 20-FOl-00074 Add 0o(\lmcn. .. 

3979 AXClrentConfigManua (Al CtHtePN.GCa-

3978 20-FOHXJ07.! Add documt:rrt.,. 

3977 lmpor! Role Migra1i0n lmponRoleM ob 

)916 Exportltolc-M,9r4ti0fl bpon Role M1. 

3975 EOR • I~ fyCon1air,mer1 EOR. • Create C,, 

3974 EOR • Load documrntt. to L E.OR · Jobs 

3973 l0-F01•00074 ~06!:torO. .. 

1972 ,.., ~act. Using ... 

3911 20-fOHI0O7• ReQuc-i;t ,Or 0-

2:0-FOl-00069 

2020·00018 

20--FOl-00074 

Z0·FOl-00074 

20·FOl-0>07A 

20-FOl-00074 

20·F01•0007• 

• ( User : ~ Job Type ,~ H 

: Schedule, St;uted Completed Stllus Dur~Uon Downlo.1d Ac:.tlom 

b)(6) QA-FX·Al>"16 1/1"2020 10- 1/24./2020 IQ:... =- 1,, X 

QA-FX-APP16 1/2,4/202.010:. 1/2-A/202010- ~ 13' X 

OA·fX·APP10 1/24/2020 II)-_ l/2.4/202010:... t2.!!!.~ 1 , X 

QA-FX-AP?f6 1/24/2020 10:. 1/241202010 fulj 1 m las xlail 
QA·FX-APP-16 1124/2020 10--_ 1/24/2020 10-_ (omplMt!d 21, X 
QA-FX-41>?16 l/2..s./202010:- 1/24'202010, ~ 15s X 

QA-FX•A99l6 1/24/2020 10:_ l/24/202010-_ Completed 6, X 
Cl'<•fX•APP16 1/2-4/202010-.. 1/24(202010: W!!,Olild ., X 

Q.A-FX-~16 1/2-4120:?0U'L 1/24/20201L ~ a, X 

QA·FX·APP16 1/24/202010'. 1/2M202010:- Wllalw 6, X 

QA·FX-AP916 1/2"12010 1(>_ 1/24/I0ZO 10,... ~~ 5, X 

QA-fX•APP16 1/24..r'2020 to-_ 1/2'1202010-- Wllalw s, X 

QA-f)(.OJ>P16 1/24/202010- 112•12ozo 10,... ~ 6, X 

QA-fX-AP 16 1rnno2010._ 1/24/2020 UL """"'1mll 21s X 

QA-fX-A.PP16 1/24/2020 10-_ 1/24/I0ZO l<L. ~v.!B:rJ 23, :ii X 

QA•fX•APP16 1/24/2020 10:- l/24'2020 10:... W!!,Olild ~. X 

QA-fX-APP16 1/2-412-0201()-_ 1/24/2020 10:... ~ JO, X 

QA-FX-APP-16 1/2-4/Z02.0 9.-4 1/24'202094 - ,, X 

QA•fX-APf>16 1/24/2020 9-3_ 1 4/202093_ ~ 32, X 

Qa.-FX-AP 16 1/2A/2020~. 1,z,12ozon ~ s, X 

The information displayed on this screen is described below 

Field Description 
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Filter By 

Status 
The status of the job being processed. By default, all statuses will be 
selected from the drop-down menu. 

Scheduler 
The name of the scheduler which has processed the job. By default, all 
schedulers will be selected from the drop-down menu. 

User The user associated with a job. 

Job Type 
The type of action performed by the user. Click on the drop-down menu 
to view the types of jobs that can be submitted. 

Column 

The unique identifier assigned to the job. This is automatically generated 

Job ID 
internally by the system when a user performs an action. Users receive a 
notification message once an action is performed, which includes the Job 
ID. 

Job Name The name given to the job. 

Job Type The type of action performed by the user. 

Request ID Displays the Request ID of the processed job. 

Created By The name of the user that submitted the job. 

Scheduler The name of the scheduler which has processed the job. 

Started The date and time the job began. 

Completed The date and time the job ended. 

Status The current status of the job. 
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Duration 
The amount of time it took for the job to complete processing. This is 
measured in hours (h), minutes (m) and seconds (s) . 

When a job has an available download, a link displays in this column, 
Download which when clicked, prompts the user to Open the document or Save the 

document to their local or network drive. 

Actions Displays available actions for each job. 

( !!) Note: Click Refresh to reload information displayed on the screen and to obtain the 
current status of a job currently being processed. Click the Resubmit icon in the 
Actions column to resubmit a job for processing. A job can only be resubmitted if the 
status is Failed. 

5.2 Email Log 
Users can use the Email Log to track and view email information for a specific time period. 
Click Administration> Jobs >Email Log. The Email Log window displays as shown below: 

-• GI Em11IILo9 C X 

FIiter By ----------- w1ldG1rd se-ard\M {*} ar~suppooed 

Subject : I~ X I Source : I• I ::======-----:: 
se,>der :C -----------~) 

Created From : ~ r--~~ 

status : l!1 All O success U Failure U Pending 

~ .... --.-... (b)(6) 
FOIAXpress • Documents Review 

/ Job #176: Save To Ots:k job successfully c. .. 

Job 11150:ADRAdd to Revte'Wlogcompl ... 

[ Job •I4~ADRAdd toRewe'WLog compl ..• 

AOR Data Set Upload Complete 

[m 
Job i# 147~ Request for Oocvmenu: job sue... 

I S$S 

Job # 146.. Rrquest for 0oculltfflts job sue... 

j 1ob # 14 5; Rcpl;,c;c- Red,Ktion Code job liU,­

Job #144 • Oocument(s) successfulty ·hL 

I .ft ........ ,.._ ... ___ n-.t~ ... :-i.. _ • .._,,,.... ......_,,= =:-----:::=:----' 
r::-r:T:1 - r:-.------

5.2.1 Steps to Filter Email Log 

--Smd/Sa"tt0oCU-... 

SawloDts.k 

ADR Add to RIM ... 

ADR Add to Revi... 

ADR Dat.1 Set Up._ 

Requ@'StfotOOL 

Request tOl Doc-

Requt$1 foe ooe.... 

Rcquc-n fOf Doc... 

Rc:p&a,;;e Rcdactio ... 

Add Documents. .. 

~•-.a ~-.a n-.a--

:==========: Receiver : l_· __________ ~I 

To: ~ ~~ 

G;J~ 

----------------------1 .... 
3/30/2016 7;44:14 PM 3/30no16 7·44;14 PM 3/30/2016 7:44;17 PM Suc<:ns 

:1/30/2016 6:56:50 PM 3/30/2016 ~O PM :l/30/2016 6:56:57 PM Success 

l/30/2016 6:~~1 PM 3/30/2016 6.-5-4;21 PM l/30/2016 6:~:23 PM Success 

3/30/2016 ti:53:44 PM 3/30/2016 6!53:44 PM 3(.30/2016 6:53:52 PM Success 

3/30/2016 6:49:26 PM 3/30/20166:4'!>-'.27 PM 3/30/2016 6:49'.29 PM Success 

3/30/2016 5:12:38 PM 3/30/2016 5:l .2'..38 PM 3/30/2016 5:12:38 PM Su«Mi 

3/30/2016 5:12:38 PM 3/30/2QHi 5;11:38 PM 3/30/2016 5:12:38 PM Succc-u 

3/30/2016 5:10:(13 PM l/30/20Hi 5:10-.03 PM 3/30/2016 5:10:0l;i PM Su«eu 

3/30/2016 5:10:03 PM 3/30/2016 5;10.03 PM 3/30/2016 5:10;06 PM Sue<:~ 

3/30/2016 U;S:ii:03 AM 3/30/20lt:i 11:55;03 AM 3/30/2016 11;55;04 AM Succeu 

3/30/2016 11:52.-01 AM 1/30/2016 11:52:01 AM 3/30/2016 11:52:12 AM SuccHS. V 

,.,.,,.,....._,,.: ~.,...,.,,,, ... ,,,AJ"Vl~C 1 ~~.,, IIU ,.,.,,.,,.,...,.:,.,...,.,.,., .... 

Users can fil ter the Email Log screen using various search filters. 

1. Enter search criteria as necessary in the fields described below. 

Field Description 

~ 

V 
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Filter By 

Subject The subject of the email. 

Sender The person who sent the email. 

Created From The date and time after which the email was created. 

Status The status of the email. 

Source 
The location within the application from which the email 
was sent. 

Receiver The email address of the person who received the email. 

To The date and time up to which the email was created. 

2. Click Search. The Email Log will be fil tered based on the search criteria entered. 

5.3 Failed Correspondence OCR 
Users can view any Failed Correspondence OCR jobs for a Request and take corrective actions, 
such as retrying the failed jobs. Click Administration > Jobs > Failed Correspondence OCR Jobs. 
The Requests View [Failed OCR] window di splays as shown below: 
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• ~ Ret1~h. Vi~ [fail~ OCR) • X 

Failed Cornspondence OCR Jobs Wild card searches('} are supported 

Search Criteria 

Request ;, : I • I Action Office : L 00 
Request Ty pe ; I.M • I Req uest Status : l,iu1 • I 

Requester : 0§ Request Chvner : { DB 
I 

Description : I "' I EB 
- Advanced 

I AND I Field I Operator I Value 

Click 'Add MW filter' 10 6dd new fi lt« 

Adrln~filt~ 

- C...tom Fields Custom r1elds that are common across the selected Request Types are drsplaiyed 

1- wstome group I 

I field 1 : I I 

5.4 Failed OCR Jobs 
Users can view any failed OCR jobs for a Folder and implement possible solutions, such as 
retrying failed jobs. I.Click Administration> Jobs> Failed OCR Jobs. The Failed OCR Jobs 
window displays as shown below: 
""ciFailedOCRJ.-------------------------------------------~--x- ~ 

- - - -

Folder Information 

Folder Name : --------~ 
File Cabinet Drawe< : [oC1.eooc..;;.;;..FC0...;;.;;.._==============---3_._, 

Added To : ~------------
0 CR Status , '~Fail_ ed _____ ~·l 

+ Folder Declassification Information 

+ Review Layer Declassification Information 

• Custom Fields 

Note: ... fields are mandatory 

Wik! card searches(') are supponed 

O lndude Seaions Created Date : 

Created By : L 
~-----------~~~r~ 

Action Office : 

Request • : 

Custom fields that are common across the selected File Cabi net Drawe<s are displayed 

Available search criteria described in the fields described below: 

Field Description 

Folder Information 
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Folder Name The name of the Folder containing the failed OCR job. 

File Cabinet The File Cabinet Drawer containing the failed OCR 
Dravver job. 

Added To The location where the OCR job was added. 

OCR Status 
Filter results by OCR Status. Selections are Failed, 
Rejected and All 

Created Date The date on which the OCR job was created. 

Created By The name of the user who submitted the job. 

Action Office The Action Office associated with the OCR job. 

Request# 
The identification number assigned to the Request 
associated with the OCR job. 

(!!) Note: The search filters available on this screen may he different, 
depending on how your application was configured. 

6. Contact Information 
6.1 FOIA - Point of Contact and Resources 
If you have any questions related to FOIA processing, please contact the FOIA team at 
FO I A@.1trea.s.;urv. !!O\. 

For all other FOi A-related resources. please visit Treasurv · s r rccdorn of In formation .!\ct paL':c 

6.2 FOIAXprcss User Support 
• All FOIAXpress training and demonstration related materials are posted on 111_)J1·fi-1~L_ll)~S 

FOIAXpress pa!!e 

• To request technical support. please submit a Service Desk ticket 
o All access requests require PTR's approval and the completion of Access Request and 

Rules of Behavior forms 

• For all other FOIAXpress related inquiries, please contact the support team at 
FO I AX pressS upportTearn (c/'1 1 reasurv. !!Cl\ 
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1. Application 

Question Answer 

What web browsers are 
compatible with 
FOIAXpress? 

How can I access the 
FOIAXpress User 
Manual? 
How can I modify my 
application preferences? 

How can I view different home 
screen dashboards? 

How do you perform a 
wildcard search in 
FOIAXpress? 

Internet Explorer 11 , Edge, and Chrome are compatible with 
FOIAXpress. Rich Text Editor has been enabled in Treasury's 
instance of FOIAXpress, allowing for the conespondence feature to 
be used across all browsers. (If using Internet Explorer, XAML 
must be enabled in the browser settings and the application URL 
must added to your trusted sites) 
From the upper right-hand corner of the application, click Help> 
Online Manual. 

From the upper right-hand corner of the application, click your User 
Name then Preferences. From here, you can review preferences by 
clicking the General, Request, Document, or Review Object tabs. 
After modifying preferences, click Save. 
There are four system-defined dashboards : User, Action Office 
Manager, FOIA Officer, and System Administrator. To toggle 
between any dashboards made available to you, simply click the 
Dashboards drop down (located underneath the Search field). 
Administrators can also create custom dashboards tailored for 
different users, with easy access to the information and controls 
they use most frequently. 
Asterisks(*) are used as a wildcard character when searching. The 
wild cards are used as a placeholder for missing or unknown 
information. 
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Question Answer 

How can I search for requests 
from the home screen? 

Why doesn't my number of 
primary assignments match 
the request count in the 
Action Officer or FOIA 
Officer dashboard graphs? 

Why do I keep getting email 
job notifications? How can I 
turn off job notifications? 

2. Requests 

There are multiple ways to search for and view requests: 
• Use the Quick Search box to the far right of the main 

navigation bar in the application. Type the full (or partial) 
request number in the search bar to retrieve a view of all 
requests matching the request number. You can also expand 
the search drop down to search for requests using the request 
description, requesters, or documents. To find tips for 
searching under each category, hover your mouse in the text 
box and a popup displays helpful tips. From the search 
results, click the link provided under the Request # column 
to open the request. 

• More robust searching is conducted from the main 
navigation bar by clicking Requests> Search Requests. 
From here you can search requests using many filters, 
including Request Status, Assignee, Action Office, Request 
Custom Fields, and more. If wildcard searching is supported, 
you will see an asterisk (*) in the field. Click Search to 
execute the search; from the search results, click the link 
provided under the Request # column to open the request. 

The FOIA Officer dashboard represents all open requests for the 
entire enterprise, while the Action Officer reflects all open requests 
for your specific Action Office. Switch to the User Dashboard to 
view your primary/secondary requests in the dashboard view. 

Because FOIAXpress is a Zero-Footprint (ZFP) application, user 
actions are sent to the server as 'jobs.' For example, when you Save 
to Disk or Deliver Documents, you are submitting a job to the server. 
To help you keep track of your jobs and their status, you will receive 
email notifications for each processed job. Go to User Name> 
Preferences and uncheck the Receive Job Email Notifications field 
to tum job notifications off. If you tum off notifications it is a good 
idea to monitor your jobs using the My Jobs link located under the 
User Name menu in the upper-right comer of the application. 

Question Answer 

How can I perform a mass 
assignment of requests? 

Instead of assigning open requests one at a time, multiple requests 
can be combined and assigned to another user, user group, or group 
queue in a single action. Bear in mind, perf onning a mass assignment 
override all existing user assignments. You must have Mass 
Assignment permissions in order to perform this action. To mass 
assign requests, click Administration > Request Management> 
Mass Request Assignments, then follow the prompts to search and 
assign requests. 
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I'm creating a request. but I 
can't type in the name of the 
requester. Hem• do I do that? 

I low can I manage the 
disposition of multiple items 
requested in a single request? 

Can I viev,· and work on 
more than one request at a 
time? 

Can 1 scan or upload a final 
response letter signed outside 
of the system and send it with 
the document delivery? 
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When creating a request. the Requester details cannot be typed 
manually in the request form. Instead. the Requester must be 
retrieved from the requester database and associated to the request. 
Click the Lookup button( ... ) next to the Requester field to search 
for an existing Requester in the database. Locate the requester. 
highlight their name and click Select to add to the Request. If the 
requester is not found, click the Create Requester tab lo add the 
requester to the database. The requester automatically populates in 
the request form after saving. 

If a requester submits a request for multiple items. use the sub­
requests feature in the request description. Create a sub-request for 
each part/category of the request you would like to track. When you 
are moving records to the request you are asked to associate the 
record(s) to a sub-request. The system ,.viii calculate a disposition for 
each sub-request, which helps break down how each category of 
records were processed. This disposition breakdmvn is then used to 
calculate the overall request disposition, which is included in the 
Annual Report. 

Yes. In a search result right click on the Request# and select open in 
nev,· tab or windO\v. You can open as many as you desire. The same 
can be done in Document Management. 

Y cs. In your request vic\v, click Correspondence from the left­
hand menu, then click the Receive Correspondence tab and scan or 
upload the letter. Next, click the Correspondence Log tab, 
highlight the letter you just added, and click Save for Final 
Response. Then, on the Document Dehve1y prep screen, check the 
I11clude Final Response Le!ler option. The uploaded letter is 
automatically selected to include in the delivery of responsive 
records. 
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Question Answer 

I know a request exists, but 
it's not coming up in searches. 
What am I doing wrong? 

How do I send 
correspondence from a 
request? 

I found a duplicate requester 
in the database. Can I merge 
both profiles into one? 

What does "Requests I Own" 
mean? 

What is a secondary user? 

How can I stop the clock on 
requests? 

When searching for a request from Requests > Search Requests , be 
sure that your Search Option filter is set to All. You can also set your 
search default by clicking the User Name menu at the top right of the 
application then Preferences > Request. Set the Search Option field 
to All, then Save. Setting your preference to All ensures that, in futw-e 
searches, you're searching the entire application and not only 
requests assigned to you or your office. 

From a request, click Correspondence from the left menu bar. From 
this screen, you will be able to send emails with attachments and 
edit/save correspondence templates. 

Yes. Merging combines two requester profiles into one, usually 
because they are duplicates. When merging two profiles, the source 
requester's details will be discarded and their history appended to the 
target requester' s profile. Only users with Merge Requester 
permissions can perform this action. To view merged requesters, 
click Administration > Request Management > Merge Requester 
History. 

If the Request Owner field is enabled, Requests I Own shows you all 
the requests you are assigned as the Owner. This provides a direct 
link to all op n requests that you own in the application. Request 
Owner permissions to a request can vary. The Request Owner role is 
customarily used for workload management. 

A secondary user is someone who has also been given access to a 
request; they will be able to view the request from the My Work 
Summa,y menu on the home screen. While the primary user is 
ultimately responsible for meeting the target date of a request, the 
secondary user role can be used to provide assistance on a request 
or keep track for reference. The use of these ownership structures 
can vary depending on permissions and agency processes. 

From your request view, click Stop the Clock on the left navigation 
menu. When stopping the clock because the 'Request is not 
Perfected', the application stops tolling and changes the status ofthe 
request to On Hold-Need Info/Clarification. When you restart the 
clock, the application automatically returns the full processing days 
of the request and recalculates a new target date. When you stop the 
clock due to fee-related reasons, the application stops tolling and will 
change the status of the request to On Hold Fee-Related. 
When you restart the clock, the application resumes counting the 
remaining processing days where you left off. 

An organization may configw-e these Stop Clock features for single 
use, multiple use, or opt not to use the feature. 
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Question Answer 

What is the difference When you assign a request, you are moving the request ownership 
between assigning a request from one user or group to another, usually in the same Action Office, 
and transferring a request? and with no change in remaining processing days. To assign a 

request, open the request and click Assign Users from the left menu 
bar. 

The request transfer feature is used to transfer the ownership of a 
request from one Action Office to another. If configured (and 
transferred within the first ten days of receipt), the receiving Action 
Office can expect to get all processing days back. To transfer a 
request, open the request and from the left menu bar, then click 
Transfer Request. 

How can I apply an extension You can extend the target date of a request by clicking Extensions in 
on a request? the left menu pane of a request. When requesting an extension, you 

must select the reason for the extension, and if you do not have 
permission to approve/complete the extension you will need to notify 
a supervisor to review/approve the extension request. The new target 
date is automatically recalculated on approval of the extension. 

Why can't I approve my Jfthe Approve/Deny button is grayed out, it means that you do not 
own extension? have the pennission to approve your own request extensions, so it 

must be approved by someone else, usually a supervisor. To request 
approval, highlight your extension from the Extensions view of the 
request and click Send Email to Supervisor to notify the supervisor 
they have an extension pending approval. 

In the request description When the Restricted option is checked, the request description will 
field, what does "Restricted" be replaced with the word "Restricted" in any and all report 
mean? generated from the system. 

Why am l unable to modify To modify an existing request description, you must first check the 
the request description field? Modify Description box. Once modifications are complete, click 

Save to save the new description. The system keeps track of the 
description changes, along with who made the change and when. 

How do I upload First, open the request. Next, click Correspondence from the left-
correspondence to a request? hand menu. Click the Receive Correspondence tab, then choose (or 

write in) the type of correspondence you ' re uploading and how it was 
received. Finally, browse, scan, or drag and drop the file, then click 
Save. Any correspondence you upload will be viewable and 
accessible in the Correspondence Log. 

How do I reopen a request? First, search and retrieve the request. From the left menu pane, click 
More Actions > Amend Request to reopen a closed request. The 
system prompts to select a status to apply to the reopened request. 

The requesters name on a In FOIAXpress, requesters are identified by their email. This requester 
request has changed, how do l change is likely due to the fact the requester used the same email as 
conect this? someone else in the system (such as a generic office email). 
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3. Document Management 
Question Answer 

I want to print a document, 
and I noticed it saves as a file 
to be downloaded. Where did 
it save? 

Can I open more than one 
instance of Document 
Management and review a 
different set of documents? 

Why can't I drag and drop an 
email from Outlook into the 
"Drag and Drop" zones of the 
application? 

When delivering documents, 
how does the application 
sanitize the records? 

When redacting, how do I 
save my edits to ensure sure I 
do not lose my work? 

Can I password protect email 
deliveries? 

I want to combine redactions 
done across two review layers. 
Can I merge them? 

When you first print a document, you will have the option to 
download it from the Job Notification box once the job is complete. 
If you need to re-download the document, you can find it on the 
FOIAXpress Home Screen under My Work Summary> My Jobs. 

Yes, multiple instances of Document Management can be opened. 
To open documents in separate windows, from the Search Results 
list select the document(s) you want to open then click the Open 
Folders action button. 

Outlook does not allow for dragging and dropping directly into your 
browser. As an alternative, drag and drop an email to your desktop, 
and then drag and drop it from your desktop into any Drag and Drop 
zone. 

FOIAXpress completely and securely burns in the redaction layer to 
create a new image of each redacted page and returns a single 
sanitized document. FOIAXpress uses pixel-to-pixel replacement to 
remove the pixels of the redacted text and replace them with the 
pixels of the redaction area. 

FOIAXpress automatically saves your redactions and notes on review 
layers any time you move to another page in the document. When 
you first move to another page, the application will prompt you to 
name your review layer. From then on, redactions on subsequent 
pages will be saved on your layer as you move from page to page. 

Yes, but this feature must first be enabled by an administrator. Once 
enabled, whenever PDF format is selected as the document format 
you will see the Password Protect option. When Password Protect is 
checked, the application will send two emails to the requester: One 
with a PDF of the responsive records and another with the password 
to open the responsive document PDF. A copy of the password email 
notification will be in the Correspondence Log of the request in the 
event that the requester loses the password and the user needs to 
resend the email. 
Yes. Open your folder in Document Management. When the 
application prompts you to load a review layer, click Yes. From the 
Review Layer window, click Merge. Follow the directions on the 
Merge Review Layer Screen, then click Merge Review Layers. 
Alternatively, if you already have a review layer loaded, right-click 
on the folder and select the Merge Review Layers menu option. You 
can merge as many review layers as desired at one time. 
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Question Answer 

How can I quickly identify 
what has been reviewed in a 
review layer? 

While perfonning Find and 
Redact I get a system message 
saying "No occurrences have 
been found." What does this 
mean? 

Can I redeliver responsive 
records? 

I'm trying to make changes to 
a review layer, but it's locked 
for editing. How do I unlock 
it? 

How can I administratively 
close out a request without 
delivering documents? 

To get a summary of the reviews conducted on document, run a 
Document Status Report. While in Document Management and with 
a review layer loaded, right-click on the folder and select Document 
Status Report. A new window appears with a report that 
summarizes the page status (Not Reviewed, Disclosed in Part, etc.) 
and the redaction codes used on each page. You can export or print 
this report. 

This message can appear for a few reasons. The most likely reason is 
that the search term you are looking for does not exist in the 
document. Please check your search term and try again. The message 
could also mean that the Optical Character Recognition (OCR) 
process is still running. OCR is the electronic conversion of images 
of typed or printed text. All documents uploaded to Document 
Management undergo this process, making uploaded documents 
searchable. If you get this message, it could mean that OCR is still 
running and the application has not "found" your search terms yet. To 
check the OCR progress, right click on the folder and select Modify 
Folder Details from the drop down menu to view the OCR Status. 
Review the OCR Information section to detennine if OCR is 
Pending, Not Complete, Still Running, or Failed. If OCR fails, please 
contact your FOIAXpress administrator. 

Yes, you can redeliver responsive records. From the request menu, 
click Deliver Documents > Deliver Documents. A message 
displays alerting you that a delivery has already been made. Read 
the message carefully and click OK to proceed. Select the folders, 
sections or pages you want to redeliver, then click the Deliver 
Documents icon to move to the Delivery Prep screen. From here, 
select your delivery options and click Deliver Documents to 
complete the redelivery. 

Right click on the folder containing the review layer you want to 
unlock. From the context menu, click Unlock Review Layer. If you 
do not see that option, it means that you do not have the permission 
to unlock the layer. Contact the user who created the layer ( or your 
system administrator) to unlock the review layer. 

To administratively close a request, you must take Final Actions on 
the request to provide the Disposition as Other Reasons. After 
selecting the appropriate Other Reason, you can proceed to the 
Close action in the request. (note: if documents were uploaded to 
the review log, you must move them to the request folder, and all 
requests for documents need to be closed to proceed with Final 
Actions) 
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Question Answer 

Do I have to convert 
documents to pdfs before 
uploading them into 
Document Management? 

What does "delivery failed" 
status indicate and what do I 
need to do to correct a 
delivery failure? 

4. Reports 

No, you don 't have to convert documents to PDF before uploading 
into Document Management. Document Management accepts the 
following file types and automatically converts to PDF as they are 
imported into the repository; jpeg, jpg, tif, tiff, pdf, txt, text, htm, 
html, doc, docx, rtf, xis, xlsx, ppt, pptx, vsd, vsdx, vss, vtx, vdx, 
vdw, vst, vsx, msg, png, xps, csv, and eml 

If your request is in Document Delivery - Failed status, this means the 
records have not been delivered to the requester and something went 
wrong in the delivery process. First, check the document delivery log 
by opening your request and clicking Deliver Documents 
> Document Delivery Log. Highlight the delivery, then click View 
Error Description. The error description will provide details on why 
the document delivery failed . Depending on the error, you can retry 
the same delivery or pick a different document delivery mode, or you 
may have to contact your administrator. The most common 
document delivery error is when an email delivery is bigger than 
your agency' s maximum allowed attachment size. 

Question Answer 

How do I generate a Vaughn 
Index report? 

How do I give a user, users or 
user group access to my 
custom request report in 
FO IAXpress? 

In order to generate a Vaughn Index Report, there must first be 
documents in the Request Folder. Open the Request, then from the 
left hand menu click Logs/Reports. The Log/Reports screen 
displays. Here, click Vaughn Index Report to generate the report. 
The report displays and can be exported in various formats . 

By default, the creator of a report and the system administrator are 
the only users that can view the report. If you need others to access 
your report, you must give them permission. To give a user, users, or 
a user group permission to view and generate your report, click the 
Reports tab on the main menu bar. Then click Custom Report > 

Request. Click Permissions, then locate the report you would like 
to share and choose either Group View or User View to locate the 
group or users to whom you want to give permission. Check the 
appropriate boxes and click Save. The next time the user or group 
logs in, they will have access to the report, listed under Reports> 
Custom Reports > Requests > Select Saved Report Criteria. 
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Ho\v can I schedule a report? 

How can I quickly view 
a requester's history? 

FOIAXpress Treasury FAQ 

There are several reports that can be scheduled: for this example, \Ve 
will use Custom Request Reports. You must first create and save a 
report. Then from the main menu bar, click Reports > Custom 
Reports> Requests, then click Report Scheduler> New. On the 
displayed Job Details tab, give the scheduling job a name, select the 
saved report you \Vould like to schedule, then set ho,v frequently 
you ,vould like the request to run. On the Recipients b!fcmnation tab, 
input the recipient's email, subject, and specify the report format. 
Finally, add text in the body of the email. then click SaYe. 
The report is now programmed to run and be delivered to the 
specified recipients, at the intervals provided. 

To see if a requester has submitted a previous request and if they 
have any fees due, click Requester> Search Requester from the 
application menu bar. then search for the requester using any knovm 
parameters. When you find the requester, open the requesters details 
by clicking on the requesters Last ~ame. Once on the Requester 
Details page, click the Request History tab. You \vill be able to 
review any existing requests, both open and closed, as \vell as any 
fees incurred. 
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Question Answer 

Is there a way to get a 
summary of the pages 
reviewed and exemptions 
codes applied while working in 
my review layer? 

Can you explain each 
document delivery output 
format? 

Why am l unable to add 
sections to my folder? 

How do I delete pages? 

Why am I unable to add pages 
to my folder while in the 
review log? 

Yes, while you are redacting and reviewing responsive records you 
can access the Document Status Report. To access the report right 
click on the folder and select Document Status Report from the 
drop down menu. This is a dynamic repo11 which will give you a 
page-by-page status and summary of all exemptions applied and 
pages redacted. This report can be exported or emailed in the 
following formats: Excel, Acrobat PDF, Tagged Image File 
Format (TIFF) or web archive . 

Multipage TIFF: A TIFF delivery converts the document to a 
picture. The picture can be opened using an image editor, such as 
Microsoft Paint or Photo Viewer. 

PDF Image: A PDF image delivery creates a non-searchable 
PDF document. 

PDF Archive: A PDF archive delivery creates searchable PDF that 
is also backwards compatible with older versions of Adobe 
Acrobat. 

PDF Tagged (508 compliant): delivers a PDF that is compatible 
with computer screen reader programs, such as those for the 
visually impaired. 

Separate single page files: A separate single page file delivery will 
convert each page of the document into an individual PDF. For 
example, if a document has 15 pages, the requester will receive 15 
PDFs. 

You should determine if sections will be needed when first creating 
a new folder. If a folder is created and pages are added at the folder 
level, sections cannot be added later. If at least one section is 
present, then new sections can always be created. When creating 
Sections, try and predict how many might be needed. This reduces 
friction and requires fewer steps to have them ready to go versus 
creating them later. 

Pages can be deleted one-by-one by right clicking the individual 
pages, while multiple pages can be checked then deleted at once by 
right clicking on the corresponding folder or section. 

When working in a folder, pages can only be added or deleted 
when a Review Layer is not loaded A D if you the appropriate 
permission. To add more pages, you must first unload the review 
layer. Note that any pages added will appear in red font when 
reloading the review layer, signifying these were added after the 
loaded layer was reviewed. 
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Question Answer 

I want to deliver all records and 
letters in one folder. How can I 
do that? 

5. Bureau Questions 

This can be done by setting your application preferences. From the 
upper right-hand corner of the application, click the User Name 
menu, then Preferences> Document. Under the Default Format for 
Delivery/Save option, change it to Single Folder, then Save. Thjs 
change will apply to document deliveries and file downloads under 
your user profile. 

Question Answer 

The request I closed is not 
appearing on my dashboard, 
where can I find it? 

If the Program Office doesn't 
upload documents, who does? 

Can PAL provide links to the 
Bureau Reading Rooms? 

How long will goFOIA be 
maintained after FOIAXpress 
goes live with the Bureaus? 

How do we move 
conespondence documents to 
Appeal cases? 

How do Record Custodians 
currently work in FOIAXpress? 

When reporting, do Bureau's 
send to PTR or PTR pull 
automatically from everything? 

Once you close a request, it will be removed from your dashboard 
and queues. You can search for this request however by request 
number or by searching your requests in the search feature. 

Once you receive the documents from the Program Office, using the 
Request for Documents feature you can "Take Action" on the 
document request and close the item out. From there, you will take 
the responsive documents from the email you received from the 
Program Office and upload the documents from the 
Add/Search/View Documents page. 

We can include language in PAL to direct users to the Bureau 
reading rooms, however PAL also has its own reading room that can 
be utilized . 

Once our Data Migration from goFOIA to FOIAXpress has been 
signed off on by all the bureaus, goFOIA will be htmed to read-only. 
Eventually goFOTA will be decommissioned Q4. 

You can download all of a request's correspondence and move them 
manually to the Appeal case. 

Our Record Custodians cmTently have access to the FOIA requests 
in FOIAXpress. When the Record Custodian gathers the responsive 
documents, they search for the request and upload the documents. 
The Record Custodians also have access to the Redactions feature, if 
necessary, but it is often not used. 

Everything 

6. Contact Information 
6.1 FOIA - Point of Contact and Resources 
If you have any questions related to FOIA processing, please contact the FOIA team at 
FOIA@treasury.gov. 
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For all other FOIA-related resources, please visit Treasurv·s freedom of lnf!.xmation .!\ct pal!e 

6.2 FOIAXpress User Support 
• All FOIAXpress training and demonstration related materials are posted on myTrca:c;u1') ·s 

roIX\prc:c.s pal!C 

• To request technical support, please submit a Sen ice Dc-:k ticket 
o All access requests require PTR 's approval and the completion of Access Request and 

Rules o/Befim,f or forms 

• For all other FOIAXpress related inquiries, please contact the support team at 
POIAXprc:c.sSupportTcama trca:c.urv.l!0\ 
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Treasury FOIAXpress: FAQs and Helpful Tips 11/2/2020 

This is the second guide distributed to answer frequently asked questions and to provide helpful 
tips related to the use of FOIAXpress. Topics discussed in this guide include closing cases, 
searching for requestors, addressing new appeals and litigation, mass actions, review flags, 
deleting pages, and basic reporting. 

Frequently Asked Questions (FAQs) 

I'm trying to close a request in FOIAXpress, but I receive a 1varning that the request cannot be 
closed. Whal sleps should I lake lo allmr me lo close my requesl? 

FOIAXpress requires certain functions to be completed before closing a request. If you have 
trouble closing a request, consider checking the following menus: 

• Final Actions- ensure that the Disposition Accepted Date matches the date for which 
you are trying to close the request. Also ensure that the Final Actions have been properly 
applied and that the request status is listed as Disposition Accepted 

• Fees- ensure that any fee invoices have been completed and properly updated 

• Fee Waivers/Expedited Processing- Under the Request Information tab. check to 
ensure that any Fee Waivers Requested or Expedited Requested have a start date, end 
date. and determination set 

• Add/SearchNiew Documents- ensure that all documents that have been attached to the 
Review Log have been moved to the Request Folder 

• Request for Documents- double check that all search taskers have been completed and 
all have a Closed Date listed 

I am searching.frJr a requestor that I recently entered, but I am unable to find them when I 
search .frJr their name. What should I do? 

1. Try searching for the requestor by their e-mail address as opposed to their name 
2. Verify the requestor's country associated with their profile. FOIAXpress automatically 

defaults to searching for requestor information from the United States only. You can 
manually change the search criteria to "All" in order to expand your search 

Helpful Tips 

Creating FOIA Appeals 

When receiving an appeal. please preserve the original FOIA request and do not change the 
Request Type to Appeal. Instead. create a new appeal linking the original request using the 
Reference feature in the Create Appeal screen. This will help to preserve the administrative 
record for each request type while assigning the request a unique appeal number. Using the 
Reference feature in the Create Appeal screen helps to pull the requestor' s information into the 

new appeal case avoiding manual work. Users will receive a warning when attempting to close 
an appeal or a standard FOIA case that an open request is linked, prompting you to remember to 
close the other request. 
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Creating a FOIA Litigation Case 

When receiving notice of a new litigation, please preserve the initial request and do not change 
the Request Type to Litigation. Instead, administratively close the original FOIA request using 
the Final Action code "Other- Litigation" (coming soon). Create a new litigation case linking 
to the original request using the Link Request(s) feature. This will help preserve the original 
FOIA request while using the litigation request for any future work. Ensure that the case citation 
at a minimum is listed in the Description box. 

Mass Actions to Pages Uploaded for Redaction 

FOIAXpress provides users with the ability to complete mass actions on pages uploaded for 
processing. Mass actions include adding additional pages, deleting pages, redacting in full, find 
and redact, applying a review template, assigning Review Flags, etc. A review layer should be 
applied when attempting to complete all mass actions except for deleting pages. Specific 
instmctions on deleting pages and applying review flags to individual pages are provided in their 
own sections below. Steps to apply a mass action: 

1. Access the documents in the Review Log 
2. Ensure that the review template is applied 
3. Select the checkbox next to each individual page in the document tree for which you 

want the mass action to be applied 
4. Right click on the folder containing the pages to select the mass action 
5. Complete any necessary prompts 
6. Repeat as needed 

Using Re1·iew Flags 

Review flags allow users to code individual pages with a set of preloaded messages. Commonly 
used review flags include Duplicate, Non-Responsive, Release After Consultation. Using 
these flags helps to provide the reviewer with a message about those pages and gives the user the 
ability to remove pages containing the flags from the final delivery of the records. 

Applying a Review Flag 

1. Access the documents in the Review Log 
2. Right click on a page in the document tree and select Set Review Flag 
3. Select the appropriate option 
4. You will notice that the review flag appears next to the page in your document tree when 

you click on another page 
5. Repeat this process for each individual page requiring a review flag 

Removing Pages with a Review Flag During Final Delivery 

1. In the Review Log, load the review layer and ensure that the review flags have been 
properly applied 

2. Move all documents to the Request Folder 
3. Complete Final Actions 
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4. In the Document Delivery screen select the checkbox next to the folder containing the 
uploaded pages. You do not need to manually uncheck pages with the review flag. 

5. Next, click on the Deliver Documents icon 
6. When the Deliver Documents screen appears look for the menu titled Include 

Document Review Flags 

' 6;i" Oeliver Documents - PTR-TS -21 -00004 

Document Delivery Type • 
~------~ 

Include: 

lnvo ce 

D Include Fin.sl Response Letter­

Select a Letter Fo rmat 

Action Office: PT'R 

Letter Templates: 

S e lect Default/Pending Fina l Response Letter- ["eilst_ornu:e & Save ] 

I ~on, Loca D1!ik'Jt-0MW:Ooj 

If your fi le appears in red or not at all then it is of an inva lid correspondence format 

Include Review Objects: 

Comments Box 

Hig hlight 

_ Straight Line 

Ellipse 

Stamp 

Sticky Note 

D Bates Stamping 

Other Options: 

Include Fully Redacte d Pages: 

Hide Codes 

LJ Hide Redaction Border< Note 

Black & White 

lnclud" Document Rev,...,. flags: 

All 

Not Responsive 
Position: 

Requeste, 

Request! 

Address 

Delivery 

Derive~ 

Output I 

7. Uncheck any review flags you wish to be excluded from the final delivery 
8. Make any other necessary changes to the Deliver Documents screen and deliver the 

documents 

Deleting Pages 

There will be times when you upload pages that you may not want to be included in your final 
response. Before deleting pages, consider whether to use a review flag to mark them as "non­
responsive" or "duplicate" and remove those from your final delivery per the instructions 
above. 

To delete pages, complete the following steps: 

1. Access the documents loaded to the Review Log. When prompted do not load a review 
layer 

2. After ensuring that the review layer has not been loaded, click the individual 
checkboxes next to the pages that you wish to delete 

3. Right click the folder in the document tree that contains the selected pages and choose 
Delete Pages 

4. Follow any necessary prompts to delete the pages 
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Creating a Basic Request Report 

FOIAXpress has a multitude of reporting features that can help to manage productivity, 
accountability, and requests. All reporting functions can be found under the Reports tab when 
logged into FOIAXpress. Choosing the correct reporting option is essential for obtaining the 
desired data . 

• 
Home Requesters • Requests .. Document Management • Administration Reports --

~ >> Reports 

Custom Reports 

Custom Reports [,i Requesters 

,...., ...... ..... Requests 

--,. 
• Reading Room Doruments 

✓= Request for Documents Actions 

User Actions Report 

~ User Logins Report 

Request Reports 

Request reports allow the user to create custom reports and templates to obtain data on request 

management. This feature is useful when trying to obtain data on open cases, closed cases, pages 
processed, pages reviewed, requester information, FOIA logs, and others. Before jumping into 
FOIAXpress, it is helpful to plan and outline the outcome you are trying to obtain from rnnning a 
report. Planning ahead of time will allow you to utilize FOIAXpress reporting in an efficient 
mam1er. 

1. To begin creating a requests report, click on the Reports menu in the top FX ribbon. 
Ensure that the Custom Reports menu is selected. Choose Requests (see the screen shot 
above) 

2. If you do not already have report criteria saved, click Next to create a new report 
3. In the Request Type dropdown menu select whether you are trying to obtain data on 

appeals, consults, FOIA cases, litigation cases, or any combination thereof 
4. Next take a look at the Request Status dropdown menu on the right side of the screen. 

The most common options here are All Open Requests, Closed requests, and All Hold 
Requests. If you are trying to obtain data on closed requests, you must ensure that only 

the Closed checkbox is marked 
5. In the Requests Assigned To section you can identify a specific user or user group to 

obtain data on depending on your reporting requirement. If you are trying to identify a 
specific user, you must click on the ellipses button to search for their FOIAXpress 
account 

6. In the Request Date Options menu, you have the ability to identify date ranges for FX to 
run it search on. The most useful date options are Received Between, Closed Between, 
and Request Age 
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7. Scrolling down to the Select Fields section, it is important to check the Include 
Advanced Select Fields ** box before identifying your report fields. This process will 
provide you with addition reportable fields that can be useful to your report 

8. Select the fields you would like FOIAXpress to report on by clicking on the field name 
and hitting the top arrow button to move the field to the Selected Fields Box. You can 
select multiple fields for FOIAXpress reporting. However, caution should be given to 
selecting a significant number of fields as FOIAXpress will take longer to run the report 
and possibly crash your browser. Useful fields include: Request ID, Received Date, 
Requester Name, Organization, Multi-Track Type, Request Status, Review Status, 
Request Age, Request Description, Searching Units, Primary User, Primary User 
Group, Secondary Users, Processed Days,# of Pages Reviewed, and# of Pages 
Released. Any combination of these reportable fields can be used depending on your 
reporting purpose 

9. Once your Selected Fields have been identified, you have the ability to change the order 
of the fields by selecting the up or down arrows next to the Selected Fields box 

10. If you would like to save this report as a template for future use, you can scroll to the top 
of the screen and select the Save Report Criteria button. You will be prompted to create 

a unique name for your report which can be accessed in the dropdown in step #2 of these 
instructions 

11. When you are ready to kick off your report select the Generate button 
12. Depending on the amount of data you are asking FOIAXpress to recall, it may take some 

time for the system to generate your report 

13. Once the report is generated you can export the file to Excel by selecting the Export 
button 

14. You will receive several export options to include Export in Excel Format, Export in 
Word Format, and Export in HTML Format. Exporting in Excel is the most useful. 
Select the desired option and click Export and open the file when prompted 

15. You will receive a warning message that states "The file format and extension of 
'Requests Report.xis' don't match. The file could be corrupted or unsafe. Unless you 

trust its source, don't open it. Do you want to open it anyway?" Select Yes 
16. The Excel spreadsheet will load, allowing you to filter and analyze the data 
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Treasury FOIAXpress: Setting up Preferences, FAQs, and Helpful Tips 

This guide will outline the steps to set up and customize user preferences in FOIAXpress and 
will answer frequently asked questions related to the use of the system. 

Setting Up User Preferences for the First Time 

1. From the home screen, navigate to 'Preferences' within the drop down under 
your name in the top right comer as shown below 

FOIAXpress 10.5.4 HE1 FX PROD 
(b)(6) Help SignOut 

My Profile 

P,eft1ences 

Home Requesters • Requeru • Document Management • Administration Reports Ill My Jobs 

2. Select 'General' from the left side menu 
a. Change Records per Page to 50 or any number up to 100 
b. Ensure that the "Receive Job Email Notifications: All Notifications" option has 

been selected in the dropdown menu 
c. click Save 

3. Select 'Request' from the left side menu 
a. Set the Send Correspondence Default Email Address to 'Requester Email' or you 

can keep it at "Other Email" 
b. Set 'Search Option: All'. This will allow you to search for cases that are not 

assigned to you in the system 
c. Set 'Requester Search by Created Date: Descending' 
d. Set 'Request Search by Created Date: Descending' 
e. At a minimum, move the following fields to Selected Request Fields 

1. Request# 
IL Requester 

w. Primary User 
IV. Review Status 
v. Assigned Date 

f. Click Save 
4. Select 'Document' from the left side menu 

a. Set 'Pages to View at a Time in Document Tree: 100' 
b. Set 'Image zoom factor: 50%' or any size you see fit 
c. Set 'Fill mode for Redactions: Translucent or Transparent' 
d. Set 'Font for Redactions: Arial' 
e. Set 'Font size for Redactions: 8' 
f. Set 'Redaction/Border Color for Redactions: <darker color>' 
g. Set 'Back color for Redactions: <lighter color>' 
h. Set 'Redaction Code Alignment Preference: Top Left' 



1. Set 'Default Format for Delivery/Save: Single Folder' 
J. Set 'Document Delivery Output Format: PDF Tagged (508 Compliant)' 

k. Check all boxes for 'Display Lookup Fields in Document Search 
Results: Show Review Flags: Draw Redaction Using Double Click' 

I. Click Save 
5. Select 'Review Object' from the left side menu 

a. Change the Straight-Line width to 3 and the color to red 

6. click Save 

FrequentlJ· Asked Questions (FAQs) 

Hmv do I close a request when FOIAXpress gfres me rm error message explaining that 

documents are still in the reriew log? 

In order to close a request containing documents that were uploaded for processing. users must 
move the documents from the Review Log to the Request Folder. Once this is done users will be 

able to complete their Final Actions and can close the request without receiving the error 
message. 

I ,noved documellls to the Request Folder, but 111:-,· redactions aren't showing up. What 
happened? 

It is essential that users load their review layer before they move the documents from the Review 
Log to the Request Folder. If the review layer isn't loaded before the documents are moved, the 

user will lose all their redactions and will have to sta1t over with processing the records over 
agam. 

I tried to upload documents with unapplied Adobe redaction recmnmendations into FOIAXpress 
and !JOH' my pages are out of order. I am unable to ar{just or change these redactions. What 
happened? 

FOIAXpress does not support documents with unapplied Adobe FOIA redactions. When 
uploaded, the system will sometimes scramble the pages and redaction boxes cannot be changed. 
There are two options for handling documents with Adobe redactions: 

1. Upload a clean copy of the records without redactions and reapply them using 

FOIAXpress 

2. Apply the redactions in Adobe and then upload the redacted copy into FOIAXpress 

I have a request that is stuck "On Hold" and cannot get the clock to start. What should I do? 

Requests should be able to be taken off "hold" by selecting "Start the Clock." If for some reason 
this does not work. you can force the request off "hold" by setting the "Final Actions.'" 

Remember to remove the '•final Action" selection afterwards if you do not attend to close the 
case at the time. 



Helpful Tips 

Nav;gat;on 

FOIAXpress has multiple ways of performing the same action. A common way to navigate the 
system is to select the "Next" button in the top right side of the page. Another way to navigate is 
to follow the menu options on the left side of your screen. Menu options are listed in sequential 
order to match the FOIA workflow. So, if you get lost navigating the system, don't worry. Just 
look to the left-hand menu to check where to go next. 

Notes 

Any time a user adds a message in the Assignment Notes it will show up in the general "Notes'' 
section of FOIAXpress regardless of whether the user checks the box to send the e-mail to the 
user. 

E-maU Correspondence h1 FX \'S. Outlook 

While FOIAXpress has a feature to send e-mails to the requestor or others through the system, it 
is sometimes best for users to send their e-mails through Outlook depending on the purpose of 
the e-mail. The FOIAXpress e-mail correspondence feature is best used to send template 
language or finalized letters to the requestor. Outlook is best used to conversate about the status 
of their request or about clarification with the requestor or the program office. Please ensure that 
a11 Outlook procedural correspondence and communication is uploaded into the Correspondence 
Log to become a part of the administrative record. 
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FOIAXpress Dashboard Management 

1. Dashboards 
The Dashboard is the array of information presented to you when you log in to FOIAXpress. 
Multiple dashboards are configured in the system to display specific information targeted at 
different types of users. 

Each user will have their own personal dashboards, but may have multiple dashboards based on 
their roles. However, if you are assigned multiple dashboards, you will have the ability to switch 
between these from the FOIAXpress Home Page. 

The screen below shows an example Administrator dashboard, other types of dashboards include 
User and FOIA Officer dashboards . Using the dropdown menu highlighted in the sample image, 
you can choose between any of the dashboards assigned to you. 
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The Dashboard Configuration settings allow users with certain roles the ability to create custom 
Dashboards. These dashboards can be customized to provide easy access to the information and 
controls users access most frequently. 

Dashboards can be created for access via the entire Enterprise, by Action Office, by User, or for 
Admin users. 

The Dashboard Configuration screen is shown below. Access this screen via Administration> 
Dashboards 
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1.1.1 Create a Dashboard 
Follow the steps below to create a new custom dashboard. 

1. Navigate to Administration> Dashboards: 

.tiQmt >> Admm1ntaLiOt\ 

Oashbo.rd Conff9uTation 

tJew , Ass,gnm~ts 

.... 

2. Click New. The New Dashboard screen appears as shown below: 

• ~ • f • ' 

Custom Dashboard 

Name * 

3 Columns 

Layout • 
2 Columns I 30ver 1 
3 Over 2 

Active LJ 

Access Type I Enterprise •I 

L Save ][ Close 

3. Provide a dashboard Name in the Name column (this is required) 

4. Select a Layout for the dashboard. There are four layouts available, as shown in the 
following table: 
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3 Columns 

2 Columns 

3 over 1 

3 over 2 

5. Determine if the dashboard is Active using the checkbox provided. 

6. Select the Access Type. Options are Enterprise, Action Office, User, and Admin . . . 
(Access type controls who can access the dashboard, Enterprise covers all users in the system 
while the other three cover the associated users with that selection) 

7. Click Save to save the new Dashboard. The screen refreshes to show the Dashboard 
Configuration with the new Dashboard included on the list. 

1.1.2 Delete a Dashboard 

To delete an existing dashboard: 

1. Navigate to Administration> Dashboards 

2. Select an existing Dashboard from the list 

3. Click Delete. A confirmation message appears. Click OK to continue and delete the 
dashboard 

192.1 68.4.71 says 

Are yous re, yo vant to delete t e dashboard . 

.. Cancel 
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4. After clicking OK the dashboard is removed from the list 

5. Edit the details as needed. When complete, click Save to save the changes 

1.1.4 Dashboard Assignments 

Follow the steps below to assign a custom dashboard. 

1. Navigate to Administration> Dashboards 

2. Select the Dashboard to be assigned from the list, then click Assignments. The 
Dashboard Assignments screen appears as shown below: 

=•I , • •• I ' 

I Dashboard Assignments 
I 

User Group : l,_I0..1_1 ______________ ____,YI 

Use~ : '---------------~YI 

Dashboa,ds O•fault Dashboard 

Close 

3. Use the User Group drop-down to select from users within a group, or select All to see all 
users 

4. The User drop-down populates with the users from the group selected in the previous step. 
Use the checkboxes to select all users to be assigned the custom dashboard 

eiil Dashboard ~agnments • X 

Dashboard Assignments I 

UserGroup : 11,QGroup YI 

Users : 

l All 

Dashboards b)(6) 

I Close I 

5. When all users are selected, the available Dashboards to assign are listed under 
Dashboards as shown in the following example: 
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Dashboard Assignments 

UserGroup , l~M<l_G<_....,~---------------~•I 

Us@rs : At! 
~-----------------~ 

D Action Office Manager Dashboard 

• Administrator Dashboard 

0 FOIA Officer Dashboard 

D User Dashboard 

0 NewDB 

D too long too long loo long too long too 
long ,oo long too long too long too long 
too Ion 

0 e 
D Cool New Dashboard 

0 Act ion Office Example 

O'"fo1,1lt Oeshboard 

6. Use the checkboxes to select all the dashboards to assign to the selected users. All selected 
dashboards appear in the Default Dashboard column 

7. Under Default Dashboard, select one Dashboard from the list to serve as the default 
dashboard for the selected users 

UserGroup , lck.=Q-=G'-=°":e.P=~---------------'•l 

Users : A,I ~-----------------~ 
Dash.boards 

0 Action Office Manager Dashboard 

D Administrator Dashboard 

@ FOIA Officer Dashboard 

D User Dashboard 

0 NewDB 

D too long too long too long too long too 
long too long too long too long too long 
too Ion 

D et 

0 Cool New Dashboard 

D Action Office Example 

Default Dashboard 

8. When complete, click Save to save the assignment details. A confirmation message 
appears as shown below: 

192.168.4.71 says 

Dashboard assignme ts completed successfully. 

-
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2. Contact Information 
2.1 FOIA - Point of Contact and Resources 
If you have any questions related to FOIA processing, please contact the FOIA team at 

FOIA (d1 trcasur\· .f!OV. 

For all other FOIA-related resources, please visit Treasun··s Freedom of Information Act 1xwc 

2.2 FOIAXpress User Support 
• All FOIAXpress training and demonstration related materials are posted on m v T rcas urv · s 

FOIAXpress pai2,e 

• To request technical support. please submit a Service De"k ticket 
o All access requests require PTR's approval and the completion of Access Request and 

Rules of Behm'ior forms 

• For all other FOIAXpress related inquiries, please contact the support team at 
FO IAXpressS u pportTeam(ii1 treasurv. i2,(lV 
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