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DEPARTMENT OF THE ARMY 
OFFICE OF THE GEHERAL COUNSEL 

104 ARMY PENTAGON 
WASHINGTON DC 20310-0104 

March 24, 2008 

This letter responds to your Freedom of Information Act (FOIA) appeal, dated 
October 15, 2007. The U.S. Army Freedom of Information and Privacy Act Office, the 
Initial Denial Authority (IDA), denied your request for a "copy of the Manual or 
Handbook for the FACTS database." 

We apologize for the delay in responding to this appeal. The Army is required to 
address a large volume of FOIA demands and cannot always respond to appeals as 
quickly as we would like. We make it our practice to respond to appeals in the order 
received. The courts have sanctioned this method of handling FOIA cases. Open 
America v. Watergate Special Prosecution Force, 547 F.2d 605, 614-16 (D.C. Cir. 
1976). 

The I DA withheld the information you requested under Exemption 2 of the FOIA. 
5 U.S.C. § 552(b)(2). After a careful review of the issues presented in your appeal, we 
have determined that you are entitled to a copy of the responsive document that was 
initially withheld from you. A copy of the responsive information is enclosed. 
Accordingly, your appeal is granted. 

This letter constitutes final action on behalf of the General Counsel, who has 
been designated by the Secretary of the Army to consider appeals under the FOIA and 
the PA. You may, if you so desire. seek judicial review of this determination in the 
federal court system in accordance with the FOIA, 5 U.S.C. § 552(a)(4)(B). 

Sincerely, 

1~ 1~ ... 0""'12' """"' 

Associate Deputy General Cou 

Enclosure 
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Chapter 1 
General 

1-1. Overview. 

a. The Freedom of Information and Privacy Acts Case Tracking System (FACTS) is 
a web-based enterprise solution, which reduces many of the administrative burdens and 
challenges present in managing Freedom of Information and Privacy Act Programs at 
every level of the Army. The Department of the Army Freedom of Information and 
Privacy Division designed the system in concert with the technical developers of Army 
Records Information Management System, (ARIMS). The objective of FACTS is to 
provide uniformity of data collected during administratively processing FOIA/PA cases, 
facilitate world-wide tracking and exposure, empower users to search case information 
on an Army-wide or activity specific scale, employ automated programs and 
management reports, and to identify those routinely requested documents for possible 
inclusion in the Army electronic reading room. 

b. Currently, there are over 300 Army offices responsible for processing FOIA/PA 
requests. Annually. more than 28,000 requests are submitted from individuals and 
corporations outside the Federal Government. Historically there was no method of 
searching requests information on an Army-wide basis or maintaining current and 
inclusive contact information for the program offices through this decentralized program. 

c. The purpose of this user manual is to define the key design features of FACTS 
and to give the user a better understanding of how to navigate and operate the system. 
The manual is divided into chapters. Each module is defined in a separate chapter with 
corresponding figures for demonstrating a capability or functionality. 

d. If you have questions concerning any of the modules, please feel free to submit 
your question to facts@rmda.belvoir.army.mil. 

1-2. Access. 

Access to FACTS is limited to Army FOIA/PA Officers, IDAs, and other individuals 
authorized to process and respond to requests from individuals and corporations 
outside the Federal Government. 

1-3. System Requirements. 

The FACTS website is designed to support Internet Explorer version 5.0 and higher. 
The site also uses Java, Javascript, CSS, & DHTML. Internet Explorer 5.0+ already has 
this support built in. If your browser does not support these, your system administrator 
can provide you with the "plug-ins" to have full access to FACTS. No other software is 
required. This site is best viewed using a screen resolution of 1024 x 768. 

Submit questions. requirements, and comments to FACTS@rmda.be/voir.armv.mif. 5 
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1-4. Security. 

In order to ensure security and integration with other supported Records Management 
and Declassification Agency record related missions, FACTS is released as a 
component of the Army Records Information Management System (ARIMS). 

1-5. Privacy Act Requirements. 

a. User Information. Disclosure of your contact information is voluntary. It is 
solicited for the sole purpose of verifying your identity in the login process. However, 
failure to provide the requested information will result in denial of access to FACTS. 
Information furnished by you will be maintained and safeguarded by the system 
administrators. 

b. Requester Information. Users must ensure they adhere to strict Privacy Act 
regulatory guidance. This system is not approved to require, collect, or maintain social 
security numbers. home addresses, date of birth, personal telephone numbers, or other 
personal identifiers. 

1-6. Functionality. 

FACTS has distinct modules. Refer to the corresponding chapter for an in-depth 
description. figures, and step-by-step instructions. As an overview: 

(1) The Case Management module contains the capabilities for entering new 
cases, updating or editing existing cases, and closing cases. 

(2) The Search and Query functions enable users to perform simple searches or 
build complex queries using Boolean logical operators and word or number entries. The 
criteria of searching can involve action officer, inclusive dates, and status of case, thus 
the results can meet many of the report requirements and serve as a useful 
management tool. 

(3) The Reports module contains a status report which consists of number of 
cases received, currently open, closed, and pending more than 20 days during a 
specified time period. This module also contains the capability to output the required 
data and statistics for inclusion in the annual FOIA report. 

(4) Access to FACTS is limited to Army FOIA/PA Officers, IDAs, and other 
individuals authorized to process and respond to requests from individuals and 
corporations outside the Federal Government The Registration and Profile Modules 
allow users to register and have the ability to update contact information. 

(5) The IDA Module is a searchable database of inclusive and up to date contact 
information and areas of responsibilities for the Department of the Army Initial Denial 
Authorities. 

6 Send questions. requirements, and comments to FACTS@.rmda.be/voir.army mil. 
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(6) The Army Activities Module is a searchable database of inclusive and up to 
date contact information for the FOIA/PA Offices within the Department of the Army. 

(7) The System Admin Module is limited to only Activity System Admin users, and 
allows update of Activity information, changing of roles of users assigned to that Activity, 
and submitting documents for possible inclusion in the Anny Electronic Reading Room. 

1-7. Help. 

a. Frequently Asked Questions (FAQ). The FAQ page, accessible from the Help tab, 
addresses both FACTS technical and FOIA/PA functional questions. 

b. On-line Help. If you have a question on the operability or technical aspect of 
FACTS, submit your question to FACTS@rmda.belvoir.army.mil. 

c. Functional Assistance. An attempt was made to address functional concerns 
within this Users' Guide and FAQ. Forward functional issues or questions not 
addressed in the Users· Guide or FAQ to FACTS@rmda.belvoir.army.mil. 

Submit questions, requirements, and comments to FACTS@rmda.belvoir.army.mil. 7 
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Chapter 2 
FACTS Homepage and Modules 

2-1. Entering FACTS. Upon entry into FACTS. the user is presented with the required 
Department of Defense notification before allowing access and query functions. To 
proceed, click the MEnter FACTS" button at the bottom of the notification as shown in 
Figure 2-1 below. 

Fie &It View F~ Tads ti$ 

~ ~ • J .;) ~ !,\Se.sch _3F~es ~Meda ·:J ~ - ..J ~ • ~ _g 
Alliess ti) l'itps://-2.¥mS.llrffl'l.~~-asfl 

fREBJOM ~ INFORMATIOM AND PRIVACY ACTS CASE TRACKING SYS1lM 

ATTENTION: THIS IS A OEPAATMOO OF DEFENSE COMPUlBl SYSTEM 

Be tore process,ng classified intormatlon, check the ac.:redtatJon le-,,el of the system Do not process, store, or msml informel.ion 
classified acaedted above theSCC1editelloo levet of this system. 

ms aiquer system, lnclulg al ""91ed equpme,t, networts arod network c11,w:es (ncbles lrtl!mel BCCeS$), tire provided orty f0t 

eLCl'IOnZed us Coveml!lert use 000 c~ Systems nry be mormred ior 811 lswf!A pwposes. to lsctiale prctectJon aga,rlst 
~ecoess, ond ro-iiy secwtv prore(Ues,~end ~mine! sea,ay 

Montomg n:::lldes, bl.I is not lnedto,t1Cbveell8Cksbyeuhorrzed000erlliestotest or venfy lhe -tyOf the syslem 01.tng 
rnorcomg, informllbon may be eXlll!Wied, reoorded, coped 11ne1 ~ for eoAhortzed ps~ Al lntorm!lbon, nclJdr,g personal 
lnfOOMtlan, pieced on o, senl 0'lf!:f Ills $'fStem msy be montored. 

Use of tl'ls DOD Computer System, authorized or UMU!horlzed, coostilutes consent lo moritorlng of ltis system ~tiorized ~e may 
sl.lbjed vou to crll1\inlll prosect.10011 E\/1deoee of l.fl80.4horlzed use coleded do.mg lllOOlonng mey be used for edlnlAStr81ive, cilnt1ol a 
CJlher aot,,erse edllll'I Use of !tis s~ CUISlt!ies consM to mootomg tor al lawtlA llU'J)OttS 

a.lTffl FACTS 

Figure 2-1 . Department of Defense Security Notification. 

2-2. Public Home Page. 

The public view of the FACTS home page (shown in Figure 2-2) provides the guest with 
introductory information about FACTS. The text contained on this page provides a brief 
overview of the system and a description of the tabbed headings. 

8 Send questions, requirements, and comments to FACTS@rmda.belvoir.army.mil. 
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fREEDOM Of ltlfORMATIOII All> PRJVACT ACTS CASE TRACJOIIG SYSTEM 

Access and use ol the system cs moniored to enSU'e securly of 11formabon corCalned whl Users of FACTS shoud not asst.me sr, 
degree or privocy 

EXPl.AIIATIOII Of TAB HEADIJGS: 

CASES -NJd, Edl, Updllie, end Close FCltAIPA C8-5es You may elso -V,ew /J.T FOIAl>4 logged ceses tor YOA.11 Al::t1Yty 

SEAPctt •lue> ( • Search few a Fw.PA Case, IVI ssrpe searches or buld C0ll¥)lell quenes on an AdlViy cw Anny-wide scale 

PB>OPTS. ~dhef a St8ius Report for aspecifiedtme.periodor ln!ArnJBIRepott ror vcu Ad!Viy. 

PP(•fU - EdUJl)dete you Lise( Profie 

IOAs -A lstng of lniilll Oenal Al.ihCriies ...nt:h 111:Ldes meilng edo:ress. telephone and ~ ruTibers, and areas ot responsbl:ties. 

AAhf ( ACTIVITIES -AA~ lsblg 01 Anny Freedom of lnf0fl!IIIOOl1 aod Pnvecy Ad ottkes which n::kJdes ITIWl!i ~esses. 
l~ aocs faic IU!lbefs 

IIEl.P - F requenlly asked FACTS tectri::81 end FOIA fl.nctJonel questions 

USER MAIIUAL -Download or View the Users' GI.Ide whch defines key features and r,ves llS!ruc!ons oo how to MVlgtile and operate 
the system 

LOG OUT -Closes out your~ of USllQ FACTS. 

Figure 2-2. Public Home Page. 

2-3. U.S. Army Freedom of Information and Privacy Act Office. 
Users selecting the DA FOIA/PA tab will be redirected to the Department of the Army 
Freedom of Information and Privacy Act Office Home Page. 

2-4. Help. Once you select the Help tab, you will see a screen similar to Figure 2-3. 
This screen addresses a number of common FACTS technical and FOIA functional 
issues. As questions arise, they will be incorporated into this section. 

Submit questions. requirements, and comments to FACTS@rmda.be/vo,r army.mil. 9 
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Fr~ A-.ke-d Ou•~ 

FAC T S T echnical Questions 

1 What Is FACTS? 

2 How do I access FACTS? 

3 What can FACTS do for me? 

4 W i th all the options available at the F ACTS website how do I easily move around 
the site? 

5 I am ha111ng problems lllewmg the FACTS NebS•te What should I do? 

6 What 1f my guesnon 1s not answered here in the FAQs? 

F O IA Func tional Q uestion s 

7 Could I/OU IISl the FOIA E,efTlpOons With a bnet summary? 

8 What are soma or the frequently used paragraphs for lt;tlters to the requester? 

9 How can I determine when to process e request under both FOIA a nd PA programs 
or simply as a FOIA? 

Figure 2-3. Frequently Asked Questions Page. 

2-5. Login. To gain access into the suite of tools available within FACTS, a user must 
be a registered user. Once this process has occurred, the user will be given a user 
account and password to log into FACTS. To log into FACTS, simply click the "Login" 
button at the top and a login page is displayed, as seen in Figure 2-4 below. 

LOGIN TO FACTS 

ElfTE.R THE USER tV'ME MO PASSWOROASSIGtlEO DURING THE REGISTRATIOH PROCESS 

Usarname: 

Password: 

Figure 2-4. FACTS Login Screen. 

2-6. User Manual. Users logged into FACTS may view and download the Users' 
Manual from the tab shown in Figure 2-5 below. The manual is available in MS Word 
and in PDF format. All users are encouraged to download and review the users' 
manual. Submit comments or topics for inclusion to FACTS@rmda.belvoir.army.mil. 

10 Send questions, requirements, and comments to FACTS@rmda.be/voir.army.mi/. 
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2-7. Logout To exit a FACTS session, click the "Logout" button at the top of the page 
as shown in figure 2-6 below. 

FACTS LOGOUT PROCEDURE . THANK YOU FOR VISITING FACTS 

http'f:lfWWW2 1rlm•,•,.mv.milffoie 

The blowser wll aulornatlcely rellln to th!! defaull screw, In 2 secoods. 
You ,noy &ISO ~to ,et,.,, now 

Figure 2-6. FACTS Logout Screen. 
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Chapter 3 
User Registration Module 

3-1. Registration. FACTS requires new users to register for access and security 
privileges. It is during this registration process that a relationship is determined which 
Army FOIA/PA office the user is a member. 

3-2. Activity Information. Type your office symbol and select the appropriate activity 
from the drop down box as shown in Figure 3-1. If your activity is not listed select 
"Other'' located at the bottom of the list. Then type your "Activity Name" in the field as 
shown in Figure 3-2. 

Select Office Symbol and User Class 

Offk:e 
Symbol 

Hyoodonci~eyour 
Activty .... ,Please--Se!ect--sn- Adivty- . -----------------,..:] Aciiviyi&1ed,please 

Aberdeen Prov111g Ground 
Profde Info AlazuldA<i.re 

Fl'st Alabama NaliDn8I Guard 
Name'.' .IJ!aa Nabnll Guard 

Middle 
Name 

Lest 
IIL'Mne:' 

Activity 

Activay 
Name 

AnmionMJ 
Arizone Nah:inal Guard 
Arkansas NfAlonal Guard 
~on NsiniCemetery 
AJwti «id Ai Fon:e Exchange SeMce 
Army Center for Millary History (CMH) 

Figure 3-1 . Activity Drop-Down Screen. 

Figure 3-2. "Other" Activity Option Screen. 

Select OOier 

Please~ u:: your 11.t 
name eg. John Robert 
Smith For privacy 
JU poses yr:u neme 
wt rn, be used for 
system lr8ciCJlg 

i] If you do not see your 
., ActMy ~ed, please 

See:tOOiet 

3-3. Profile Information. Complete the profile information entries shown in Figure 3-3 
below with your official information (i.e. , address, E-mail address, and phone). All fields 
except "Alternate Address'' and «Fax" are required. 

12 Send questions, requirements, and comments to FACTS@rmda.betvoir.army.mt/. 
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First 
Name.' 

Mldcie 
Name 

last 
Nllme-. 

Of1\ce 
Address• 

Al. 
Address 

Ct y ' 

Sime:• 

Postel 
Code·• 

I Pleas e Select e Sime 

Country:• I Please Select e Country 

Olflci8! E-
mnil 
Address." 

iJ 

..:.1 

AKOE-mal -----------­
Address" 

Phone 
~ 
Area 
Code). 

Fax: 

SupeMsa's ---­
Telephone"' 

Figure 3-3. Profile Information (Registration) Screen. 
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Please !JVe us vr,..11 nJI 
name •II- John Roboit 
Smith F ot privacy 
pwposes you name 
wl oriy be used for 
~emlradang 

All Address rs not e 
r eqv,recl field 

If you do not rive in the 
us. Select Othe, 

Pnmory e-rnai aittess: 
•Q 
1ohn.sm11h@Jo:x.~nny mil 

AKO e-m8il edci'ess: ~g 
1ohn =IUl~a rmy.mil 

Please~ us your 
WOfkphone 

If you do nci have e tax 
ruTmertypeNIA 

3-4. Account Information. The final step of registration is to enter your "Sign-In 
Name" and password shown in Figure 3-4 below. After selecting "Create User Profile," 
you will receive notification that your request has been received and will be processed 
(see Figure 3-5 below). Once approved/validated by the FACTS Administrators you will 
receive a separate email confirmation. You may then begin using FACTS. 

Submit questions, requirements, and comments to FACTS@rmda.be/voir.army.mi/. 13 
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Account lnform•Cion 

I 

con11rm I 
Password' 

Create ~ Prol'ie I Clear Al I 

User Letters or Number. 
,rust be no mo,-e thert 8 
char.lders 

May be up to eilj"t (8) 
charact«s long, mey 
conts1n numbers (0-9) 
and upper end 
bwercsse letters (A-Z, 
a-z). tu no spaces 

Figure 3-4. Account Information (Registration) Screen. 

REOISTRA TION 

HEW USER RfGISTRA no• . 

T11a nk You! Youi 1egistration is Being Reviewed. 

Thank you tor requestng access to the Freedom of Information and Privecy Acts Case TrackJnO System (FACTS) Your request Is being 
reviewed by the DA Freedom of Information anct Privacy Aots Division and, when eppropri!!le, FOIA personnel within your Cheiln of 
commend Currently, vour eccount rs inect,ve Vlmen the review 1s complete 811d your request has been approved, you wit receive emei 
nooficatJon. You may begin usinll FACTS once you receve the approval nohf1C81lor1 

We w• 111ocess yrur request as raptly as possille Alihaiz8bon is fvs-:elY grerted ~ 5 workdlsys 11 you heve any quest>ons or 
wn to checic an the sblh.B oi yrur request, pesse send on email to tads@rmds be!Wl!f army lfj 

Figure 3-5. New User Registration Notification. 
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Chapter 4 
Case Management Module 

4-1. General. 

a. From within the Case Management Module (shown at Figure 4-1 ), requests 
received or referred to the users' activity can be added, updated, edited, and viewed. 
The parameters associated with your user type, which is assigned during the 
registration and validation process, are based on your activity's business practice, 
determines the tasks and fields you may access and update. 

b. Currently, the user groups are Action Officer, Activity Ad min. Read Only, and 
Activity System Admin. Additional groups and parameters will be added as 
requirements are identified by activities. New Case tab is only present when user is 
identified as an Activity Admin and Activity System Admin. 

8/lSTV<IO CASES 

This secoon ,s for C8S'e ~ - from tl"&S oreo, '(OU can 000 e new cose, update, edit or dose en existiig case, end 
\lleW all cases Lllder the pul"liew of you ac!MJy 

• New Case - Add e new case to the datebese 
• Ex1st1ng Cases - Upda!e, edit end close existing cases 
• Vif!f'N Al - View e list of eU cases(open and closed) under the purview of your activty 

Figure 4-1 . Case Management Module Screen. 

4-2. New Case Information. (Activity Admin and/or Activity System Admin user.) 

a. The first step in logging in a new case is to enter the requester's last name. 
Activities using "last 4 SSN" may also search by a combination of requester name and 
optional last 4 SSN as shown in Figure 4-2 below. 

Figure 4--2. Search Up Front 
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b. Figure 4-3 shows an example of previously logged cases tied to a specific 
requester's last name. The data fields displayed include Control Number, Activity 
Number, Requester Name, Last 4 SSN (if used), Date Received, Suspense and 
Extension Dates, Closed Date (if appropriate) Action Officer, Type of Request, 
Classification, Action Taken, Subject of Requests and Fees Owed. You may either view 
individual cases by clicking on the hyper-linked Activity Number or continue processing 
by pressing ucontinue and Add a New Case." (Note: User viewing individual cases 
may return to this screen by using the "BACK" button on the navigation tool bar.) 

1%:kii/¥\Wi!!Blll!IIH__,.¥-irl:i +BM IHI +M-11-i bii-i¥tli&ill 
fp~Q1::0QQ02:2 f'Jl..,.04-00.22 Allde,-son Mftllt 1 0J2/2003 10/30/.2003 l0.6f2003 M•.ron, A pr11 UnclllnJHed 

fP·01-000122 FA.~122 And■tsm MClltl"IOW 

fP· P-4··001046 FA--04-104e Anderson s.narei 

1 Of212003 1 0/30/:?003 

..JJ"nn~ •rzenooc 

[ cc,rs,ue .,,ct J6dd New CIiis~ 

t0,6/7,003 Mason AJ>II IJneleffilJod 

3J30/20CM Muon, Apt'tl f'Of,,A, l,Jnl"Jte ..... lted 

Figure 4-3. Search Up Front Results 

Adrninlstrol1¥CIY Clos-•ct 
~ i.'GV'Ullvel'f CIO.sect 

"dma"'tlstrell"¥"ely Cloaed 

c. Figure 4-4 is an example of the screen shown in cases where no matches are tied 
to the requesters last name or when users have selected "Continue and Add New 
Case." By designating required fields the reports and searches are complete and 
inclusive. The required fields are: request date, received date, suspense date (20 
working day), type (FOIA, PA/FOIA) priority (simple complex, expedited), classification, 
receiving activity, subject, action officer assigned to the case, and requester information. 
(Note: Action Officers listed are those associated with your activity during the 
registration process.) Case numbers are automatically generated and consecutive for 
all cases assigned within the Army for that fiscal year. Cases also have a sub number 
specific to your activity. 
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FACTS 
Users' Guide 

Nt;W HIIA p;. I ASE 'iUOLIITT~l H•IIW 

FOIAU Roq,,o_, lhlo•-l<>h" lndu 11Blt~ R!'quited F111,1 

_r,,..11y 

lte>QI.N9T Clue ' 

p_,. .. Hi1l1 Vbi!JD.V 

~-... ed­
~ 

Ac:honOftk.,. • 

Comp•ny ti.mo 

O rQ<,. C PA 

,.. _ ')~ :.. - --...-, .. -..., □ 

0 Con- 0 Secrol 0 loo Soael 0 1.ro .... ,.., 

o- c - oc.,,q..- 0 .......... ... 
-

flllll,w. Select ..., Aat,,fy 

.. u..- 1 

lHt,IWl f 

P1oc.s-,~ Co.t.lnliHn,.kt1 

R,qt,t• 10< fff ,...., I 0 

Figure 4-4. New Case Screen. 

b. When all required field are filled, press the MSubmit Case" button. If the case was 
successfully entered, you will be notified of the case numbers associated with this 
request. (Figure 4-5). From this screen you have the option to "Add Another Case," 
"Go To Added Case" (for edit or close functions}, or "Donen which will return the user to 
the main Case Management page (shown at Figure 4-1). 

EXISTING CASES 

Ycu Case Nlffller is FP-OJ.00011Q: AetMy- f A~) 

Add Another Case 
-- -- - Goto Added Case f Dolle J 

Figure 4-5. Case Successfully Added Screen. 

4-3. Existing Cases. To edit, update, or close an existing case use the screen at the 
"Existing Cases" tab. 

a. All registered users can retrieve cases received by their Activity by selecting the 
applicable case from the "View All" screen. Users may also view a request by Case 
Number (Army-wide number or Activity number) or by Requester Last Name from the 
"Existing Cases" tab. FACTS robust retrieval capabilities allow users to retrieve cases 
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by partial entries (i.e., 0090 for case number, partial spelling for requester last name) as 
shown in Figure 4-6. A sample result of a partial name search is shown in Figure 4-7. 

Enter the Case Number 

OR 

Se-,rch By Requester Last Name 

Ivan 

Submi. ~ereh Reset Fenn 

Figure 4-6. Existing Case Retrieval Screen. 

rol ll<Inbel ctJ•:::. • ., ti.me 
"' I t -

FP-OH!!)0096 F A.m.o007 Vandorger Chflrles 9!9f20(13 

FP..IJ3 000112 fA-03-0023 Verw:losa W., 9/1000)3 

FP-00-00!)9,'- f A.Q3.0006 " onfosl, Woly 9/9l2ll03 

f!'-03-00!1 " I fJ.-OJ.0022 V.,,..._ ..-, 911Cll2003 

Clusifi .. l,on1Jlct,an Tak"° 
I 

Jordan, Mary FOIA Uncla$$lfied 

Ca11er, Brenda FOIA Unclossf111!d 

FlSt£R. STEPtel FOIA lh:l!lssr1ied 

P9cl!, ~ fOIA ~ 

.unpToPo~ t 

Figure 4-7. Existing Case Retrieval Screen (Partial Name). 

b. Select the applicable case by clicking on the linked Control Number (Army-wide 
case number). You will be taken to a view of the case. No fields can be entered or 
updated from this view. To edit or close the case click on the corresponding command 
positioned under the ''View All" tab as shown circled in Figure 4-8. Note: ONLY Action 
Officers, Activity Admin and Activity System Admin users have the capability of updating 
Activity cases. Action Officers can only update those cases assigned to them (however, 
Action Officers can not reassign a case to another Action Officer). Activity Admin and 
Activity System Admin users may edit and update all cases assigned to their activity. 

18 Send questions, requirements, and comments to FACTS@)Jmda.belvoir.army.mil. 
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c. You may edit or update case information fields. Not all fields can be altered by the 
Activity Admin user. The Activity System Admin users may also update the Request 
Date, Received Date and Suspense Date. The parameters are set so that only the 
Activity Admin and Activity System Admin designees may reassign Action Officers to 
existing cases and Action Officers may only update cases assigned to them. Field that 
may be edited or updated are: Extension Date, Request type (FOIA, PA/FOIA). 
Request Priority (Simple, Complex, Expedited), Classification (Confidential. Secret, Top 
Secret, Unclassified), Request High Visibility (None, Presidential, Congressional, News 
Media), Referred By, Subject. Requester Information, Fee Information, Initial Denial 
Authority Information, and Remarks. Figure 4-9 is an example of the Edit Case 
information option as seen by an Action Officer (Only Activity Admin users have the 
option of reassigning cases to other Action Officers within the Activity.) 

EDIT FOIA CASE VIEW 

FOUi PA Reques1 lnfornutlan 

Contl OI ll11um1 
Fl>-04-001516 Re(fllest D;rte 6117/2004 $"'5l>en.., D,11<' 7r.ot200◄ 
F '1.-04-1516 Received Date 6/22/200,4 E.,en$1ou Odle ~ I 
0 FOIA O PA 

@ s11np1e O eomp1ex 0 Expedied Reque.1 lo, bpe,tkod t 0 

Re11uo• t Cl,1n O Contldenttel O Secret O Top Secret 0 Urctessit~ 

Re,p1eot Hi~h Vlsll>ihly 0 None 0 Ptesiderni91 O con,;i, essionel 0 111ews Meditl 

Activity Received the Re,ruest OA FOIA!l'A DMsion 

Rete11e(l8y 

11.ctlon Oflocer 

Re<iuestet lrlforn1ation 

Fil 5t ........ 

Con,p~ny It.mo 

Proctt1.int, Co<n lnf0<n1'11ioo 

hformation on rivestlgotion on e u>ril!)lllrt rled egsr,11 !he lnct-;ic;,,111 

Mason,April, 

EMn Ml P La111 11.arne t«!lson 

L.,.t~ SSII 

~~OR lo, F<.'~ w.alvet r □ 

-SeledanlD-' 

Rem"'h• 

Figure 4-9. Edit FOIA Case View. 
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d. Once the case information is updated press the "Update Case" button at the 
bottom of the page. You will be notified that the case was successfully updated as 
shown in figure 4-10. By using the buttons on the bottom of this screen you may edit 
another case, return to the updated case, or be redirected to the main Case 
Management page ("Done"). 

VOAJI case Number FP-03-000111(FA•03-0022) Is Updated 

AratWCase I D Beck1otasa I 

Figure 4-10. Case Successfully Updated Screen. 

e. By selecting the "Close Case" feature circled in Figure 4-8 Activity Admin and 
Activity System Admin users will again access the options shown in Edit FOIA/PA Case 
View (see figure 4-9). In addition to these fields there are required portions to close a 
case. These are contained in the Case Closing lnfom,ation and Processing Cost 
sections as shown in Figure 4-11. 

f. In order to close a request you must identify Action Taken. The options available 
from the drop-down menu are: Denied in part; Denied in full, Granted, and 
Administratively Closed. (Refer to Figure 4-11 below.) 

Action Taken 

Exemption 

!AeeseSeleden~i.J 
Denied in Pwt 
Denied In Full 

Gnlrted 
AdnnstretlYEI'( Closed 

o select more than o~ exempllon press cortrol while selecting multJple exempt10ns) • 
ers or natfoolll defense or tore;gn policy 

and Proctiees 

Figure 4-11. Action Taken Drop-Down Menu Options. 

g. Options within Action Taken: 

{1) If the request is "Denied in Part" or "Denied in Full" the Exemption menu 
displays (as shown in Figure 4-12 below). To select more than one exemption hold 
down the Control button as you select individual exemptions. If "(b)(3)" exemption is 
selected ou will need to identi the specific statute as shown in Fi ure 4-13 below. 

Acbon Tu:.,n I Deni!:d In Part .:] 
... 

Exemption 

(b)(S) • Prfvieged lnler~ency or tntre-Agency Memoronde or Letters 

Figure 4-12. Multiple Exemptions. 
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Ellell1'11ion 

bl sututes 

Please Select en~ (To select more than one exernption press conttol while selecu,g roo14)1e ex~) "' 
(b)(1) - Classified secret mcilers or relioMI defense or foreqi poky 
(b)(2) - ttefl'l81 Persomel RI.des and Prectices 

ljPtease Select a b3 statutes 
1 • 5 USC §57 4(J) 
2 - 5 USC App. "• Sec 207(aX1 )(2) 
3- Sl.lSC§7114(b)(4) _ _ 

Figure 4-13. Statutes Associated with Exemption (b}(3). 

.., 

(2) If the "Administratively' Closed option is selected a separate "Reason" 
scrollable drop-down menu appears. Select the applicable reason as demonstrated 
below in Figure 4-14. Remember to identify the office to receive your referral in the 
"Referred To" field. 

-
Rea,-.onl Plesse Seled a Reason-

-
AalonTaken Admlnlstnllively CIOsed V V 

.. : ........ ., 
Please Selea an Exl!flPIOR (To $1lled more~• C-1 - No Records ,.....~)"' 

Ellenlption 
(b)(1) - Clsssmed seotel matters or Otltoonel d< C-2 - Relerrais 

r)(2) - lrtm01 Personnel Rue$ and Practices C-3 - Request w dhdrawn 
(bXJ) - b3 e=plJons C-4 - Fee related reason V 

-
Pr o,e$slng Cost lnfomwtlon 

C.5 - Recotds not ,easonebly dew'ibed 
C-6 - NtC a proper fOIA request tor -.e olher reeson 

Re.quest tor Fee --C-7 • Nc1 anftJ;Jercy Record 
W.aivet ? □ fee C~egory ~ase S. C-8 • °'4)11cete Request 

C-9A - Electronic Referral - -
Am ount Collected ,'O~ 

C-9B - 1nsufllcieri Addren 
fee Amount s I C-9C - lacked 3rd Party wo,ver 

- C-00 - Pldcly scld Ooc:uneri 
Refenedlo C-9E - 0.ed !ll'RC Rerer .... 

- - - -- C-Sf - Non-Amuaion 

I 
- C-9G - Improper Reierrels 

Rem.ll·ka C.9H - Not Agencv Issue 

Figure 4-1 4. Administratively Closed Reason Options. 

(3) When a request is granted select the "Granted" option from the drop-down 
menu. You are not prompted or required to select an exemption or reason. 

,.. 

V 

h. Utilize the Fee Category drop-down menu to select the applicable code. The 
options are: "Commercial," "Educational/News Media," and "Other." (These are shown 
in Figure 4-15 below.) Once you select the appropriate category of requester the data 
contained in a DD Form 2086 is displayed as shown in Figure 4-16. (Note: The DD 
Form 2086 will not be displayed when Administratively Closing a Case except then the 
reason is either "No Records" or "Fee Related Reason." All of the business rules 
associated with determining processing and chargeable cost. have been built in to this 
portion (i.e., Commercial requesters are charged for Search, Review. and Duplication; 
Educational/News Media requesters are not charged for Search but are charged for 
Review and Duplication after the first 100 pages; Others are charged for Search after 
the first two hours, not charged for Review, and receive the first 100 pages free of 
duplication). Once all of the processing costs are entered you are required to annotate 
the Total Charged, if Fees were Waived or Reduced as shown in Figure 4-17. Fees 
under the DoD $15.00 threshold will not be accepted. 
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Processh1g Cost tnro,m-._lon 

Request for fee 
walvet? 

Fee Amount 

□ 

f 

fee c;nego1y !'Please Select ---;'] 
)f£44iM 
commeroal ~ 

Amotmt Collected ~ meda I ining $ 1 

Figure 4-15. Fee Category of Requester. 
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Figure 4-16. Processing Cost Calculations. 

Total Collett.able Feecs S: 

Total Proces!ling Fees $1 ~ 

Total Ch;uged sL-=:=J 
Fee W,1ive<I? 0 

fee Reduced? 0 
Fee llot Applic-~le7 0 

Figure 4-17. Total Charged, Fee Waived, Fee Reduced. 
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i. Enter the "Fee Amount" in the appropriate field as shown in Figure 4-18. If no fees 
have been collected on this request you must enter a numeric zero in the "Amount 
Collected" field. The "Fee Remaining" field is auto-calculated. 

Fee Amount sl Amount Collected 0.00 Fee Rem11inlng $[___ 

Refet red To L 
Rem.-rks 

[ CfoseC8se 

Figure 4-18. Fee Amount Charged. 

j . Press "Close Case" at the bottom of the screen. 

k. Once the case is successfully closed , you will be notified as shown in Figure 4-19. 

Vour Case Number fP..03-000111 (F A.-03-0022) 1$ Closed 

Another Case I Jm 88ek to Cese l 

Figure 4-19. Case Successfully Closed in FACTS. 

I. You may still view cases closed in FACTS. However, only remarks, fee collection, 
and appeal information can be added from the Existing Cases tab by the Action Officer 
and Activity Admin (refer to Figure 4-20 for the location of these options). 

Figure 4-20. Enter Remarks, Fee Collected, Appeal - Closed Case. 

m. The Activity System Admin user may also enter remarks, fees collected, appeal 
information and Admin Edit (update all information except FOIA Control Number/Case 
Numbers). Refer to Figure 4-21 . 
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FOIAiPA Reque-St lnfornntion 

Control !lumbe r 
FP-04-000019 Requttt Date 10/1/2003 Suspense Date t0J30/2003 
FA-04-0019 Received O.ate 10/2/2003 &tension O:rte 

Figure 4-21 . Activity System Admin Closed Case Options. 

4-4. View All. View all cases assigned to your activity by selecting the "View All'' tab 
from any of the Case Management module screens. The fields within "View All" include: 
Control Number, Activity Number, Requester Name (Last and First), Date Received, 
Suspense and Extension Date, Date Closed, Action Officer, Type, Classification, and 
Action Taken. The default list cases in ascending order for the current Fiscal Year. 
Sort any field by clicking on the field title as shown in the example of sorting by Action 
Officer (Figure 4-22). To access any of the cases click on the corresponding 
hyperlinked Control Number. 

\i@UM@• I. • 

C -. 11-fof§-@U 11111■11 Act,on Taken 

FP~3--0000SO F A-03-0J01 Romero Kelhy S/9/2003 Cenet,&endl> FOIA t.h:18ssi(ied 

FP.ro.oooo99 f .a..oo.-0)10 Corel Dorry Mr.ro3 Carter. Brenda ~ U'ldasstfled 
FP:!l;Hml 1~ F A-03-0013 Yandose WfJllt; '31'10J2003 Cerler,Brend, FOIA lh:ms,(;,,d 

FP-03-rol098 F A-03.{0]9 Bed Boys 9Sl2003 Carter, Brenda Bah lklclli3SJtied 

FP-Q;l:OOO!ll!~ F A-03-0006 Vendoss W841,y 919/2003 FISHER, STEPHEN FOIA u nclas;ifled 

Fe--01-rol! Ill F A-03-0014 Aslora Truay 9/9/2003 FISHER, STEPI-EN FOV. lh:lessl1ied 

FP-03-00011:!a FMJ3.0016Mardek (lredy 9'9f2003 RSl-@.STEP!fil f()l,t,~ 

Ef-03-0001 ~ fMJ3.0011W3yne Jam 9/9/2003 FISHER, ST6'H9-I fOl,I. ~-

FP-03-!XD:l9Z FA-03-0008 Truedow Jamie 9l9/2003 FISHER, STEPHl3'4 FOIA lh:la=fled 

ff-!ll:mim1 F A-03-0002 O,ull!J Conn.e 9/912003 FISHER, STEPHEN FOIA IJnclMsit,ed 

FP.Ol-000~ F A-03-0004 Jamie Celhound-Mll2003 FISHER,STEPtEN fa.ls Confl:lem8i 

ff-03-ml092 f A.ro.ooo:3 Sinoe Jos.epll 9,9/'2003 Jordan,,-., FQA f.rd3=11ed 

FP ~-OOOOS6 f A-03-0007 Vendorgef O>atles 9l9/2003 ~.Mary fOIA ~fied 
fP-0~1Ql f A-03-0012 V'«lrta Wltf 9l9/2003 Jordan, Mory FOIA Uidi=ified 

Ee•!l~·!X!Q1 ~ f A.03-0015 Tussle Ronald 9/912003 Jordan, Mory FOIA Uncl!lssifled 

Ee:Q3-lm1 1 l FA-03.0022 Vandosa ""8l'f 9110/2003 9110/200:J Pece, ~e fOIA Ulcla~llled Acl'lnslretively Closed 

fP:OJ:@107 f A-03-0018 lllla'Ine ,k;sme 9N2003 PIICe,Calie FaA lh:lss:slhed 

Figure 4-22. View All - Sorted by Action Officer. 
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Chapter 5 
Search/Advanced Search Module 

5-1. General. All registered users may search case information on an Army-wide or 
activity specific basis by selecting the "Search/Query" tab available from all screens 
within FACTS. The simple search method is the default method as shown in Figure 5-1 . 
To build complex search criteria press the "Advanced>>" button at the bottom of the 
screen. 

HOME II CASES SE!\RCH / OOER\ REPORTS II Pfl'OFILE II IOAs II P.RMY ,'l(TlvlTIES II HELP II USER MAMI.IAL II LOG OUT 

FOIA PA OUERY PAGE 

FOIAIPA query pege allows all users to pertorm complex S<'.,,Ches on tile A rmy Freedom 01 1n1orm111,on <>nCI Prlvacv .Acts c~" Treclmg 
end Logging System. 

Se,:u ch ui1e1ia 

fOIA C Ofltr ol 
ll11mbe1 

Subject M..tte, 

Comp:any ll.lnv 

fisulYe.J/1 Al v 

Activiey Co11trol llumbff - J 
Re<1ueste1" L~st """'" ~ -= J 
Pe que.'let$ f'ws1 ll;ifltt! __ __ ] 

Refene<lto 

Attivfty Re~elved O> FOIAPA OM_ 3""' ___ -- -- -- --
Ule Re11uest - -

Figure 5-1 . Simple Search Screen. 

5-2. Simple Search. 

.., 

a. Simple searches can be based on a single entry or combination of entries within 
the fields of Control Number, Activity Control Number, Subject Matter, Requester Last 
Name, Company Name. Referred to, Fiscal Year, and Activity Received the Request. 
Your activity is the default activity within the search criteria. To search on an Army-wide 
basis select the entry "Please Select an Activity" entry from the drop-down menu. 

b. You may also use partial entries in any of the search fields (i.e., 0090 for Army or 
Activity cases containing 0090 within their number). 

c. The standard search results will identify cases by Control Number, Activity 
Number, Activity Name, Requester Last Name, First Name, Date Received, Date 
Closed, Action Officer, Type, Classification, Action Taken, and Pending Days. If your 
search criteria included Subject Matter, Company Name, Referred To, the results will 
include these fields. 
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d. As in the "View All" mode you may sort or group by any search result field by 
clicking on any field heading. 

e. To view case information click on the corresponding linked Control number. 
Activity Admin and Activity System Admin Users will have the options to Edit or Close 
cases assigned to their activity. Action Officers will only be able to Edit those cases 
assigned to them. 

f. The "Record Count" appearing at the lower left of the search result screen displays 
the total number of records that met the specified criteria. 

Note: If changing the search criteria users are encouraged to "Reset Form" (see the 
NReset Form" at the bottom of Figure 5-1 ). Experience has shown when intending to 
highlight and delete previous search field entries, users may inadvertently insert a 
"space." The search system interprets the space as criteria, which will result in null or 
incomplete results. 

5-3. Advanced Search. 

a. To perform complex queries or build searches using other criteria press the 
"Advanced>>" button found at the bottom of the page. Figure 5-2 shows the 
Advanced Search Screen. 
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Figure 5-2. Advanced Search Screen. 
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b. Advanced searches can be based on a single entry or combination of entries 
within the fields of Control Number, Activity Control Number, Subject Matter, Requester 
Last Name, Company Name, Referred to, Fiscal Year, Activity Received the Request, 
Action Officer, Status of Cases, Received Date, Suspense Date, Extension Date, 
Closed Date, Classification of Request, Request Type. Priority, Action Taken. Fee 
Amount Due (range or any amount due), Days Pending (range or any number of days), 
Any Amount Due, Any Amount Collected, and Over Due Amounts. As in the simple 
search method, your activity is the default activity within the search criteria. However, 
you may select another activity for a specific search. In order to search on an Army­
wide basis you need to select "Please Select an Activity'' from the drop down menu. 
Action Officers shown are registered users associated with the selected activity. 

c. You may also use partial entries in any of the search fields (i.e., 0090 for Army or 
Activity cases containing 0090 within their number) and partial names. 

d. The standard search results will identify cases by Control Number. Activity 
Number, Activity Name. Requester Last Name, First Name, Date Received. Date 
Closed. Action Officer, Type, Classification. Action Taken. and Pending Days. If your 
search criteria included Subject Matter, Company Name, Referred To, any of the Date 
options, or Fee Amount options, the results will include the applicable fields. 

e . To extract cases for a specific time frame (for reporting purposes) you may specify 
date range for any of the listed date fields in combination with other search criteria. 

f. You can identify cases that have amounts due or where money has been collected 
by checking "Any Amount Due" or "Any Amount Collected" respectively. 

g. To find cases with past due amounts for your activity or Army-wide check "Over 
Due Amount". This allows you to identify deadbeat requesters whose requests can be 
administratively closed without processing. 

h. As in the "View All" mode you may sort or group by any search result field by 
clicking on any field heading. 

i. To view case information click on the corresponding linked Control number. 
Activity Admin and Activity System Admin users will have the options to Edit or Close 
cases assigned to their activity. Action Officers will only be able to Edit those cases 
assigned to them. 

j. The "Record Count" appearing at the lower left of the search result screen displays 
the total number of records that met the specified criteria. 
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Note: If changing the search criteria users are encouraged to "Reset Form" (see the 
"Reset Form" at the bottom of Figure 5-1 ). Experience has shown when intending to 
highlight and delete previous search field entries, users may inadvertently insert a 
"space." The search system interprets the space as criteria, which result in null or 
incomplete results. 
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6-1. General. Currently, there are three separate reports defined within the Reports 
Module. All of the reports available within the Reports Module are specific to the user's 
activity. Other report type products can easily be replicated within the advanced search 
module. Reports defined within the search module may be on any specific activity or 
Army-wide. Below are examples of basic type reports available from within the Reports 
and Search Modules. 

6-2. Status Report (Reports Module). 

a. Select a Start Date and End Date. To specify a date you may either enter the 
date as MM/DDNYYY or click on the calendar button shown at the right side of the date 
entries as shown in Figure 6-1 below. Press "Run Status Report." Please note that the 
status report can be generated for any time frame (e.g. weekly or monthly periods). 

b. The results will identify the statistical information pertaining to the time-frame: 
number of requests open at beginning period, number of requests received, number of 
requests closed, average processing time, number of requests open at the end of 
period, number of requests pending, average days pending, and fee related amounts. 
(See Figure 6-2 below for a sample results.) 
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Figure 6-1 . Status Report Screen. 
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R~port for 1,2,,2ots to 2,11,2oos 

Number of requests open at begimlng period 2391 

Number ot requests receiVed 807 

Number of requests closed 759 

Number of requests open al the end of period 2◄39 

Number of requests pending 1446 

fee Amol..n 

AIOOll'ltColected 

Arn<X.rdOWed 

$909422 

$ 3474.21 

$5620 01 

Average Processing nme 12 49 

Average days Pendrg 43 

Figure 6-2. Status Report Results. 

6-3. Annual Report (Reports Module). 

a. The Annual Report consists of statistical and specific data regarding Initial 
Request Determinations, Exemptions Invoked on Initial Request Determinations, "Other 
Reasons" Cited on Initial Determinations. Statutes Cited on Initial Request (b)(3) 
Exemptions, Appeal Determinations, Exemptions Invoked on Appeal Determinations, 
"Other Reasons" Cited on Appeal Determinations, Statutes Cited on Appeal (b)(3) 
Exemptions, Number and Median Age of Initial Cases Pending, Total Number of Initial 
Requests Received During the Fiscal Year, Types of Requests Process and Median 
Age, Total Amount Collected from the Public, and Program Cost (to include Number of 
Full Time Staff, Number of Part Time Staff, Litigation Cost, and Total Program Cost). 
With the exception of Appeal and Litigation related information FACTS has the 
capability of capturing, calculating and producing all of the data required for the Annual 
FOIA Report. 

(1) FACTS is a Day-Forward System. Any cases pending on the implementation 
date of 1 October 2004 will need to be reported be each activity for inclusion in the 
Annual FOIA report separately. 

(2) Statistical information on "Initial Cases Processed" is collected during 
processing (required fields when opening and closing individual cases). 

(3) Information pertaining to Appealed Cases and Litigations are provided 
separately from the Office of General Counsel and the Army Corps of Engineers (as 
appropriate). 

(4) Raw data pertaining to Program Costs is entered by the Activity System Admin 
user from the Reports Tab as shown in Figure 6-3. As this information captures either 
the number of months or hours an employee dedicated to FOIA/PA functions this 
information should be entered at the close of a fiscal year. 
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An1111alReport 

FIScel Yee, 

Year Siert 

Yef!i/End 

Enet Progrem Costs 

RIX'!Amull!Repo,1 

Figure 6-3. Activity System Admin: Enter Program Cost (From Reports Tab) 

{a} To access the calculating modules the Activity System Admin user must select 
the reportable Fiscal Year and then select "Enter Program Cost" from the Reports Tab 
as shown in Figure 6-3 above. 

(b) "Click to Add" Full Time Employees to expand this module to the screen shown 
Figure 6-4 below. Enter the Employee Name, Months (individual dedicated to FOIA 
responsibilities), select the appropriate Local Area, GS Level and Step OPM based 
tables from the corresponding drop down menus. Complete the entry by pressing 
"Update" (shown below the Employee Name). Repeat this process until you have 
entered this information for each Full Time Employee. 

r·······~-~-"H' _ _-__ - _·_ ~~ - -- - ., l-Sdect- .., --~ 

Figure 6-4. Full Time Employee Calculations 

(c) Part Time Employee information is entered in the manner except enter the 
Hours (individual dedicated to FOIA responsibilities) instead of Months as shown in 
Figure 6-5. Repeat this process until you have entered this information for each Part 
Time Employee. 

How• LoalAre■ 

Figure 6-5. Part Time Employee Calculations 

{d) "Click to Add" Contractors to expand this module to the screen shown in Figure 
6-6 below. Enter the Employee Name, Months (contractor dedicated to FOIA 
responsibilities), Cost, and check Part Time when applicable. Complete the entry by 
pressing "Update" {shown below the Employee Name). Repeat this process until you 
have entered this information for each Full Time Employee. 
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Figure 6-6. Contractors Calculations 

(e) The required 16% (benefits) and 25% (overhead) costs are automatically 
calculated and reflected in the ''Total Program Cost." 

(f) The Total Case Processing Cost is a consolidated figure from the completed 
DD Forms 2086 for your activity. 

(g) To add miscellaneous costs (i.e., printing, training, TDY) press "Edit" by the 
"Other Cost" (refer to Figure 6-7). Manually enter the appropriate figure. This figure will 
also become part of the "Total Program Cost." 

Full Time Employee Man-Years: 5.000 

Pan Time Employee Man-Years. 0.000 

Total Case Processing Costs· $0.00 

Total Overhead Costs· $507,135.-35 

Other Costs: 1$0.00 Update Cancel 

Figure 6-7. "Other Costs" in Total Program Costs 

(5) All users can view the Annual Report from the Reports Tab. Select the 
appropriate year and "Run Annual FOIA Report." (Refer to Figure 6-3.) The results (as 
shown in Figure 6-8) will be specific to the user's activity. (Activities with reporting sub 
organizations can run the report on an independent or consolidated level. If the sub 
organizations are not displayed contact FACTS@rmda.belvoir.army.mil.) 
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Figure 6-8. Annual Report Results. 
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6-4. Current Open Cases Report (generated from Advanced Search Module}. 

a. From the Advanced Search Screen (Figure 5-2 above) you may produce a report, 
which will identify all open cases under your activity's purview. To do this, ensure your 
activity is selected from the activity drop down menu {your activity is the default) and 
click to specify the status as "open" as shown in Figure 6-9 below. 

Ac1iv
1
i~/,::~:e,: IDA FOIAIPA Division .::J 

Action Officer j Please Select an Action Officer iJ 
Cases r. Open (' Closed (' Appealed 

Figure 6-9. Open Case Query. 

b. The results of this search will be shown as the sample in Fi ure 6-10. 

Control Humber 
First Date 
Harne Received • I I 

Action Officer ■6iH1:iif&iH:lii 
FP-03-000090 

FP-03-000091 

FP-03-000092 

FP-03-000093 

FP-03-000097 

FP-03-000100 

FP-03-000101 

FP-03-000103 

FP-03-0001 D5 

FP-03-000106 

FP-03-000108 

FP-03-000110 

FP-03-00011 4 

F P-03-000098 

FP-03-000102 

FP-03-000113 

FP-03-0001 07 

FP-03-0001 09 

F A-03-0001. Romero Kathy 91912003 

F A-03-0002 Chung Connie 919/2003 

F A-03-0003 Smoe ,Joseph 91912003 

F A-03-0004 Jamie Calhound 9/912003 

FA-03-0008 Truedow Jamie 9/912003 

F A -03-0011 Wayne John 91912003 

F A-03-0012 Wonka \llillly 91'9/2003 

F A-03-0014 Astora Trudy 9/9/2003 

F A-03-0016 Mandella Grady 9/9!2003 

F A-03-0017 Zabrtth Kent 91912003 

F A-03-0019 Madnne Calibre 9/'912003 

F A-03-0021 John Doe 9110/2003 

F A-03-0025 jones jemie 9111 /2003 

F A-03-0009 Bad Boys 919/2003 

F A -03-0013 Sugarbaker Suzanne 91912003 

F A-03-0024 Sweeney Gerald 9111/2003 

F A-03-001 8 Walline Justine 9/9/2003 

FA-03-0020 Derring Alma 919!2003 

Carter, Brenda FOIA Unclassified 

FISHER, STEPHEN FOIA Unclassified 

Jordan, Mary FOIA Unclassified 

FISHER, STEPHEN FOIA Confidential 

FISHER, STEPHEN FOIA Unclassified 

FISHER, STEPHEN FOIA Top Secret 

Hogstetter, Darria FOIA Unclassified 

FISHER, STEPHEN FOIA Unclassified 

FISHER, STEPHEN FOIA Unclassiiied 

Pace,Callie FOIA Unclassified 

Pace,Callie FOIA Unclassified 

Pace,Callie FOIA Unclassified 

Jordan, Mary Both Unclassified 

Carter, Brenda Both Unclassified 

Pace,Callie FOIA Unclassified 

Jordan, Mary Both Unclassified 

Pace, Callie FOIA Unci.assit1ed 

Pace, Callie FOIA Unclassified 

Figure 6-10. Sample Open Case Report Screen. 

c. The results will be arranged in numerical order and will identify control number, 
activity number, requester's last and first name, date received, action officer, request 
type, and classification. The results may also be sorted by any of the shown fields. In 
the Figure 6-11 the same results are sorted by Action officer (click on the column 
heading titled Action Officer). 
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Activity Req. 
Control Humber !lumber Last Name Action Officer ,} lllbhM:il¼ii·i:16¥ 
FP--03-000090 FA-03-0001 Romero 

FP-03-lnl098 F A-03-0009 Bad 

Ee-03-000091 F A-03-0002 Chung 

FP-03-000093 F A-03-0004 Jamie 

FP-03-000097 F A-03-0008 T rueuow 
FP -03-1!!!1 00 F~1Wsyne 

FP-03-000103 FA-03-0014 Astora 

fP-03-000105 F A-03-0016 Mandella 

FP-03-000101 F A-03-0012 Wonks 

FP--03-000092 FA-03-0003 Smoe 

FP-03-000113 F A-03-002◄ Sweeney 

FP-03-0001 1 4 F A-03-0025 Jones 

FP-03-000107 F A-03-0018 \/ValliMe 

FP-03-000109 FA-03-0020 Detmg 

Klllhy 919/2003 

Boys Ml/2003 

Connie 9/9!2003 

Calhound 9/9/2003 

Jaime 9J9l2003 

John 9J9l2003 
Trudy 9/9/2003 

Grady 9i9f2003 

way 9/9/2003 

Joseph 9.19/2003 

Gersld S/11/2003 

Jamie 9/11f2003 

Justine 919/2003 

Akna 9l9l2003 

Corter, Brenda 
Carter, Brenda 
FISHER, STEPHEN 

FISHER, STEPHEN 

flSHER, STEPHEN 
flSHER,STEPHEN 
FISHER, STEPHEN 

FISHER.STEPHEN 

Hogs1etter, Dania 
Jordsn,M<a-y 

Jordan, Mary 

Jordan, Mary 

Pace,Cellie 

Pace,Calie 

FOL.A. lklclas:s1fied 

Both l.h::lassifred 

FOIA Unclassified 

FOIA Confidential 

FOIA l..rdasstfied 

FOIA Top Secret 

FOIA unctassl1Ied 

FOIA Unclass1f1ed 

FOIA lklclasSffied 

FOIA lkdass1fied 

Both Unclassified 

Both Uncfassltled 

FOIA Unclassified 

FOIA Lhclsssrfied 
FP-0..1-000102 F A-03-0013 Sugatb8ker Suzame 919f2003 Pece, Callie FOIA Unciass1tled 

FP-03-000106 FA-03-0017 Zabrtth Kent 9/9/2003 Pace, Callie FOIA Unclassified 

FP-OJ..000108 F A-03-0019 Madrtne Calbra 9/9/2003 Pace, Callie FOIA l..Jncfasstfred 

FP-03-000110 FA--03-0021 Jom Doe S/10/2003 Pece, C8lrle FOIA lb:iasstfied 

Figure 6-11 . Sample Open Case By Action Officer Report Screen. 

6-5. Closed Cases Report (generated from Advanced Search Module). 

a. From the Advanced Search Screen (Figure 5-2 above) you may produce a report, 
which will identify closed cases under your activity's purview. The template to run this 
report is similar to the Open Cases query. However, you should specify the beginning 
and ending dates for your closed cases report. See the example in Figure 6-1 2 below: 

ActiviC;), Receive d Please Se~ 80 Actlvil -- -
U•e R equ est ____ Y -- -- --

Ac:tlon Office, I Plea!!Oe Select on ActlOn Ollleet- V 

C.-.s e-a O Open 0 Closed O App-,eled 

R•.c:etved Date 1 0/01 /2004 ~H l o 

Susp e0$e D.ne ~ · I 10 ◄ ► February __. 2005 ._ EJ 

Erte1uil o n D.ne [y]-1 to 
--j M o n Tue W e <I Thu Fri S '1t Sun 

C losed D•e ~ -I lo 

Re-qu e~ C lass .=:-• conildenbel 0 Secret 0 Top Secret O unc: 
Rec1ues1 Type O FOIA O PAJFOIA 

7 8 

2 

9 
,. 15 16 

21 22 23 

28 

3 4 s 
10 11 12 
1 1 18 19 

24 2S 2 6 

Requea1 Prlo,.rty O smple O comple'lt O E:q:,edited 

Action T.lk en Please S elect an Action " 

Today ISThu, 17 Feb 2005 

Fee Atno unt. Du e L __ _ 

0,1ys P e ndi n g l 
D Any Amount Due D A ny Amount Collected 

___J D Any Days Pending D Over Due Amounts 

Reset Form Advanced < < 

Figure 6-12. Close Case Query. 
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b. The results of this search will be shown as the sample in Figure 6-13 below. 

@@fill WM·Hiii Type Cl.tSsification ction hken 

FP-03-000094 F A-03--0005 Deel field Justn 9J3l2003 9J3l2003 Pace, Cde FOIA lklclasstfied Of arted 

FP-03-000096 FA-03-0007 Vanctorger Ch81les 919/2003 911112003 Jorden, Mary FOIA Unclsss1tled Admmistrmlvety Closed 

FP-03-000099 FA-03-0010 Coral Dorry 91912003 9111 !2003 Pace, C1111ie Both Unclassified Denied In P11rt 

fP-03-000112 FA-03-0023 Vandosa Wally 911 onOCJ3 911 I /2003 Carter, Brenda FOIA Unclesslfted Oened in Part 

f'P.l)3.000095 F A-03-0006 Vendostl Wely 919/2003 9111 /2003 Thooton, Jenee FaA ln:lassllied Gnrted 

FP-03--000104 FA--03-0015 T~ R006ld 913f.!003 9111/2003 Pace, cale faA lrdasslt~ Denied n Part 

FP-03-0001 11 f A-03-0022 Vandose Wally 9110/2003 9110/2003 Pace, Cele FOIA Unclassnled Adrrunistrebvely Closed 

Figure 6-13. Sample Closed Case Report Screen. 

c. The results will be arranged in numerical order and will identify control number, 
activity number, requester's last and first name, date received, date closed, action 
officer. request type, and classification and action taken. The results may also be 
sorted by any of the shown fields (i.e., Action Taken, Action Officer). 

6-6. All Cases ("View All" Tab within Case Management Module). See 
Figure 4-22. 

6-7. Accomplishments/Backlog/Caseload (ABC) (generated from Search Module). 

Some reports may serve as a useful management tool in analyzing the 
accomplishments, backlog and caseloads. In Figure 6-14 the activity, action officer, and 
time-frame has been identified. In this instance the results will identify all the open and 
closed cases for a specific Action Officer. The results are sorted by Action in Figure 6-
15. 
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Act.lv it;:Y Rec eived I Please S e lect an AC11v lty 
the Re,1uest -- -- - - -

Action Offic-er- ~ ease S ele~n Aetion_9t-tlcer v J 
c. ... e• O o,:,en O aoset:t ◊Appealed 

Re-ceht<>d 0-rte ""'$ :::f to ~-~ , 

.eI=j lo 

__ [of=J to 

◄ ► Fabruary - 2005 ._. E3 

Exto-11,sfon Dat e 

~ H 10 I j 
0 Confidentl.,1 <..> Sec,et O Top S ecret O Un 

0 FOIA O PAJFOIA 

M on 

7 

14 

2 1 
28 

Tuo Wod 

1 2 

8 9 

15 18 

'22 23 

n,u Fol S alt S un 
3 4 5 

10 11 1 '2 I, 

17 18 19 n 

24 25 26 .. 
C lo9ed Omo 

Re-c1ueot C las• 

Requee1 Type 

Requ-t Polo,~ 

Ac't.lon T.aken 

F-ee An-.oont Due 

0 Simple O C omplex 0 E xpedded 

Pie$_... Select ..n Adlo~~ 

Today IS Thu, 1 7 Feb 2005 

) D AI\V .-.mou,i Due D.a.nv Amou,t Collected 

Days P e ndin g 

lo 

lo I 0 .-.nyoays Pendng D0ve. Due Amounts 

Reset Form Advanc ed<.:; 

Figure 6-14. Accomplishments/Backlog/Caseload by Action Officer Report Screen. 

ctivity 
ComTol Humber b um er 

Q. Ftrst '1oate 1
Date I 

Last Hame1llame 
1
Recei11edlc1osed Action Officer lassification Action hken ~ 

fP-03-0001 /:m F A-03-0017 Z.llbtih Kent 9J9/2003 Poce,calle FOIA ~1ied 

FP-03-000108 FA-03-0019 Madttne Calibn.1 9/9/2003 Pace.Came FOtA UnclaS:Slfied 

FP-03-00011 Q F A-03-0021 John Doe 9/1012003 Pace.Callie FOIA Unclass1fled 

FP-03-0001 Q~ F A--03-001 3 Sugarbaker Suzanne 9/912003 Pace,Callie FOIA Unclassilled 

FP-03-000107 F A-03-0018 Walline Justine 9/9/2003 Pace,Calhe FOIA Uhclass1fted 

FP-03-00J1 ~ FA~20 OerTTIQ A.ma 9l9J2003 Pace, Cde FOIA lh:laS$!fted 

FP-03-0001 J1 f A--03-0022 V~ waitv 9J10/2003 9/1 OJ2003 Pece, Cale FOIA Ulcl8ssltled AdmnstrtltNely Closed 

FP-03-00lJ99 F A--03-001 0 C«al Dorry 9J9l2003 9111 /'2003 Pece, Ca!lle Ekxh ~ Oeoied in Part 
FP-03-0C01 ~ FA-03-0015 Tussle ROMld 9i'3f2003 9111 /2003 Pace, Cale FOIA l.h::lasslhed Denied n Part 

FP-03-000094 FA-03-0005 Deerfield Justn 9i'3l2003 9J9/2003 Poce. caDie FOIA Uncle"1fled Granled 

Figure 6-15. Accomplishments/Backlog/Caseload by Action Officer Report Screen 
(Sorted by Action) 
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Chapter 7 
Initial Denial Authority Module 

a. The Initial Denial Authority Module is an inclusive listing of the Initial Denial 
Authorities (IDA) complete with current mailing address, phone number, DSN prefix, 
Fax number, and area of responsibilities. The General Order 3, which redirects some 
functions and responsibilities at Principal Headquarters DA level, will be reflected in this 
module. As changes occur they will be updated here. 

b. To access the IDA Module select the "IDA" tab from any of the screens available 
in FACTS. Figure 7-1 shows the IDA page. 

"'1Trt md Ar Force Ext:han\R Seoo;e 
HQAAfES 
ATTN.Ge 
P.O Box 65Cni1 
Delles 
TX 75265-0061 
Phooe: (21 4) 312-3876 
Fax: (214) 3'12--4141 

IDA's LISC 

AU1l10RIZfD TO ACT OIi! REQUESTS FOR AAfES RECORDS 
UNDER AR 60-20/AFR 

A;s;irlari Chef ot staff 1or hst1!@91io!, ~ 
ATTN. 0~ AlJTHORlZH> TO ACT ON REQUESTS FOR RECORDS REtATNO TO Pl..ANfllNG 
600 Army Penagon PROORMMNG 
Room 1 E6TT EXECtmON AND OPERATION OF ARMY INSTALLATIONS THIS INCLUDES BASE 
Washington REALIONMENT AND CLOSURE ACTIVITIES 
DC 20310-0600 ENVIRONMENT AL ACTMTIES OTHER THAN LITIOA TION 
Phone (703) 692-9247 f ACIUTIES AND HOUSING AC'TMTES 

fax: (703) 695--4999 AJII) NSTAUATION MANAGEMENT SUPPORT ACTMTIES 

Asststan Segetery 01 lhe Anny IFIJ8QC>III M~) and Conproler 
ASSISTANT SECRfT.e.RY Of Tl-£ ARMY AUTl10RIZED TO ACT ON REQU:STS FOR FNANCE A!10 ACCOl.MlNO RECORDS 
(FIIIANCIAL MANAGEMENT) AND 
COMPTROLLER 
ATTN- SAFM-SACO 
109 ARMY PENTAGON 
RM3E346 
tNASHNOTON 
DC 20310.0109 
Phone· l703) 6.92-2502224 
f ex: (703) 692-1723 

Figure 7-1. IDA Screen. 

c. It is the responsibility of each IDA office to ensure the infonnation posted on this 
page is correct. Changes to addresses. telephone numbers and areas of 
responsibilities must be submitted to FACTS@rrnda.belvoir.army.mil as they occur. 
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a. The Army Activities Module is an alphabetical and scrollable inclusive listing of the 
Army FOIA/PA Program Offices complete with current mailing address, phone number 
and fax number. As changes occur they should be updated by the Activity System 
Admin Users (see paragraph 8d below). 

b. To access this module select the "Army Activities" tab from any of the screens 
available in FACTS. Figure 8-1 shows a view of the Army Activities page. 

- ---- - ------------
ti(_~ 11 (AScS II Sc.0.9':H 1 :..£R ( I REl'(>R7S 11 5Y 

[ Al my Adiwity List 

GllO f/rdlm!:?t Opggr1m Co!!dl!nce a ~ ~ • Cqjrol (E<X:) 
C""""'°' Rc:/!M' Ane,,cy {EEQCRA) Director 

Alln SAAfi.SfECR ElceaJ1ve Co!ntn\ncatJons end Cortrol 
1941 Jet ter"°" O..vt., HighWlly Ol hce 01 tt1e Secretary of the Almy 
Sute 221 101 Amr( Penll!QOll Room '.nlU 
All'lglon ~ 
VA 22202_..500 0C 20310-0101 
Phone: 70'.l-601-2295194 Phc7e 703 691-6569 
Fn 703.aJ2.a391 fax 

Florldq Neoonel Quard 
ATTN. lnlorm,monSl!Ma,s 
PIion!, (904) 823-0202 
fa.: 

f1l!'.1Ber!n! 
ATTN ATZB-IMA 
CDR IIIF CTR and FM Bennng 
Fort flelVWlQ Oec,-gils 3l00!>-S000 
l'mr>e.. (706) 54S-1265 DSN 83S53S6 
Faic:OSN83S..c;;90 

Fort AP HII! 
A mt NW'.fT 
Dep.ty NCR DON 
fort APHI 
14118 
Burle Rood 
Fort APH:IIVA 22427-3116 
Phone (804) 633-8350 
f ax DSN S.~2 

F0r1aiss 
ATTN ATZ~MP-R 
C1)R USA IIJr Def MTV ,ind f o,t Biss 
Fort Blsa 
r< 79916-5900 
PhDna (915)563-1'351 
fu; 05N978-lm 

AA/MY ACTMTES 

F",ru,us Amt 
1400 East Grayson 
SuAe 146 
Fort Sam Houston 
TX lsz.l'.7000 
Phone (?10) 221 -1711 
fax (210) 221-2920 

~ 
0ep,Ay 
NCROOM 

-----

US AlrrP1G<irrnanfarta.t,o,, 
10105 O,~ Road 
Sule 100 
Foo Belvolr 
>/A :?2060-5840 
Phone (703) 70,l..1522 
fax: 05N 6SC-1717 

~ 
lnlormlllon Technology Business 
Cante-
AFZA-H (fOIA) 
~2-1127 
~Slrea: 
fwtBr~ 
tJorlli C.olna 28310 

Figure 8-1. Army Activities Listing. 

c. To perform a word search select "Edit" and "Find on this Page .. from the Internet 
Explorer toolbar. Type the search criteria and press "Find Next" as shown in Figure 8-2. 

0 t,fatch !!Yhole w01d orly 

□Maleh~ 

01rect1on 

0 1!P 0 Qown 

F'tnd Next 

Cancel 

Figure 8-2. Search Army Activities. 
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d. It is the responsibility of Activity System Admin Users to update the contact 
information. This is done through the System Admin tab (viewed only through 
System Admin Accounts) see Figure 8-3 below. 

- ---

HOME II CAScS 1, $EAR(:H I OOERY II REPORTS SYS ADMIN iJPl0ADD.ATA II OM II ARMY V TM TiES ti >IELP' ti USER MANI.JAL ti L0i'.l01.JT 

Tllis •edlOl\ os tor System Admlr>s!ration rrom lhls areo, you can approve new u•eu. l!)p,ove pro1ie '-l')detes, end 
m&111:an svstem refereftce teblH. 

• U•et Proties Updal.ed • ApprOYe upd"1es to user pror,es 
• Edi Activ<ty lntormation - Mod1y Cm..ct tntormolion lor Act,vt-, 
• E\ectrock Reading Room • ~•d trequently I equesled doc"'1ents to electronic reecf,ng room 

Figure 8-3. System Admin (Edit Activity Information). 

e. Select the "Edit Activity Information" to expand the contact information for your 
Activity (refer to Figure 8-4). Press "Submit Update" when complete. 

40 

USER MAINTENANCE 

Activity Information E,lit 

Activ~y DA FOIAIPA lltV1soon 

Address jn o1 Telegraph Road, Surte 1 ◄4, Alexandria VA 22315-3905 

Phone ~703) 428-6508 

POCMI 

FAX [(703) 428-6522 

POC Last Name 1_Ma_ro_ n __ I 
____J 

POC First Name lr-A-pr-H --------------, 

Submil.Jpdate I 

Figure 8-4. Update Activity Information Screen. 

1 
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a. Only Activity System Admin Users can access this module to submit documents. 
This is done through the "Electronic Reading Room" tab from the ~sys Admin" 
screen (viewed only through System Admin Accounts) see Figure 9-1 below. All 
users can visit E-RR from FACTS links to access the submitted documents (see 
Figure 9-3). 

-
LR..1....&D(Ai .,, 11 C•A! 11 £1.!,l',~:Trl"ITES. II tftP 11 '.J:EFM.AH..!ftl.. !I LOO•:'lli 

n.s -.■tors~---- f,-11a-. ,aucw,~...,.._•,8"'-l"'U,..._es,­
...,., s,c~t.-tererce..-:S 

• Ulle P!otle:s """'"" • "All0'/9~!D- prOlies 
• Eot -.., .... .,_,.,,. - ,.corna111..- ,., _., 
• BedrorcReecir,g- - ~ lr~~doamerUIG-.«a:,e.dng,_ 

~ I ,:Y,C.,U "Jll'"X I fleW,JnGRogg"-.JQ!l I I.Xe 
f!'OA tppe f# I [,... :'4/«J ~ I U" •11,; ;vn:r;g:,:ytQ I """-'""-"'~' 

Figure 9-1. System Admin Screen. 

b. The E-RR Module allows organizations to submit documents for possible inclusion 
in the Army Electronic Reading Room. Documents containing non-releasable 
information must be redacted with the exemption(s) annotated and coordinated through 
the appropriate Initial Denial Authority. 

c. To upload files to the electronic reading room follow the instructions on E-RR 
Screen (see Figure 9-2). 

- ----
H<'.'l>tE II r A Sf<; 11 SE.,>CM IOl..fFV 11 f'EPORT'S SVSANIN uPI.OAC' DAT A 11 IC'A! 11 APMV AU1Vl1ES II HELP II USE"? t,!Ar-,JAL 11 LOO CUT 

OrgoruMJOlnl .. e tnaU991'0 10 SIAIIN ttequer1)y teqo.,ested docl..m«ts tor poss1l>l9 rdlSiOn 1'1 lhe ~ EledrorlC Reo,r,gRoom "°""""""' corcan,o ,,.,,,.,.._ 01formobon iwst be redoded rill the exerrc,bor(s) """"elecl ord cocrel"«ed lllrough the -oor• 
~ OelYlll AI.Cho,cy 

Vww,lbeno11n.aancethe.-.mernwe-..tad-theDAF,_01n~ ~lo lhektrry 
Boclronc R~ ROOffl 

fo \c,loed t,1es !G lhe eloclronc~ rtDlluse.,.,.. Mll'Ol7Brnond send• . ~ 

Figure 9-2. System Admin (E-RR Screen). 

d. Documents are submitted electronically to the DA FOIA/PA Division as 
attachments and will be posted to the E-RR after being reviewed and evaluated (see 
Figure 9-3). 
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To~ • l!I FQJA FAOS 

S...biect: E-AA document .._,bmlss,on 
--=~ 

Attachment Opt,oris,., ! 

Attached. pleas e find the following document(s) for possible iru:luston tn the Anny Electromc Rea~ Room I 

~ 
I 

AGmerno<.u1dance.p 
elf (227 KB) 

t 
Figure 9-3. E-RR File Upload Screen. 

e. To access the index of the documents select the "Electronic Reading Room" 
hyperlink included in FACTS Links (see Figure 9-4). 

-Of U'OIIMATIOll ~ m'i-'IC'I' ACTS CASE TRACldlG SYSTIM 

.-ccess ....i use or ine sYSlem ot -edlo tnsaxe seculf o!ntor_,cort _ __, l..lseno! F ACfS Sli<Md rd - ..., 
~eeotprm,cy 

~li"'•""si'"" ~ ,., 
~-t-t ,,..~ I t?i; A.Jl.3JC'retJ:~ ~-~ 

~,~, t eit-.,&<£2:1i,N,ics l 1~f4,J$1 Q?Q\•:'!!l!'-?!£1 

Figure 9-4. E-RR Access Screen. 

f. To retrieve any of the documents click on the corresponding hyperlink (see Figure 9-
5). 
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Figure 9-5. E-RR Index Screen. 
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Chapter 10 
Data Integration Module 

a. The Data Integration Module allows activities utilizing COTS and sophisticated 
Government developed systems the option and ability to transfer data into FACTS. 
FACTS Data Import Requirement documentation has been prepared by U.S. Army 
Freedom of Information and Privacy Act Office and provided to all activities registered 
with FACTS specifying the required fields, acceptable values, and corresponding 
business rules for opening and closing cases. The upload file has to be of XML format. 
Please note that only Activity System Admin Users can access this module to import 
data into FACTS. This is done through the "Upload Data" tab (viewed only through 
System Admin Accounts). (see Figure 10-1 ). 

~IOME II CASES fl SEARCH 1r.,UERV II REPORTS II USER A0MIN UPLOAD DATA ll)As 11 ARM\' ACTIVITIES II HELP 11 USER 

Uplo.td&.lu 

Please Select tour data tile: _ _ _ I Browse .. ] 

1 UploedOala 

Figure 10-1. Upload Data Screen. 

b. If the upload data file does not fulfill all the requirements specified in the Data 
Import Requirement Documentation, then the data transfer will fail and an error 
message will be displayed with explicit error description. (see Figure 10-2). 

C..c ldentiTIN Fidel 11....., hror 0e_,,1ptjon 

100 
--Qillcer- - e.b-,ptoncoreaAONtY 

101 Aciioj1_()11a, n,,lw Belongt lo lheom,a "<INIY 

50 11,t 50 Emmg Ct•,o not FOtlY.1 (10 Cl~o) 

so fee_C009 R~f'•!ICI 

50 f~.MOTC F~••..t 

so •«art_~ ~F;ca 

Figure 10-2. Data Containing Errors or Omissions Screen. 

d. If the upload data file meets all the requirements specified in the Data Import 
Requirement Documentation, a successful data transfer will follow. (see Figure 10-3). 
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Thank You! 

The File h8s been lmported 

2 cases opened 
1 cases closed 

Figure 10-3. Data Imported Successfully Screen. 
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