
1 | P a g e  
 

Information Collections System Guide 
Version 1.0                     9/16/2016 

Welcome to the Information Collections (IC) System! 
This document is intended to serve as a quick reference guide for the layout, content, and various 
functionalities of the IC System.  

The IC System is located at: https://eitsdext.osd.mil/sites/DoDIIC/Pages/default.aspx 

Table of Contents / Quick Navigation 
 

1. Homepage Navigation 

a. Using the IC System 
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3. Information Collection Workflows 
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c. Viewing Workflows  
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Homepage Navigation 
 

 

From the homepage (above), the vast majority of the IC System’s content can be accessed from the 
middle portion of the page (below), which functions as an accordion slider divided into five tabs: 
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Using the IC System 
  
The first tab provides links to various pages with general information about how to use the System 

 
 

 

Initiate Collections 
This tab houses all links that allow you to start or view information collection actions, i.e., the 
Process Generator and Workflow Initiations.  
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• The Process Generator: Opens the Process Generator to begin a basic collection 
determination. 

• My Process Generator Summaries: Action Officers will be able to view Process Generator 
Prescription Summaries they have personally initiated. 

• Information Collection (IC) Workflow Initiation: Begins the IC Workflow creation process 
for both public and internal collections. Only available for IMCOs. 

• IC Workflows – My Tasks: Opens a list of your IC Workflows with tasks you have completed 
and those still marked for completion. Tasks are listed individually (see below). 

 

• Public IC Workflows – View All: Opens a list of all initiated Workflows for Public 
Information Collections on which you are named as the Action Officer.  

 

• Internal IC Workflows – View All: Opens a list of all initiated Workflows for Internal 
Information Collections on which you are named as the Action Officer. 
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Internal Collections 
This tab allows you to quickly navigate through all DoD Internal Collections.  

 

• DoD Internal Collection Search: Allows users to search DoD’s records via many different 
parameters for all Internal Information Collections. 

 

• Active Collections: Links to a filterable list of all DoD Internal Information Collections that 
are currently approved. 
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• Expiring Collections: Links to a filterable list of all DoD Internal Information Collections that 
will expire within 180 days if no action is taken. 

• The bottom link (IC Website – Internal) navigates to the external Information Collections 
website with information on the approval process for a DoD Internal Collection. 

 

Public Collections 
The fourth homepage tab is identical to the previous tab for Internal Collections, except all of the 
links are for public collections.  
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Resources & Metrics 
The final tab contains two sections: Component Internal resources and DoD Metrics. 

 

Component Internal 
IMCOs can now use the DoD IC System as a repository for Component Internal Collections. This may 
help you organize, track, and manage all collections that may be specific to your Component. Other 
Components will not be able to edit any records you create here.  

• IMCO – Add Component Internal: For IMCOs only. Allows you to add a Component Internal 
Collection record. 
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• Component Internal Search: Allows users to search by Component for Component Internal 
collections. This will allow IMCOs to help reduce collection duplication by allowing IMCOs to 
see if other components are already conducting collections similar to proposed collections 
for your Component. 

 

 

DoD Metrics 
These pages are currently under construction. When complete, they will provide users with helpful 
information for DoD as a whole and for individual Components, including the cost of collections and 
the burden DoD imposes on the public. Users will also be able to access detailed lists of specific 
types of special-interest collections, e.g., collections related to DoD Issuances, collections related to 
rules, collections related to SORNs, etc.  
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The Process Generator 

To access the Process Generator, click on the “Initiate Collections” tab on the homepage, then click 
on “The Process Generator.” This will initiate a new Process Generator Action. 

 

Once you have navigated to the new Process Generator screen (below), please enter all applicable 
information then click “Save.” 
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Once complete, the Process Generator will display a “Prescription Summary” for the potential 
collection. It will make a preliminary determination (to be confirmed by your IMCO or OIM) on 
what type(s) of clearance processes are needed, if any exemptions apply, and it will identify some 
potential basic coordinations that may be necessary (SORN, Privacy Impact Assessment, etc.) 

 To generate this summary in printable form, click the “Generate PDF” button. 
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My Process Generator Summaries 
 

This link will direct you to a filterable list of all Process Generators. Action Officers will be able to 
view all Process Generators they have completed themselves. IMCOs will be able to view all Process 
Generators completed by their Component. 
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Information Collection Workflows 

To access Information Collection Workflows, click on the “Initiate Collections” tab from the 
homepage.  

 
Completing Workflow Tasks 
 
The easiest way to access and complete a Workflow Task is to use the URL in the email notification 
you receive when the System assigns you an action. This way, you will navigate directly to the Task 
you must complete: 

 

This task page will look the same for all Workflow Tasks. At the very top you can see the specific 
step of the process with which this task corresponds (2(A) – 60 Day Notice). Below that, you will 
find the collection title for this Workflow.  

 

The Task Information section displays the current status of the task, who requested the task to be 
completed (this will be an Action Officer, an IMCO, or OIM), a space for comments, and brief 
instructions. 
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The Task Checklist section on the right (below) provides a list of everything needed to complete the 
current Task. 
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Finally, the Task Dependencies section below provides all appropriate data entry and document 
review links necessary in order to complete the items listed in the Task Checklist. For example, to 
“Complete Burden Estimate” in this example, one would click on the “Data Entry” dependency. 

 

Once you have finished all Task Dependencies, mark all corresponding items in the Task Checklist 
as complete, then click the “Complete” button at the bottom of the page. 
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 Uploading Documents 
 
Many Workflow Tasks will require you to upload documents to the System for an information 
collection package. This will appear as “Please click here for Upload or Review Documents” in the 
Task Dependencies list (see previous page). 

Once you click the link, you will be taken to the Document Library for the Information Collection 
Workflow on which you are currently working, where you will be able to see all documents that are 
currently uploaded. 

 

To upload additional documents, first click the “Documents” tab at the very top of the screen under 
“Library Tools.” 

 

This will open up several options, including the ability to upload documents. The IC System also 
allows you to Check Out currently-uploaded documents for editing directly in the System. To 
upload, click the “Upload Document” button on the left side of the screen. 
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The next screen will allow you to browse for a document to upload. Once you have selected the 
appropriate file, click on “OK” to move forward. 

IMPORTANT: Please do not use the “Upload Multiple Files” option. We are currently experiencing 
errors with the document properties when this option is used that prevent the successful 
completion of the Workflow. 

 

The next screen will prompt you to enter the Document’s Properties: Name, Title, and Type. Please 
ensure that you complete this step! Categorizing uploaded documents correctly is essential for 
successful Workflow completion. 

 

Once you have entered all information, click “Save” to finalize the upload and return to the 
Document Library. 
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Viewing Workflows 
 
Apart from using the link in email notifications from the System, you can navigate to view your IC 
Workflows from the “Initiate Collections” tab on the homepage. 

To view all Workflow Tasks that you have completed or need to complete, click on “IC Workflows – 
My Tasks.” 

 

This page will display a list of all Information Collections on which you are working or have worked 
in the past, along with each step in which you are involved. You will be able to filter these 
workflows to find tasks that are marked as “In progress” (see above).  

To complete a task from this page, click on the down arrow to the right of the task, then select “Edit 
Item.” 

 

This will take you to the same task page described earlier on pages 13-15. 
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Alternatively, from the “Initiate Collections” tab on the homepage, you can select either “Public IC 
Workflows – View All” or “Internal IC Workflows – View All” to display a list of all public or internal 
workflows you are working on. For IMCOs, this will display all the collections on which your 
Component is working. 

 

 

 

From this page, you are able to access the Workflow Information data of a given record by clicking 
on the down arrow to the right of the Collection Title and selecting “View Item.” 
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On this screen, you will be able to view the collection information for the workflow in a single 
snapshot.   

If you scroll all the way to the bottom, you will find a link for “Workflow Documents.” Clicking this 
will bring you to the Document Library for the collection, where you can view, download, and 
upload documents for the Workflow even if you are not currently assigned a task. 
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