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
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https://eitsdext.osd.mil/sites/DoDIIC/Pages/default.aspx

Homepage Navigation

DoD Information Collections

The Official Department of Defense System for DoD. Information Collections

HOME CONTACT US ADMIN

The DoD Information Collections {IC) System is a centralized
repository for DoD information collections and their approved
control numbers. This repository allows you to review and search
active, expired, cancelled, and expiring DoD information
collections.You can view previous package elements and supporting
documentation as well. Please see links below to get started.

How to Search the Collection Repository »

How to use the Process Generator »

How to ate Collections through our portal »
How to Filter Data »

How to Export Data »

How to use the Resources & Metrics Page »

SU0[23]0) [BUJ3Y|
SU00393||0)

Wa3sAS 9| ay3 8uisn
su0[39||0) e21ediul
S9N 1R S=22.N0SaY

Related DoD Collections Repositories Questions on the process? Contact
+ Congressional Information Collections + DoD Internal Collections Process (RCS) + Email the DoD Information Collections Team
+ DoD Studies and Reports + DoD Public Collections Process (PRA) + Contact your Component (IMCO)

+ DTIC Public Technical Reports

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:

How to Use the DoD IC System

The DoD Information Collections (IC) System is a centralized
repository for DoD information collections and their approved
control numbers. This repository allows you to review and search
active, expired, cancelled, and expiring DoD information

collections.You can view previous package elements and supporting
documentation as well. Please see links below to get started.

How to Search the Collection Repository »
How to use the Process Generator »

How to ate Collections through our portal »
How to r Data »

How to Export Data »

How to use the Resources & Metrics Page »
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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

How to Use the DoD IC System

The DoD Information Collections (IC) System is'a centralized
repository for DoD information collections and their approved
control numbers. This repository allows you to review and search
active, expired, cancelled, and expiring DoD information
collections.You can view previous package elements and supporting
documentation as well. Please see links below to get started.

How to Search the Collection Repository »

How to use the Process Generator »

How to initiate Collections through our portal »
How to Filter Data »

How to Export Data »

How to use the Resources & Metrics Page »

wajsAg 9| ay3 duis

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.

Initiate Collections

This section allows you to initiate and move through the approval
processes for both DoD Internal and Public collections. For more
information, visit the "How to Initiate Coflections” page.

The Process Generator
My Process Generator Summaries

Information Collection (IC) Workflow Initiation
IC Workflows - My Tasks

SU023]|0D) 81y

Public IC Workflows - View All
Internal IC Workflows - View All
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o The Process Generator: Opens the Process Generator to begin a basic collection

determination.

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

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

e 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).

armation Collection System - Home » WorkflowTasks » My Tasks

llaction Titls : Tast ta ganarate forms (5)

§ Collection Tithe : Test1 (16)

4 Collection Title : Vialce of Industry Survey (1)

o ikl apes Mk

e 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.

Dol Information Collection System - Home » Public Informatien Cellection Process Werkflow + All Ttems

& i w1

e 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 Collections

This section is specifically for reports regarding DoD Internal
Collections that have a Report Control Symbol (RCS). For more
information on how to search this repository, please go to "How to
Search the Collection Repository”

+ DoD Internal Collection Search
Active Collections:

Expiring Collections:

For more information on the approval process for a DoD Internal
Collection, please go to the IC Website - Internal
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e DoD Internal Collection Search: Allows users to search DoD’s records via many different
parameters for all Internal Information Collections.

DeoD Information Collection System - Home = Internal Collections Search

Internal Collections Search

This advanced search feature allows you to narrow your search by setting parameters on information attached to repert control symbols (RCS).
To learn more about the search feature of this system, please see the "How to Search” page. The link is available on the Home page of this
system. If further information is needed, please contact your Component IMCO or the DoD Information Management team at whs.mc-
alex.esd.mbx-dd-dod-information-collections@mail. mil.

Information Collection Title: contains %
Report Control Symbol: contains WV
Associated or Historic Control Symbols: contains %
Report Control Symbol Status: [ ~

Classification of Information Collection:

Frequency of Collection: [ ~
Date Approved: l:lﬁ And l:lm
Expiration or Cancellation Date: l:lm And l:lm
Cancellation Authority: contains W
Type of Change to Report Control Symbol: ‘ V‘
Date of Change to Report Control Symbal: l:lm And l:lm
Instrument Type:

= || — |

e Active Collections: Links to a filterable list of all DoD Internal Information Collections that
are currently approved.
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New ~

DoD Information Collection System - Home > Active Internal Collections:

Active Internal Collections

Below is a list of all currently active DoD Internal Information Collections and their associated Report Control Symbeols (RCS).

TO SEE MORE INFORMATION on a collection, or to view the associated documents, please click on the titles under the "Information

Collection Title" column.

TO FILTER THE RESULTS, use the column titles to sort the table by Requesting Component or any other field. Learn more about filtering on

the How to Filter This Table page.

TO EXPORT RESULTS TO EXCEL, select "Export to Spreadsheet" from the Actions Dropdown below. Select "Open," "Enable," and your
email CAC credential. Learn more about exporting on the How to Export This Table page.

You may also be interested in:

Expiring Internal Collections
Search All Internal Collections

Actions + Settings -

Information Collection Title

Count= 182

Reporting Profit and Fee Statistics

DoD-Wide Acquisition Workforce Competency Update-
Assessments

Myopericarditis Registry

DoD Postsecondary Education Complaint Intake Form

Report Control Symbol

DD-ATBL{Q)1751
DD-ATBL{AR)2431

DD-HA(SA)2424
DD-P&R{AR)2536

Requesting Component

AT&L - Acquisition, Technology,
& Logistics

ATE&L - Acquisition, Technology,
& Logistics

P&R (HA) - Health Affairs

P&R - Personnel and Readiness

Expiration or Cancellation Date

7/23f2015

7/23(2015

8/31/2015
8/31/2015

1-20 »

Total Cost to DoD

$1,504.00
$1,340,000.00

$1,800.00
$414,000.00

e Expiring Collections: Links to a filterable list of all DoD Internal Information Collections that

will expire within 180 days if no action is taken.

e 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.

DoD Public Collections

This section is specifically for reports regarding DoD Public

Collections that have an OMB Control Number. For more information

on how to search this repository, please go to "How to Search the
Coffection Repository™

+

Dod Public Collection Search
Active Collections:
Expiring Collections:

For more information on the approval process for a DoD Public Collection,

please go to the IC Website - Public
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Resources & Metrics

The final tab contains two sections: Component Internal resources and DoD Metrics.

Resources & Metrics

The resources below are provided for insight into our Component
Internal collections, as well as useful metrics for all DoD collections.

COMPOMENT INTERNAL
+ IMCO — Add Component Internal

+ Component Internal Search

DoD METRICS

+ Total DoD Cost
Total Public Burden Hours
Burden Reduction Report
Collections with SORNs

Collections with Rulemaking
Collections with Issuances

1B\ R $324N0S3Y

S

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.

e IMCO - Add Component Internal: For IMCOs only. Allows you to add a Component Internal
Collection record.

Add Component Internal

HE BV
~— Bacopy
Save  Cancel Paste Spelling
Commit Clipboard Spelling
Component * [tNone) v
Collection Identifier ‘ |
Collection Title * ‘ |
Proponent ‘ |
Information Management Control Officer * ‘ Pabst, Karl 5 CTR WHS ESD (US) ; ‘ 8, @
Action Officer ‘ |
Collection Instrument (None) ~
Estimated Number of Respondents l:l
Cost For Collection l:l
Frequency (per year) ‘ (None) ~
Remarks
Attachments There are no items.
& Add Attachments
*Please DO NOT post FOUO, PII, or classified information to this site.
*Examples of appropriate attachments: Collection instrument, correspondence,
authorities.
*You may only attach a maximum of six attachments or the item will not save.
Save ‘ | Cancel
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e 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.

Component Internal Search
Component: |DCMO - Deputy Chief Management Officer V|
Search | | Reset | | Export to Excel

Item Count: 3

Component “ Collection Title Collection Identifier Information Management Control Officer Action Officer

DCMO - Deputy Chief Management Officer Test Component-internal Form T1-RD-0001 DeNale, Rachael CTR WHS-ESD-DD RD

DCMO - Deputy Chief Management Officer Test 2 DeNale, Rachael CTR WHS-ESD-DD

DCMO - Deputy Chief Management Officer Shelly's Survey to DCMO Robinson, Tyler CTR WHS-ESD-DD-Qualx Tyler Robinson
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 SORNSs, 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.

Initiate Collections

This section allows you to initiate and move through the approval
processes for both DoD Internal and Public collections. For more
information, visit the "How to Initiate Collections” page.

The Process Generator
My Process Generator Summaries

Information Collection (IC) Workflow Initiation
IC Workflows - My Tasks

Public IC Workflows - View All
Internal IC Workflows - View All

SU0WI3||0) AleLiu|

Once you have navigated to the new Process Generator screen (below), please enter all applicable
information then click “Save.”

Process Generator

Process Gener

HE B 99 uag;zﬂav

53 Copy

Save Cancel  Paste Attach  Spelling Save  Cancel Attach  Spelling

File S File S

Commit Clipboard Adtions _ Spelling Commit Clipboard Actions _ Spelling
=

seminar, lass, warking group, or workshop

PROCESS GENERATOR ~ [C] Copies of information 2

Creator Name = | 8, m Is this collection being processed simultanecusly with an Issuance? *
Creator Email * karl.s.pabst O
Ono
Component * [trone) v
Is this collection being processed simultaneously with Rulemaking? *
Working Title * I |
QYeEs
Qno
Respondents (Please select all populations that apply) * What instrument(s) do you use for this collection? *
[[] Federal Employees (Within the requesting component) [survey
[[] Federal Employees (Crossing Dol companents) []Form
[ Federal Employees (External to DoD) [ Website
[ Contractors [5ystem
[[] Companies (Private Industry) [JReport
[ Active Duty Military [JDatabase
[ Veterans [ Interview/Focus Group
[ Retirees [ 5pecify your own value:
[ Spouses/Dependents
[ Minors
D asplcants ADDITIONAL QUESTIONS:

[ Students/Cadets
[ Foreign and/or Local Nationals (includes Foreign Military)

Do you collect PII? *

QYES
[]State ar Local Governments
No
[[]General US Citizens o

Do you collect SSN? =
Is this a report that goes to Congress? * "

OYES
gf Ono

Do you retrieve records by PII? *
Do any of the following items listed below apply to your information collection? * b i

S E— o

[Jinformation is collected from nine or fewer individual respondents in one calendar year

[ informatian is collected in a criminal, civil, or intelligence investigation Do you collect PII electronically? *

[ information is collected during deployed or emergency operation Oves

[ Information is collected for an internal review or investigation Ono

[JInformation is collected for routine or proposed actions/requirements

[Jinformation is collected on examined or treated clinical patients v | T I‘ Tt ~

[ Reports of audits, cost estimates, or financial disclosure statements
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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.

Prescription Summary a x

Case #25 - DNA PG Training #1

Based on your answers to the previous questions, it has been determined that
you may have a collection requirement that requires approval. Please follow the
process(es) listed below to bring your collection into compliance:

PUBLIC COLLECTION (PRA)

Additionally, your answers also indicate an exemption for one of the designated
processes. Please see below:

INTERNAL EXEMPTION: DoDM 8910.01 V1

You can find additional information on the specific timeline, process, and required
documents on our website:
http:/ S www. dtic.mil/whs/directives/collections/index.html.

This prescription serves as a starting point, and is subject to change with
additional information regarding your collection. Please contact your Component
Information Management Control Officer (IMCO):

DMA - Director of Net Assessment
Information Collections Branch (ICB)
whs.mc-alex.esd. mbx.dd-dod-information-collections@mail.mil

Based on your answers to the additional questions, it appears you will need
additional coordination for the following documentation. You may or may not
already have some of these documents completed:

PRIVACY ACT STATEMENT (PAS)
SYSTEM OF RECORDS NOTICE (SORN)
PRIVACY IMPACT ASSESSMENT (PIA)

If you have any questions or concerns, please reach out to your IMCO listed
above, or contact the Information Collections Branch (ICB) by emailing our org
box: whs.mc-alex.esd. mbx.dd-dod-information-collections@mail. mil.

13

POF

Generate PDF
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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.

Initiate Collections

U]

This section allows you to initiate and move through the approwval
processes for both DoD Internal and Public collections. For more
information, visit the "How to Initiate Collections” page.

The Process Generator
My Process Generator Summaries

Information Cellection (IC) Workflow Initiation
IC Workflows - My Tasks

Public IC Workflows - View All
Internal IC Workflows - View All

su0y23||0) alel
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PG Coat ks DA PG Traineg &1 B Dbl - Director of Net Assessmert  Paez, arl 5 CTR WHS ESD (US) ket 5 pabist ctr@emad. mi
MECLSONN DA - Dirictor of Nek Assesament 3 Debok, Keet 5 ETRWHS ESD (US] kawls.pabet. chrlenailmi
Librarbes
 Add new dem
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& Recyde Bin
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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:

2(A) - 60 DAY NOTICE

Edit

B0y
2 & copy

Cancel  Paste Speling

Commit Clipboard Spelling

& This workflow task applies to Spindy’s Customer Satisfaction Survey

Task Information Task Checklist
Status In progress [ Completed Burden Estimate.

Requested By  Robinson, Tyler CTR WHS-ESD-DD-Qualx

Comments |

Please start burden estimate and 60 Day Notice in the IC System Click
Instructions the "Edit” button to burden estimate. Click the "Complete” button to
move to the next stage.

Task dependencies

Please dick here for Data Entry.
Please dick here for Upload or Review Documents

Task History
System Account (4/22/2016 1:57 PM): Task created on 4/22/2016 1:56:59 PM
Version: 1.0

Created at 4/22{2016 1:57 PM by System Account
Last modified at 4/22/2016 1:57 PM by System Account

[ Completed Documents Upload.

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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2(A) - 60 DAY NOTICE

Edit
< R R
‘j 53 Copy
Cancel Paste Spelling
Commit Clipboard Spelling

& This workflow task applies to Spindy’s Customer Satisfaction Survey

Task Information Task Checklist

Status In progress [[] Completed Burden Estimate.

Requested By  Robinson, Tyler CTR WHS-ESD-DD-Qualx [ Completed Documents Upload.

Comments |

. Please start burden estimate and 60 Day Notice in the IC System Click
Instructions the "Edit” button to burden estimate. Click the "Complete” button to
move to the next stage.

Task dependencies

Please click here for Data Entry.
Please dick here for Upload or Review Documents

Task History
System Account (4/22/2016 1:57 PM): Task created on 4/22/2016 1:56:55 PM
Version: 1.0

Created at 4/22/2016 1:57 PM by System Account
Last modified at 4/22/2016 1:57 PM by System Account

The Task Checklist section on the right (below) provides a list of everything needed to complete the
current Task.

2(A) - 60 DAY NOTICE

Edit
< NS B
’j 53 copy
Cancel Paste Spelling
Commit Clipboard Spelling

& This workflow task applies to Spindy’s Customer Satisfaction Survey

Task Information Task Checklist

Status In progress [] Completed Burden Estimate.

Requested By  Robinson, Tyler CTR WHS-ESD-DD-Qualx [] Completed Dacuments Upload.

Comments |

. Please start burden estimate and 60 Day Notice in the IC System Click
Instructions the "Edit” button to burden estimate. Click the "Complete” button to
move to the next stage.

Task dependencies

Please dlick here for Data Entry.
Please click here for Upload or Review Documents

Task History
System Account (4/22/2016 1:57 PM): Task created on 4/22/2016 1:56:59 PM
Version: 1.0

Created at 4/22/2016 1:57 PM by System Account
Last modified at 4/22/2016 1:57 PM by System Account
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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.

2(A) - 60 DAY NOTICE

Edit

R Y
’j Ea Copy

Cancel  Paste Spelling

‘Commit Clipboard Spelling

& This workflow task applies to Spindy’'s Customer Satisfaction Survey

Task Information Task Checklist
[[] Completed Burden Estimate.
[ Completed Documents Upload.

Status In progress

Requested By  Robinson, Tyler CTR WHS-ESD-DD-Qualx

Comments |

Please start burden estimate and 60 Day Motice in the IC System Click
Instructions the "Edit" button to burden estimate. Click the "Complete” button to
move to the next stage.

Task dependencies

Please click here for Data Entry.
Please click here for Upload or Review Documents

Task History
System Account (4/22/2016 1:57 PM): Task created on 4/22/2016 1:56:59 PM
Version: 1.0

Crested at 4/22/2016 1:57 PM by System Account
Last modified at 4/22/2016 1:57 PM by System Account

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.

2(A) - 60 DAY NOTICE

Edit
B 0L Y
’j 53 Copy
Cancel  Paste Spelling
Commit Clipboard Spelling

& This workflow task applies to Spindy's Customer Satisfaction Survey

Task Information Task Checklist
[] Completed Burden Estimate.
Completed Documents Upload.

Status In progress

Requested By  Robinson, Tyler CTR WHS-ESD-DD-Qualx

Comments

Please start burden estimate and 60 Day Notice in the IC System Click
Instructions the "Edit” button to burden estimate. Click the "Complete” button to
move to the next stage.

Task dependencies

Please click here for Data Entry.
Please click here for Upload or Review Documents

Task History
System Account  (4/22/2016 1:57 PM): Task created on 4/22/2016 1:56:59 PM
Version: 1.0

Created at 4/22/2016 1:57 PM by System Account
Last modified at 4/22/2016 1:57 PM by System Account

Complete: | | Cancel
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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.

Libr: s Document Set

Site Actions = @ Browse Documents Library Manage

DoD Information Collection System - Home » Public Workflow Documents » Workflow Documents - 2

DoD Information Collection System - Home Home Centact US Admin All Sites ﬂ
Lists
3 Workflow Documents - 2
Monthly Cost Data —
||| Information Collection Workflow Spindy's Customer Satisfaction Survey
Libraries §is Component ATBL - Acquisition, Technology, & Logistics
Site Pages J : View All Properties

Edit Properties

{& Recycle Bin
29 Al Site Content O Tvpe Name Title Document Types Modified Modified By

There are no items to show in this view of the "Public Workflow Documents” document library. To add a new item, dick "New" or "Upload™.

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

Document Set

Site Actions - B [EETEUEOM  Documents  Library Manage

DoD Information Collection System - Home » Public Workflow Documents » Workflow Documents - 2

DoD Information Collection System - Home Home Centact US Admin All Sites ﬂ
Lists
S Workflow Documents - 2
Monthly Cost Data s
I|| Information Collection Workflow Spindy's Customer Satisfaction Survey
Libraries §iy Component ATBL - Acquisition, Technology, & Logistics

Site Pages | View All Properties
Edit Properties

& Recycle Bin
[3) Al site Content [ Type Name Title Document Types Modified Modified By

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.

Library Tools Document Set

Documents

Site Actions ~ @8  Browse

Manage

Check Out | Version History o Send Ta - Unpublish
) a =
Check In ‘3> Document Permissions = Manage Copies - Approve/Reject
Upload Edit ) E-maila Alert a Workflows Publish [Like Tags®8
Document - Document Discard Check Out es % Delete Document Link e - Go To Source Cancel Approva: 1t Notes
Open & Check Out Manage Share & Track Copies ‘Workflows Tags and Notes
Lists
N Workflow Documents - 2
Monthly Cost Data g
||| Information Collection Workflow Spindy's Customer Satisfaction Survey
Libraries Jie Component AT&L - Acquisition, Technology, & Logistics

Site Pages J View All Properties
h Edit Properties
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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.

Public Workflow Documents - Upload Document

Upload Document

Browss to the document you
intznd to upload.

Version Comments

Type comments describing
what has changed in this
VETSion.

MName:
Browse...
Upload Multiple Files...
Add as a new version to existing files
Version Comments:
| oK Cancel

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.

Public Workflow Documents - 60-day.docx

HB8 B

E3 Copy

Save  Cancel Paste

Commit Clipboard

X

Delete
Ttem

Actions

Mame *
Title

Document Types

Version: 1.0

o The document was uploaded successfully. Use this form to update the properties of the document.

|60—day .docx

| 0700-0000 60-Day Motice

Final Document

60 Day Template

60 Day Motice

Supporting Statements Part A

Created at 7/12/2016 9:27 AM by Pabst, K3 Supporting Statements Part B
Last modified at 7/12/2016 9:27 AM by Pabl oMB 83-1 Form

30 Day Motice
Collection Instrument
Coordinations/Supplemental Documents

|| Cancel

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.”

Dob Information Collection System - Home + WorkflowTasks » 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.”

Dol Infermation Collection System - Home » WorkflowTasks » My Tasks 4 ~4

& Collection Tribe ; KP Test #1 (%]

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.

Dol Information Collection System - Home » Public Information Collection Process Workflow » All ltems

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.”

Dol Information Collection System - Home » Public Infermation Collection Process Workflow + Al Ttems &
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Public Information Collection Process Workflow - Test 42

d Version History g Alert Me
32 Manage Pemissions
¥ Delete ltem

Manage Actions

Collection Title est 42

PG Case Number

OMB Number 1234-5678

Classification Unclassified

Status In progress

Start Date 9/13/2016

End Date

Infarmation Management Control Officer Pabst, Karl 5 CTR WHS ESD (US)
Workflow Initiator Pabst, Karl 5 CTR WHS ESD (Us)
Component DNA - Director Net Assessment
Collection Type New Collection

Type of Review Requested

Action Officer Pabst, Karl S CTR WHS ESD (US) [
Proponent

Form Numbers

Expiration Date

Burden

Purpose

Coordinators

Terms of Clearance

Obligation To Respond

Statistic Methods

Small Entities

Affected Public

Instrument Type

Frequency On Occasion

IMCO Approval Date

IC Analyst Approval Date

Action Officer Approval Date

Program Official Approval Date

DoD Official Approval Date

Docket ID

60 Day Notice Publication Date v

60 Day Comment Period End

FRN Citation

30 Day Notice Publication Date

30 Day Comment Period End

30 Day FRN Citation

Survey No
Generic Ne
Rule No
PublicCollection

Date Approved

Abstract

Created at /13/2016 3:08 PM by Pabst, Karl 5 CTR WHS ESD (Us) M

Last modified at 9/13/2016 3:37 PM by Pabst, Karl 5 CTR WHS ESD (US) [
W

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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