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WORK FOLDER

The user can select a task to work by double clicking on the task or by highlighting the
task and clicking the <Select Task> button. When the user selects the task to work, the
Work Folder is displayed. Figure 1 shows the open task with the Documents tab

displayed. For a Set Up Folder task, the ECM application also opens the Incoming
Correspondence document in a viewer. The user views the document and enters values

in the Folder Index fields.

The work folder contains all information to manage the process for responding to an
incoming correspondence document.

Status: Active Security Level: Limited

Figure 1: New Work Folder with Documents Tab Displayed

The folder contains the following tabs:

e Documents — Stores all documents including the incoming correspondence,
supporting documentation, response letter drafts and final response document.

e Workflow — Shows all of the tasks in the workflow process that will be followed to
complete the response. For each task, it shows the assignee and due date.

e Notes — Allows users to add notes to the folder and view notes added by other users.

Control Number: 4411
Folder Owner: Processing Code: | E
Mission/Staff: |Rural Development _I Agency: |NDne _I
Division: INDne _I Group: |Main Group _I
Action Organization:
Mission/Staff: |Rural Development _I Agency: |Nune _I
Division: INDne _I Group: |Main Group _I
Correspondent: ITJl j Date on Letter: |
Addressee: | 0 ~|[E8] Received Date:  [06/03/2006
Referrer: ﬁl j Referrer Due Date:l
Subject: | j_l Related Folders: | j El_l
Synopsis: USDA ECM Enhanced Security Model Iy e
Functional Specification Ll
Final Signer: | Dl j _I Date Signed: |
VIP Type: I j Special Instructions: I j
Letter Count: |U Receipt Mode: | j
Reference No.: I Event Date: I
Special Aﬂentiun:l =l ﬂl
| | Document Type | | Authar | Last Maodified | Wersion #l Eiatch # |
pdf Incoming Ed Koenen 08032006 1 b1z261

w-HZmEcCO00




FOLDER OWNER

The Folder Owner may be a group or a user. If the folder owner is a group, all members
of the group have Folder Owner privileges for the folder. The user who creates the folder
is the initial and presumptive Folder Owner. For scanned incoming correspondence
documents, the Folder Owner is the group that was selected as the 1st Folder Owner for
the Folder Set Up Group.

The Folder Owner has special privileges for the folder.

e The Folder Owner may enter or change the folder values at any time.

e The Folder Owner may also complete a task assigned to another user if necessary.

e The Folder Owner may create a workflow for the folder and make changes to the
workflow if necessary even after the workflow has started.

e The Folder Owner may transfer ownership (and privileges) to another group or
user.

To assign a different Folder Owner, the current Folder Owner clicks the <...> button next
to the Folder Owner field and selects a new Folder Owner Group, Position, or User. To
view the organization and parent groups of the Folder Owner, the user clicks the *Folder
Owner’ label.

FOLDER FIELDS

When a new incoming correspondence document is received and the user selects the Set
Up Folder task, the Folder is opened with the documents tab displayed and all folder
fields visible.

Control Number: a unique identifying number that is system generated
when a new folder is created.

Status: Each folder has a status field in the center at the top of the page. The system
automatically maintains the folder status fields based on operations performed on the
folder. Possible Folder Statuses are:

e Active — Work on the folder is in process. A new folder’s status is set to Active by
the system when it is created.

e Suspended — The workflow has been suspended. Additional tasks will not be started
—although a task that is in process can be completed. A folder will be suspended
while the Folder Owner edits the workflow for the folder.

e Closed — Work on the folder has been completed. The Folder Owner closes the
folder. No changes can be made to the folder when it is closed. If necessary, the
Folder Owner may re-open the folder.



e Archived — The folder has been archived based on its retention schedule. This means
the folder has been closed long enough to be archived. The retention schedule for the
folder is managed by the Records Management application (future implementation).

e Deleted — The folder has reached the end of its retention schedule and its contents
have been purged. The Records Management application directed the destruction of
the Folder’s contents (future implementation).

Security Level: By clicking the words “Security Level’, the user may view the Security
Screen for that folder as seen in Figure 2. A user with authority to do so can modify
security settings for a folder. The possible security levels are:

e Public

e Limited

e Private

Folder Security

Control Humber: 4411
Folder Owner: OSEC/RD/MNaone/Monefiain Group
Action Organization: O5EC/RD/MNone/Naneftain Group
Roles Mo Access View Qnly View, Edit
Application Administratars » o e
Maodule Administrators i [0 o
Agency Group Administratars » o o
Group Administrators » o o
Falder Cwher i o o
T o0 e s L 2 L
Other Agency Users
Folder Owner Organization:

Privileged Users i o

Mission/Staff, Agency, Division, Group Users i o

Mission/Staff, Agency, Division Users i o

Mission/Staff, Agency Users i o

Mission/Staff Users o )
Action Organization:

Privileged Users i "

Mission/Staff, Agency, Division, Group Users £ o

Mission/Staff, Agency, Division Users i o

Misgion/Staff, Agency Users » o

Misgon/Staff Lsers O .
All Users o) .

Save | View Authorized Users Additional Access List Cancel

Figure 2: Folder Security



Processing Code: The user selects a Processing Code to be associated with the folder or
change an existing Processing Code. To select a processing code, the user clicks the
<...> button next to the processing code field. A screen similar to the one shown in
Figure 3 will be displayed.

Processing codes are unique to an organization. For example, OES has many standard
processing codes. The processing code categorizes the type of processing that must be
associated with the document that was received. The system initially displays the
processing codes associated with the organization/group of the Folder Owner. However,
the user can select processing codes for a different group by clicking the <Select Group>
button.

In the example in Figure 3, a Processing Code of OES50 flags the folder as
Congressional. To add the processing code to the folder, the user highlights the
processing code and clicks <Select> as shown in Figure 3.

Select Processing Code

Module: ICDrrespDndence tdanagement j Categur}r:l j
Group: hain Group Select Group
Parent I Mission)Staff | Agency I Division |

Mone Cffice of the Execu... Mone Maone

Code | Description | Archival Subject Reqg | ﬂ
QOES47 OES Mo

QESS0 Congressional

QESS] Congressional constituent service mail address, .. Mo

QESS2 Congressional constituent service mail address, .. Mo

OESSE OES Mo

QOEST? OES [a

OES30 OES [a

QES99 This is a test code Mo

RD456 Training Mo j

Grid Count: 30

Selec% Cancel

Figure 3: Select Processing Code

The new processing code will be displayed on the Folder as seen in Figure 4.



Control Number: 5000231 Status: Active Security Level: Public
Folder Owner: Processing Code: |OESED E ]
Mission/Staff: |Office of the Executive Secretariat _I Agency: |NDne _I
Division: INDne _I Group: IMain Group _I
Action Organization:

Mission/Staff: |Office of the Executive Secretariat _I Agency: INDI"IE _I
Division: |NDne _I Group: |DDcumentManagementGrDup _I
Correspondent: I DI j Date on Letter: I
Addressee: | 0 =|[E8] Received Date:  |05/13/2005

Referrer: I DI j Referrer Due Date:l

Subject: | j_l Related Folders: | j ﬂl_l

Save |

Figure 4: Add or Change the Processing Code

Any processing code can be associated with a default workflow list that will be used to
process the folder. The system generates the default workflow when the user adds or
changes a processing code, clicks the <Select> button, and then the <Save> button on the
folder. If no default workflow has been associated with the processing code, then no
default workflow is loaded.

When the user clicks the label “Processing Code”, the description will be displayed as
shown in Figure 5.

G

Processing Code Details

Mission/Staff: Office of the Executive Secretariat
Agency: Mone

Division: Mone

Parent Groups: Mone

Group: Main Group

Processing Code: 0OES51 - Congressional constituent senice mail
addressed to the Secretary

Close |

~|

Figure 5: Processing Code Detail

To save changes to the folder, the user clicks <Save> or <Save and Close>. If the user’s
work session times out before the changes are saved, those changes are lost.

ORGANIZATION FIELDS



The Mission/Staff, Agency, Division and Group fields determine the organization
associated with the folder. The organization fields are initially filled with the Folder
Owner’s default organization. The user clicks a <...> button next to any of the
organization fields to select different organization values. The <...> button displays the
Select Group in the List View or the Tree View according to the user’s defaults.

Action Organization - the group responsible for completing the tasks or providing the
response. If an assignee for one or more tasks is a group or position with an organization
alias, these fields will be used to resolve the alias.

The new organization and group fields are now filled in as shown in Figure 6. This
screen does not show Parent Groups. However, if the user clicks the “Group” label, the
system will display the parent groups for the group shown as seen in Figure 7.

Control Number: 5001248 Status: Active

Folder Owner: Processing Code: | _I
Mission/Staff: |Oﬂ‘ic:e ofthe Executive Secretariat _I Agency: |None _I
Division: |NDne _I Group: |Main Group _I

Action Organization:

Mission/Staff: |Rural Dewvelopment _I Agency: |Rural Business-Cooprerative Service _I
Division: |Cooperative Frograms _I Group: |CDrrespDndence Control Officer _I
Correspondent: | Dl j Date on Letter: |
Addressee: | 0f ~|[E] Received Date: [01/06/2005

Figure 6: Modified Action Organization

2} Group Details - Mic =10 x|
[~
Group Details
Mission/Staff: Rural Developrment
Agency: Fural Business-Cooprerative Service
Division: Cooperative Programs
Parent Groups: Main Group
Group: Correspondence Control Cfficer
Close |
[~

Figure 7: Parent Group Details

CONTACTS
Next the user selects contacts for the following folder fields.

Correspondent — The person(s) who sent the letter.



Addressee — The person(s) to whom the letter was sent.
Referrer — The person(s) who referred the letter to USDA.

To select the Correspondent, Addressee, and/or Referrer, the user clicks the Address
Book button to the right of the input box and selects one or more contacts from the
address book. When the user clicks the Address Book icon, the Select Contacts screen is
displayed.

Two ways to find an existing contact are described.

Enter a string of characters followed by an asterisk (*) and click <Find>. A list of
matches will be displayed. Highlight a contact, click on Correspondent, Addressee, or
Referrer, and click select. The contact will be displayed as shown in Figure 8.

Select Contacts

Last Name: IKni* R ] First Hame: I Find |
City: | State: | j
E-Mail: | Street: |
Position: | 0rganizatinn:| Clearl
Lask Mame I First Mame I i I Email I Ciky I State | Address I Fip | Phaone I Organization I Positioj
Kniaz Laura Q.
Kniceley TMelvin E 471 Ragland Road 25801
Kricelh Scott E.
Krick. Gearge W Greenvile CH 8793 Coletown-Li... 45331 () _ -
Krickerboc,.. Dana Bathell WA 14139 76th PINE 98011
Krickerboc,,. David -
4| | Ll_l
First Prev 1 2 3 Next Last Showing 1 - 100 of 201
Addresses
Location Desc Street Streetz by Stake Zip

471 Ragland Road Beckley

& Correspondent:  Addressee:  Referrer:

’_"Se{ac‘l || & Remove |

Selected Contacts and Addresses

Rale | Lask Mame | Firsk Mame |M| Email | City | ST| Address | Zip | Phone # | Organization |
Correspondent  Knicelesy Melvin E. Beckley W 471 Ragland Road 25801
[ Add New Contact |  Add Address | PrintResultsList | Done |
Modify Contact | Modify Address | Print Contact | Cancel |

Figure 8: Select a Contact Using a String of Characters

Enter name (last or last and first) and click <Find>. A list of matches will be displayed.
Highlight a contact, click on Correspondent, Addressee, or Referrer, and click select. The
contact will be displayed as shown in Figure 9.



Select Contacts

Last Name:IKing e — First Name: IAIe}{ — ﬂl

City: | State: | 4|

E-Mail: | Street: |

Position: I Organizatiun:l Clearl
Lask Mame I First Marme |M| Ernail I iy IStateI Address I Zip | Phone I Crganization I Position

King Alex
King files Washington  DC 1400 Independe. ., 202 (3 o Acting Deputy Ad

a| | i

Showing 1-2 of 2

Addresses
Locakion Desc Skreet Skreek2 Ciky Skake Zip

1400 Independence Avenue, 5.W.... hington  DiC 20250

' Correspondent: * Addressee:  Referrer:

W select g 4 Remove

Selected Contacts and Addresses

Role I Last Mame I First Mame | MI Email I Ciky I STI Address I Zip I Phone # I Organization
Correspondent  Kniceley Melvin E. Beckley W 471 Ragland Road 25801
Addressee King Alex ‘Washington DC 1400 Independe... 20250 {_ % _ ...
[ Add New Contact |  Add Address | PrintResultsList | Done |
Modify Contact | Modify Address | Print Contact | Cancel |

Figure 9: Select a Contact Using a Name

A new contact may be added to the address book by clicking <Add New Contact>. Enter
the contact information as shown in Figure 10 and click <Save>. The user will be
returned to the Select Contact screen.




Add New Contact

First Name: |Sand3.r
Middle Name: |
Last Hame: |Kri5tman

Rank/Title{(Mr,Mrs,Dr,etc): |Dr

Salutation{Dear Mr, etc): |

Email Address:

|
Organization: |
Position: |
Street:

[1520 Market Street

Street?:

|

City: State:  Zip:

|Saint Louis [MO x| [B3103-1212
Country:

| [

Phone: Fax:

Location Description:

W'ork il

[~ Only an Application Administrator May Change this Contact

Save Cancel

Figure 10: Adding A New Contact

The user can then add the newly created contact to the Selected Contacts and Addresses
list by performing a search on the new name, highlighting it, choosing Correspondent,
Addressee, or Referrer, and clicking select. The new contact will be added as shown in
Figure 11.



Select Contacts

Last Name: |Kristman First Name: |sandy Find |

City: | State: | =l

E-Mail: | Street: |

Position: | 0rganization:| Clearl
Last Mame | First Mame | M Email City State Address Zip Fhone COrganization Position

Kristman Sandy Saink Louis Mo 1520 Market Street 6310...

| | _’l

Showing 1 -1 of 1

Addresses
Locakion Desc Skreet Street2 Ciky Skake Zip

Worlk 1520 Market Street Saint Louis MO 6310..,

' Correspondent:  Addressee: * Referrer:

| Wsetect || 4 Remove |

Selected Contacts and Addresses

Role | Last Mame | First harme |M| Ernail I Ciky IST| Address | Zip I Phone # | Jrganization I
Correspondent  Kniceley Melvin E. Beckley Wy 471 Ragland Foad 25801
Addressee King Al Washington DC 1400 Independe... 20250 (% ...
Referrer Kristman Sandy Saink Louis MO 1520 Market Street 6310,
Add New Contact | Add Address | Print Results List | Done |
Modify Contact | Modify Address | Print Contact | Cancel |

Figure 11: Selecting the New Contact

When all the contacts have been added, click <Done>. The contact fields will be
populated as shown in Figure 12.

Control Humber: 5001243 Status: Ative

Folder Owner: Processing Code: | _|
Mission/Staff: |Office of the Executive Secretariat _I Agency: |N0ne _I
Division: |N0ne _I Group: |Main Group _I

Action Organization:
Mission/Staff: |Oﬁice of the Executive Secretariat _I Agency: INDne _I
Division: |None _I Group: |FOIderSetup Group _I

Correspondent: I—'Il Kniceley, Melvin E. j
Addressee: |_1|King, Alex j
Referrer: ITl Kristrnan, Sandy j
Subject: | j_l Related Folders: |

Date on Letter: |

Received Date: |U1,IUB,."EUUB

I @ @

Referrer Due Date:l

L
L

1]
w
w

Figure 12: Contact Fields Populated




To save changes to the folder, the user clicks <Save> or <Save and Close>. If the user’s
work session times out before the changes are saved, those changes are lost.

DATE FIELDS
The user then enters the following folder date fields.

Date on Letter — The date that is on the correspondent’s letter (if any).

Received Date — The date the incoming correspondence was received. This field will be
automatically filled with the Received Date if the folder was created from scanned
incoming correspondence document.

Referrer Due Date — The due date, if any, that the referrer requested for the response.

The dates can be entered in the format mm/dd/yyyy or the user may click the calendar
button and select the dates from a calendar. Figure 13 shows the contact and date fields
entered.

Control Number: 5001243 Status: Active

Folder Owner: Processing Code: | _I
Mission/Staff: IOﬁice of the Executive Secretariat _I Agency: INDne _I
Division: |N0ne _I Group: |Main Group _I

Action Organization:
Mission/Staff: IRuraI Dewvelopment _I Agency: IRuraI Business-Cooprerative Service _I
Division: |Cuuperative Frograms _I Group: |CDrresp0ndence Caontral Officer _I
Correspondent: |—1|Kniceley, Mehvin E. j Date on Letter: |D1,-’D1,.’2DDE

Addressee: | 1[King, Alex ~|[E2] Received Date:  [01/0/2006

Referrer: |—1| Kristrnan, Sanchy j Referrer Due Date:ll]E,-’D4,.’2DDE

Subject: | j_l Related Folders: | j EI_I

ﬂl ¥ More

Figure 13: Folder Fields with Contacts and Dates Entered

To save changes to the folder, the user clicks <Save> or <Save and Close>. If the user’s
work session times out before the changes are saved, those changes are lost.

Subject
The user then enters a subject by clicking the <...> button.

Clicking <Go> will display the entire list of available subjects. The user may also enter a
keyword and click <Go> to narrow the subject choices. The available subjects are
displayed in the top panel. To search for a specific subject, the user enters a full subject
or partial search string followed by an asterisk (*) in the ‘Find:” field and clicks the
<Go> button. The list of available subjects is now narrowed to just those that match the
search string.

The user can select one or more subjects to associate with a folder. To select a subject,
the user highlights the subject in the top panel and clicks the <Select> button. The



subject is added to the list of selected subjects in the lower panel. The user may remove a
subject from the Selected Subjects list by highlighting it and clicking <Remove>.

The user may select one (and only one) subject as the archival subject for the folder.
Only subjects that have an asterisk in the Archival column may be selected as the
archival subject for the folder.

The Select Subject screen is displayed in Figure 14.

Select Subject

Module: Correspondence Managerent

Find: |a|::|:* El

Available Subjects:

frchival I Subject I ;I
ACCOUNTING 1
* ACCOUNTING 2
ACCOUNTING 55

ACCT SYSTEMS 4

Grid Count: 7

l_*s-elent ||_‘ Remove |

Selected Subjects:

Archival Subject Select Archival
ACCOUMTING 2
ACCRED LAE PRGM
Save Cancel

Figure 14:
The user clicks <Save> to save the selected subjects and is returned to the folder.

To save changes to the folder, the user clicks <Save> or <Save and Close>. If the user’s
work session times out before the changes are saved, those changes are lost.

RELATED FOLDERS

The ECM application includes a Related Folders field on each work folder. This field
allows users to link folders that are associated to each other. If a folder has a related



folder, the control number of that folder is shown in the Related Folders field. The user
can select the control number and click the <Go> button to close the current folder and
open the related folder.

The related folder has the control number for the first folder in its Related Folder field so

the user can easily return to the previous folder by selecting it and clicking the <Go>
button.

Add Related Folders

This capability allows the Folder Owner to add or remove control numbers for folders
that are related. Figure 15 shows an open folder with no related folders.



/3 Correspondence Management Folder - Microsoft Internet Explorer

J File Edit View Favorites Tools Help

=10l x|

| .:!l

[Q - © - [x) &) (] Do Joroenm @3- 2 5L

|J Address Go

Currently Logged In:  Michael Graessle

Return To: Main Menu | Inbox

March 2, 2006

Control Number: 47489
Folder Owner:

Status:

Active

Processing Code: I

Mission/Staff: |Rura| Development

Division: |None

Action Organization:

Mission/Staff: |Rura| Development

_I Agency:
_I Group:

_I Agency:

|Rura| Housing Service

|Main Group/Michael Graessle

|Rura| Housing Service

Lk bk E]

Division: INone _I Group: IMain Group
Correspondent: | Dl j Date on Letter: |
Addressee: | O] ~I[E8] Received Date:  [02/27/2006
Referrer: I DI j Referrer Due Date:l
Subject: | j_l Related Folders: | j &l _I
Save | ¥More
# | Task I Received | Due Date I Al Organization I Assignee | Status | Complehedl Organizati B
1 Setup Folder 02/27/2006 02/28/2006 RD/RHSMone Michael Graessle Completed 02/28/2006 RD/RHSMNom | €
2 Research Issues 02/28/2006 03/01/2006 RD/RHSMone Michael Graessle Started RD/RHS Mom HI
3 Create Draft 07/19/2006 RD/RHSMone Michael Graessle Mot Started E
4 Prepare Final 07/21/2006 RD/RHSMone Michael Graessle Mot Started ¥
S
N
0
T
E
S
4| | 2l
Remarks:
Change Workflow | Suspend Workflow | Assignee Details | Workflow Status |

-

Complete Task | Print Cover Sheet | Security | Refresh |
Put Back Task | Print Folder | Admin | Save and Close | Close
" Quick Print
=
|@ Applet SpellChedkApplet started l_ l_ ’_ l_ l_ |0 Trusted sites v

Figure 15: Opened Folder

To add a related folder, the user clicks the <...> button. The Add/Remove Related

Folders screen is displayed as shown in Figure 16.




7} Add/Remove Related Folders - Microsoft Internet Explorer

=3 x|
J File Edit View Favorites Tools Help | .:!r
iy (i I 3 1A
[Qs - © - ) @ o] Domrer e @] 0 2 3 LI =
-
Currently Logged In:  Michael Graessle Return To: Main Menu | Inbox March 2, 2006
Add/Remove Related Folders
Enter a Control Mumber or click the Search button to find the Related Folder(s).
Control Number:  [524 Find Folder:
jin] I Module Category I Subject I Status I Folder Created I Folder Owner Pr Code
Save | Close |
L]
‘@ Done l_ l_ l_ l_ l_ Local intranet 4

Figure 16: Add Related Folders Screen

The bottom panel shows the related folders that will be added. The user enters each

control number and clicks the <Add> button. In the example shown in Figure 17 the
user enters 824 and clicks the <Add> button.

3 Add/Remove Related Folders - Microsoft Internet Explorer

-0l x|
J File Edit WView Favorites Tools Help | -:,'
7y (- g . < DR £
[Qs - © - (1) (&) (] Psewer Lo @] - L (3- | JE s
Currently Logged In:  Michael Graessle Return To: Main Menu | Inbox March 2, 2006
Add/Remove Related Folders
Enter a Control Mumber or click the Search button to find the Related Folder(s).
Control Number: Find Folder:
[ Wadd || 4 Remove |
D | Module | Category | Subject | Status | Folder Created | Folder Owner | Pr Code
824 Correspondence Management +*F00D STAM... Active 04232004  Main Group 02
d [ 3]
Save | Close |
L]
|@ Dane ’_l_l_,_’_ g Local intranet 4

Figure 17: Add Related Folders - After Selection



Folder 824 is added to the selected folders panel. The user can type in additional control

numbers as needed.

Search for Folder To Add

To search for a folder to add, the user clicks the <Search> button and the Select Folders
screen is displayed as shown in Figure 18.

2} Find Folders{Documents - Microsoft Internet Explorer

J File Edit View Favorites Tools Help

=101

| &

J GBack - -\_) - \ﬂ \ELI __h ‘ /'._j Search \j"\'( Favarites 6‘3 ‘

=R

H Address Go

-

Final Signer:
Final Signer (Last,First):
Document Title:

Batch Number:

Date Received - From:

I (] I

Currently Logged In:  Michael Graessle Return To: Main Menu | Inbox March 2, 2006
Select Folders

Module: |Correspondence Management j Folder Owner: I—

Mission/Staff: I j Agency: I j

Division: | x| Group: | _I

Status: I j Control Number - From: |500

Processing Code: | _I Control Number - To: W

Document Type: I j Letter Date - From: I—

Contact: | Letter Date - To: I—

Contact (Last,First): I , Date Signed - From: I—

Contact Role: | j Date Signed - To: I—

Subject: | | vIP Type: | =l
™ Only Search Archival Subject Search | Aless

Author: | Reference No.:

|
-

Date Received - To: I

Doc Created Date - From: I

|
[

Doc Created Date - To: I

Search |

Event Date From: Folder Created Date - Frum:l
Event Date To: I Folder Created Date - To: I
Content Search: IAII j I

Sort By: IComroI MNumber
Clear | Close |

j v Ascending

|@| Done

l_ l_l_ l_ l_la Trusted sites

Figure 18: Query Folders to Select

This screen works the same as the ECM Query Folders screen. In the example in Figure
18, the user searches for Correspondence Management folders with control numbers
between 500 and 1000. The user clicks the <Search> button. The results list shown in
Figure 19 displays all folders that match the query criteria.




/3 Folder Results - Microsoft Internet Explorer O] x|

J File Edit View Favorites Tools Help | :,'
. - :
= ) - 3 ) ~F i Z - - ﬁ
J G Back = |£| |EL| |, Search &..( Faverites {:t ‘ (&= E Jngdress
-
Currently Logged In: Michael Graessle Return To: Main Menu | Inbox March 10, 2006
Folder Results
Pr Code | Letter Date | Date Signed | Correspondent Addressee #
i 01/15/2005 04/10/1997 HeeH.. Hamiton Michael C. Graessle *REPORTS %
2 501 01 01/15/2005 04/10/1997 +leeH.. Hamilton  Michael C. Graessle *REFORTS Active 2
3 502 0z 01/04/2005 01/04/2005 +Joe D. Salywha... John Jay +A-129 Active u]
4 503 05 01/15/2005 01/22/2005 Keri Janson John Doe +Farm Active i}
5 504 01 01/15/2005 01/22/2005 Keri Janson John Doe +Farm Active i}
[ 505 01 01/15/2005 01/22/2005 Keri Janson John Doe +Farm Active i]
7 506 01 01/05/2005 01/05/2005 +JoeD. Salywha... +John Jay +*ACCOUNTING  Active 0 i
3 507 05 01f15/2005 01/22/2005 Keri Janson John Doe +Farm Active 0
9 508 01 01/15/2005 01/22/2005 Keri Janson John Doe +Farm Active i] -
4| | »
First Prev 12 3 4 Next Last Showing 1 - 100 of 381
Folder Owner: Main Group Mission/Staff: Office of the Executive Secretariat
Folder Owner Phone: (703) 555-8324 Agency: Naone
Folder Owner E-Mail: cco@test gov Division: Naone
Subject: +*FO0D STAMP PRGM Group: Main Group
Referrer: +Michael C. Graessle Synopsis: This is a really long synopsis. It was
VIP Type: Corporate Executive created as an exgmple of a really, really
long synopsis. It just goes on and on
[ Wadd || 4 Remove |
D | Module | Category | Subject | Status | Folder Created | Folder Owner | Pr Codi
500 Correspondence Management *REPORTS Active 01/04/2005 Tim Koehler 03
501 Correspondence Management *REPORTS Active 01/04/2005 Tim Koehler 01
1 |
Select I Search | Close |
=
|&] Dane l_ l_ l_ l_ l_ [&J Local intranet Y

Figure 19: Query Folders to Select - Results List

The user selects one or more folders by highlighting them and clicking the <Add> button.
The selected folders are added to the lower panel. When finished, the user clicks the
<Select> button on the bottom of the form to return to the Add/Remove Related Folders
screen and include the newly selected folders.

Alternatively, the user can click the <Search> button to return to the query screen to enter
new criteria to find more folders. Any folders in the lower panel will remain selected
when returning to the Query Screen.

To close the screen without selecting any folders, the user clicks the <Close> button.
When a folder is highlighted, data about the folder is displayed in the middle panel. The

first part of the synopsis is displayed in the Synopsis field. To view the entire synopsis,
the user clicks the Synopsis label and the full synopsis is displayed.



Add Multiple Folders

To add more folders to the related folders field, the user clicks the <Search> button on
the bottom of the Folders Results screen. The Select Folders screen is re-displayed as

shown in Figure 20.

/3 Find Folders/Documents - Microsoft Internet Explorer P ] 1
J File Edit View Favorites Tools Help | 1','
J @ Back - -\;) - \ﬂ @ _:\] ‘ /__j Search “:{_‘\L( Favorites {:‘3 ‘ [_\ - ; s _J ﬁ H Address Go

Currently Logged In:  Michael Graessle Return To: Main Menu | Inbox March 2, 2006 =

Select Folders

Module: ICorrespondence Management j Folder Owner: I—

Mission/Staff: | j Agency: | ﬂ

Division: I j Group: I _I

Status: | x|  Control Number - From: IZDI}D—

Processing Code: I _I Control Number - To: I—

Document Type: | j Letter Date - From: I—

Contact: I E2 Letter Date - To: I—

Contact (Last,First): | , Date Signed - From: I—

Contact Role: I j Date Signed - To: I—

Subject: | x| VIP Type: | |

" Only Search Archival Subject Search | Aless

Author: I Reference No.: I

Final Signer: | Date Received - From: l—

Final Signer {Last,Firs‘t}:I , I Date Received - To: l—

Document Title: | Doc Created Date - From: l—

Batch Number: I Doc Created Date - To: l—

Event Date From: l— Folder Created Date - Frum:l—

Event Date To: l— Folder Created Date - To: l—

Content Search: |AII j |

Sort By: | Control Number | ¥ Ascending
Search | Clear | Close |
I-

[&] pone l_ ’_ ’_ ’_ ’_ |@ Trusted sites

Figure 20: Query Folders to Select

The results list in Figure 21 is displayed for the query in Figure 20.




3 Folder Results - Microsoft Internet Explorer -0l x|

| .ar
J eEad( - IO - |ﬂ @ ;h |;)Seard'1 LE’i‘"g‘Fanmrites ﬁ‘}‘ [ij:v .:\; - _J ﬁ JAgdress

-

J File Edit View Favorites Tools Help

Currently Logged In:  Michael Graessle Return To: Main Menu | Inbox March 10, 2006
Folder Results
D | Pr Code | Letter Date | Date Signed | Correspondent | Addressee | Subject | Status | # Related |
i 2000 01 06/16/1997 +LeeH., Hamilton  Michael Brostek *REPORTS Closed Dall
1 | i
Showing 1 -1 of 1
Folder Owner: Mission/Staff:
Folder Owner Phone: Agency:
Folder Owner E-Mail: Division:
Subject: Group:
Referrer: Synopsis:
VIP Type:
] | Module | Category | Subject | Status | Folder Created | Folder Owner | Pr Cod
500 Correspondence Management *REPORTS Artive 01/04/2005 Tim Koehler 03
501 Correspondence Management *REPORTS Active 01/04/2005 Tim Koehler 01
2000 Correspondence Management *REPORTS Closed 05/12/2004  Main Group 01
4 |
Select I Search | Close |

|@ l_ l_ l_ l_ l_ |\:J Local intranet v

Figure 21: Query Folders to Select - Results List

The user selects the folder and adds it to the selected folders list. Now the user clicks the
<Select> button. The Add/Remove Related Folders screen is displayed with the selected
folders included as shown in Figure 22.



-} Add/Remove Related Folders - Microsoft Internet Explorer -|0] x|

J File Edit View Favorites Tools Help | 4"
J e Back - -,J - |1L| @ __ﬂ ‘ /.j Search \:\'( Favorites {:‘3 ‘ <] = L‘f - _J ﬂ Jngdress
Currently Logged In; Michael Graessle Return To: Main Menu | Inbox March 2, 2006

Add/Remove Related Folders

Enter a Control Number or click the Search button to find the Related Folder(s).

Control Number: Find Folder: Search |
| ¥add || 4 Remove |

1D I Module Category I Subject I Status I Folder Created I Folder Owner I Pr Code
500 Correspondence Management Active 01/04/2005  Tim Koehler
501 Correspondence Management Active 01/04/2005  Tim Koehler 01
824 Correspondence Management +*F00D STAM... Active 04/29/2004  Main Group 02
2000 Correspondence Management *REPORTS Converted 05/12/2004  Main Group
<| [ 3]

[&] Done [T [ [ | [Ndioclintanet v

Figure 22: Add Related Folders - Selected Folders Complete

The three new folders are added to the one that was previously entered. The user clicks
the <Save> button and the related folders field is updated as shown in Figure 23. The
related folder will also have its Related Folders field updated with the control number of
the initial folder.

To remove a related folder, the user selects it from the lower panel and clicks the
<Remove> button. In the related folder, the reference to this folder will be removed also.

To save changes to the folder, the user clicks <Save> or <Save and Close>. If the user’s
work session times out before the changes are saved, those changes are lost.

Figure 23 shows a folder with the Related Folders field populated with several control
numbers.



a Correspondence Management Folder - Microsoft Internet Explorer - | Dl ﬂ

J File Edit Wew Favorites Tools Help | 1','
- e | . | . .
J @Bad& - -J - \ﬂ @ ‘_.] ‘ ijeard1 ‘E/:L(Fa\tontes e}‘ =" - _J ﬁ Hngldress Go
Currently Logged In;  Michael Graessle Return To: Main Menu | Inbox March 2, 2006
Control Number: 47489 Status: Active
Folder Owner: Processing Code: I E
Mission/Staff: |RuraIDeveIopment _| Agency: |RuraIHousing Service _|
Division: |None _I Group: |Main Group/Michael Graessle _I
Action Organization:
Mission/Staff: IRuraI Development _I Agency: IRuraI Housing Service _I
Division: INone _I Group: IMain Group _I
Correspondent: | D| - Date on Letter: |
Addressee: | 0] ~|[E8] Received Date: [02/27/2006
Referrer: | D| - Referrer Due Date:|
Subject: I j ﬂl_l
| [wsMore
# | Task | Received | Due Date I Al Organization | Assignee | 824 E g
1 Setup Folder 02/27/2006 02/28/2006 RD/RHSMane Michael Graesslel 2000 - oni | C
2 Research Issues 02/28/2006 03/01/2008 RD/RHSMane Michael Graessle Started RD/RHS Man H‘
3 Create Draft 07/13/2006 RD/RHSMane Michael Graessle Mot Started E
4 Prepare Final 07212006 RD/RH5/MNone Michael Graessle Mot Started ¥
S
w
o)
R
K
F
L
o)
w
N
9]
T
E
8
4 | i
Remarks:
Change Workflow | Suspend Workflow | Assignee Details | Workflow Status |
Complete Task | Print Cover Sheet | Security | Refresh |
Put Back Task | Print Folder | Admin | Save and Close | Close
" Quick Print

[]
|@ Applet SpellCheckApplet started ’_ ’_ ’_ ’_ l_ |0 Trusted sites v

Figure 23: Work Folder with Related Folders Field Populated

Remove Related Folder



To removing a Related Folder, the user clicks <...> as shown in Figure 24.

Control Number: 4365 Status: Arctive Security Level: Public
Folder Owner: Processing Code: |OESBEI Q
Mission/Staff: IOﬁice ofthe Executive Secretariat _I Agency: |NDne _I
Division: INDne _I Group: |Main Group _I

Action Organization:
Mission/Staff: |Oﬁice ofthe Executive Secretariat _I Agency: INDI"IB _I
Division: |N0ne _I Group: |Main Group _I
Correspondent: | Dl j Date on Letter: |

Addressee: | 0| ~|[E2| Received Date:  [05/03/2005

Referrer: | Dl j Referrer Due Date:l

Subject: | j_l Related Folders: &I_Iq—

ﬂl ¥ More

Figure 24: Related Folders — Remove

The user is taken to the Add/Remove Related Folders Screen. The bottom of the screen is
populated with the folders that are in the related folders field for that folder. The user
highlights the folder to be removed and clicks the <Remove> key as shown in Figure 25.

Add/Remove Related Folders
Enter a Contral Murnber ar click the Search button to find the Related Folder(s).

Control Number: Find Folder:
| ¥add || 4 Remove |

o] | Module | Category | Subject | Skatus | Falder Created | Falder Cwner | Fr Codel
4269 Correspondence Management 15TH MOMN REPORT Active 02/27/2006 Correspondence ...

Correspondence Management 05/17/2006 Main Group

Save Cancel

Figure 25: Related Folders - Remove

The highlighted folder is no longer on the bottom of the screen (Figure 26).



Add/Remove Related Folders
Enter a Control Mumber or click the Search button to find the Related Folder(s).

Control Number: Find Folder: Search |
| Wadd || 4 Remove |

o] | Module | Cakegary | Subject | Stakus | Folder Created | Falder Cwner | Fr Codel
4269  Correspondence Management 15TH MOM REPORT Active 0zfz7iz006 Correspondence ...

— Save | Cancel |

Figure 26: Related Folders — After a Folder is Removed

The user then clicks the <Save> key and is returned to the folder as seen in Figure 27. To
save the changes to the Related Folders the user must also click <Save> after returning to
the folder.
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Figure 27: Related Folders - Drop Down After Folder Is Removed

Open A Related Folder

To open a related folder, the user highlights it in the list box and clicks the <Go> button.
If the user has privileges to view the folder, it will be displayed. If the user does not have
privileges to view the folder, a message will be displayed that includes contact
information for the Folder Owner.

MORE / LESS FIELDS

Additional folder fields can be seen by clicking the <More> button as shown in Figure
28.



Control Number: 5001248 Status: Active

Folder Owner: Processing Code: I _I
Mission/Staff: |Oﬁice of the Executive Secretariat _I Agency: |N0ne _I
Division: INone _I Group: IMain Group _I

Action Organization:

Mission/Staff: IRuraI Dewvelopment _I Agency: IRuraI Business-Cooprerative Service _I
Division: ICDDperative Frograms _I Group: ICorrespDndence Contral Officer _I

Correspondent: | 1 IKniceIey, telvin E. Date on Letter: IDUDUZDDE

Addressee: | 1|King, Alex Received Date:  01/06/2006
Referrer: | 1 |Kristman, Sandy Referrer Due Date:lDZfDéh"ZDDB
Subject: [ACCOUNTING 2 =] ...| Related Folders: | =l o] ]

Savel REMONE || gm—

Figure 28: Expanding the Folder Fields

The Folder Fields can be collapsed by clicking on the <Less> key shown in Figure 29.

Control Humber: 5001245 Status: Active

Folder Owner: Processing Code: I IZI
Mission/Staff: IOf‘fice of the Executive Secretariat _I Agency: INDne _I
Division: INDne _I Group: IMain Group _I

Action Organization:

Mission/Staff: IRuraI Dewvelopment _I Agency: IRuraI Business-Cooprerative Service _I
Division: ICDDperative Frograms _I Group: ICDrrespondence Contral Officer _I

Date on Letter:  [01/01/2006

Correspondent: I 1 IKniceIey, bdelin E.

Addressee: I 1 IKing, Alex Received Date: IW

Referrer: | 1 |Kristman, Sandy Referrer Due Date:W

Subject: [AccounTiNG 2 =] ...| Related Folders: | =l 6ol L]

—

Synopsis: Thank you for the information you provided regarding your Rural Housing Service (RHS) loan. ;l ==
The Agency has received the documents you recently provided regarding your Rural Housing [

Final Signer: I DI j _I Date Signed: I

VIP Type: I j Special Instructions:l j

Letter Count: |1 Receipt Mode: | j

Reference No.: | Event Date: |

Special Attentiun:l | ﬂl

Figure 29: Expanded Folder Fields

The user can use the screen preference in the Personal Profile section to show more or
less folder fields by default. See Figure 30.



Personal Profile

User Hame: 00410010050000002 First Name: Ed

Last Hame: Koenen Email Address: edward. koeneni@stl usda. gov
Phone: 314-335-8655 Mission/Staff: Rural Developrment

Agency: MNane Division: Mone

Screen Preferences

General

¥ Show Select Group/User Details Screen by Default
" Show More Folder Fields by Default -

Screen

% Show List View Group Navigation by Default
Prouey

" Show Tree View Group Mavigation by Default

Prinking Save | Close |

Figure 30: Person Profile — Set Default For Folder Fields

SYNOPSIS
The Synopsis field is used in two ways by ECM.

The application captures the first 500 characters of scanned documents after the
salutation and stores them in the synopsis field of the folder. The application ignores all
text up to the salutation and the name after the salutation.

The Synopsis is also a free form text field of up to 500 characters. The user can use the
synopsis for meaningful and/or descriptive date.

The entire contents of the synopsis field can be viewed and edited when the user clicks on
the “‘Synopsis’ label. The synopsis can be modified and Spell Check can be run against it.
Figure 31 shows this pop-up.



a Folder Synopsis - Microsoft Internet Explorer - |EI|5|
Folder Synopsis -l

Thank you for the information you provided regarding your Rural Housing Service (RHS) loan. =]
The Agency has received the documents you recently provided regarding your Rural Housing
Service Loan. These documents do not affccl the validity of your Promissory Note or Real Estate
Deed of Trust. ¥ou are still obligated by the terms and obligations outlined in these documents.
WWe would encourage you to make your mortgage payment on time each month. Thank you for
.sharing your cancerns about your Rural Housing Service loan,

, You may also call our Customer Service Department toll free at 1-800-414-1226 or TDD at
1-800-433-1832 7:00 a.m. to 5:00 p.m., Manday through Friday, Central Standard time. With a
touch tone telephone the Vaoice Response Unit (WRLU) can provide autornated confidential
‘account information, 7 clays a week, outside the normal business: hours. Please refer to your

1| [|acocount number when you write or call us. Thank you,

Sincerely,

Fural Development

Fural Housing Service

Centralized Serwicing Center

0K Cancel

Figure 31: Folder Synopsis Pop-up

SELECT FINAL SIGNER and DATE SIGNED

A final signer can be selected. The Final Signer field shows the person(s) or position
expected to sign the final version of the response letter. This may be a specific person or
a position within USDA (e.g. Deputy Administrator). It may also be more than one
person. The user clicks the <...> button next to the Final Signer field and the Select
Final Signer screen is displayed in the List View (Figure 32) or the Tree View (Figure
33) according to the user’s default.

The user highlights the applicable signer, clicks <Select> and <Save>.

When the letter is actually signed, the Final Signer(s) should be changed if it is different
than when initially assigned. In this situation, the original Final Signer is stored along
with the actual Final Signer.

At that time the Date Signed field is entered by the user. The date can be entered in
MM/DD/YYYY format or by clicking on the calendar and selecting the date.

Upon being returned to the folder, the user clicks <Save> or <Save and Close>. If the
user’s work session times out before the changes are saved, those changes are lost.



Select Final Signer List View Tree View |

Mission/Staff: |Rura| Development j
Agency: IRuraI Business-Cooprerative Service j
Division: ICooperati\re Pragrams j Show Groups/Positions |
Farent Groups I
Main Group

{ Positions Users Display
Cooperative Marketing Division
Cooperative Management Division
MFCAgency

Cooperative Development Division
Correspondence Contral Officer

Level Down | Level Up

Show Groups for, Userl

Find Gruup:l EI Find User:l ﬂl

Selected Final Signers

Marne | rganization Path |

ECMM administrator SECIOES/MoneflNone

Save | Cancel

Figure 32: Select Final Signer — List View



Select Final Signer o
Tree View

ey
Matiohal Appeals Division
E‘Eﬁﬁura\ Development
[i:‘ Correspondence Branch
[i__\ kathys Agency
BT Hone
Ii__‘l Office of Community Development
[i__‘l RD Operations and Management
[i__\ RD Palicy and Planing
EEIRuraI Business-Cooprerative Senvice
E Policy and Planning
E Community Development |
E@Cmperative Frograms
[Ellig7Main Group
iéj Cooperative Development Division
I-(-_?;: Cooperative Management Division
I-(:‘;: Cooperative Marketing Division
EECorrespondence Control Officer
8 Administrator, ECMM
I(‘;] MFCAgency
8 Administrator, ECh
E Business Programs
= . .

W select || 4k Remove

Organization Path

Selected Final Signers

ECMM Administra.

Save | Cancel |

Figure 33: Select Final Signer — Tree View

REMAINING FIELDS

These remaining fields support special handling, special instructions, categorizing and/or
tracking of the folder. Some fields have a drop-down list box with the available choices.
Others can be used in ways meaningful to the user or group. These fields may be left
blank if they don’t apply to this folder. These fields are shown in Figure 34.

VIP Type: ISenatDr j Special Instructions: I j
Letter Count: | Receipt Mode: |USPS j
Reference No.: I Event Date: I

Special Aﬂentiun:l Important Rewiew j ﬂl
I |

Figure 34: Additional Optional Folder Fields

VIP Type: This field associates a Very Important Person type to this folder. VIP types
include President, Governor, Member of Congress and Tribal Official

Special Instructions: This field is used to provide special handling information for this
folder. An example of a Special Instruction is Urgent.

Letter Count: This field can be used to track the number of letters received or generated
through the folder.




Receipt Mode: This field is used to track the method in which the correspondence that
triggered creation of the folder was received. The values include USPS, Scanning, and E-
Mail.

Reference No.: This is a free-form field that can be used for data meaningful to the user.

Event Date: This field is used mainly to identify dates of events to which the Secretary
of Agriculture has been invited.

Special Attention: This field is used to flag important folders. For this to be
meaningful it should be used sparingly. When this is not blank, an exclamation mark will
be displayed in the inbox next to tasks assigned for this folder. Valid values include
Important Review, Scheduling-Secretary, and Homeland Security.



