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Access and Login

The e-Recognition system allows Department administrators to maintain information needed to allow
the agencies to submit their on-line reports and analysts to review them.

Administrators can perform the following tasks.

Add and update agencies and countries

Add and update meeting dates

Assign, change, and remove meeting dates for agencies and countries
Assign and update the agency report submission type

Enter the agency's scope of recognition

Upload historical documents

Upload 3™ party comments documents and requests to make oral comments
View agency reports

Change Status agency reports or change the report status

Assign analysts to agencies

Add, update, and delete analyst, reviewer, and committee user accounts and assign roles
Assign committee members to meeting dates

Unlock user accounts and reset passwords

Update the text of standard emails

Update the text of the criteria displayed on the agency narrative screens
Output agency or committee data for FOIA or other requests

Add documents to the e-folder

Edit documents in the e-folder

Search documents and narratives in the e-folder

Send a blast email to agencies or countries

Update document types for the e-folder

The screens you will use to perform these tasks are explained in the following sections.

1.1

Accessing the System

To access the system, enter the URL https://surveys.ope.ed.gov/erecognition in the address
box of the browser. The e-Recognition landing screen will display. Click the Accept and Login
button after reading the Privacy Act Notice and Security Warning message. Enter your User ID
and Password and click the Log in button to log in to the system. All login attempts are logged.
If you have three unsuccessful login attempts, your account will be locked. You will then need
to contact the Help Desk to have your account unlocked. A link to the Contact the Help Desk is
located on the Login page.
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12 Forgot Password

If you forget your password, you can click the 'Forgot Password?' link and enter your email. The
system will confirm your identity and email your password to you. After three failed login
attempts, you will be locked out of the system and will need to contact the Help Desk to have
your account unlocked.
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Forgot Password

Please enter your usemame and email and dlick the "Send Password” butten. Your password will be emailed to you shortly.

If you are unable 10 provide this information at this time please contact the Help Desk here for further assistance.

Username

Cancel [ Send Password

1.3 Change Password

You can change your password by clicking on the 'Password' link at the top of the screen You
are required to change your password every 90 days. This screen will display after you login if
your password has expired.

Enter your Current Password, New Password, and Verify New Password in the appropriate text
boxes, then click the Submit button.
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Change Password
Please create a new password.

Current Pasaword

Password Requirements
- Your new password cannot be the same as your previous 24 passwords.
- Your new password must be et least 12 characters, and include any combingtion of the following:
passwords cannot contaln your first or last name or the word ‘password”
at least one uppercase alphabetic characier (A-Z)
at least one lowercase alphabetic character (a-2)
at least one number (0-9)
at least one special character (#5*+="()@%&)

New Password

GConfirm Password

Back } Submit

14 Help

A Help Desk is supported in conjunction with technical support for the e-Recognition website.
The role of the Help Desk is to respond to technical questions about the website. Click the ‘?
Help’ link to contact the help desk.

1.5 User Guides

Click the ‘User Guide’ link in the toolbar to view the User Guides screen. Click on a link to
display any of the guides.
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User Guide

Click on alink to display a user or administrator how-1o guide. All guides are in PDF format

User Guides

- Administrator User Guide

- Analysi/Reviewer User Guide
Committee User Cuide
NACIQI User Guide
NCFMEA User Guide

- Foreign Veterinary Agency User Guide

How-to Guides

Agency User Other

- Add an Agency or Country - Add a User - Generate Downloadable Data
Assign an Anelyst to an Agency Assign a Committee Member Manage Criteria
Search for an Agency Change your Password Manage Emails
Unsubmit an Agency Change User Access

Meating e-Folder

- Add a Meeting Date - Add a Document 1o the e-folder

- Modify a Meeting Date - Edit a Document in the e-folder

2 Agency and Country Maintenance

When an administrator logs in to the e-Recognition system, the Administrator Search screen
will display. Most administrative functions related to agencies and countries can be done
through this screen. Click the 'Admin Main' link in the top menu bar to return to this screen.

You can search for agency information by agency Login ID, name, type, state, submission status
or type, meeting date, and assigned analyst. To include archived meeting dates in your search
results, check the 'Include Archive' checkbox. To include deleted meetings, click the ‘Include

Deleted’ checkbox.

After you enter your search criteria, click the Search button. Click on the Reset button to clear

previously entered/selected search criteria.
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D Name Type State Include Status
All v Select v All v All A Select v All
Submission Type Mezting Date Analyst

Add Agency Or Country send Email 142 Agencies £ Emall Bast Archive

A
Last .
0O D Name Type State I Locked Analyst Action
Login
v AARDVARK AAARDVARK Accreditin wv No
g
[0 ~ ABCAA ABC Accrediting Agency Accrediting co 05/19/2022 No Paul Florek

The results of the search are displayed sorted by agency or country name under the search
criteria. The following information is displayed for each one: login ID, agency name, agency
type, state, last login date, and analyst assigned.



The types of Status are:

N/A — Agency has not started their report

Narrative In Process — Agency has logged in and started their report

Narrative Submit (Draft) — Agency has submitted the report and the Analyst can review it
Response In Process — The Analyst has completed their review and the reviewer has

sent the agency an email notifying them that the draft analysis has been completed,
Response Submit — Agency has resubmitted their response

Final Review (Final) — The Analyst has completed their review and it is ready for the
committee

For each agency, the following links are available:

Update - Update the agency's address and administrator information.

Analysis Information - Update analysis information, not specific to a meeting date,

for the staff report.

Assign - Assign the Analyst for the agency.

Unlock - If the agency has been locked out of the e-recognition system (unsuccessful log
in after 3 attempts), the ‘Unlock’ link displayed in the Locked Column will allow the
admin to unlock the agency’s account so that they can attempt to login again. The
admin will need to notify the agency when their account has been unlocked.

Reset — If the agency cannot recall their password, the admin can click on the ‘Reset’ link
displayed in the Locked Column to reset the agency’s password back to the default
login. The agency will then be able to login and update their password. The admin will
need to let the agency know when their password has been reset.

For each meeting date, the meeting date, submission status, latest submit date, and type of
submission are listed.

For each agency meeting date, the following links are available:

Assign Meeting Date — Assign the agency to a meeting date.

Change Date — Change the meeting date assigned to the agency.

View Data — View the agency's report.

Change Status - Change the submission status for a report or delete the meeting date.
Update [Type of Submission] — Change the type of report, the required criteria on

a compliance report, or the outstanding issues for an NCFMEA update report.

View [Historical Information] — View historical documents from the e-folder.

Upload [3" Party Comments] — Upload 3" Party comments and enter requests for
oral comments. If documents have been uploaded for the agency's meeting date,
the documents uploaded can be displayed.

The screens to perform these functions are described in the following sections.

For archived and deleted meeting dates, no links to modify meeting date information will
display. The 3™ Party Comments column will contain a ‘View’ link to allow you to display these
documents.



2.1 Manage Agencies and Countries

To add a new agency or country, click the Add Agency or Country button. To update the agency
or country, click the ‘Update’ link under the Agency Name. The Update Agency screen will
display.

If you are adding an agency or country, you will first need to select the type from the dropdown
and click the Go button.
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Search > Add Agency or Country

Add Aaencv or Countrv

Accrediting
Foreign Med
Foreign Vet
Military
Nursing

Vocational

Please select an agency type.

If you select ‘Foreign Med’ from the dropdown, the Add Country screen will display, otherwise
the Add Agency screen will display fields to enter the agency administrator. Required fields are
marked by a red asterisk. Enter your changes to the information and click the Save button.



Foreign Med Add Country screen
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Search > Add Agency or Country

Add Agency or Country

Agency Type
[ Foreign Med - ]

Agency Identifier * Agency Name *

Primary Contact

Title Prefux First Name * Midde Inital Last Name *
Select =
Adcress Line 1 Address Line 2 Address Line3 Address Line 4
city Country Postal Code
Telephone Fax Email (1) * Email (2)

Secondary Contact
U.S. DEPARTMENT OF EDUCATION e OFFICE OF POSTSECONDARY EDUCATION
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G Search M e-Folder ® Meetings & Users Emails ®Criteria BDocuments & OutputData @& Reports

Secondary Contact

Tile Prefix First Narve Middie intial Last Name
Select =
Address Line 1 Address Line 2 Address Line 3 Address Uine 4
City Country Postal Code
Telephone Fax Email (1) Email (2)

Government-designated Accrediting Agency *

Primary Contact

Title Prefix First Name * Middle Initial Last Name *
Select w

Address Line 1 Address Line 2 Address Line 3 Address Une 4

City Country Postal Code

10
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Secondary Contact

Title Prefix First Name Middle Initial Last Name
Select
Address Line 1 Address Line 2 Address Line 3 Address Line 4
City Country Postal Code
Telephone Fax Email (1) Email (2)
Embassy *

Primary Contact

Title Prefix First Name * Middie Initial Last Name *

Select
Address Line 1 Address Line 2 Address Line 3 Address Line 4
City Country Postal Code

Other Contact (for example, attorney or school contact)

Title Prefix First Name Middle Initial Last Name
Select
Address Line 1 Address Line 2 Address Line 3 Address Line 4
City Country Postal Code
Telephone Fax Email (1) Email (2)
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If you select ‘Foreign Vet’ from the dropdown, the Add Agency screen for Foreign Vet will
display fields to enter the primary and secondary contact. Otherwise, the Add Agency screen
will display fields to enter the agency administrator.



Foreign Vet Manage Agency screen
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Add Agency or Country

Agency Type

Foreign Vet -

Agency Identifier *

Primary Contact
Title Prefix First Name * Middle Initial Last Name *
Select -
Address Line 1 Address Line 2 Address Line 3 Address Line 4
Ccity Country Postal Code
Telephone Fax Email (1) * Email (2)
Secondary Contact
Title Prefix First Name Middle Initial Last Name
Select
Address Line 1 Address Line 2 Address Line 3 Address Line 4
City Country Postal Code
Telephone Fax Email (1) Email (2)
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Accrediting, Vocational, Nursing or Military Degree-Granting Manage Agency screen
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Search > Add Agency or Country

Add Agency or Country

Agency Type

Agency Identifier * Agency Name *

Addr ° Addross Line
Select -
Agency Administrator Information
Title Prefix First Name * Middle Initial Last Name *
Select w
Telephone Fax Email *

2.2  Assign Analyst

To assign an Analyst to an agency or country, click the 'Assign' link in the Action column. The
Assign Analyst screen will display.

14
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Q Search me-Folder ® Meetings & Users Emails @Criteria &Documents £ OutputData @& Reports

0 Name Type State Include Status
All - Select - All - All - Select - All ~
Submission Type Meeting Date Analyst

Al v | | an . Al - reset ([N
Add Agency Or Country Send Email 142 Agencies £3 Email Elast Acchive

)
Last "

a 1D Name Type State Lagin Locked Analyst Action
[] ~ AARDVARK AAARDVARK Accrediting wv - No eve

Update Agency
0 ~ ascaa ABC Accrediting Agency Accrediting co 05/19/2022 No Paul |

Analysis Information
[0 v AsCD ABCD Accrediting Agency Accrediting  DC o No Chrig Reset Password

Assign Analyst
[0 v ABCDE ABCDE Agency Accrediting VT 05/31/2022 No INOV. Add New Report
[] v ASCDEFM ABCDE FM ;:;:9" SeYs 05/31/2022 No (1T — ==
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o Search me-Folder W Meetings & Users Emails B® Criteria & Documents & Output Data & Reports

—_—
Search > Assign Analyst

Assign Analyst

Assign Analyst

[ N/A e

Select the Analyst from the dropdown and click the Assign button.

2.3  Assign Meeting Date

To assign a meeting date and submission type, click the 'Add New Report' link under the Action
column heading. For agencies, the Add New Report screen will display.

15
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Search

0 Name Type State Include Status

All ~ Se - All - All ~ Select - Al -

Submissicn Type Meeting Date Analyst

Add Agency Or Country Send Email 142 Agencies €3 Email Blast Archive

A
O 1] Name Type State Che Locked Analyst Action
Login
[0 ~ AARDYARK AAARDVARK Accrediting wy ceee No ceee :
Update Agency
[0 ~ ABCAA ABC Accrediting Agency Accrediting co 05/19/2022 No Paul |
Anslysis Informaticn
0 ~ aBcD ABCD Accrediting Agency Accrediting Dc seee No Chdg fest Fasword
Assign Analyst
0 ~ ascoe ABCDE Agency Accrediting vT 05/31/2022 No INOV, Ad¢ New Report
[0 ~ ABCDEFM ABCDE FM ::;:‘9" SRR 05/31/2022 Mo T N—— .
[0 v ABCDEFV ABCDE FV Foreign Vet ssvs 05/31/2022 No Christian Alfaro :

16



U.S. DEPARTMENT OF EDUCATION 4 [JSNNT OFFCE OF POSTSECONDARY EDUCATION

®-RECOGNITION & User Guide 2 Help @ AEnUSe

Edit User ~

Q Search me-Folder ® Meetings & Users Emails Criteria & Documents & Output Data & Reports

Search > Add New Report

Add New Report

Agency Name:
Meeting Date *

Select v

Type of Submission *
l Select v

Current Scope of Recegnition (Limit 1,000 characters and spaces)

None

4/1000 characters

Select the meeting date and type of submission from the dropdowns. You can also change the
current scope of recognition, if necessary.

When you click assign, a popup asking if you would like to modify any criteria requirements will
appear.

New Report Assigned X

You have successfully assigned a new report with the given information. Would you
like to modify any criteria requirements?

17
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Q Search me-Folder ®* Meetings & Users Emails ®&Criteria &Documents & OutputData & Reports

Search > Assign Scope

Assign Scope

Agency Identifier. AARDVARK Name AAMARDVARK Mecting Dale: 05/16/2031

Type of Submission *
Expansion of Scope -
Current Scope of Recognition (Limit 1,000 characters and spaces)
None

Check the Required box for any of the criteria to force the agercy to enter a narrative for the criteria before they submit. [ setect an

Required Criteria

Basic Eligibility Requirements

a 602.10 Link to Federal programs

(] 602.11 Geographic scope of accrediting activities.

602.12 Accrediting Experience

a 602.12(a) Accrediting Experience Initial

a 602.12(b) Expansion of Scope

a 602.13 Acceptance of the agency by others
Ordanizational & Administratie R

The agency will not be able to submit their report unless they have entered a narrative for all of
the criteria for which you check 'Required.' Entering a narrative for the other criteria will be
optional. Click the Save button after you have finished entering the information.

If you click the ‘Assign Meeting Date’ link for a country, the Add New Report screen will display.

18
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o Search me-Folder ® Meetings & Users Emails @ Criteria & Documents & Output Data & Reports

Search > Add New Report

Add New Report

Agency Identifier: ABCOEFM Narre: ABCDE FN
Meetng Dale *
Select .
Type of Submissicn *
Select
Outstanding Issues

Enter any

appeared.

q by the ittee at the last meeting at which the country

Question 1

Question 2

Question 3

Question 4

Select the Meeting Date and Type of Submission from the dropdowns. If you enter an
outstanding issue, the country will be required to respond to the issue before they submit their
report. If you select ‘Update Report’ from the dropdown, the screen will redisplay with fields to
let you enter the to and from dates for the period the report covers. There are six standard
questions for foreign medical reports which will be entered for you. You don’t need to add
them here. If extra fields are needed, just hit save and more boxes will be added.

19



Assign Submission Type
i
Name:

Mzeting Date:

Type of Submission:

Enter the Fram month and year for the pericd the report covers:

Erier the Te menth and year for the period the repert covers:

Outstanding Issues
Entier any questions Tequested by e Gommies 81 he 131 meeng &t whach te country appeared

CAYMANISLANDS

Cayman HEmes

042AFOR0

{2.., September 2018}

&0, Jamyary 7015}

of medical sphools, Chenvew of acoradiaton sclibes Lans and reguialions, Standards, Procésbes snd procedumes, sngd Schedule of upcomng accrediabon sl

If you click the ‘Assign Meeting Date’ link for a foreign veterinary agency, the Assign Meeting
Date and Submission Type screen will display with only the meeting date and meeting type
dropdowns displayed. Select a value form both dropdowns and click the Save button.

20



2.4  Analysis Information

To update the Analysis information, click the 'Analysis Information' link under the Action
column. This information is included on the staff report. Administrators can update the scope
of recognition and other information which is not report-specific. Report-specific information is
entered by the analyst.

The Analysis Information screen displays as follows for agencies:

21
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Q Search mme-Folder ® Meetings & Users Emails @ Criteria | Documents g OutputData g Reports

Search > Analysis Information

Analysis Information

The below will be In the staff report on the Recommendation page and under Part |: General information about the Agency. Enter the analysis information and click the Save button

D! AARDVARK Name: AAARDVARK

¥ear of initial listing as a recognized agency Date of last Depariment decision

Current Scope of Recognition (Lim#t 1,000

Requested Seope of Recognition (Lin

General Information about the Agency (Limit

)0 characiers and spaces)

Recogsition History (Limit 7



The current and requested scope of recognition do not display for nursing and vocational
agencies.

The Analysis Information screen displays as follows for countries and foreign veterinary
agencies:

bukd [JSNST  OFFICE OF POSTSECONDARY EDUCATION

_ : Admin User
i@ UserGuide 2 Help Edit User ~

U.S. DEPARTMENT OF EDUCATION
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Q Search me-Folder ® Meetings & Users Emails ®Criteria &Documents & OutputData @& Reports

Search > Analysis Information

Analysis Information

The informaticn below will be included in the staff report. Enter the analysis information and click the Save button

D TESV Name: foreignvet

Report Title Prepared Month and Year

Rackground (Limit 7,500 characters and spaces

Recognition History (Limit 7,500 characters and spaces)



Enter the analysis information and click the Submit button. Spell character counter is available
for the text fields. Click on the back button to return to the Search screen.

24



2.5 Change Meeting Date

To change the agency or country's assigned meeting date, click the 'Change Meeting Date' link
in the Action column for the report you would like to modify.
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q Search me-Folder = Meetings & Users Emails @ Criteria &Documents £ OutputData @& Reports

(1) Name Type State nciude Status
All - Select - All - Al - Select - A .
Submission Type Meeting Date Analyst

All - All - All - Reset | m
Add Agency Or Country Send Email m &3 Email Blast Archive

Last

] D Name T State : Locked Analyst Action
\U‘ ype Login y
[J*™ A AARDVARK AAARDVARK Accrediting wv ees No .- :

[0 Meeting Date Staff Report Status Submit Date Type of Submission Historical 3rd Party Meeting User Action
Information Comments

O 05/16/2031 ceee N/A .. Expansion of Scope 0 0 :
view Data

O 05/16/2031 s N/A EEEE Expansion of Scope i} 0
Change Meeting Date

O o01/01/2027 i N/A % Other Report 0 0 Change Status
Assign Scope

O ovo1/2027 see- NA .- Compliance Report 0 0 Upload 3rd Party Comments
Assign Mesting User

O ovo12027 aeee N/A o Expansion of Scope 0 0 —

0O owevz0z7 ae- N/A —e-- Monitoring Report 0 0

Select a meeting date and click the Change button to change the meeting date. Click Back to
return to the Admin Main screen.

2.7 View Agency/Country Data

To display the report for an agency or country, click the 'View Data' link. The Instructions
screen will display.
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Search > Instructions

.
Instructions
Meeting Date” 05/16/2031 Name AAARDVARK 10" AARDVARK Type of Submisson: Expansion of Scope Report Status: N/A View As Agency v

Instructions Step1 Step2 Step3 3rd Party Comments Review and Submit  Historical Information

This website Is used to submit your petition for recognition or enter your agency’s respanse to a staff analysis document. It Is divided Into steps that guide you through the process
Step 1

Review and update your agency's contact information

Step 2

Enter a response explanation for each applicable critesion for recognition listed in CFR Part 602 Subpart B

Upload supporting documents to demonstrate your agency’s compliance with each criterion

Step 3

View the Table of Contents which lists the criterion which have been answered and the supporting documentation which has been uploaded
Review and Submit

Display a printable file of your report in PDF format. Submit your application for review by the Accreditation Group

Historical Information

View historical information such as decisions or transcripts from previous committee mestings

Back

Click these links to display the report information:
e Step 1-View the address and contact.



Step 2 — View the narratives or responses & supporting documents uploaded.
Step 3 — View the table of contents.

3 Part Comments

Review and Submit

Historical Information

Click Search to return to the Administrator Search screen.

2.8 Change Status

Click ‘Change Status’ under the Action column to change the status of the desired report.
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G-RECOGNITION G User Guide 7 Help Admin User

Edit User +

O Search me-Folder = Meetings & Users Emails @Criteria E&Documents =OutputData @& Reports

Search > Change Status

Change Status

To change the status, select a status, enter your comments, and click the *Save® button. If you change the status to On-hold or Deleted, the meeting date will no longer display anywhere in the system except on the Administrator
Search screen.

ID: AARDVARK ~ Name: AMRDVARK ~ Meeting Date: 05/16/2031 Status: N/A

New Status

ISL‘;’L[ v

Status Change Comments

Back

The New Status dropdown will only include appropriate statuses. (e.g., A 'Final Review' status
will not be included unless the agency was previously placed in Final Review status by the
reviewer.) Select the new status, enter a comment to explain why you are changing the status,
and click the Save button.

2.9 Change Submission Type

To change the report submission type, click the 'Assign Scope' link in the Action column of the
desired report. The Assign Scope screen will display.

27



U.S. DEPARTMENT OF EDUCATICN buks PSS  OFFICE OF POSTSECONDARY EDUCA

®-RECOGNITION ausercuive zrep (@) Carten
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Search > Assign Scope

Assign Scope

Agency Identifier. AARDVARK  Name AAARDVARK  Meeting Date: 01/01/2027

Type of Submission *

[ Renewal Petition ~ J

Current Scope of Recognition (Limit 1,000 cheracters and spaces)

Nene

Check the Required box for any of the criteria to force the agency 1o enter & narrative for the criteria before they submit. :] Select All

Required Criteria
Basic Eligibility Requirements

(| 60210 Linkto Federal programs

Select the type of submission from the dropdown and enter any necessary changes to the
current scope of recognition. If the type of submission is 'Expansion of Scope,' 'Compliance
Report,' or 'Other Report,' you can check the criteria for which the agency is required to enter
a narrative. Click the Assign button to save your changes.
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2.10 View Historical Documents

To view historical documents for the agency or country, click the ‘View’ link in the Historical
Information tab under View Data in the Action column for the desired report. The Historical
Information screen will display. Click on a link to view a document.
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o Search me-Folder = Meetings & Users Emails @ Criteria BDccuments & OutputData @& Reporis £ System

Search > Historical Information

Historical Information

MeetingDate: 05/23/2016 Name: Ascrediting Bureau Of Health Education Schools ID: ABHES Type of Submizsion: Renewal Petition Repert Statuz: Final Review View As Agency v

Resubmit Instructions Step1 Step2 Step3 3rd Party Comments Review and Submit Historical Information

@ Wamning You have read only access to the report. Hide
Meeting Date Document
02/22/2017 ABHES February 2017 Transcript
02/22/2017 SDO Decision Letter Fall 2017
06/23/2016 ABHES S2016 Senior Department Officials (SDO) Decision Letter
06/23/2016 ABHES June 2016 Transcript
12/11/2012 ABHES F2012 Senior Department Official’s (SDO) Decision Letter
12111/2012 ABHES F2012 Transcript—Consent Agenda
06/01/2011 ABHES June 2011 Senior Depariment Officials Decision Ltr
06/01/2011 ABHES June 2011 Transcript Portion
05/30/2007 May 2007 Transcrpt
05/30/2007 May 2007 Sec Decision Lir
06/01/2006 ABHES June 2006 Secy. decision letter
06/01/2006 ABHES June 2006 transcript portion
12/01/2004 Dec 2004 ABHES transcript poruon
12/01/2004 Dec 2004 ABHES Secy. decision letter
i Back :

2.11 3 Party Comments

To upload 3" party comments, click the ‘Upload 3™ party comments’ link in the Action menu
that corrisponds to the meeting date. The 3™ Party Comments screen will display. Files
uploaded on this screen are available for the agency to view and comment on.
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@ User Cuide

OFFICE OF POSTSECONDARY EDUCATION

Admin User
Edit User v

72 Help

Q Search mme-Folder

Search

D

All

Submission Type

All

Add Agency Or Coun!

O D

A AARDVARK
[ Meeting Date
O osne/z031
O osne/2031
O o01/01/2027

O o1/01/2027

® Meetings & Users Emails # Criteria & Documents £ Output Data & Reports
Name Type State Include
v Select v All v All v Select v
Meeting Date Analyst
v All - All v Reset m
Send Email 142 Agencies
Last
Name Type State 5 Locked
Login
AAARDVARK Accrediting wv seee No
! T Historical 3rd Part;
Staff Report Status Submit Date Type of Submission % T °"“. r' oy
- N/A —-e- Expansion of Scope ] 0
.- N/A .- Expansion of Scope o 1}
.- N/A R Other Report 0 0
ceee N/A .- Compliance Report 0 0

Status
All -
B Email Blast Archive
Analyst Action

Meeting User Action

View Data

Change Meeting Date
Change Status
Assign Scope

Upload 3rd Party Comments

Assign Meeting User

b ane -
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Admin User
Edit User v

Q Search M e-Folder ® Meetings & Users Emails @&Criteria & Documents & OutputData & Reports

Search > Upload 3rd Party Comments

Upload 3rd Party Comments

ID: AARDVARK ~ Name: AAARDVARK  Meeting Date: 05/16/2031

1. Indicate if the comment is Oral or Written.
Qoral O written

2. Enter the requestor and date.
Requested By * Date *

3. Indicate if the comment is PRO or CON.

Qero
Qcon
C' Other
4. Enter the file title and click the “Choose File button to select the file

Title of the file *

Upload

Mo File Chosen
Back Update

Select the appropriate responses to questions 1 through 3. Enter the title of the file and click
the Choose button to locate the file you wish to upload on your desktop. Click the Update
button to upload the screen. The document will be added to the e-folder when it is saved.

The uploaded files are shown on the screen. Click the ‘file name’ link to view a file. To hide a
file, click the corresponding Hide button is found under the action menu. The document will be
hiden from the e-folder also.

3  Meeting Date and User Functions

This section describes functions which are performed by administrators to maintain users, meeting
dates, and criteria.

3.1 Manage Meeting Dates

To add or update a meeting date, click the 'Meetings' link at the top of the screen. The
Meetings screen will display with a list of meeting dates. You can add, change, or archive a
meeting date through this screen. However, meetings are automatically archived 90 days after
the meeting date. If it has been less than a year since the meeting date, an ‘Unarchive’ link will
31



display to allow the meeting to be unarchived. Click the link to unarchive the meeting. The user
ID and date the meeting was archived will display on the screen. When you are ready to re-
archive the meeting, click the ‘Archive’ link under the Action column.
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Q Search me-Folder ® Meetings & Users Emails @Criteria & Documents & OutputData & Reports

Meetings
To change a meeting date, click the Modity Date link. To archive a meeting date, click the archive link,

Meeilng Type Meeting Date Archived By

Al - All - Reset w
Add Meeting Date 145 Entrles

Date Final Report

Meeting Date Type Available to the Public Date Added Date Modified Status Modified By Action
05/21/2031 NCFMEA weiis 05/16/2022 05/16/2022 Unarchived Paul Florek :
05/16/2031 NACIQI -ee- 05/06/2022 05/06/2022 Unarchived INOVAS Admin :
01/01/2029 Foreign Vet 08/08/2029 04/15/2022 04/15/2022 Unarchived Christian Alfaro §
01/01/2028 NCFMEA 08/08/2028 04/15/2022 04/15/2022 Unarchived Christian Alfaro 3
01/01/2027 NACIQI 08/08/2028 04/15/2022 04/15/2022 Unarchived Christian Alfaro

03/22/2025 NACIQI 03/21/2022 03/01/2022 03/01/2022 Unarchived Charity Helton :

3.1.1 Add Meeting Date

Click the Add Meeting Date button to add a new meeting date. The following screen will
display:
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Q Search me-Folder ® Meetings & Users ®&dEmails ®Criteria WDocuments & OutputData & Reports

Meetings > Add Meeting Date

Add Meeting Date

Meeting Date

)
Type
Select v
Date Final Staff Reports Availzble to the Public
)



Enter the meeting date and select the meeting type (Foreign Vet, NACIQI, Degree Granting, or
NCFMEA). To make the final staff reports available to the public before the meeting date, enter
a date in the ‘Date Final Staff Reports Available to the Public’ field. Click the Create button.
The new meeting date will be shown on the Manage Meeting Dates screen.

34



3.1.2 Modify Meeting Date

To change a meeting date, click the 'Modify Date' link in that row. The Modify Meeting Date
screen will display.
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Meetings
To change & meeting date, click the Modify Date link. To archive a meeting date, click the archive link.

Meeting Type Meeting Date Archived By

Add Meeting Date 145 Entries

Date Final Report

Meeting Date Type Avallable to the Public Date Added Date Modified Status Modified By Action
05/21/2031 NCFMEA weee 05/16/2022 05/16/2022 Unarchived Paul Florek

Modify Date
05/16/2031 NACIQ! A 05/06/2022 05/06/2022 Unarchived INOVAS Admin

Archive
01/01/2029 Foreign Vet 08/08/2029 04/15/2022 04/15/2022 Unarchived Christian Alfaro :

Change the information and click the Modify Date button.

3.2 Manage Users

To view or update users, click the 'Users' link at the top of the screen. The User screen will
display with a list of users. You can add, edit, or delete users through this screen. You can also
assigh committee members.

The following functions are available on this screen:

e Click a column heading to resort the users.

e Click the Add User button to add a new user.

e Click the Assign Committee Members button to assigh committee members to a
meeting.

e Click the ‘Edit’ link to update user information.
Click the ‘Delete’ link to remove a user account. Click OK on the pop-up which displays
to delete the user account.



3.2.1 Add User

Click the Add User button to add a user. The Add User screen will display.
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Q Search mme-Folder ® Meetings & Users Emails @ Criteria & Documents & Output Data & Reports

Users > Add User

Add User

Fitst Name * LastName *
Phone Email*

Access Level *
[ Admin ] Analyst [T] Committee [ e-Foider Only [] Reviewer

[J super Admin

Commitiee Type Assigned Reviewers

Select Select v

Required fields are marked by a red asterisk. Enter the user information and select the
appropriate user access level from the radio button menu. If the user is a committee member,
select the type of committee. If the user is an analyst, click the reviewer names in the list. Click
the Save button to add the user. When a user account is added, the username and password
are set to the first and last name. When the user logs in the first time, they will be required to
change their password.

3.2.2 Edit User

Click the 'Edit' link from the Action menu to edit a user's information. The Edit screen will
display with the user's information.
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Q Search me-Folder ® Meetings & Users & Emails @ Criteria & Documents & Output Data & Reports

Users > Edit User

.
Edit User
Firs Name * LastName*
Testing Accred
Phone Email *

test@test.edu

Access Level *
[ admin analyst [] committes [ e-Foideronly [] Reviewer

] super Admin

Committee Type Assigned Reviewers

Select - 2 Selected -

Enter your changes to the user information and select the appropriate access level from the
radio button menu to assign the level of access. If the user is an analyst, check the box next to
the reviewer names in the Assigned Reviewer list. Click the Save button to save your changes

3.2.3 Assign Committee Members

Click the Assign Committee Members button to assigh committee members for a meeting.
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Jsers > Assign Committee Members

Assign Committee Members

Select Meeting Date

Select Meeting Date -

Back ( Go

To assign committee members to a meeting date, select a meeting date from the dropdown
and click the Go button. The list of committee members for that meeting type will display.
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®-RECOGNITION & User Guide 7 Help bl

o Search me-Folder w® Meetings & Users Emails @Criteria & Documents @ OutputData & Reports fx System

Users > Assign Committee Members
Assign Committee Members

Selact Mesting Date

05/16/2031 NACIQ! v

Committee Membars

2 Selected v

Any members already assigned to that meeting are highlighted and checked. Check the names
of the committee members to select or unselect them. Click the Assign button to save the
changes.

3.3 Manage Emails

To view or update the text of emails sent from the e-Recognition system, click the 'Email' link at
the top of the screen. The Manage Emails screen will display. You can update the text of the
emails which are sent when the reviewer sets the agency/country to resubmit or final review
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status.
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G Search me-Folder ® Meetings & Users @ Emails ®Criteria & Documents & OutputData & Reports

Manage Emails

Select an email type from the dropdown to view and update the email.
Enter the emails of the staff who should be bee'd on all draft, final, and submission emails and click the Save button The emails must be separated by a comma

Email BCC Emails

Select v herman.bounds@ed.gov, Yalerie.LeFor@ed.gov Save BCC Email

Please select anemal type

To update or preview the emails, select the email type from the dropdown. The email selected will display.
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Manage Emails

Select an email type from the dropdown to view and update the email
Enter the emails of the staff who should be beed on all draft, final, and submission emails and click the Save button. The emails must be separated by a comma

Email BCC Emails

Final Analysis Email v herman bounds:

Enter any changes to the email and click the Submit button. Last Edited: 2/18/2022 6:55:53 PM by: Roger Delscruz

When the reviewer clicks the "Finalize Submission” button, this email is sent to the agency contact.
Emal Subjoct *
Final Analysis Email
Dear [Agency Contact First Name Last Name]
Emal Body *

The purpose of t

is e-mail is to inform you that youmay ga

inal Departme taff report, third-party ce

your ager nd requ

make an oral presentation and your original submission at the E-Recognito

i
yo.ope.ed.gov/erecognition

site: https://su

The report haa been forwarded to the National Advisor nmittee on Institutional

ty and Integrity (NACIQI) and will become part of our official rex

ord of your

agency.

You mey log or the same |D and Pass

d provided to you during the initial

submission process. Once you have logged in you may edit your contact information

if you =

The NACIQI ¢ ting will be held virtually on July 27th-29th, 2021, You will rece

onalized dial in details, a e, and cor nCe w

email containing pers

ns or need more information, please feel free to call me at

Emal Closing *

Herman Bounds, Jr., EdS

Director, Accreditation Group

Enter your changes to the existing text and click the Submit button.
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3.4 Manage Criteria

To view or update the text of the criteria, click the 'Criteria’ link at the top of the screen. The
Criteria screen will display. Through this screen, you can update the text for the agency criteria
and the questions for the countries.
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Q Search me-Folder ® Meetings & Users Emails @&Criteria & Documents & OutputData @& Reports

Select a meeting date and agency type from the dropdowns and click the *Search” button to display the criteria.
Meeting Date Agency Type
Select - Select v Reset | f-:‘
=

Please enter your search criteria and click the Search button

Select a Meeting Date and Agency Type from the dropdown to view the list of criteria.
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Criteria

Select a meeting date and agency type from the dropdowns and click the "Search” button to display the criteria.

Meeting Date Agency Type

Selact v Seloct - Resot Search |]
s
Add Criteria Group PDF HTML 116 tems

Criteria With Text Box Action

Basic Eligibility Requirements

602.10 Link to Federal programs Yes
Add
602.11 Geographic scope of accrediting activities. Yes
Preview
602.12 Accrediting Experience No Updata
Move
602 12(a) Accrediting Experience Initial Yes Hide
602.12(b) Expansion of Scope Yes
602.13 Acceptance of the agency by others. Yes
Org 12 A Regq
602.14 Purpose and organization No
602.14(a) Category of Agency Yes
v
Rows per page: 100 w» £ 1/2 Pages >

There are five different links for each criterion:

e Add - Criteria.

e Update - Update the criteria.

e Hide - Hide a criteria. Click ‘Hide’ on the confirmation pop-up to Hide the criteria. Any
sub-criteria will be hidden also.

e Preview - View the criteria as the agency will see it. (This link is not available for sub-
criteria.)

e Move — Move criteria to a different section.

3.4.1 Add Criteria

Click the 'Add' link to add a new criterion.
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Criteria > Add Criteria

Add Criteria

Enter the criteria information and click the Add button

Mecting Date: 04/29/2022 Section: Basic Eligibility Requirements

Criteria Numbaor *

Include Textbax for Agency Response () Yes @

Paragraph v| B I @ :

i
i

L« @vE3~

Enter the criteria number and the title. The criteria number must be less than 7 digits or it will
register as a sub-criteria and will not be included on the Agency view as a requirement. Sub-
criteria has to be associated with a main criteria in order for it to be included in the Agency
view. The Criteria title has no character limitations and can be named as desired. Indicate if a
textbox should be included for an agency response. If the “Include Textbox for Agency
Response” is not checked, the criteria will not show up on the agency view. Enter your text into
the textbox. Click the Save button to save the new criteria.

Click on the 'Add' link under the main criteria in order to add a sub-criteria. Enter the sub-criteria
number and title. The sub-criteria number must be more than 7 digits or it will register as a
main-criteria. Indicate if a textbox should be included for an agency response. If the “Include
Textbox for Agency Response” is not checked, the criteria will not show up on the agency view.
Enter your text into the textbox. Click the Save button to save the new criteria.

3.4.2 Update Criteria

Click the 'Update’ link to edit an existing criterion.
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Q Search me-Folder ® Meetings & Users Emails @& Criteria & Documents & OutputData @& Reports

Criteria > Update Criteria

Update Criteria

Meeting Date: 04/29/2022  Section: Basic Eligiblity Requirements

Criteria Number *

602.10

Tive *

Link to Federal programs
Include Textoot for Agency Response (@) Yes One
Description

Paragraph g U@ IR Im = B« ®m-3-~

The agency must demonstrate that-

(a) If the agency aceredits institutions of higher education, its accreditation is a required element in enabling at least one of those instituticns to establish eligibility te participate in HEA programs; or

(b) If the agency accradits institutions of higher education or higher education programs, or both, ite accreditation is 3 required element in enabling at least one of those entities to establish eligibility to participate in
non-HEA Federal programs

Enter any changes to the criteria number and the title. Enter your text into the textbox. Click the
Save button to save your changes.

3.4.3 Preview

Click the 'Preview' link view the criteria as the agency will see it.

3.5 Output Data

You can generate downloadable committee or agency data by clicking on the 'Output Data' link.
A zip file containing the agency data will be produced.

Select a meeting date from the dropdown, select the agency for which you wish to review data
for, select the type of data and click the Generate Downloadable Data button. The meeting
date dropdown will display both current and archived meeting dates. The screen will redisplay
with a dropdown containing the agencies or countries for the meeting.
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QOutput Data

To begin generating downloadable committee or agency/country data, follow the steps below.

1. Select a meeting date.

Meeting Date

2. Select the agercy for you wish to generate i data.
Agency

Select

3. Select the type of data and click the “Generate Downloadable Data® button.
(O committee Data (Includes committee screens with links to visw agency narratives, analyst remarks, and documents)

O agercy Daia (Narratives in POF format and documents and an himi page from which 1o display them)

e If you select committee date, the zip file will contain all of the committee screens,
the documents uploaded by the agency, and both the staff report and the agency
report. Analyst remarks are included.

e If you select agency or country data, the zip file will contain the agency report in PDF
format. It will also contain all of the documents uploaded by the agency with an HTML
page from which to display them.

4 e-Folder and Blast Emails

This section describes e-Folder and blast email screens used by the administrator.



4.1 e-Folder

The e-Folder contains all of the documents added to the system by agencies, countries,
analysts, or administrators. You can view the documents from this screen. To access the e-
Folder screen, click the ‘e-Folder’ link at the top of the screen.
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Section Agency/Country Agency Name Meeting Date Current/Archived
Al v All - Select v Al - All -
Type Duplicates/Orphans

All - Select - Reset Advanced Search
Add Document Hide 64696 Documents & Print

[0 Agency Meeting Date Section Type Title Date Added Added By Action
3rd Part
121/ vameny. Agenda test 06/01/2022 INOVAS Admin
ABCDE 05/21/2031 it g
[0 ABcDE 05/16/2031 Srdparyy Y TeeRDS 05/19/2022 Christian PocSecond
Comments
[0 ABCDE 05/16/2031 z'odmpr:::ts seee Third Party Comment 08/19/72022 INOVAS Admin
D ABCAA 05/21/2031 g’:m'::::ts dsadsa 05/16/2022 Roger Delacruz
] NECHE 03/22/2025 Sed farty test upload 05/16/2022 Charity Helton
Comments
3rd Part
[0 ABCAA 05/16/2031 c'm:::m pp 05/16/2022 Paul Florek
[ ACEND 05/16/2031 212::(5 regular files names 05/16/2022 Paul Florek
3rd Part
[0 ABCAA 05/16/2031 c'om':'e:[s ppt 05/16/2022 INOVAS Admin
CEN 03/22/202 nflknes 05/16/2022 INOVAS Admin
AceND s Cortni
ACEND 03/22/2025 seew testS 05/16/2022 INOVAS Admin :
3rd Party .
Comments v

® (lick the document title to view the document.
® By default, all documents for current meetings are displayed.

® To filter the list of documents displayed, select a value from the Section, Agency Type,
Agency Name, Meeting Date, or Current/Archived, Type, Duplicate/Orphans
dropdowns and click the Search button.

To view documents for a single section, click the section tab in the section bar.
® Toresort the documents, click a column header.
® To view the next page of documents, click the ‘Next’ link.
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® To view the previous page of documents, click the ‘PreVv’ link.

® You can add, edit, or search documents in the e-folder. These functions are explained
in the following sections.

4.2 Add a Document to the e-Folder

From the e-Folder screen, you can add documents to the e-folder. Administrators can add
historical documents, 3™ party comments, correspondence, and other documents from this
screen. To add a document to the e-Folder, click on the ‘e-Folder’ link at the top of the screen.
On the e-Folder screen, click on the ‘Add Document’ link. The Add a Document to the e-Folder
screen will display.

U.S. DEPARTMENT OF EDUCATION bukd [yl OFFICE OF POSTSECONDARY EDUCATION

Edit User v

Q-RECOGNITlON & User Guide 7 Help @ TR

o Search me-Folder = Meetings & Users Emails @ Criteria & Documents & OutputData & Reports

e-Folder > Add e-Folder Document

Add e-Folder Document

Toupload a document to the e-Folder:
- Select an agency, meeting, and section from the dropdowns.
- When you select a section from the dropdown, the type dropd: will populate with types for that section (if any).

- Enter the document informaticn, click the “Choose File” button to select the document from your desktop, and click the 'Add Document’ button. Required field *

Agency/Country

Meeling Date Section *

12 Select v

Docement Type

Document Title *

Upload *

Comments (Limd 1,000 characters and spaces)

Back o |

Historical and 3" Party Comment documents added on this screen will also display for agencies,
analysts, and committee members.

To add a Document:
e Ifthe document is for an agency, select it from the Agency dropdown.
e The screen will redisplay with the Meeting Date dropdown populated with that



agency’s meeting dates. If the document is for a specific meeting date, select it
from the dropdown.

e Select the section from the dropdown.
e If you select Section - Correspondence or Section - Other from the dropdown, the

screen will redisplay with the Document Type dropdown populated with document
types for that section.

e If you select Section — 3" Party Comments from the dropdown, the screen will
redisplay with a radio option to select whether the comment was Pro or Con.

U.S. DEPARTMENT OF EDUCATION
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Q Search mme-Folder ® Meetings &Users ®Emails @Criteria & Documents £ Output Data @& Reports

e-Folder > Add e-Folder Document

Add e-Folder Document

To upload a document to the e-Folder:

- Select an agency, meeting, and section from the dropdowns.
- When you select a section from the dropdown, the document type dropdown will populate with types for that section (if any)
- Enter the document information, click the ‘Choose File” button to select the document from your desktop, and click the ‘Add Document” button. Required field *

Agency/Country *
Select -

Meeting Date * Section *

Select v [ 3rd Party Comments v l

Comment Type *
QOpfro QOcon O other

Document Title *

Upload *

No File Chesen

Back Reset m

Enter a title for the document.

Click the Choose File button and select the document from your desktop.

You may enter additional information about the document in the comments box.
Click the Add button.

The e-Folder screen will redisplay with a message that your document has

been saved.

The document you added will be the first one displayed on the e-Folder screen. It
will take a couple of minutes for the document to get uploaded to the TRIM records

management system. After that, a link will display on the document’s title. Click the
49



link to display the document.

4.3 Edit an e-Folder Document

The information (meta data) about documents in the e-folder can be updated by the
administrator. Only documents which are added by administrators can be updated, documents
added by agencies (Section 1) and analysts (Section 2 and Section 3) cannot be edited.

You cannot update the document itself. The admin can update the Agency associated to the
document, the meeting date, document type, document title and also add comments. If the
wrong document was added or if you have an updated version of the document, you will need
to delete the document and then add the new one.

To edit a document, click on the ‘e-Folder’ link at the top of the screen. When the e-Folder
screen displays, click the ‘Edit’ link for the document you wish to update.
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Q Search me-Folder ® Meetings & Users Emails @ Criteria & Documents & OutputData @& Reports

Section Agency/Country Agency Name Meeting Date Cument/Archived
All - All v Select - All - All -
Type Duplicates/Orphans

All - Select v Reset m Advanced Search

Add Document Hide 64696 Documents & Print

[0 Agency Meeting Date Section Type Title Date Added Added By Action
3rd Part .
[0 ABCDE 05/21/2031 Comr:e:ts Agenda test 06/01/2022 INOVAS Admin :
Edit
[J ABCDE 05/16/2031 Sud Party LR my response 05/19/2022 Christian PocSe
Comments Hide
D ABCDE 05/16/2031 g;dmpr:::(s .- Third Party Comment 05/19/2022 INOVAS Admin :
d Part .
[ ABCAA 05/21/2031 Zmr::“ sais dsadsa 05/16/2022 Roger Delacruz :
3dP
[0 NECHE 03/22/2025 Com’:ﬂ':'s e test upload 05/16/2022 Charity Helton :
[0 ABCAA 05/16/2031 g":r::::‘s —ees PP 05/16/2022 Paul Florek :

The e-Folder Edit screen displays.
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Q Search

e-Folder >

Edit e-Folder Document
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Edit e-Folder Document

Agency/Country *

ABCDE v
Meeting Date * Section *
05/21/203 v 3rd Party Comments v

Comment Type*
@rro

Document Title*

te:

st

Ocon Q other

Comments (Limit 1,000 characters and spaces,

te:

st

Back

Enter your changes to the document information.

If you select a different agency from the dropdown, the meeting date
dropdown will populate with meeting dates for that agency.

You can only update the section or document type for documents in Section —
Correspondence and Section — Other.

If you change the section, the screen will redisplay with the Document Type
dropdown populated with document types for that section.

buss [T OFFICE OF POSTSECONDARY EDUCATION

& User Guide

? Help
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e-Folder > Edit e-Folder Document

Edit e-Folder Document

Agency/Country *

ABCDE A 4
Meeting Date *

05/21/2031 v 3rd Party Comments v

Comment Type * Agency
@®rro Ocon QO other Analyst

Document Title *

Correspondence
test
Historical
Comments (Limit 1,000 characters and spae
Other
test

e Click the Edit button.
e The e-Folder screen will display with a message that the document has been updated.



4.4 Search the e-Folder

To search documents, click on the ‘e-Folder’ link on the top of the screen. When the e-Folder
screen displays, click the ‘e-Folder Search’ link in the upper left corner. The Search e-Folder
screen will display.
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o Search me-Folder ® Meetings & Users & Emails ®Criteria E&Documents & OutputData @& Reports

Section Agency/Country Agency Name Meeting Date Curent/Archived
All - All - Select - Al - Al -
Type Duplicates/Orphans

Al - Select - Reoset Advanced Search
oTI—— . & pint

[0 Agency Meeting Date Section Type Title Date Added Added By Action
[0 ABCDE 05/21/2031 Agency Agenda test 06/01/2022 Admin User
P,
[0 ABCDE 05/16/2031 z:’mn::r)\’ts my response 05/19/2022 Christian PocSecond
ABCDE 05/16/2031 frd Panty Third Party Comment 05/19/2022 INOVAS Admin
Comments
3rd Part:
ABCAA 05/21/2031 SR dsadsa 05/16/2022 Roger Delacruz
Comments
O NEcHE 03/22/2025 é’:mp;";:‘s test upload 05/16/2022 Charity Helton
3rd Part
ABCAA 05/16/2031 Rty PP 05/16/2022 Paul Florek
Comments
P
[J AcEND 05/16/2031 é':m""’e‘:'s regular files names 05/16/2022 Paul Florek
D ABCAA 05/16/2031 g’:mpr:\::ts ppt 05/16/2022 INOVAS Admin
[0 Acend 03/22/2025 3ed Pacty nflknes 05/16/2022 INOVAS Admin
Comments
ACEND 03/22/2025 3rd baty tests 05/16/2022 INOVAS Admin
Comments

To search for documents in the e-folder:

e Enter your search criteria.

e By default, only Current meetings will be searched. To search archived meetings, select
archived from the Archived/Current Meetings dropdown.

e If you select an agency from the dropdown, the meeting date dropdown will
populate with meeting dates for that agency.

e To search document titles or comments, enter the word or words you wish to search for
in the Search For text field. By default, the document or narrative must contain all of the
words you enter. If you want to search for any of the words or an exact phrase, select
that option from the dropdown.



e Click the Search button.

e The e-Folder Search Results screen will display with a list of the documents that match
your search criteria.

e Your search criteria will be displayed at the top of the screen.

e Select avalue from the dropdowns and click the Search button to filter the search results by meeting
date or section.

e Click the document title to display the document.

e Click on a column heading to sort the results by that column.

e Click the ‘Next Page’ link to display the next 100 documents which met your search
criteria.

e Click the ‘Prev Page’ link to display the previous 100 documents which met your
search criteria.

e Click the ‘New Search’ link to return to the main Search e-Folder screen to start a
new search.

4.5 Manage Document Types

To update the document types used in the e-folder, click the 'Document' link at the top of the
screen. The Manage Document Type screen will display. Through this screen, you can add and
update document types and edit the Reference Tables.
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Q Search mme-Folder ® Meetings & Users & Emails @ Criteria &Documents &OutputData @& Reports

Document Type

Select a section to view the document types for that section
Section

Select v Reset

Add Document Type Manage Reference 40 Document Types

Document Type Section Action
Staff Analysis 252 see :
Staff Analysis 252.14 Section 1 - Agency H
Staff Analysis 252 Section 2 - Analyst :
Appeal Section 4 - Historical Documents H
Historical Saction 4 - Historical Documents :
Historical... Section 4 - Historical Documents H
Im am test 0516 Section 4 - Historical Documents :
Secretary Decision Letter Section 4 - Historical Documents :
Staff Analysis 252 Section 4 - Historical Documents :
Transcript Section 4 - Historical Documents :
~
Rows per page: 100 w < 1/1 Page >

e To view the document types for a section, select the section from the dropdown.
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Dociiment Tvne

1¢ for that section.
N/A

Agency v Reset m

Analyst

Meeting Reports

e Reference 1 Document Type
Histarical
3rd Party Comments

4 Section Action
Correspondence

Other
Section 1 — Agency

e To add a document type to the section, click the Add New Document Type link.
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Q Search me-Folder ® Meetings & Users Emails @&Criteria & Documents & OutputData @& Reports

Daocument Type > Add Document Type

Add Document Type

Section

Document Type *

e The Add Document Type screen displays.
e Enter the document type and click the Add button.
e To Edit a document type, click the ‘Edit’ link under the Action menu next to that type.
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Document Type
Select a section 1o view the document types for that section
Section

Select - Reset

Add Document Type Manage Reference 1 Document Type

Document Type Section

Staff Analysis 252.14 Section 1 - Agency

The Update Document Type screen displays.
Enter the changes to the document type and click the Save button.

e To Hide a document type, click the ‘Hide’ link under the Action menu for that
document. Click ‘OK’ on the confirmation pop- up to hide the type.

Action

Edit Document Type

Hide Document Type



Hide X

Are you sure you wish to hide Staff Analysis 252.14 from the system?

4.6 Blast Email

The Blast Email screen allows you to send an email to one or more agencies or countries. To send a blast
email, click the ‘Send Email to Agencies or Countries’ link on upper right corner of the Administrator
Search screen. The Blast Email Search screen displays.
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Q Search me-Folder ® Meetings & Users Emails #Criteria WDocuments & OutputData @& Reports

Search > Email Blast Message

Email Blast Message

From: Helpdesk o @ net

Recplent Count: 0

Recpients: None
Recpient Options

Point of Cortact Agency Admin Ageaty Analyst Meeting Analyst

Addtional Addresses

Select a Template & Manage Template

Add an attachment

[ choose JRREEEES

Test Email Address (Enter orly one em

® Select a value from the Type, Name, Meeting Date, and/or State dropdown.
Click the Search button.

® The Blast Email Search Results screen displays with a list of agencies that met your search
criteria.



The Blast Email Search Results screen displays with a list of agencies that met your search
criteria.

If you want to send the email to all of the agencies listed, click the All button otherwise, click
the checkbox for the agencies to whom you’d like to send the email.

Click the Select Recipients and Continue button.

The Send Email screen will display.
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The email will be sent from the ASL Helpdesk email address.

A separate copy of the email and attachments will be saved to the e-Folder for each agency
or country.

If you would like others to receive a copy of the email, enter the email address in the
Additional Recipients field.

Enter the subject and message.

If you would like to attach afile, click the Choose File button and select it from your desktop.
You can attach up to three files.

If you would like to preview the email, enter an email address in to the Send Test Email text box
and click the Send Test Email button. A copy of the email will be sent so that you are able to
preview it prior to sending to the actual desired recipients.

Click the Send Email button.

You will receive a copy of the email.
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