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PSCINST 5730.1
SEP -4 X0
COAST GUARD PERSONNEL SERVICE CENTER INSTRUCTION 5730.1
Subj:  ELECTRONICALLY-ROUTED CORRESPONDENCE PREPARATION AND TRACKING

Ref: (a) Congressional Correspondence Handbook
(b) Coast Guard Correspondence Manual, COMDTINST M5216.4C

1. PURPOSE. This instruction prescribes processes and provides guidelines for Coast Guard
Personnel Service Center (CG PSC) and PSC field units drafting responses to electronically-
routed' Congressional and general correspondence forwarded from the Commandant’s office for
CG PSC signature.

2. ACTION. CG PSC and PSC field units must ensure compliance with the provisions of this
instruction. The goal is to produce high quality, timely, thorough, and discernible replies when
drafting responses to correspondence. All correspondence must be cordial, responsive, clear,
grammatically correct, and logically formatted in accordance with references (a) and (b). PSC field
units must comply only with the applicable portions of this instruction and use this as a guide in
managing their own internal processes to ensure consistency.

3. DIRECTIVES AFFECTED. None.

4. PROCEDURES. Enclosure (1) is a quick-reference guide that simplifies and provides step-by-step
procedures to assist CG PSC and PSC field units with completing electronically-routed
correspondence. Enclosure (2) provides sample letters to members of Congress and includes
commonly used inside addresses and salutations.

1 . .
Electronically-routed correspondence refers to correspondence routed from external offices (i.e., DHS,
Commandant) via an electronic database system.
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to a routing code, with a designated primary and secondary user. Designated users are
required to obtain a standby, with an ECT license, in their absence. Correspondence in ECT
will be forwarded from the CG PSC administrative staff to the appropriate division/stafffunit
via ECT routing code as designated below:

(1)
2
©)
(4)
)
(6)
(7)
(8)
©

USCG-PSC - BOPS, Business Operations Staff

USCG-PSC - CSC, Community Services Command

USCG-PSC - EPM, Enlisted Personnel Management Division
USCG-PSC - HRA, Human Resources and Administration Staff
USCG-PSC - HSWL, Health, Safety, and Work-Life Support Activity
USCG-PSC - OPM, Officer Personnel Management Division
USCG-PSC - PPC, Pay and Personnel Center

USCG-PSC - PSD, Personnel Services Division

USCG-PSC - RPM, Reserve Personnel Management Division

6. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS. Environmental

considerations were examined in the development of this instruction and have been determined not
applicable.

7. FORMS/REPORTS. A sample CG Form 4217, Interim Response is included as enclosure (3);

form is available in the Adobe forms library located in the U.S. Coast Guard Electronic Forms

System.

:é A. ggPTUN

Encl: (1) Quick Reference Guide for CG PSC Action Divisions/Staffs/Units
(2) Congressional / DHS Tasker example
(3) CG-4217, Interim Response example
(4) PSC ECT/IQ Correspondence User Guide



Enclosure (1) to PSCINST 5730.1

The Written Response to
External Correspondence Inquiries

Quick Reference Guide for PSC Action
Divisions/Staff/Units

Inquiry Arrives

Commandant’s administrative staff forwards to the CG PSC administrative staff
for proper routing within CG PSC.

B

Inquiry is staffed by CG PSC’s administrative staff

When the inquiry is received by the CG PSC’s administrative staff, a word
template is attached to the workflow and the workflow is assigned to the
appropriate division/staff and a due date is assigned.

B

Action Office receives tasking

When the tasking is received, the following deadlines may apply:
Three working days to respond for Commandant’s signature.
Eight working days to respond for Deputy’s signatures.

For congressional inquiries forwarded from DHS, DHS will assign deadlines.

45

Forward Draft Response to CG PSC’s administrative staff

After clearance at the CG PSC division/staff/unit level, save changes in ECT and
forward the workflow to the CG PSC administrative staff for format review. CG
PSC divisions/staff must forward a hard copy of the response and supporting
documents in a green folder. If more information is needed, the CG PSC’s
administrative staff will return the correspondence to the drafting
division/staff/unit for revision/resubmission.
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The Written Response to
External Correspondence Inquiries
Quick Reference Guide for
Divisions/Staff/Units

(Continued):

Draft Responses Forwarded to CG PSC administrative
staff / CG PSC (cd) signature

After the CG PSC’s administrative staff reviews for format, correspondence is
forwarded to the PSC Deputy Commander and some cases CG PSC for

signature.

Mailing

When signed, the original response is dated and mailed to the originator by the
CG PSC’s administrative staff. The CG PSC administrative staff will make two
copies: (1) file copy for CG PSC administrative staff and (2) division/staff file.

-

Monitoring Status

The CG PSC administrative staff is responsible for monitoring timely
submission of electronically-tracked correspondence. Every Friday, the CG
PSC’s administrative staff sends action offices a list detailing the congressional
responses that are overdue. Action divisions/staff/unit must submit status of
delinquent responses as soon as notified.
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U.S. Department of

R Commander Stop 7200
Homeland Security United States Coast Guard 4200 Wilson Blvd, Suite 1100
Personnel Service Center Arlington, VA 20598-7200

United States

Phone: (202) 493-1901
Coast Guard )

Fax: (202) 493-1218

5730
oxXxXxxxx «Workflow #

The Honorable (Full Name)

Member, United States House of Representatives
Street Address

City, State ZIP + four

Dear Representative (Last Name):

When responding to a congressional inquiry, always refer to the date of the Representative’s
letter and use civilian date format and the name of the constituent in the opening sentence. (e.g.
This is in response to your letter dated April 3, 2009 , regarding your constituent, ..)

When a congressional response is more than one page, a subject line will be included one inch
from the top of the second page and succeeding pages of the correspondence. Use the following
example:

Subj: RESPONSE TO REPRESENTATIVE (last name) 5730
INQUIRY OF (date of inquiry) CONCERNING date
(subject of letter and/or constituent’s name)

All responses must close with “The Coast Guard House Liaison Office at (202) 225-4775 would
be pleased to respond to any further questions you or your staff may have. Thank You!”

Sincerely,

D. A. NEPTUN
Rear Admiral, U. S. Coast Guard
By direction of the Commandant
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U.S. Department of
Homeland Security

United States
Coast Guard

J Commander Stop 7200
United States Coast Guard 4200 Wilson Blvd, Suite 1100
Personnel Service Center Arlington, VA 20598-7200
Phone: (202) 493-1212
Fax: (202) 493-1223

5730
CXXXXXX

The Honorable (Full Name)
United States Senate

Street Address

City, State ZIP + four

Dear Senator (Last Name):

When responding to a congressional inquiry, always refer to the date of the Senator’s letter and
use civilian date format e.g. (April 3, 2002) and the name of the constituent in the opening
sentence. . (e.g. This is in response to your letter dated April 3, 2009 , regarding your
constituent, ..)

When a congressional response is more than one page, a subject line will be included one inch
from the top of the second page and succeeding pages of the correspondence.

All responses must close with “The Coast Guard Senate Liaison Office at (202) 224-2913 would
be pleased to respond to any further questions you or your staff may have. Thank You!”

Sincerely,

D. A. NEPTUN
Rear Admiral, U. S. Coast Guard
By direction of the Commandant

Encl: (1) List enclosure (if needed)
(2) List enclosure

Copy:  If'the Congress member requests the constituent be responded to directly, type “Copy:
The Honorable (Last name).”
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OTHER INSIDE ADDRESSES AND SALUTATIONS
1. If a member of Congress requests the response be directed to his/her Washington Office:

The Honorable (Full Name)
House of Representatives
Washington, DC 20515 + four ~ (Use nine digit zip codes)

Dear Representative

2. All letters addressed to a member of Congress in his/her District Office:

The Honorable (Full Name)

Member, United States House of Representatives
Local Address

City, State ZIP + four

3. If'a Senator requests the response to be directed to his/her State Office:

The Honorable (Full Name)
United States Senator
Local Address

City, State ZIP + four

Dear Senator
4. All letters addressed to a Senator in his/her Washington Office:
The Honorable (Full Name)
United States Senate
Washington, DC 20510 + four
Dear Senator
5. Letters to a member of Congress/Senator who is a Chairman of a Committee/Subcommittee
will be addressed to the Chairman if they address matters under the purview of the

committee/subcommittee or when writing on committee business.

House Committee

The Honorable (Full Name)

Chairman/Madam Chairwoman, Committee on
House of Representatives

Washington, DC 20515 + four

Dear Mr. Chairman/Madam Chairwoman:
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Senate Committee

The Honorable (Full Name)

Chairman/Madam Chairwoman, Committee on
United States Senate

Washington, DC 20510 + four

Dear Mr. Chairman/Madam Chairwoman:

6. Letters to a member of Congress/Senator who is a Chairman of a Subcommittee will be
addressed to the Chairman if they address matters under the purview of the subcommittee or
when writing on subcommittee business.

House Subcommittee

The Honorable (Full Name)
Chairman/Madam Chairwoman, Subcommittee on

House of Representatives
Washington, DC 20515 + four

Dear Mr. Chairman/Madam Chairwoman:

Senate Subcommittee

The Honorable (Full Name)

Chairman/Madam Chairwoman, Subcommittee on
United States Senate

Washington, DC 20510 + four

Dear Mr. Chairman/Madam Chairwoman:

7. Replying to Congressional staff members

When a member of Congress/Senator requests that the reply be sent to a member of their
staff, the reply shall be addressed to the Congress/Senate member and the envelope shall be
marked, “ATTN: (name of staff member)” in the address block, above the street address line.
Do not use the “ATTN” on the letter itself, only on the envelope.

8. Replying directly to Constituents

When a member of Congress/Senator requests that the reply be sent directly to the
constituent, also send a copy to the member of Congress.
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U.S. Department of

Homeland Securi i
AT Interim Response

BLOCK (1) FROM: {Office, Directorate. Command) BLOCK (3) DATE: {G-1CA Oniy)

BLOCK (2) TO: {Inguiry Originator)

BLOCK (4) This is an interim reply to your inquiry: (Describe: Control number, date, and subject. Attach a copy of inquiry)

BLOCK (5) REMARKS:
Select ONE of the following ogtions (52 or 56, Not Bofh)

BLOCK {5a.) D We are unable to respond to your inquiry and have forwarded it to:

Unit Name
Address

POC Name Telephone

[_]FOR DIRECT REPLY
[]TO OBTAIN INFORMATION FOR US
[]70 COMPLY WITH YOUR REQUEST

[_loTHER (Expiainy

OR

BLOCK {5b) DWe will respond to your inquiry but need more time.

This is the reason for the delay:

Currently, we have this information for you;

We expert to send a final reply on:

{Date)

BLOCK (6) NAME, GRADE AND TITLE: BLOCK (7) SIGNATURE: by direction;




INSTRUCTIONS FOR COMPLETING CG FORM 4217
1. Responding office, directorate or command.
2. Name or office of inquiry origin.
3. Leave blank, CG-0921 will stamp date before sending form to member of Congress.

4. Reference the inquiry. Provide the control number, date, and subject. Attach a copy of the
mquiry.

5. Select one of the following options:

5a. Select if the inquiry will be forwarded to another directorate, command, or
unit for further information or assistance.

5b. Select if action office will respond and draft a reply to the inquiry.
a. Clearly explain the reason for the delay.
Examples of acceptable reasons are:
1. We need more time to research facts for a response.

1. The subject matter expert is not available now, but will be available (month, day
and year).

1ii. We have gathered facts, but due to the complication of the inquiry we have not
reached an agreement on how to respond yet.

Examples of unacceptable reasons are:
1. We misplaced the inquiry.
ii. The inquiry sat in my inbox.
iii. The inquiry was assigned to the wrong individual.
b. Provide any current information you have available at this time.
c. Ensure the final reply is provided no later than the date listed.

6. Leave blank, CG PSC(c) or PSC (cd) will sign in this block.
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PSC ECT/IQ
Correspondence

User Guide



ECT Business Rules

The CG PSC administrative staff will determine the letter template format for all ECT
correspondence.

Keep paper archive records and follow the disposition schedule as outlined in
COMDTINST M5112.12A, Information and Life Cycle Management Manual.

Congressional Inquiries that come to the Coast Guard through an office other than the
Commandant’s Front Office, must be sent to the Commandant’s Front Office.

When reassigning a workflow you must use the “Workflow Routing Note” function to
explain why it is being reassigned. Ensure the “Send Alert” box is checked prior to
completing the step.

. All users must set up the “Act As” function for at least one other user in their
division/staff/unit. This will enable another ECT user to act on your behalf and keep
workflows from being inaccessible in your absence.

Standard Microsoft © navigation buttons (e.g., back, next, ‘X’ to close buttons, etc)
should not be used in ECT. Navigate using the “Action Menu” on the left side and the
Tabs at the top of the ECT screen. Close ECT windows from the “Action Menu” when
necessary.

1 PSC ECT/IQ User Guide



Congressional / General / DHS Tasker ECT Process

Receiving a Workflow Alert

1. The action office (PSC-EPM, PSC-RPM, PSC-OPM, PSC-PSD, PSC-HR&A, PSC-PPC, PSC-
BOPS, PSC-HSWL, PSC-CSC) will receive an Outlook alert. Clicking the link in the email will
take you to the ECT/IQ log in web page. Select “Yes” to the ActiveX control message, read the
DHS 1Q user prompt and select “Accept” once completed.

ed ¢ UNCLASSIFIED S

A | ./ Search - Favorites 6“5 v r lE‘? ij_

x|

¢ % AnActveX conliol on this page might be unsale to
interact with other paits of the page. Do you want to
allow this interaction?

Yes No l

/21 Ovenina paae httos:ifia.dhs.covlic/LoginPage.asoy.... e ; . T T 17718 Iunknown zone

2. Sign in using your user ID and password.

UNCLASSIFIED

] Done T 5 (@ trusted sites
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3. Upon signing in you will come to the My IQ home page.

MyiQ

Search

Find/Add Person

Add Workflow
Add Defaull WF
Add Event

Add Document
Add Form Letter

Issue Tally

e
Password

Act As (off)
Act As Setup

Refresh
History

Tools  Help

MyIQ | RyWork | Rleris | Dashboards | Background Jobs | MyLinks

Schedule for ERI
No events available.

Announcements
Future IG Training 0141242006 0120 P
by TAYLOR CLUKEY 1-Highast
Due to recent changes regarding availability associated with
using the GSA Training facility at the 7th and D Streets DHS
location, 1Q training will no longer be scheduled on an ongoing
basis at this location.

1Q training will continue to be offered and may be scheduled by
contacling Taylor Clukey at taylor.clukey@associates.dhs.gov or
202-447-0488. Any component requesting training will need to
provide a training facility with Infemet access for the class with a
minimum class size of four people. Individual or Desk Side
training will need to be approved by the OCIO and should be
limited to Executive Staff. The GSA fraining space is available
for afee to the components and may be reserved by contacting
GSA directly Palricia.james-cope@gsa.gov.

Initiating 1Q Account Request 0411242007 03:40 P
by ZEHRAZAIDI 1-Highest
The directions for initialing an 1Q account request are available in 1Q. To access the direction
please click on the Documents Tab -» the Directory Submenu -> and make sure you are in the
1Q User Meeting PowerPoint Folder. You can view the directions by clicking on the magnifying
glass icon next to *IQ ECT Directions to open user reques! account'

.C:aléndar

< May 2008

Sun Mon Tue Wed Thu Fri

3 4 5 [ 7
10 " 12 13 14
17 18 19 20 2
24 1% 26 21 28

My Links

No Favorite Links Avallable

1
3
15
22
29

Favortes {1 -

T e ks 2

FindiAdd Person

Add Worldlow
Add Default WF
Add Event

Add Document

LDiocuns

Issue Tally

Change

minimum class size of four people. Individual or Desk Side
training will need to be approved by the OCIO and should be
limited to Executive Staff. The GSA training space is available
for a fee to the components and may be reserved by contacting
GSA directly Patricia.james-cope@gsa.gov.

Initiating IQ Account Request 0411272007 03:40 PM
by ZEHRA ZAIDI 1-Highest
The direclions for iniiating an IQ account reguest are available in 1Q. To access the direction
please click on the Documents Tab -= the Directory Submenu -> and make sure you are in the
1@ User Meeting PowerPoint Folder. You can view the directions by clicking on the magnifying
glass icon nexd to *I@ ECT Directions to open user request account”,

In addition, when initiating a User Account Request Workflow please have the new employee
sign the Rules of Behavior and aftach it to the workflow

To download the Rules of Behavior please go to 1o the Tollowing link
https:! ine.dhs jhtrml?doid=66126

My Work

[Last login vas 0572008 02:08 PM)

Incaming Mail (01

14l
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Acquiring Ownership of the assiecned workflow

1. Open the workflow by selecting the workflow ID number.

Explorer pravided by Urited State UNCLASSIFIED TS LR T T G
" !’;().

Ay : > : n| 1 [ &7
! Search - Favorites 6‘- T e L !'54 h . |
honfoldereonofondieh defack T Be ks 7 (& - |

System Warnings

Search | Lists | Reports | Codes

Workflow
e My Queued Workflow — 1
#dd Workflow boesialia GoToPage|1 ~| #perFageliz { 5 s Select All |
Add Defautt WF - : : > ; 2 =
” oD Primary Person L e | OpenedBy  Tempise S gy T pate DusDate Opened  Closed "% Tim
fdd Step Hote I~ 1 626543 The Honorable Peter J. Vistlosky The Honorable Peter . Visclosky * MARGARET USCG Didsional Active ERICA 06/01/2009 05/15/2009 6 3
Update Data 108th Membes of Congress 1§ House of Represenlatives  ANDERSON Congressional Action MACK 0400 PM  10:15AM
Fields Demosal
Ie,, - . 102th Members of Congress
% 110th Membars of Congrass
Aequire R HOUSE COMMITTEE ON
Chwange Close APPROPRIATIONS
Sratus 111th Members of Congress
*Source: House
*Originator . Peler Visclosky
Constituent: Joshua Mosca
*SSIC #5730
*Subject: Constituent is writing her sons e and mi from the Coast Guard
*Action To: CG-PSC
*Action Type: Direct Reply/Comeback Copy
. T Due hack to Command by: 05/26/2009
Quick Search Command Org CG-PSC
u: Search C Due to PSC Commander NLT May 28. tib
Custom Search Attachments: visclosky-Mosca.PDF
: 826543_Visclosky-M adocQ
i't{W"’Udd Files Roles: The Honorable Peter J. Visclosky@Primary, Requestor - 1) =
Ji | B GoToPage| =] #perPageltz | Sl SelectAl |

d : | £

(&1 nnna T A @ Tnted dtc

2. Click “OK” to acquire ownership of the workflow.

biceosof o

& This workfiow is in your queue, Click OK to acguire ownership.

oK Concel |
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3. You have now acquired ownership of this workflow and will come to the following window.

ZJ USCG Congressional - 826543 in Divisional Action - The Honorable UNCLASSIFIED ternet Explorer p

B USCG Congressional - 826542 in Divisional Action - The Honorable Peter J. ViSCIOSKY wssicnzp o srica macia e
HOUSE ;-4

ITTE APPROPRIATIONS

|»

Democrat :

.S, House of Representatives, 2256 Raybum House Office Building, ‘Washington, DC 20515 (B)

2256 Rayburn Hob, Washington, DC 20515-4324 (H)

(202) 225-2481 (B) (Prman) (202) 225-2493 (FAX) (Priman) . 219-795-1844 (H) (Primary)

“General" (Steps’ {Peopie’| ( Contacts ) Attachments " ( Links | | Documents ) { Dis -

factions | e T T

Add WF Note -
Add Step Hote | Sortby | Date Asc |/
Mail Primary
s:mlnrnan =] 'EH Opened by on 5452009 ot 10:45 AM Assigned to ERICA MACK Rl y Rty
R Due [5A200 2[00 PM StepDue | =] Codes [LISCG-CONG 2
Complete Step ? USCG-PSC
slsas Remind [————_ B [__ Priority [3 ¥ ciosed r——[_— ISR PR HRA |
Comments [Du to PSC Commander NLT May 26, th =M B
=
H Data Fieids
Find/Add Person
History Letter information || Due Dtes || Commend Due Detes | Legal Ciasrance || Clasred & Signed |
Attach Mail “Com. Date [5yia008 [ Received Date: [os;isopos £ “Action Daterfpsiisonoe £4
Detach Mail - . ;
Aﬂi;“ﬁi: Source: |Hoyse ~ “Originator: IPs‘ler Visclosky Constituent: [joshya Mosca
- Extemal #: [Cg26543 *$SIC#: 5730
:A:t(':"m) "Subject: [constituent is writing regarding her sons discharge and misguidance from the Coast Guard _‘Jﬁ
Record Security
Show All Steps
Show Current "
Step Help i A
s Keywords: " delete aad
| "Action To: |CG-PSC -f *Action Type: iD|yecl Reply/Comeback Copy :j Extention Date: 553
Info To: " Coordinate With: !_—__'—_ delete 2dd
Lewal C1 Needed: ... k|

[ 75 (@ Trusted sites
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4. The action office should review the attached inquiry to determine if the inquiry was
properly assigned or to determine which office the inquiry should be forwarded to
(outside of ECT).

e Review the command due date by selecting the “Command Due Dates” tab. The date
displayed is the date the action office must complete the response to the inquiry and
forward to the front office for review and signature.

5. To view the workflow history scroll down to the bottom of the page.
|2 USCG Congressional - 826543 i Divisional Action - The Hanorable UNCLASSIFIED ternet Enplorer p B |

B USCG Congressional - 826543 in Divisional Action - The Honorable Peter J. VISCIOSKY sssinzs t: trica uacko 2 ™

HOUSE COMMIT N APPROPRIATIONS

111th Members of Congrass
Demootat

U.S. House of Representatives, 2256 Raybum House Office Building, Washington, DC 20515 (B)
2256 Rayburn Hob, Washington, DC 20515-4324 (H)
(202) 325-2461 (B) (Primany) (202) 225-2483 (FAX) (Primany) 219-785-1844 (H) Priman)

(General || Steps', * People | Contacts | " Atiachments” ‘Links\ { (D fon'|
|

[EET = scorcn tis Record

Add WF Hote ,
Add Step Hote I Sort blemE Asc =] :;
Mail Primary -
Send Info Copy = Status OPEH Opened by on at 18:15 AM 1o ERICA MACK at
Due [5/12008 4 [4:00 PM Step Due B Codes [USCG-CONG ﬂu
Complete Step A . s USCG-PSC
Release Remind | ] priority [8<]  ciosed |1SAR-PRA-HRA =
we . Comments |Due to PSC Cummawr May 28 tlb =& % o
Save and Close | )
Close ] Data Fields i
FindiAdd Person )
wotory | Letler information || Due Dates || Command Due Dates| Leqa Clearance || Cteared & Sianed |
Attach Mail ; Due back to Command by: EEEIZI]JB B Command Org: [CG-PSC ~|
Detach Hail 5 A
Aft::h’gi: i Due back to Divisional by: (g B Divisional Org: ~
Scan " N
Due hack to Regional/Branch 7Regional/Branch Org:

j g [iReg g ~
Audit Level(2) 5
Monitor [=] Workdlow Hotes A Ll Shaal
Record Security (=] Scan & Initial Entry - Started 85452808 10:15 AM - ¢ 11:3) AM by RAQUEL CONDON
Show All Steps
Show Current @ MARGARET ANDERSON 05/15/2009 10:15 AM
Step Help Workflow Record Security Autematically Applied by Template.

N
@l MARGARET ANDERSON 05/15/2008 10:18 AM
Attached File visclosky-Masca PDF

@ MARGARET ANDERSON 05/15/2009 10:20 AW
Reassigned Ownership to USCGO0CONG

‘s"c“_‘:""’ (8] racueL conpon 05512008 11:28 Am
o DueDate changed from '6/1/2008 10:15 AM' to '6/1/2009 4:00 PM'.
Audit Levek(2) @RMUEL CONDON 05/15/2008 11:29 AM
Monitor i Edited Workflow Record Security
Record Security
Show All Steps: (& racuet conpon 05572008 11:30 Am
Show Current This Step was Compleled on 5/15/2009 11:30 AM by RAQUEL CONDON and Queued to Group(s), USCG_FSC. _
Step Help = Action - Started 854572803 14:36 AM - Cs 83:44 PM by TIHA BARBEE

!
@ RAQUEL CONDON 05/15/2009 11:30 AM
ROUTING NOTE, with ALERT(s), for Group(s): USCG_PSC: Consti s writing 1 her sons ge and i fromthe Coast Guard

@TINA BARBEE 05/15/2009 01:12 PM
Acquired Ownership.

@TINA BARBEE 05/18/2008 03:40 PM
Edited Workflow Record Security.

@TINA BARBEE 05/18/2000 03:42 PM
Attached Document Record - '826543_Visclosky-Mosca.doc'.

@TINA BARBEE 056/13/2008 03:44 PM
This Step was Compleled on 5/18/2009 3:44 PM by TINA BARBEE and Queued lo User(s): ERICA MACK, LAWRENCE LAWSON.
] Divieional Action - Star{ed 85482008 03:42PM

1
@ ERICA MACK 05/20/2009 02:08 PM
Acquired Ownership. BB |

[&ione 4
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Reviewing Inquiry attachments

1. Select “Attachment” tab to view the assigned inquiry.

ZJUSCG Congressional - 826543 in Divisional Action - The Honoyablg UNCLASSIFIED ternetExplorer p [_ &[]
A OHap =
B USCG Ccmgresslonal— 826543 in Divisional Action - The Honorable Peter J. V:sclosky (ASSIGNED to: ERICA MACK)
HOUSE COMMITTEE ON AFPROPRIATIONS
106th Mambats of Congrass
108th Members of Congrass
110th Members of Congres
114t Members of Congress
Democrat
U.S. House of Representatives, 2256 Raybum House Office Building, Washington, DC 20515 (8)
2256 Rayburn Hob, Washington, DC 20515-4324 (H)
(202) 225-2461 (B) (Piimary) {202) 225-2493 (FAX) (Primam) 219-795-1844 (HyPrimam)
((General ( Steps | People’ (Cantacts  {Links| {Discussion”
| R
T p— :
Add WF Note & - -
Add Step Hote | / swu;yIDa(eAsc Xl
Mail Primary - &
Send info Copy e o GoToPage|1 | #perPagefiz G Select All | Clear All
o stop # File Name Codes | Das Step  AftochedBy Notes.
Release 1 Visclosky-Mosca. POF 051512009 10:18 AM Scan & Initial Entry MARGARET Atached File
- ANDERSON ) |
e GoToPage[1 | #perPagefiz 2 Select All | Clear All ]
Download Files
save
Close
Find/Add Person
| History
Audit Levei(2)
Monitor
Record Security
Step Help =
& ! [ B @ Tusted stes

Drafting the Response: Opening and Editing the Letter: Check In/Check Out

1. Select the “Documents” tab to view the saved template.
2. To complete the document in ECT open the template by clicking the name of the document.

';lDSCG Congressional - 826543 in Divisional Action -

i\z_l'fm able

UNCLASSIFIED .
826543 in Divisional Action - The Honorable Peter J. ViSCIOSKY yssicneo o sricamacky

ternel Explorer p

Dikelp =

B USCG Congression
HOUSE COMMITTEE ON APPROFRIATI
108th Members of Congress
100th Members of Congress
110th Membars of Congrass
111th Members of Congrass
Democtat

U.8. House of Representatives, 2256 Raybum House
2256 Raybum Hob, Washington, DC 20515-4324 {H)

{202) 225-2461 (B) (Primany) (202)

Building, Washington, DC 20515 {B)

2493 (FAX) (Primary) 219-795-1844 (H) (Primary)

sqnmlDaleAs: =l Q

Go TuPne|1 = fpS\'FiBGW e Select All Clear Al
s Document Description Checked Out By
I~ 1 Document 1 B26543_Viscloske-Mosca doc R

SelectAll | Clear All 1

| oTapagel < #perpael |

History

Attach Mail

Attach File
Scan

Audit Level(2)
HMonitor

Record Security
Step Help

=

& Done : T /8 @ trusted sites

7 PSC ECT/IQ User Guide



3. This brings up the Approved Form Letter template window. Click on the “Checked Out
letter” link on the action menu on the left. This will take you to the letter template in MS

Word.
[Bpocuments-icrosttiterne Eplorerproveed by e stot UNCLASSIFED i B
DHep -
Draft Document - 826543_Visclosky-Mosca.doc (vf)
Coneral\ (i) (R L )
Document ID ParentiD [i- =i
Add Workflow Created By |7 Version ¥ ’?—Size 20320
m{.cl:w.:rknn:' CreatedDate |- Revised Date |- 15/ 0y 2 o
Copy Document Name [526543_V sclosky-Mosca doc Review Date I 54
oete Tae — ExpiredDate | £
View Document Assigned To
View POF
Yiow Pending =
Make Hew . Directory |USCG !
et Staws [Dah =] TrackChange [Manual %]
Document Description ¥
) s |
sl
T ado to mait
History =3 & i
%] [ Template Workdlow Due Date i [ priorty
Kl " [USCG Congressional T [ericamack lenzoos 40000 PM .
1€ Done ; | [ 1 /8 @ trusted sites

4. Click “Yes” to the ActiveX Control message. Make changes to the template as necessary.

X

An Activex control on this page might be unsafe to
interact with ather parts of the page. Do you want to
allow this interaction?

Yes Mo
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Note: When the document is checked out, the “Checked Out by...” will appear at the top of the
page.

B Documents ol terct Dlreprovided by eyt UNCLASSIFIED BILIES
. D ke -
Draft Document - 826543_Visclosky-Mosca.doc {v1) S S S ‘_ .
proT ParentID [i:7500
orkfiow
Attach Workflow Created By Version # F—s[m 20320
copy . Created Date RevisedDate |-/15 7o - 40 d
Delete Document Name  [826543_Visclo] F Review Date B
View Document Tvpe |Ducu . Ericed Dite =
View rtnr Assigned To i;]
k|
Directory |USCG H
Status | Draft -] TrackChange |Manual |
Description s |
Document Codes i
T add fo mait
Workdlow Dus Date procy |
Record Security i T B — T - |
Hetocy |ERICA MACK 6112009 4:00:00 PM _ 8 |
=l
S 2 s 8 3 . = : 1 1118 © Trusedsites

Note: Upon checking the letter back in the “Checked out by...” will disappear.

Draft Document — 826543_Visclosky-Moscadoc (v1) i o

“General | Status Log |  Discussion *ig

e

Add WorkTlow Created By |1

Miach Worldlow Created Date [511;

Copy Document Hame [826543 Visclosky-Mosca.doc

Deier azsindie

Refete Type [Tocument =

View Document Assigned To [TINA BARBEE 12y

View PDF

Wiew Pending =

Wail =

Make Hew Directory [USCG = |
C‘::::’:Em Status [Drat  v] TrackChange [Manual -
Document Description =¥
Return o

Workflove

Save <
Save and Close Document Cotes

Close

Record Security

History

~ Tempiate
ISCG Congressional

Workflow Due Date
6112008 4:00.00 PM g

A5 nnna I B Trisctad cirac
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Complete Step and forward for CG PSC Approval

1. Now the drafted response is ready routing up the chain through the approval process. Navigate

to the workflow’s “General” tab. Review/approval will happen through the Complete Step
process.

:USEE Cnrl)rn(slonal 826543 n Divisional Aitl_ﬂl’,!_T'lE Honorable UNCLASSIFIED ternet Explorer p 3
a 5 O Help -
B USCG Congressional - 826543 in Divisional Action - The Honorable Peter J. VISCIOSKY wesicnes . srica maciy
rﬂUSE COMMITTEE ON AFFROPRATIONS
of Congress
e mm« of Congress
110th Members of Congress
" ers of Congress
Demociat
U.8. House of Representatives, 2256 Raybum House Office Building, Washingten, DC 20515 (B)
2255 Rayburn Hob, Washington, DG 20515-4324 (H)
(202) 225-2461 (B) (Primary) (202) 225-2493 (FAX) (Primany) 218-785-1844 (H) (Primary)
“General  { Steps ) { Peopie ; { Contacts ; 7 ) (Links | £
[ Search this Record S Ay
Add WF Hote -
Add Step Hote | Sortby| Date Asc _v| &
;A:'.,P.',,n c’o,,, El pened by on 571572008 o 1016 AM IERMCAMACK: S« S sl e
& Due [6/1/2009 Ja:00PM Step Due | I Codes [USCG.CONG f} =)
Comvle Step e USCG-PSC
Release Remind r Priority |9 v| Closed 1 IRMA-PSO-HRA =
Comments [Due to PSC Commander NLT May 28. b S i A
:_' -
Close [=] DataFields
Find/Add Pegson
History wmmwm@w]
Attach Mail R Corr. Date [n5/14,2009 “Received Date: [35152003 “Action Date: Eﬁmggg
Detach Mail s s — :
A‘“-:hfi‘: *Source: [House ~ *Originator: [peter Visclosky Constituent: [jochua Mosca
Scan | Extemal#:[Cgapsis SSIC#[Eran
| i
‘Anl;?‘:‘:'wzlm | *Subject: [Constituent is witing regarding her sons discharge and misguidance from the Coast Guard =¥
Record Security |
Show AllSteps |
Show Current
Step Help A
eywords: ] geliete add
Action To: [cG.pSC =] “Action Type: ﬁ).rm Reply/Comeback Copy »| Extention Date: r' ¢
| Info To: [ T Coordinate With: delete add
i | Lewal Clearance Needed: —.... = - . — b |
[ (1 item remainng) picture https:{Jig.ch of. 11 8 (@ Trusted sites

2. Select the “Cleared and Signed” tab to record who signed the response. Enter the name of the
signing official, organization and date. The name of the signing official must be filled in to be
able to complete the step.

UNGLASSIFIED _ etowmr=rs

B USCE COngresslonal 826543 in Divisionaf Action - The Honorable Peter J. V.‘sclosky (ASSIGNED to: ERICA MACK)

HOUSE COMMITTEE ON APPROPRIATIONS
108th Membars of Congrass
109th w: of Congress

M1th l.{ernhew mrnyg»«
Democrat

U.S. House of Representatives, 2256 Raybum House Office Building, Washingten, DC 20515 (B)
2256 Rayburn Hob, Washington, DC 20515-4324 (H)
(202) 225-2461 (E) Primary) (202) 225-2483 (FAX) (Primary) 219-795-1844 (H) (Primary)

Add WF Hote 1

Add Step Hote
Mail Primary e
sendinfoCopy 2

Due [§7172008.

frorm

Complete Step . o e
Release Rernind 5 Priority 3~ ciosed |
i - - =]
Save Comments {Due to PSC Commander NLT May 28. tib g -
Save and Close N B S I — e - i
Close =) i e
History | Lattor Information || Due Dates | ¢ d Due Detes| Leaal Clearance| Ceared & Signed |
Attach Mal | Cleared By:
Attach [lla Clearer: |Cantain Kranking Clearing Organization: [pgc-psp Date Cleared: {g501,20093 5 celete add
Scan s By:
Audit Level(2) { s R X T e SRR Lo . = st 2dd
e ’ Signing Organization | Date Signed: g
Record Security - - - - -
Show All Steps g e kel o
Show Current 11:30 AM by RAQUEL CONDON
Step Help @ e . -
MARGARET ANDERSON 06/16/2008 10:15 AM

‘Workflow Record Security Automatically Applied by Template

@ MARGARFTANUE S 512008 10:18 AM

Attached File is

@ MARGARET ANDERSON 05/15/2009 10:20 AM . ]

& = By @ Trictad cree

10 PSC ECT/IQ User Guide



5. Add USCG-PSC and save.

3. Select “Complete Step” to route the workflow to the front office. The “Route Workflow”

box will then be displayed.

4. Select the group (click on the icon to the right) and locate USCG-PSC.

Add WF Hote
Add Step Hote
Mail Primary
Send Info Copy

Save

History

Attach Mail
Detach Mail
Attach File

Scan

Audit Level(2)
Monitor

Record Security
Show All Steps
Show Current
Step Help

BRI

®

EENEE Cssoonie reeord {

Add WF Hote
Add Step Hote
Mail Primary
Send info Copy

Audit Level(2)
Monitor

Record Security
Show AllSteps
Show Current
Step Help

HOUSE COMMITTEE ON APPROFRIATIONS
108th Membars of Congrass

109th Membess of Congress

110th Member: of Congress

th Members of Congress

Democrat

UNCLASSIFIED

L1.S. House of Representatives, 2256 Raybum House Office Building, Washington, DC 20515 (B)

2256 Raybum Hob, Washington, DC 205
(202) 225-2481 (B) Primam)

=] Workriow Status OPEN Opened by MAI
Due [en/2009 5 [.00 PM

omwa [ B[

- ’Due to PSC C -

E pateFieids

Letterinformalion || e Datez | ¢
Cleared By:
. Clearer: W
Signed By:.
Signer: [ "¢

Emﬂmm
E Scan & Initial Entry - st-mnmmnw

E WMARGARET ANDERSON 05/15/2009

" Workflow Record Security Automalically A

E NARGARETANDERSON I]SI1 512009
Attached File vistiosky-Mosca, FDF

E MARGARET ANDERSON 05/15/2009 10:20 AM

aUSCG COngressional - 826543 in Divisional Action - The Honorabfe Peter J. Viscfosky (ASEIGNED to: ERICA MACK)

HOUSE COMMITTEE ON APPROPRIATIONS
108th Membars of Congress

109th Members of Congress

110th Members of Congress

141th Membere of Congress

Demostat

6543 in Divisional Action - The Honorp

BUSCG Congress.lonal - 826543 in Divisionai Action - The Honorable Peter J. Visc!osky (ASSIGNED to: ERICA MACK)

7 Route Workflow - Microsoft Internet Explorer proyided by United States Coast Guard [} B3

" Forward for Branch Action
(CGPC)

™ Incomectly Routed From
‘Command Action {PSC)

" Review Gomplete for Gommand |

Review for Approval (PSC)
=qu:

Enter User text.

DHeip

rimary)

©° Review Complete for Divisional
Review for Approval (CGRC)

" Incomectty Rouled From Comdt
" Transterto CG-1

@ Forward for Regional Action
(CGRC)

™ Awalting Privacy or Medical
|information (CGRC & F‘c)

Nexi &q: Regmnal Acnnn

Routing Note

¥ Send Alert

USCG-CONG
USCG-PSC
|ISOR-PSN-HRA

éﬂL;
B0

&) Done i

UNCLASSIFIED

1.8. House of Representatives, 2256 Raybum House Office Building, Washington, DC 20515 (B)

(202) 225-2461 (B) Priman)

225 Raybum Hob, Washington, DC 205 FRoute Workflow - Hicrosoft Internet Explorer provided by United States {oast Guard Hﬂﬁ :

General" (Sieps | Peopie. umy

R

5] Workdlow Status OPEH Opened by

Route Worldiow

Available Search for:

bue [BAZ009 L5 4001
.

Comments !Due to PSC Comman

Clearer: |Captain Kranking
Signed By:

EEE
USCG_NPFC
USCG_NVDC
USCG_PSC
USCG_PSC_EPM
USCG_PSC_HRA
USCE_PSC_OPM
USCG_PSC_PPC
USCG_PSC_PSD
USCG_PSC_RPM

‘Hnﬂ Exp!nrr'r L

bz

B e

Selected

ISCG-CONG

Add ->

<- Remove

-

|

__SEEJ Cancel

&} Dore

USCG_PSC

B @ Trusted stes

ISCG-PSC
ISNR-PSC-HRA

z

’E MARGARET ANDERSON 05/15/2008
‘Workflow Record Security Automatically A

@ MARGARE

RS

¥ Send alert

B

-l

8 @ Trusted sites

52009
Attached File +/i F

E MARGARET ANDERSON 05/15/2009 10:20 AM
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6. Add anote in the “Route Workflow” window specifying desired action. Ensure “Send Alert”
box is checked and select the box to the left that reads “Review Complete for Command Review
for Approval (PSC)”. Save and you are complete with the workflow (you no longer have
ownership of the workflow).

UNCLASSIFIED

DHep =

mbers of Congress
mbars of Congress

% Route Workflow - Microsoft Internet Explorer provided by United States CoastGuard TR[EIE3

2256 Raybum Hob, Washington, DC ZBE
m £

(202) 225-2461 =1/ ma)
( General' (Siepa Route Workflow =
% EbhiaEee] | T Forward for Branch Action
Add Step Hote | (OGFC)
Mail Primary c Routed From | e
Send Info Copy ) Workflow Status OPEN Opened by MAI|  Command Action (PSC) | =
T Due [5/12003 2 [4:00 PM " Review Gomplete for Command | | s |USCG-CONG I
Complete Step Rertid r——-—- = r—-———— 'Review for Approval (PSC) | USCG-PSC
Feigwee 3 | Review Complete for Divisional  Cro%®. r | 1SR PRO-HRA =
BV Dus o PSC Ci jorh| [Reviewfor Approval (CGRC) USCG_PSC s 8
S | T Incomectly Routed From Comdt { = 8
<l N £ Transferto CG-1 ! #
Find/Add Person | Forward for Reglonal Action ! |
= {(CBRC) | pi
etory: | Awating Privaty or Medical |
Ateach Mai ‘ AIOMAINIEORDEEOY o v b o it 0D
Detach Mail i - - Next Step Regional Action 44
g“m File | Clearer: [Captain Kranking Routing N ;
e | Signed By: Place routing notes herellll] =%
Audit Level(2)
Monitor
Record Security
Show All Steps -
Show Current 09|
Step Help @ W Send Alert
| MARGARET ANDERSON 05/15/2009
‘Workflow Record Security Automatically Ap ;!
(8] yaroareT npERSON 051512008 s R 4
Attached File Visclosky-Mozca PDF
@MAROARETANDERSON 05/15/2008 10:20 AM ” |
B 2 e S . i it e 5 BT B G s
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Setting Up “Act As”

1. From My 1Q Home Page, Select “Act As Set Up” from the action menu.

7§ Home - Microsoft Internet Explorer provided by United States Co UNCLASSIFIED

Fie Edt View Favorites Tooks Help

MyIQ | MyWork | Alerts | Dashboards | Background Jobs | My Links

Search Schedule for ERICA MACK - May 21, 2003 Calendar
Name ~ No events avallable. < MWay 2008 -
& AnhURCs S Sun Mon Tue Wed Thu Fri Sat
Ry - 102
Future IG Trainin 017122000 01:20 Pl
LC2 % by TAYLOR CLUKEY 9 T-Highest 3 4 5 6 7 3

Mail Issues Due to recent changes regarding availability associated with 001 12 13 4 15 18
Waorkflow Types using the GSA Training facility at the 7th and D Streets DHS 17 18 18 20 ggg 2 2

(0 location, 1Q training will no longer be scheduled on an ongoing Gl
basis at this location.

&dd Form Letter

Issue Tally

My Links
(:“"ﬂe " 1Q training will continue to be offered and may be scheduled by No Favorite Links Avallable
oo contacling Taylor Clukey at taylor.clukey@associates.dhs.gov or i
m:: (;:) Document Directory 202-447-0488. Any component requesling fraining will need to

provide a training facility with Internet access for the class with a
CucHCo minimum class size of four people. Individual or Desk Side
training will need to be approved by the OCIO and should be
limited to Executive Staff. The GSA training space is available
for a fee to the components and may be reserved by contacting
GSA directly Patricia james-cope@gsa.gov.

Initiating 1Q Account Request 04/12/2007 03:40 Pl
by ZEHRAZAIDI 1-Highest
The directions for initialing an |Q account request are available in 1Q. To access the direction
please click on the Documents Tab -> the Directory Submenu -> and make sure you are inthe
1Q User Meeting PowerPoint Folder. You can view the dil by clicking on the magnifying
glass icon next to "IQ ECT Directions lo open user request account”

Refresh
History

ng Foee Poont

2. In the “Act As Setup” dialog window, enter the user names of those who can act as you or use
the search icon to get a list of users.

- Microsoft Internet Explorer provided by United States Coast Guard _ 0§ >
Act As Setup

You are currently logged in as ERICA MACK

Users who have "acted as"you 05/12/2008 04:12:46 PM - DERON ROBERSON afl
05/12/2008 02:20:38 PM - LAWRENCE LAWSON ﬂ
05/06/2009 11:40:35 AM - DERON ROBERSON
05/04/2008 07:54:15 AM - LAWRENCE LAWSON |
04/28/2009 10:05:23 AM - LAWRENCE LAWSON
04/23/2008 07 56 RENCE LAWSON
04/22/2009 07:32:51 AM -

Users who can "actas"you  |DERON ROBERSON
LAVWRENCE LAWSON
TINA BARBEE

Save i Cancel |

“g'jp{,ﬁe e R s . : _fr_as“};;ds}es
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3. Once you locate the names you want to add to act

as you, click “Save”.

soft Internet Explorer provided by United States Coast Guard HEIEIN
Options okt M T S
Available Search for: ] Selected
ROBERT SIMPSON _A__| DERON ROBERSON
ROBERT STEWART LAWREMNCE LAWSON
ROBERTA GRIFFITH TINA BARBEE
ROBERTA STOREY [ Add > ]
ROBIN VINES-RANDLY
ROCKWOOD ENNIS
ROGER PEOPLES <- Remove
ROLAND DAVIS _"‘_‘"']
RONALD KOCHAN .
RONALD RANKIN |
Department | All Departments =l
Save | § Cancel
e &
] Done [ T 1 B @ tustedsies 4
- soft Internet Explorer provided by United States Coast Guard _ ol x
Act As Setup
You are currently logged in as ERICA MACK
Users who have "acted as” you  [0s/12/2008 04:13:96 PM - DERON ROBERSON |
1061122000 02:20:38 PM - LAWRENCE LAWSON
05/0642008 11:40:35 AM - DERON ROBERSON i
0510442000 07 54:15 AM - LAWRENCE LAWSON |
04/28/2000 10:05:23 Al - LAWRENCE LAWSON {
104/23/2000 07:50:01 AM - LAWRENCE LAWSON |
0442242008 07:32:51 AM - LAWRENCE LAWSON Bl
Users who can "act as“mu DERCON ROBERSON ;II—J
LAWRENCE LAWSON
Tl
<£BERTA STbO
=
Cancel 1
: B SRR
&] Done [T T T /B @ trusted sies 4

4. Click “Save” to complete.
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