. Using the E-forms Catalog - ROCIS .

http://www.forms.gov/admin
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Interface Overview

“ Simplifies Forms Catalog data population

(1 of 1)

+ Daily electronic transfer of OMB approved form data

« Provides for agency administrator review prior to
populating the Catalog with the form data

+ Support for direct transfer to Catalog 1in later phases

+ Agency Administrator review process steps
* Receive Email notification receipt of form
+ Review and update non-OMB data

+ Accept the action (Add, Update or Remove Form)
+ Make form VISIBLE for Citizen Interface
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. Process ROCIS Interface Forms .




. View ROCIS Interface Forms .

. . (1 of2)
« Email sent by System on receipt of forms

from the interface

v Log n and select ‘ROCIS Interface’
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Click Here to Logout Logout
administrative users.
Functions include creating
Registrars and Approvers
for E-Forms and editing
thejr details,
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View ROCIS Interface Forms

(2 of 2)

“ Pending Forms listed in order received

ROCIS Documents List:. Department of Commerce

List of documents received from the ROCIS System.

These pages are for
Administrative users,
Functions include creating
Registrars and approvers & Ay ° Pending
for E-Forms and editing ;
their details. ; 2) o ;
Form Tasks: : : - E) -  QS5S1E Rocis Update Pending

Fending
of the

anding

npleted
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- Delete ROCIS Form From Catalog -

(1 of 4)
“ Forms marked with Remove action if ROCIS

system 1ndicates the form 1s no longer valid
“ Allows removal of the form from Catalog

4 (Click on the form with Remove action

Commearce aooz2 ooz

DoC Mo Bureau é

Rociz Interface Fermaove Pending

05/04/2006 Bureau of the 0&40-

Census aooz2
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Delete ROCIS Form From Catalog

(2 of 4)
“ Form data displayed in read only mode for

review

“ (Click on Remove Document to continue with
delete

Femove Document
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Delete ROCIS Form From Catalog

. . (30f4)
“ (Click on Remove Document to confirm delete

w2, 2.1apd3
Confirm Document Removal

Please click on Remove Document to cofirm the removal of the
following document:

OMEBE & 0&a40-0002
Docurment Hame: DG Mo Bureau Racis Interface Test

Document Mumber: 1234

‘ermove Document Cancel
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Delete ROCIS Form From Catalog

(4 of 4)
“ Delete confirmation page displayed

“ Click on Continue for ROCIS Review page

wZ.Z.1a pdd
Remove Document Result

Successfully removed the following document:
OME #: 0&40-0002
Docurment Name: Do Mo Bureauw Rocis Interface Test

Oocurment Mumber: 12324

Continue
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Add ROCIS Form To Catalog

. . . - (1 of 3)
“ Forms marked with Add action 1f no existing data

* Form data received from ROCIS is not editable
« Form listed only 1f it’s effective date is not in future

« Add forms 1n order received
“ Click on the form with Add action

05/04/2006 Department of 0640- 0&40- (eete Tl IV 1]
LT LT T i Focis Interface Add Pending

14:36:43 Cormrmerce aooz oooz Tezt




. Add ROCIS Form To Catalog -

. . . (2 of 3)
“ Review and modify data if necessary

+ Update form hi
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Add ROCIS Form To Catalog

(3 0of 3)

“ Add confirmation page displayed
“ Click on Continue for ROCIS Review page

Add Document Result

Successfully added the following document:
OME #: 0540-0002
Docurnent Mame: DO Mo Bureau Rocis Interface Test

Docurmernt Humber: O&40-0002

Caontinue
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Update ROCIS Form To Catalog

(1 of3)
“ Forms marked with Update action if Catalog has

the form data
« Form data received from ROCIS i1s not editable
« New data overrides the existing data

+ Update forms 1n order received

“ Click on the form with Update action

0S/04/2006 Bureau of the 0&07
14:36:43 Census =




- Update ROCIS Form To Catalog -

(2 of 3)

“ Review and modify data if necessary

* Update form link if no longer valid
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-
Update ROCIS Form To Catalog

(3 of 3)
“ Update confirmation page displayed

“ Click on Continue for ROCIS Review page

wZ.Z.1a p4d
Update Document Result

Successfully updated the following document:

OME #:

Oocurment Name: WC Canszus 55 dacis pdate
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Review ROCIS Interface Status

(1 of 1)

# Status updated to Completed

*1a |:|4E:

ROCIS Documents List: . pepartment of Commerce

List of documents received from the ROCIS System.

sAdd Fending

Update Completad

Census

Bureau of the

Census

Update Completed
o [u] leted

Femove Completed
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- Change Form Status

“ For forms processed via ROCIS Interface

(1 of 1)

* Status 1s changed to Approved
“ Change status to VISIBLE

+ Click on Status Change
* Click on Change All to Visible

In Usi asks

Document Status Change - pepartment

To change the status of all the approved documents far IE| Yy




