Instructions to FOIA annual report spreadsheet v 2.1
1. Unzip the received or downloaded file to local drive, for instance, C:\Users\[user]\Documents\FOIA_Annual_Report_v2.1 that is called based folder.
2. Copy xml files, which are generated from previous version of FOIA workbook, to [based folder] \exchange_files\schema_v1\xml.
3. [bookmark: _GoBack]Open FOIA annual report workbook [based folder]\tools\FoiaAnnualReport-v2.1.3.xltm.
4. Import previous copied xml files from step 2 folder, like 

[image: ]

5. Fill out two new tabs, XI.A. and XI.B.
6. Export context to [based folder] \exchange_files\xml_v2 as xml, like [image: ]
7. Save workbook as .xlsm file.
8. Exported version-2.1 xml file is importable as before.
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4) When entering information, you should have a copy of the FOIA guidelines (2008 Guidelines for Agency Preparation of
Annual FOIA Reports) available for reference. This workbook lays out information as it s presented there. Details about
meaning of specific entries are described in these guidelines, and are not duplicated in this workbook

5) When entering information, it is best to proceed through the worksheets in order, since some worksheets validate
information against entries on previous worksheets.

6) Each worksheet has sheet-specific instructions at the top of the page, formatted like the instructions you're reading now. The
sheet-specific instructions describe how to use the sheet, and detail how information entered on the sheet is validated. A

<« » .| Instructions | Agenc

inform:

ation | v. | VA | vBi. | v

Q Tell me what you want o do.

FoiaAnnualReport v2.1.12 - Ex

Tools

XML Files (“xmi)

Open

=

Huang, Johann (JMD)

Q share

10:33 AM

L)

11/15/2017)

ForFollowUp  Inbox

Ticket

LogServer

Unread
4 Today

DOJ ITSM
Reference No
DOJ ITSM

Reference No,
Reference No

ByDate ~  Newest L

INCO00000705021 has been assigned to you

INC000000704924 Prority: Medium has been assigned to your.

INCO00000704324 has been assigned to your group

Giuffre, Frank W (JMD)
FW: Reference No. INCO00000704593 Priority: Low has been assigned to your,

Johann,
4 Yesterday

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

4 Monday

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

DOJ ITSM
Reference No,
Reference No

INC000000704763 Priority: Medium has been assigned to your,
CO00000704763 has been assigned to your group.

INC000000704;

INC000000704762 Pririty: Medium has been assigned to your.
CO00000704762 has been assigned to your group.

INC000000704;

INCO00000704745 Priority: Medium has been assigned to your,

INCO00000704745 has been assigned to your group

INCO00000704727 Priority: Medium has been assigned to your,
CO00000704727 has been assigned to your group.

INC000000704;

INC000000704534 Prioity: Medium has been assigned to you.

INCO00000704534 has been assigned to you

INC000000704594 Priority: Medium has been assigned to your.

INCO00000704594 has been assigned to your group

INC000000704565 Priority: Medium has been assigned to you.

INCO00D00704565 has been assigned to you

INCO00000704534 Priority: Medium has been assigned to your.

INC000D00704534 has been assigned to your group

INCO00000704515 Pririty: Medium has been assigned to your,

INC00000704515 has been assigned to your group

INC000000704189 Priority: Medium has been assigned to your.

INC00000704189 has been assigned to your group

INCO00000704186 Priority: Medium has been assigned to your.

INC00000704186 has been assigned to your group

INC000000704172 Priority: Medium has been assigned to your.

INC000D00704172 has been assigned to your group

INC000000704132 Priority: Medium has been assigned to you.

INCO00000704132 has been assigned to you

INC000000704109 Pririty: Medium has been assigned to you.

INCO00000704103 has been assigned to you

INCO00000704158 Prioity: Medium has been assigned to your.

INC000D00704158 has been assigned to your group

INCO00000704144 Priority: Medium has been assigned to your.

INCO00000704144 has been assigned to your group

INC000000704142 Priority: Medium has been assigned to your.

INCO00000704142 has been assigned to your group

INC000000704132 Pririty: Medium has been assigned to your.
C000000704132 has been assigned to your group.

INC000000704

INC000000704109 Priority: Medium has been assigned to your.

INC00000704108 has been assigned to your group

INC000000704084 Pririty: Medium has been assigned to your.

INC00000704084 has been assigned to your group

INC000000704049 Pririty: Medium has been assigned to your.

INCO0000704043 has been assigned to your group

Drayne, Karen JMD)
RE: Reference No. INCOD0000702514 Prioriy: Medium has been assigned toy,
OK, thanks for tying!

DOJ ITSM
Reference No,
Reference No

DOJ ITSM

Reference No,

Unread: 1

INC000000703709 Pririty: Medium has been assigned to your,

INCO00000703703 has been assigned to your group

INCO00000703697 Priority: Medium has been assigned to your,

© gg W

[0
737 M

Tue 343 P

Tue 338 P

Tue 254 P

Tue 228 P

Tue 145 P

Tue 101 P

Tue 11:48 AM

Tue 11:02 AM

Tue 10:40 AM

Mon 4:27 PM

Mon 4:21 PM

Mon 3:53 PM

Mon 3:44 PM

Mon 3:42 PM

Mon 3:35 PM

Mon 3119 PM

Mon 3117 PM

Mon 2:58 PM

Mon 2:31 PM

Mon 1:31 PM

Mon 1236

Mon 1002

Mon7:37 AM

Vi@usdoj.gov>

Reference No. INC000000705021 Priority: Medium has been
assigned to you

Reference No. INCO00000705021 has been assigned to you.

Customer: Johann Huang
priority: Medium
Summary: New Metrics for FOIA.gov

Allfolders are up to date. _ Connected to: Microsoft Exchange

0 ® -—+#

= Rl e | @

10:33 AM
11/15/2017




image2.png
FoiaAnnualReport v2.1.12 - Ex

Home Inset  Pagelajout Formuias  Data  Revew  View ACROBAT  Q Tellme wht you wantto do Husng, Johann OMD) £, Share

8 Bxport s NIEVIXML | [l Import from NIEM XML [) Clear All Entres B2 Copy s Paste Values I MS Word Export

> | [Ser . -
Unread ByDate +  Newest ¢ |
8 |z 1@usdoi aovs
Custom Toolbars ~ ey v M@usdoj.gov>
e DO ITSM Reference No. INCO00000705021 Priority: Medium has been
me £ | Department of ustice
= oS00 assigned to you
3 Reference No. INCOD0000705021 has been assignedto you.
o T o N
e R I e o i S T e e DOJ ITSM
ere. S Reference No. INCO00000704924 Priority: Medium has been assigned to your. 823 AM
: Reference No. INCOD0000704524 has been assigned to your group
If the agency's FOIA information is reported by ‘component’ (sub-organization, office_divisionl. the comnanents 2 Reference No. INC000000705021 has been assigned to you.
must be defined here. Component abbreviations entered here are available throughd 33 Save As x - Giuffre, Frank W (JMD) o
lists, allowing entry of information for each component. - FW: Reference No. INCO00000704593 Priority: Low has been assigned to your. 7:37 AM Customer: Johann Huang
[« jhuang > Documents > FOIA Annusl Report ¥2.10 > exchange fles > xm. iz » Johann, Priority: Medium
You can make room to enter additional components by right-clcking on any editabll T dvews Summary: New Metrics for FOIA.gov
definition table and choosing 'Add Row’. Anew, empty component row will be added  Organize = New folder £ esterday
You select multiple existing rows within the component defiition table, right-click e o - & DOJ ITSM
choose 'Add Row, a corresponding number of component rows will be added at the Computer o Reference No. INCOD0OD07O4763 Priorty: Medium has been assigne o your.. Tue 3:43 P
convention s used throughout this workbook for expanding the sze of entry tables. Desktop S5 e 5 T 5 g Reference No. INCOD0OD0704763 has been assigned to your group
3 Documents z DOJ ITSM
Agency Information Downlosd: £ Reference No. INCO0D000704762 Priority: Medium has been assigned to your... Tue 3:38 PM
ownloads 2 Reference No. INCO00000704762 has been assigned to your group
. ot Music
enc epartment of Justice
ey <0 s DOJITSM
Agency Abbeviation DOJ The full { == Pictures Reference No. INCO0D000704745 Priority: Medium has been assigned to your... Tue 2:54 PM
FOIA Amnual Report Year | 2016 ofthere| [ Videos Reference No. INCOD0OD0704745 has been assigned to your group
Date Prepared agency =
5 Windows (C) DOJ ITSM
= GDrive(®) : Reference No. INCOD0O00704727 Priorty: Medium has been assigned o your.. Tue 228 P
= " B Reference No. INCO00000704727 has been assigned to your group
‘Component Definition == jhuang (\gsd-n £
== M Drive (M:) g DOJITSM
— = - - Reference No. INCOD0000704534 Priorty: Medium has been assigned toyou,  Tue 1:45 PM
Component Abbreviation Component Name Reference No. INCOD0000704534 has been assigned to you.
[Antitrust |Antitrust Division File name: [ DOJ_20T6ml °
aTE Bureau of Alcohol, Tof Firearms, DOJITSM
- P Save astype: | XML Fies (“xml) v Reference No. INCOD0000704594 Priorit: Medium has been assigned to your... Tue 1:01 PA
BOP Bur of Prisons Reference No. INCO00000704594 has been assigned to your group.
civil Civil Division Authors Tgs: Tite
Civil Rights Civil Rights Division DOJITSM
- - e Reference No. INCOD0OD07O455 Priorty: Medium has been assigned toyou.  Tue 11:48 AM
crs Community Relations Servi i Fodes P = Cancel Reference No. INCOD0000704565 has been assigned to you.
Criminal
DEA DOJ ITSM
S Reference No. INCOD0O00704534 Priorty: Medium has been assigned o your... Tue 1102 AM
ENRD Reference No. INCO00000704534 has been assigned to your group.
O
ocoere ment Task For DOJ ITSM
oush For Unite: Reference No. INCOD0OD07O4515 Priorty: Medium has been assigned o your... Tue 1040 AM
Reference No. INCOD0OD0704515 has been assigned to your group
EousT for Unite
B 4 Monday
Fesc DOJ ITSM
o [ustice Management Division Reference No. INCOD0000704129 Priorit: Medium has been assigned to your... Mon 427 PA
en - - b Reference No. INCO00000704189 has been assigned to your group.
« v .| Agencyinformation | V. [ VA | Ve | VB2 | VB3 | VIA | VIB | VICI | ViC2. | VIC3 | VICA | VICS. | VIA | B | viCl. | vic2 | vica ® < >
DOJ ITSM
Reference No. INCOD0OD0704135 Priorty: Medium has been assigned o your.. Mon 421 P
1039 AM Reference No. INCOD0OD0704135 has been assigned to your group
11572017
DOJ ITSM
Reference No. INCOD0O00704172 Priorty: Medium has been assigne o your... Mon 353 P
Reference No. INCOD0O00704172 has been assigned to your group
DOJ ITSM
Reference No. INCOD0O00704132 Priorty: Medium has been assigned toyou.  Mon 344 P
Reference No. INCOD0000704132 has been assigned to you.
DOJ ITSM
Reference No. INCOD0O00704109 Priorty: Medium has been assigned toyou.  Mon 342 P
Reference No. INCO0O000704103 hs been assigned to you.
DOJ ITSM
Reference No. INCOD0O00704158 Priorty: Medium has been assigne o your.. Mon 335 P
Reference No. INCOD0O00704158 has been assigned to your group
DOJ ITSM
Reference No. INCOD0O00704124 Priorty: Medium has been assigne o your.. Mo 319 P
Reference No. INCOD0O00704124 has been assigned to your group
DOJ ITSM
Reference No. INCOD0O00704132 Priorty: Medium has been assigned o your.. Mo 317 Ph
Reference No. INCOD0O00704142 has been assigned to your group
DOJ ITSM
Reference No. INCOD0O00704132 Priorty: Medium has been assigne to your.. Mon 258 PH
Reference No. INCOD0O00704132 has been assigned to your group
DOJ ITSM
Reference No. INCOD0O00704109 Priorty: Medium has been assigne o your.. Mo 231 P
Reference No. INCO0O000704103 has been assigned to your group.
DOJ ITSM
Reference No. INCOD0000704084 Priorty: Medium has been assigne to your.. Mon 1:31 P
Reference No. INCOD0000704084 has been assigned to your group
DOJ ITSM
Reference No. INCOD0000704049 Priorty: Medium has been assigned o your.. Mon 1236
Reference No. INCOD0000704049 has been assigned to your group
Drayne, Karen (JMD)
RE: Reference No. INCO0OD0GTO02514 Proriy: Mecium has been assigned foy... Mon 1002
OK, thanks for trying
DOJ ITSM
Reference No. INCOD0000703709 Priorty: Medium has been assignedto your
Reference No. INCOD0O00703709 has been assigned to your group
DOJ ITSM
Reference No. INCOD0000703657 Priorty: Medium has been assigned to your.. Mon 737AM |
B Unend 1 Al folders are up to date.  Connected to: Microsoft Exchange I & - ¥ +

> o mE ° ® © 6 oA~ BE O | O s




