INSPECTOR
GENERAL

AUTOMATED CASE
TRACKING SYSTEM

(ACTS)
USER’S MANUAL

Version 5.6

OPR: SAF/1GQ DATE: 25 Feb 2016

1



This page intentionally blank.



Table of Contents

CHAPTER 1- INTRODUGCTION. ... .cottiiiiieiieiee st ete e steesteeteestesseesseestaesseesaeaseessessseesseessseseessesssesssessessseessessenns 8
PURPOSE ...ttt sttt sttt et s e e st et e s be e Re e st e e R et Rt eR e e Rt e Rt oA Ee Rt eR e e Rt e Re e Re e EeeneeaneeaReenRe e neenteenrennee e 8
SUMMARY OF REVISIONS ...eeuttetieutiestesteesteesteesteasaeaseeasessseesssesseasseassessesssessseessessssasssssesssesssessseenseessesssenseessessesssessns 8

LI LS. L 10 - PSSR 8
1 TSP 8
PROPOSED CHANGES. .. .ctteitteteiste ittt sttesttesteesseastesseesseesseesseesseasesasesaseesseasseasseassesssesssesseessensesesssesseesseenseeseessenseenes 8
PROBLEM RESOLUTION ....ttetteteitte sttt sttesttestaesteestasssessessseesseesesasesasesssessssesseensenssessssssssssesssesssessesssesssessseesseesesssenseenes 8
LI e8] ][] gTo o] 11T OO U PSPPSRSO 9
ONIINE HEIP . ettt h e bbbt bt bt R e e R e et et e b eh e e b e e be e bt e Rt en b e sbe st e sbesbeebeene e 9
Figure 1-1. ONliNE HEIP MENU. ..ottt ettt st e b e s e b e bt seesee e e ene e 9
L LYo SN 1Y = U U TS 9
L0 ] a1 o3 1T aTo €701 o F=Tq o= TSP 10
CHAPTER 2 — SETUP AND UTILITIES ....oi ottt sttt et ettt ba e te st s nnesnaesre e 11
SYSTEM REQUIREMENTS. ....cuttiuttetiesteestaesteeseeaseessessseesssasseasseassessesssesssessssasssasesssesassenseanseassesssessessseessessesnesssesseenses 11
L P2 100 1T 1SS 11
Y0117 1= SO 11
YV ] ST 11 0o [OOSR 11
F O BT = U PP 12
Yo [0 I (o = Ao ] (=TSSR OUOSPSPRRN 12
FIQUIE 2-1. FAVOIIES. ..e ettt sttt ae et b e e et e Rt e bt bt ee e b e e e Re e b e ebeee e e e e e eneeneebeebeneeneeneaneanan 12
FIQUIE 2-2. AGG FAVOIITE. ...iiiiieicieiecte ettt sttt b et e st st e e st et e e b et st et et eneeteebesse b esaeneetn 13
(01 T= 1 (T BT Ko o RS g To] o (o U |l o o] o RSO 13
SystematiC Dat@ BACKUP. .......oouiii et b ettt b et et be bt n e en s 13

CHAPTER 3 — ACCESSING ACT S ..ottt sttt sttt et e et eeste e ee e s se e sse e teenteeseeasaesseesseesteeaesneesneenneenses 14
ST Lo U L 1 2RSS OPRR 14
F Y [\ TP 14

WO CAN ACCESS. ..ottt ettt e st s e et s e st e s he e e be e be et e e st e st b esteesbe e beesbeeseesReesaeeabeebeenteanbeassesteestaenteebenseeas 14
User Profiles and RESPONSIDIILIES. ......cvcviiiiiiie e enees 14
o 1 TSSO 16
FIGQUIE 3-1. LOGIN SCIEEIM. ..iiviitieiiiteite ettt ettt bbb s e b e s be et e e e st et e eb e e be s b et e e eneeteebesae b esaeneetn 16
OGO PASSWOIT. ...ttt b bt b e b e bt e Rt et e a b e bt eb e e bt e be e bt e neem e e nte b e sbeebeebeaneaneas 17
Figure 3-2. FOrgot PASSWOIT SCIEEN. .....c.ciiiiiiiteieeieieee ettt sttt e et e besbe e e e e s e eaesbesbeseeneereanesbeseeneeeens 18
Yoot XTSI [T o 1= SR OUOSPRTPSRN 18
1o o ) SRS 18
[T [ L =TC T T o T [ OSSOSO 19
1] 0= 0L 19
Figure 3-4. Error—Session EXPIred SCIEEN. ........cccciiiiieieiiiisieieet et sttt e b b seene 20
(070] o (o1 U] (=] g1 A= Lot o 1S3 USSP UPPTRRPN 20

CHAPTER 4 — OPENING MENU (HOME PAGE) ........ccitiititiiiiee st se e ettt eanae e e snessesnaanens 21

[N ale] 18 o 1 (o] N ORI 21
FIQUIE 4-1. HOME PAE. ..viiiiieieiiiiecte ettt e b et b s e b e st et e e e st et e e bt e be s b et et eneeteebeste b esaeneets 21

[ (= 1o =T RSSO 21

[ 1=T U o - T TSP USSP 22

270 o | TSRO PR ST PVRURPRUROS 24

010 = S PP OPRP 24

(O8N el I ST O N ] i I N I S 26
INTRODUGCTION. ... vttt sttesteesteesteesteastesseesseesseesaeeseeaseesseesseeaseesseenseasseassesseesseessesssessssssesssesssesnseenseensessssssenssenssenssnnsnns 26
GENERAL INFORMATION ...t euttetteesiesteesteesieeseeaseessessseesssesseasseassessesssessseesseasssssesssessssenseenseassessssssessseessnssesnsssesssesnses 26

File Reference NUMDBEr (FRNO). ....ciioioie ettt st et snesre e eneesaeneestesnesreaneeneas 26
Figure 5-1. File Reference NUMDBEr (FRNO).......c.ccoiiiiiiciiiiiseeeet ettt 26
DIrOPAOWN IMEBINUS. ...ttt bbbt a e e e bt bt b e e b e e he e Rt e e e m b e eb e ebesb e e bt eb e e meembenaesbenbesbeebeaneaneas 26

3



(04 g T=Tod 1@ 210) =T TSR 26

TEOXE BOXES. ...tttk b ekttt e Rt e Rt he £ b e oA R e R b e eR £ e R £ e R e e ke e Ee e Re e e Re e eRe e eRe e beenreenrenar e 26
(D= 1= = [0 RSO SUU PSSP PURURPRURO 27
F Y o] 01 VYA TS 181 o] 4 S SPRPRR 27
= Vo F= L (o VA =1 (o SRS 28
(o] gl 1= (o LSOO ST S UPTSO PRSP 28
Figure 5-2. Error Message and FIElAS. .........ccoiiiiiiiieiiice e st ens 29
CASE EdIt SESSIONS. ...ttt bttt bbbt bRt R e e e e b e R bt b e Rt R e et et bbbt aeeneenes 30
BIOWSET BULLONS. ...ttt bbbt a bt e b e s b e ekt e b e e b e e ae e e Rt e ebe e bt ambeenbeeb b e nbeesbeenbeenneas 30
CREATE A CASE RECORD ....utiiutiitiiitieitee ittt sttt ste e sbe e be s be s e sbe e s bt e sbe e beeaee e ae e e he e ebe 2kt amb e ehbesh b e nbeeabeeebeesbeasnesbnesbeennis 31
FIQUIE 5-3. CFEALE. ....iitiitiieiieie ettt ettt b et e a et e b e s oot e Rt e b e e bt ee e b e e eRe e b e ebenbe e e n e e st eneebeabeneeneaseaneanas 31
2T (o] (o O == d] o - N O 1TSS 31
Figure 5-4. Before Creating @ CaSE. ......ccciiiiiiiiriiiieeei ettt sttt et s e be s be st et et e e e be st sre s e e ens 32
Figure 5-5. Query For Duplicate—N0O MatChing rECOIAS. ........ccoiiriiiiiiiieree e 33
Figure 5-6. Query For Duplicate—MatChing rECOId............cooiiiiiiiiiee e 34
YL T 1Y = PSR 34
Entering Data in the Main Tab.........cccviiiiiee e ettt sresreaneeneas 34
Figure 5-7. “Main” Tabh—Create @ CaASE........ccccuiiiiiiiieiiiee sttt sttt be s te st e e b e e be et sre b e eens 38
SUSPENSE/DATES TAB.....c ittt sttt ettt ettt e tesbesbe bttt e e eae e s e e abe e bt ebeeb e e bt eh £ e Rt e m b e ebeeb e e b e e bt ebeeseenbeneeabenbesbesbeaneaneas 39
Entering Data in the SuSpPense/Dates Tab. ... 39
Figure 5-8. “SUSPENSES/DAES” TAD. ....cciiii ittt sttt eb e bt e e ne e s e besbe e e ee e ens 42
LOTo L1y 1IN NT-Y N 1Y = TSR 43
Figure 5-9. “Complainant” Tab........ccccociiiiiiiiiiiice ettt a e ens 43
Entering ComPlaiNant DAta. .......cc.ccciviieieiie st a e e et e sbesneereeneensesnestestesrenresneenens 43
SUBJIECTS & ALLEGATIONS TAB. ...iitiiitieiteeittite sttt e ete e bt et e et e steesbeesbeaabeaseeaseesae e ebe e beaabeaabeahsesbeesbeeebeesbeeseesbnesaeenis 45
Figure 5-10. “Subjects & AllEQatiONS” TAD. .......coiiiieiee ettt 45
ENLErING SUDJECES DATAL. .....eieiiiite ittt b e s b e s bt bt b e et en e e b et e ke sbesbesneaneas 46
Figure 5-11. Allegation/ISSUE LiSt. ......cccciiiiiiiiiiiiiciee sttt s bbbt te et b aeseens 47
ENtering AllEQatiONS/ISSUES. ....ccuiiviiieiieiieice ettt ettt st e se s e e e see st e sbesseateeneeneeseessentesresreaneeneas 47
(07N = N[0 1 =1 I = TSR 48
Figure 5-12. “Case NOES” TaD. ..ottt e bt be e e e e e enas 49
ENLEIING CASE NOLES. ...ttt et bt bbbt bt bt e e e st e b e sb e e bt s bt e beeneem b e nbesbenbesbesbesneaneas 49
FIQUIe 5-13 CaS@ NOE ENEIY SCIEEN. ... .iiuiiieietieteite et eiet ettt et et et teateste e e e eseabeabesee s eseeseabeseeabeseensareaneseeseennaneanas 50
Figure 5-14. Case NOES HISTOIY. ....ciiiiiiiiiciiiie ettt sttt st et e e e st e e e be st st e s eneens 51
ATTACHMENTS T AB. .uttiii ittt sttt e e sie e e et e e s s e e e st e e e eaate e e s asteeeeasteeeeaseeeeaasteeeeanteeeeanseeeesanseeeeasseeeeasneeesanseeeeansnnenans 52
Figure 5-15. AtACHMENTS TaD. ..ottt ettt et e et e b e be e e e e neenas 52
ALACRING FIES ...ttt bbbt et e b et sb e e b e bt e be e e e b e nbesbesbenaeaneas 52
Figure 5-16. Attachments Tab File Uploading SCreEN. ..o e 54
Figure 5-17. Attachments Tab Categories drop dOWN MENU..........cceiviiiiienierieieesesesie e ee e sse e sse s 54
Figure 5-18. Attachments Tab after File is Uploaded............coooiiiiiiiiieee e 55
Printing AMACHEA FlES........o e bbbt b et e b b et sbesbesneeneas 55
Figure 5-19. Attachments Tab after File is Uploaded and Ready for Printing. ..........ccccoooeneininiienciienn 56
L TN e = O ] = 1Y =1 SRS 57
Figure 5-20. Validation StatUS—SUCCESSTUL. ........ccociiiiiiiiiiiceec e e 58
Figure 5-21. Validation Status—UNSUCCESSTUL. .......coiviiiiiiieie e 59
CHAPTER 6 — SEARGCH ..ottt b bbbt h e e bbbt b bt e s e e e et ab et sneeneas 60
INTRODUGCTION. ...ttt sttt stteatteteesteestesteesteesbeasbeassesseesaeeaheeabe e bt embees b e ee b e eb e e AE £ e b e e b e 4R e e e Re e ARe e Abe e bt e mbeembeebbenbeenbeenbeebeanneas 60
SEARCH FOR EXISTING CASE.....ueciitiiiiteeiiteeiiteesiteesiteesteessteestesssteesteeasbaaansesasteeanbeeateeaseeasteeaseesteeenseessteeanseessses 60
FIQUIE B-1. SEAICN. ....iii ittt b et s e b e be s b et et e st e be b e st et e s s ereebeebeebe b et ereeaearn 60
ADVANCED SEARCHES .....c.tiiiititiittt ettt e iteeesteesiteeasteeasteeateeateeabeeasteeasee e teeanbee s teeaaseessteeasseessteeansessrseesnseessteesnsesanes 61
Figure 6-2. Advanced SEArCheS SCIEEN. ...ttt e ettt be e e e ens 61
Predefin@d SEAICNES ... et b e bbbt b et s e b e b e b b besneeneas
Customized Searches
Figure 6-3. CuStomized SEArChES SCIEEN. ........ccciiiiiiiiee ettt be e e 64
SAVEA SEAICNES ..ottt bbbt b e bbbt b e bbbt b e bbbt 64
SEARCH RESULTS ..ttiitttiiteeiitteiitee sttt s steeste e steesste e s teeastaesteeaatee e teeaasee s teeanseeasteeanteeasteeenseeesteeanseessteeeseeeteeenneeereas 64
Figure 6-4. SEarch RESUILS SCIEEN. .....cccviiiiiiceee ettt sa et te e be st b e e seens 65
Exiting the Case from Edit/NV Edit/VIew/Print MOGE. .........cccooiiiiiiiiiiee e 66

4



Case Currently BeING EITEU. ........coii ettt e ettt b e e e e e ae e b e ebesbe st e e eneene e 68
Figure 6-5. Case Currently Being EdItEA SCrEEN. ........cccvii it 68

CHAPTER 7 — ACTIONS ...ttt sttt s b e sttt e e st e e e R bt e e s beeeab e e e s beeeabe e ssbeesnbeeanteeanbeeanes
INTRODUCTION. ...ceviiierieeesiireesieeeessnneeens
Case Transition States
LTS USSP 70
UNAET INVESTIGALION. ...ttt ettt et s et e s b e b e e e a e e b e Re et e eb e e e s e eReeEeebese et ene e Rt ebesbeebeseeneareaneneas 70
Completed.......c.oooveiviiiieiiiieees
CIOSEA. ...t bbbkt b b E ke b E R b b £ E AR R R bR R E b€ e R bR bt E bbbt et 71
[T T o =T o 1RSSR 71
TRANSITION STATES....ctvtiiieeiie e siveentee e siveenree e
Figure 7-1.
LN 117y 1 PSSR
Figure 7-2.
Figure 7-3.

LT 1Y 1= I8 = =SSR
Figure 7-4. Selecting Complete From Menu Bar.............cccocvvevevieeinnnnn
Figure 7-5. Case Action Notice for Complete Investigation
L1100 1] = TSRO U R U R TU R OPR PP
Figure 7-6. Complaint Action Notice for Close INVeSHGatioN. ... 76
Figure 7-7. Closed Case: Validation Status - SUCCESSTUL. .......ccccoiiiiiiiiiiiicec e 77
Figure 7-8. Record Disposition Information for Closed Case..............
TRANSFER. ...t euttettt ettt s bttt ettt he e ehe e bt e bt ea bt eh b e eb e e e bt e Ak £ e Ee 428 e 4 Rs e 4he e 4he £ b e 2m b £ 2R b e eh b e eE e e eE £ e b e e beeRbe e Re e e Re e ebe e beenbeenrennre e
Figure 7-9. Transfer INfOrMation SCIEEN. .........cooi ittt 80
Receiving Transferred Cases. ......c.cccovvveieviriene e s
Figure 7-10. Case Notify/Transfer Notice Screen...........c.ccccevevvevennnnn.
N T S
Figure 7-11. Case Notify INfOrmation SCrEEN. ........cccoouiiiiiiiiee e e e 83
RECEIVING NOLIFICALIONS. ...ttt bttt b e bbb e et e s b e nee b e sbesbeebeeneaneas 83
Figure 7-12. Case Notification Notice........
D1 Y 1P
Figure 7-13. Complaint Action NOtICe fOr DISMISS. ......cccviiiiiiieiciee e 85
DISMISSI/CLOSE ...ttt ettt sttt e bbbt sttt e et e bt enbesbeebeene e
Figure 7-14. Complaint Action Notice for Dismiss/Close. ....................
NS PP
Figure 7-15. Complaint Action Notice for Assist
ASSIST/CLOSE ..ttt ettt ettt sttt sttt sttt s bbbtk sb etk s b et e b e b e Rt e b e E e Rt e b e b e Rt ek R e Rt e R R e Rt ek bRt R R Rt b e Rt bt ne et
Figure 7-16. Case Action Notice for Assist/CIOSE. .........cccccvviveriereiinnenn.
REFER ..ottt bbbtk b e b e e b et e b e e e nae b b
Figure 7-17. Case Action Notice for Refer. ...
D107 = PSR
Figure 7-18. Case Action Notice for DIiSCard ACHON. .........cccciiiiieriiieestee et ae e 89
(O8N el L S gt o T 1 TS 90
INTRODUGCTION. ...ttt sttt atteatteteesteeseesteesbeesbeasbeasseaseeaaeeaheeabe 2 bt embees b e eh b e eE £ e AE £ e b e e b e 4R b e ehe e ARe e ebe e b e ambeembeebbenbeenbeenbeenbeanneas 90
STANDARDIZED REPORTS. ....tiiutiitititie ittt ettt sttt sttt et es e sbe e s bt e sbe e beeaee s he e e he e eb e ekt ea b e eabesb b e ebeenbeenbeesbeasnesanesbeennis 90
Figure 8-1. RepOrts. .....cccoceveveircieieeee
CASE FILE WORKSHEET (CFW) ...ocvivivcece e
How to Access a Case File Worksheet.............
Figure 8-2. SEarch RESUILS SCIEEN. .....cc.cviiciit ettt st et te et st e b seens 91
Figure 8-3. Typical Case File Worksheet Screen, VIEW MOE. ...
SUSPENSE REPORT ....ceitiiitiitiatiesteesteesteestt e sieesaeesbesbessbesbeesbeesbeesbeasbesseesseesaeesseanns
How to Access the Suspense Report
Figure 8-4. Suspense Report INput SCreen ..........cccevevvvieeieieseieece s
Figure 8-5. Suspense Report QUtPUt SCreeN .........ccevveveeieiericieece e
OPEN EDIT SESSIONS REPORT ......octiiiiiiiieiiieiiee it
How to Access the Open Edit Sessions Report. ..........ccocveevieieieneienene,
Figure 8-6. Open Edit SesSions RePOrt INPUL SCIEEMN .........cciiiiiiiiieet et
Figure 8-7. Open Edit Sessions RepOrt QULPUL SCIEEN ........c.ccviiiiieieiicisee et



(07 XST SR \\ [0 i U1 = TeT =l d = =T0 ] = E TP 97

How to Access the Cases NOt PUrged REPOI. ....c..oiiiiiiiieee e 97
Figure 8-8. Cases Not Purged Report INPUL SCIEEN.......c.c.ccuii ittt 97
Figure 8-9. Cases Not Purged Report QULPUL SCIEEN..........cciiiiieiiieese ettt 98
ACTS ADVANCED REPORTS. ...ceuttiuttttititiesteesteesteaae et steeabeaaseabeasseassesssesbeeabeeabeasseaseeaheeabeeabeanbeaabeassenbbesbeesbeesbeannens 98
HOW 10 ACCESS @ REPOI. ...ttt ettt b et b e be e sb e e bt et e e st e nbb e st e e beenbe e e 99
Figure 8-10. ACTS RepPOrt OPLIONS SCIEEN. .....cciiiiieeeieieite ettt sttt et e sbeste e e e eneeneseesaeanan 100
Figure 8-11. ACTS Report Input Screen (Contacts @). ................................................................................ 101
Figure 8-12. ACTS Report Output Screen (Contacts @). ............................................................................. 102
Figure 8-13. ACTS EXPOIt RESUILS SCIEEN. ....cccuiiiiiiiciiceie ettt sb et se bbb nen 103
Figure 8-14. ACTS Report Output Screen (Time to Complete/Close Investigations ). ......................... 104
Figure 8-15. ACTS Report Output Screen (Case Summary Report @). ..................................................... 105
RECORD RETENTION VW ORKSHEET ....uttiititte ittt s iteeeestteeessstesessssaeaessteeseanssesessssenesssssssesnssssessssesesssseessnssseesnssenes 105
How to Access the Record Retention WOrKShEEL. ..o 106
Figure 8-17. ACTS Record Retention WOrKSNEEt ...........coiiiiiiee s 107
ACTS USER DIRECTORY ...utiiutiiuttatiesteesteeateaiteaeesieeateaaseasseassasssesseesteasseasseaaseaseeaaeaastanbeasseasseabeesbeesbeassessnsssessseesis 107
Figure 8-18. ACTS User Directory Menu SelECHION. ........cccciii ittt 108
Figure 8-19. ACTS User Directory Export — MS Excel WOrkbooK. ..........ccccceviiiiiiiiiseeicce e 108
CHAPTER 9 ALERTS & SUSPENSES ... ...ttt sttt ae et sra et et e et e e anaeestbe e 108
INTRODUGCTION. ...t tttitteatteteesteateesteesbeesaeassesssesaeesheeabeaabeaaseehbeab e e ebe e b e a2 Ee e R e e e Re e ehe e eb e 2 b e emb e eh b e eb b e nb e e nbeebeasbeamnesaeeneeannas 108
Figure 9-1. My AIEIMS & SUSPENSES. .....ccuiiuiiieieiieieate ettt ste et te sttt e st et et e abeste st e s e e eseebeabeseesbe e eneatesbesbeseenseneanas 109
AULOMALIC AIBITS. .ottt e b e bbbt Rt e h b et e eb e ekt ebeeb e e bt enbenee et e nbesbesbeane e 109
STy 01T =SSOSR 110
HOW t0 VIieW AIEIMS ANA SUSPENSES.....cuiiiieiiiieiesieeeee et ste st ste e e saesaestestesresteaseasaeseesseseessestessessessens 111
Figure 9-2. My Alerts and SUSPENSES SCIEENM. .......cciiiiieieiiitesieiee et se et a ettt sttt e e sbeste st e seseetesresaesnen 111
(O8N e L 0 I 1 1 OSSPSR 113
INTRODUGCTION . ...t tttttteteeteesteeteesseesbeesueassesssesaeeabeeabeaabeaaseehbeae e e sb e e ob a2 Ee e R e e eRe e ehe e ebe 2 b e 2mb e eh b e eb b e nb e e nbeebeesbeannesaeenneannis 113
PASSWORD ...ttt sttt ekttt ekt eh e sk ekt e be e bt 4R bt SRt e AR£ £ b £ e a bt oAb e oA R e SR £ SR e e ke e beeRRe e Re e ehe e ebeeebeebeenbeene e 113
OGO PASSWOIT. ...ttt bttt bt bbbt h e e s b e e et e be e b e e bt e b e e b e e neeneeneeebesbesbeebeene e 113
EXPIFEA PASSWOIT. ...ttt bbbt b et s et et et bt s bt b e e bt e st e n b e neeebesbesbeebeane e 113
DiISADIEA PASSWOIT. .....cooitiiiiiitiieiiite ettt b et b bbb bbbt b st e b e s e et b n et et ne b s 113
Figure 10-1. AdmMin — ACTS AdMINISIIALOr. .....ccociiiiiiiici et bbb bt seete b saennan 114
Figure 10-2. AdMIN — TYPICAI USEI.....ccociiiiieieiiceci ettt sttt e et te b et st seans 114
HOW t0 Change@ @ PASSWOIQ. ......cc.oiiiiiiiiie ittt bttt bbbt b et et sbesbesbeebeane e 115
Figure 10-3. Change PaSSWOIA SCIEEN. ........ccciii ittt sttt sbe e et e et ebeseeseeean 115
USER MANAGEMENT (ADMINISTRATOR FUNCTION) ...viuiitiiieictisiet ettt sttt sttt 116
F o [0 B LT OO TPETST PRSPPI 116
FIQUIE 10-4. AQd @ USEI. ..ottt sttt ettt e b et b s e s et e et et et e s e s e e bt e te et e s et esaeneats 117
FIGUIE 10-5. ROIES. ...ttt ettt h e bt e a e h e bt e b e e b e e e ea s e bt e Rt eb e e b e eeneeneeneebesbe et e neensaneaneanas 117
Figure 10-6. Add a User—Confirmation SUCCESS. .......couciiiiiriiieeeieie sttt ean 118
Figure 10-7. Add @ USEr—UNSUCCESSTUL .....cociiiiiiiiiici et sae s 118
Disable (0F ENADIE) USET. ..ottt sttt te e e naese e e e e ntestesneeneeneens 119
Figure 10-8. USEr MaN@QEMENT.......c.oiiiiiiieeei ettt sttt ettt et e e e e ebeebesbesee b e e eneabesbeseeseeneeneanis 119
[0 To 11V O L= SRS USSP 120
RESEE PASSWOIT. ...ttt b et bttt e e bt ke b e bt Rt e R b e e et e beebeeEe e bt eheeneen b e nbenbesbesbeebeane e 120
Figure 10-9. Reset Password—CoNnfirmation. ..o 121
DEIELE ACCOUNL. ...ttt ettt e bbb bt b e bbb eb bt e e bt b et s e e bt b e e b et n et et n e b 121
Figure 10-10. Deleted User Has Assigned COmMPIAINTS.........ccceiiriiieieiiiiineieici e 122
CHAPTER 11 — MANAGING ACTS DAT A oottt sttt e sttt sne e sae e ste e taenaneneessaestaesteenannneens 124
FOIA, PA, DISCOVERY, AND OUR REQUIREMENTS .. .utttiiiiiiiiiitiiiieeeessiiibtteeessssissbssesssssssssssssssssssssssssssssssessssnns 124
EXPORTING DATA ...tttk h ekt e bt e bt e bt ae e e bt e ehe e b e e a bt ea bt ek b e eE £ 2 e b e e be e ke e se e e he e ebe e abeeabe et e anbeenne e 124
Figure 11-1. Search RESUILS SCIEEN........coii ittt ettt st bttt e bt sbese e e e e ans 124
Creating the EXPOIt RECOIAS. ....c.ciiiiiiiicie sttt et et teete e e s e e e tesaesresteaneenes 125
Figure 11-2. BUIK EXPOIt NOTICE SCIEEN. ......cuviiiiviiiiieeet ettt sttt b e st e e ebeebesaesaeean 125
Figure 11-3. ACTS Exported Search RESUILS SCrEeN. .........ccoiiiiiiiiieie et 126
Figure 11-4. Bulk Export Complete—Email NOtIfICAtIoN...........cccoooiiiiiiiieeee e 126



Figure 11-5. ACTS Export Complete—Email Message With Link to File. ..., 127

Figure 11-6. ACTS EXport--MS EXCEl WOTIKDOOK. ........ccvciiiiiiiiiieici e 127
PURGING AT A ..ttt ettt e ettt e et e e st e e e e st e e e s R teeeeasteeeeaasee e e e asteeeeasteeeeannteeesneeeeannseeeennneneesnrnnas 127
LU0 [T I - | - TS 128

Figure 11-7. Record Disposition Information Box (Suspenses/Dates Tab)........ccccooreieneiiinieneneneieene 128

Figure 11-8. Record Retention WOIKSNEEL. .........coiiiiiiieit e 129

Figure 11-9. Confirm Purged Complaints NOtICE SCrEEN.........cccceviveieiiieceieee e 130

Figure 11-10. IE Dialog Box—Reaffirmation of PUIgE..........ccccoiiiiiiiiiii e 130

Figure 11-11 Purged Complaints Complete NOLICE SCrEEN. ......ccoiiiciiiiiieeeeeee et 131

Figure 11-12. Printer Selection and Print DIialog BOX.........cccuiiiiiiiriiiieseieesie et 131

Figure 11-13. Destroyed Complaints Notice Window (printer friendly)..........cccoceiviiiiieiieneniinsiese e, 132
RESET TO NEW ...ttt bbb bbb e bR bRt e bR b b et e e s e e an b r b e 132
RESEE 10 INBW...... ettt bttt he e bt e bt e s bt e h b e eh b e eb e e b e ekt e ke e Reeeheeshe e ebeebeenbeanbeneee e 132

Figure 11-14. Reset complaint to New: Enter FRNO. .........coooi i 133

Figure 11-15. ReSet COMPIAINT 10 NMEW. ......ciiiiiiiieiie ettt sttt besbe e e e e e ebeseesaeean 134

Figure 11-16. Reset complaint to new: CoNfirMation. ...........ccceieiiiiiieiiieee e 135
APPENDIX A — GLOSSARY OF TERMS ... 136
ATCH 1 — TROUBLESHOOTING TIPS .. .ottt nn b sne e 137
Can you access the apPliCAtIONT .......c.oiiii bbb bt eneas 137
Can you 10gin to the @pPlICALIONT ..o bbb bbb 138
Are you getting an error once you are in the appliCation?...........cocii i 138
DL =l = = = SR 138
APPENDIX B CUSTOM REPORTS ...ttt ettt e et sb e sbe b b s e sne e e 140
FILTER FIELDS ...ttt bbbttt e h e e b e ek ekt e ke e bt e he e s he e sbe e ebe e bt anbeenbenne e e 2
Nt O Y 1 A PSP 2
NAVIGATION . .ttt ettt bt bt e bt e bt e e b e eh b e eb e e ek e e ke e ae e £ he e ehe e ebe e bt ambeenbenb b e st e e nbeenbeanneas 14
% I A -\ To = 11 o o OO USSR 14
2.1.2 Buttons: Click the Buttons to Proceed t0 the NexXt Step ... 14
2.1.3 Select Lists: Click the Buttons to Proceed to the next Step......cccoiiiiiiiniieiene e 14
1010 N ST ST TR PP R USTPT P VRURPRUROS 15
SAVED REPORTS ..ottt bbbkttt bbbt bbb e e beeb b bt en s 15
NOTES .ttt ettt ht e bt e b e oAbt e a bt eh b e e E e e eE e e ek e e ke 4R b a4 Re e e Re e Ah £ £ e Rt 2 b e eR b e eR b e eE b e e R e e eE e e ke e ReeneeReeeaeenbeens 17



CHAPTER 1- INTRODUCTION

Purpose

The Automated Case Tracking System (ACTS) is an Air Force Inspector General (IG) tool to
capture all 1G investigative and administrative activity Air Force-wide. ACTS is the primary
data collection tool for I1Gs at all levels, and was designed to assist 1Gs in tracking, managing,
and analyzing 1G data in support of commanders at all levels. Case management and trend
analysis are the primary objectives. ACTS became the primary collection tool in Jan 2004. Prior
to that time, all case activity was tracked in ACTS II+.

The ACTS Users Manual implements AF1 90-301, Inspector General Complaints Resolution,
and AFPD 90-3, Inspector General--The Complaints Resolution Program, only in relation to
data entry in ACTS. Itis an illustrated roadmap, organized into 11 chapters, to help you become
familiar with ACTS features and common tasks. It provides specific instructions for the use of
ACTS. The appendix contains a glossary of terms commonly used in ACTS. This manual is
intended to supplement the online ACTS help menu.

Summary of Revisions

The Manual.

This manual replaces the SAF/IGQ ACTS User’s Guide, 2 Sep 2009.

ACTS.

ACTS stores all case data on a centralized database server. The server is accessible by
authorized users, with a valid users account, through the Internet from any .mil domain. The key
benefit to this approach is ease of maintenance and accessibility of stored data. Defects and
problems are corrected centrally without requiring updates or checks of each client computer.
The system may be unavailable during times of preventive maintenance or central server failures.

ACTS provides an intuitive, tab-oriented interface, coupled with efficient navigation. It allows
IGs to proactively manage cases by “watching” for adverse conditions in the business process
and “alerting” the action officer. These alerts allow AOs to focus on managing cases and urgent
issues.

Proposed Changes

ACTS Application Administrators will consolidate, evaluate, and forward recommendations for
changes to the ACTS application or this manual from lower level 1Gs to SAF/IGQ with the
command unit (CU) endorsement. A standardized input form is attached to this manual.
Chapter 3, Accessing ACTS, provides additional information about ACTS users and their roles.

Problem Resolution



Troubleshooting.

As with any information system, problems do occur. A software defect occurs when the
software is functioning, but does not work as specified. For example, if the system should
validate a date on or before today, but you enter today’s date and it gives you an error. A
network or server outage occurs when you cannot “get” to the application. For these types of
problems, contact SAF/IGQ through your next level administrator. See Attachment 1 for helpful
trouble shooting tips.

Online Help.

ACTS offers online help which is organized by topic (figure 1-1). Generally, ACTS topics are
selected on a page-by-page basis (e.g., a topic for Searching, a topic for the Home page, etc). If
you browse from topic to topic, the “Back” button in the upper right-hand corner of the help page
will return to the help topic previously viewed. If no other help topics have been viewed or you
were viewing the first help topic for this session, this button will be disabled. Clicking the
“Help” button in the upper right-hand corner of any page will open the ACTS online help to the
topic associated with that page. The “Index” tab contains a listing of every help topic and the
sections associated with each topic. Refer to chapter 4, Opening Menu, for additional information
about the Online Help feature.

o =l (9°]

Global Search | Advanced Searches | Szarch Help

{= ACTS - Help System - Microsoft Internet Explorer =] 3]
Print 21|/ Priority Alerts & Suspenses

MY ALERTS & SUSPENSES
e oo Ui 4 o i Sclct “HELP” from

- © 1y Bast Due Suspenses any page for assistance
Home & My Upcoming Suspenses 11

My Suspenses 15
Home Page

View All My Alerts&Suspenses |

ACTS Home Page

OTHER TRACKED SUSPENSES

O OCther Tracked Past Due Suspenses 34
» Overview .
» Header Navigation A Cther Tracked Upcoming Suspenses 2
m Overview
Other Tracked Suspenses 1}
® Daily Message P
m My Alerts and Suspenses
m Other Tracked Suspenses View All Other Tracked Suspenses |
» Group Inbox Alerts
m Footer Navigation
SAF GROUP BOX ALERTS
Notifications Received 1}
R o Transfers Received 2
Overview
The Home Page is the central location for selecting activities in ACTS. Each ¥iew Group Box Alerts
=ectinn of the nane has a different functinn and each are descrihed in mnore ﬂ

Figure 1-1. Online Help Menu.
Users Manual.



The ACTS Users Manual provides detailed step-by-step instructions for most processes
associated with ACTS. The Users Manual is accessed through a link to the document on the AF
Portal. If you don’t have access to the AF Portal, contact SAF/IGQ. A hyperlinked Table of
Contents allows users to navigate through the manual electronically.

Conflicting Guidance.

If information contained in this manual or the online help does not provide satisfactory reference,
or a conflict exists with AFI 90-301 guidance, contact your next-higher level ACTS
administrator.
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CHAPTER 2 — SETUP AND UTILITIES
System Requirements

Hardware.
Minimum hardware requirements to operate ACTS are:

+ Pentium processor
« 128 megabytes of RAM

VGA or higher resolution video adapter (SVGA 256 color recommended);
1024 by 768
« resolution

« Mouse or compatible pointing device
Software.

« Users must have a dot mil (.mil) address and log in from a dot mil site
« Secure Sockets Layer (SSL) with 128-bit encryption

« Microsoft (MS) Internet Explorer (IE) 5.5 or higher with 128-bit encryption cipher strength.
JavaScript must be enabled.

« Microsoft (MS) Excel is required to view exported data files
To check your current version:

Step 1 . Open MS IE

Step 2 . Click on Help

Step 3 « Click on About Internet Explorer

Step 4 . The information in the display will provide the version and the cipher strength

System Settings.

Some versions of MS IE are automatically set to open web sites in existing panes. In other
words, if you have ACTS open (even minimized) and launch another web shortcut (i.e., your
local web site), the second site would open in the existing (ACTS) window, closing the ACTS
session, and causing you to lose any unsaved information. To preclude this, you may change one
of the MS IE options, so that if you launch a second Internet web site, it will open separately, not
in the existing window.

Step Action

Step 1 . Open MS IE

Step 2 « Click on “Tools” in the menu bar

Step 3 . Select Internet Options

Step 4 . Select the Advanced tab

Step 5 « Under “Browsing” uncheck “Reuse windows for launching shortcuts”
Step 6 . Click on “Apply”

Step 7 « Click on “OK”

11



ACTS Setup
Add to Favorites.

Step Action

Stepl |« Open your web browser

Step2 |. Enterthe ACTS URL address (https://acts.hg.af.mil) in the web browser

Step 3 |+ When the page opens, ensure the your “Favorites” window is shown at the left of
the screen (Clicking on the [Favorites| button in the toolbar menu toggles the view
on and off)

Step4 |. Clickon|Add...|

{= Login to ACTS - Microsoft Zaternet Zxplorer provided by USAF == x|
@ = |£, hy/ ev.hq.af.mijaf/misc/afpca/ga/acts_demo Presentation/Lagin/Login.cfm j % || X I Google L~

File Edit T Favorites Tools  Help
= : ; >
W =8| 7| €& automated Case Tracking Sy... | 1€ Login to ACTS x | | iy~ B - o= - = Page + () Todls -

¢ Favorites | () Feeds 90 History = @ ~ Hdp A

[ Favorites =
[ U.5. Air Force Links

¢ Air Force Partal

Unde Sam Google

i Links

[ Microsoft Websites

CHFaM CAC Login
[ Models
25 Publications Login with your CAC Card _Login with CAC |
(2 Radar First time logging in with CAC?

[ Satelite
[T Surface
. Acronym and abbreviation dictionary Findou,., | 4 e OR -
€ | AF Services - Pentagon

k& AFMedicalService Knowledge Exchange

& AFPC - Air Force Personnel Center
& | AFPCA - Submit a Trouble Ticket

o Air Force Link Email: I
4 Current News Service E-bird
& Defense Travel System - Welcome to DTS Password: |
& | DoD Employee Interactive Data System (DEL..
& | DoD Shuttle Bus Schedules _Login | Forgot Passwaord
\/ EITDR Portal

LOGIN

€| eMTS 4.0 - Electronic Management Tracking ...
@GDS Query Sereen SUPER GLOBAL If you are experiencing difficultiss logging in,

contact any ACTS administrater within yeur IG chain,
€| HAF DASH 1 Your Ultimate Guide to Headqu...

LT . bl = SAF/IG Contact: Vincent DeBono
DSN: 425-1550

Figure 2-1. Favorites.

Step Action

Step5 |« Type inthe “Name” under which you wish to recall ACTS

Step 6 |« Selectthe “Folder” in which you wish to add the shortcut (if any)

Step7 |+ DO NOT check the “Make available offline” box. ACTS is a real-time server
application and will not be available offline

Step8 |. Click “OK”
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File Edit View Favorites
S,r;? r{ﬁf Favorites Center ool -
ao

(€& hutomated Case Tracking Sy... | & Login to ACTS

. Favorites | [) Feeds 40 History = x Ill“;i -l ..Ji_»]iﬁ
[ Favorites - "I'&Ir .-P'ﬂ.l'fd

[ U.5. Air Force Links =
o Air Force Partal
Uncle Sam Google Login to ACTS

[ Links

[ Microsoft Websites
EiFam
[ Models

Login

Login with your CAC

First tirme loc

\ V\\; Add this webpage as a favorte. To access your
\ favorites, visit the Favorites Center.
. $ $Z 020909020202 Select
: [Login to ACTS] F
Mame ogin to /_ F0|del‘, if
Create in: I’z Favorites j New Falder f desired
L¢
Add Cancel
[ emat, [
% CUITEnt [Mews Service E-birg
€ | Defense Travel System - Welcome to DTS Password: I
& | DoD Employee Interactive Data System (...
Login | f

£ | DoD Shuttle Bus Schedules

s EITDR Portal

& | eMTS 4.0 - Electronic Management Tracki. ..
- . If you are experien

@ 605 Query Soresn SUPER GLOBAL JAR Sl

A HAF MASH 1 Yeor | imate Giide tn Hes

Figure 2-2. Add Favorite.

Create Desktop Shortcut Icon.

Stepl |. After you have added the ACTS URL to “Favorites”, right-click with the mouse
pointer on the ACTS “Favorite” you created in steps 1-8 above

Step2 |+ Click on“Copy”

Step 3 |« Minimize all open applications

Step4 | . Right-click with the mouse pointer on your desktop; then click on “Paste”
Step5 |. Validate the shortcut by clicking on it to ensure it opens ACTS

Systematic Data Backup.

All application files and data will be backed up according to the HAF Service Level Agreement.
The system may not be accessible during the backup. Should you notice that recent changes you
made are missing, please advise your application administrator to determine if a problem exists.
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CHAPTER 3 — ACCESSING ACTS

Since ACTS is web-based, you may access the application as you would any other web site.

Security

The ACTS application uses Secure Sockets Layer (SSL) to encrypt communications between the
web browser and the server. SSL is recognized throughout the computer industry as one of the
most secure transmission mechanisms available. When connecting to ACTS, ensure that the
padlock icon (/@) is displayed in the lower right-hand corner of the web browser. The presence
of this icon indicates that ACTS has a secure connection. Additionally, each user has a distinct,
password-protected user account in ACTS, and ACTS was designed with hierarchal process-
based security. Users will be able to view/edit only records created at their user-level and below.
ACTS is fully compliant with all Air Force security regulations; however, each user is
responsible for safeguarding against unauthorized computer access IAW AFI 33-129, Web
Management and Internet Use; AFM 33-223, Identification and Authentication; AFI 33-200,
Information Assurance (IA) Management; CSC-STD-002-85, DoD Password Management
Guideline; and FIPS 197, Advanced Encryption Standard. When data entries are completed,
cases should be submitted and users should logoff.

Availability

Occasionally downtime for system maintenance will be necessary. Advisements of anticipated
downtime will be posted to the “Daily Message” section in the body of the Home Page. If the
frequency/duration of downtime or hours of availability impact your mission, please advise your
SAF or Command Unit (CU) Administrator.

Who Can Access.

ACTS fully supports multiple user access and will be available via the Internet to all Air Force
IG Complaints Resolution staff members and trained state National Guard Joint Force
Headquarters 1Gs, subject to an application administrator enabling the account and successful
password-protected login. Users must also access ACTS from a .mil domain.

User Profiles and Responsibilities.

ACTS users will be assigned responsibilities based on their role and level of assignment (i.e.,
CU, NAF, installation). CUs may assign application administrators at each NAF or installation
level. Itis up to each CU to decide how administrative privileges will be disseminated
throughout their subordinate units.
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User Level Privileges and Responsibilities

SAF Inspector
General

Normal user of the ACTS system (Action Officers)

Ensure compliance with password and AF security protocols
Report problems/recommendations to SAF administrator
Create cases

Edit/view all cases in ACTS

SAF Application
Administrator

Point of contact for difficulties experienced by SAF level users
Manage SAF/IGQ (and below) user accounts

Manage system content (home page advisements)

Create cases

Edit all cases in non-validation mode

Edit/view all cases in ACTS

Run the Record Retention Worksheet (purge cases)

Command Unit
Inspector General

Normal user of the ACTS system (Action Officers)

Ensure compliance with password and AF security protocols
Report problems/recommendations to CU application administrator
Create cases

Edit/view all cases assigned to user’s CU IG office

Command Unit
Application
Administrator

Point of contact for difficulties experienced by CU, NAF or installation level
users

Consolidate, evaluate, and report problems/recommendations to SAF
application administrator

Manage CU, NAF and installation user accounts

Edit CU, NAF and installation case file data in non-validation mode

Create cases

Edit/view all cases assigned to user’s CU IG office and below

Run the Record Retention Worksheet (purge cases)

NAF Inspector
General

Normal user of the ACTS system (Action Officers)

Ensure compliance with password and AF security protocols

Report problems/recommendations to NAF application administrator
Create cases

Edit/view all cases assigned to user’s NAF IG office and below

NAF Application
Administrator

Point of contact for difficulties experienced by NAF or installation level
users

Consolidate, evaluate, and report problems/recommendations to CU
administrator

Manage NAF and installation user accounts

Create cases

Edit/view all cases assigned to user’s NAF IG office and below

Run the Record Retention Worksheet (purge cases)

Installation
Inspector General

Normal user of the ACTS system (Action Officers)

Ensure compliance with password and AF security protocols

Report problems/recommendations to installation application administrator
Create cases

Edit/view all cases assigned to user’s IG office
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Installation « Point of contact for difficulties experienced by installation level users
Application o Consolidate, evaluate, and report problems/recommendations to NAF or CU
Administrator administrator

« Manage installation user accounts

o Create cases

o Edit/view all cases assigned to user’s IG office

o Run the Record Retention Worksheet (purge cases)

Login.

ACTS is a multi-user system that requires each user to login to the system using a Common
Access Card (CAC) and a unique username and password. Upon opening ACTS, the Login
Screen will appear (figure 3-1). All the ACTS screens display the standard Air Force security
warning in the lower left-hand corner, and your application administrator contact information in
the lower right-hand corner.

NOTE: Depending on web browser settings, when initially typing into the Email or Password
input box, users may be prompted to indicate whether they would like the browser to activate
“Auto Completion.” Unless you are comfortable using this feature, select “No”, in order to
minimize confusion.

/s United States

7 IAir Force

Login to ACTS

CAC Login

Login with your CAC Card | Login with CAC

First tirme logging in with CAC?

______ Bl=——
LOGIN )
Email: I
Password: I
[Legin | Forgot Password
If you are experiencing difficulties legging in,
centact any ACTS administrater within your IG chain,

This sitz iz intended for the use of the Air Ferce only. Do not SAF/IG Contact: Matt Williams
reproduce or distribute the content of this site to 3 widsr DSM: 425-1550
audience without coordination with the infermation ocwner and Comm: [703)588-1550
your unit public affairs effice. Emazil: matthewr.williams @pentagen.af.mil

Figure 3-1. Login Screen.
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Field Action

Email « Enter your full e-mail address in the Email block

Password First-time login:  Enter the password assigned by your ACTS
administrator (one-time-only use). As soon as you have successfully
logged in, you will immediately be prompted to change your password.
Refer to online help or chapter 10, Admin, for additional information about
changing your password. You will not be able to log in again, unless you
successfully change your password

Subsequent login: Enter the password you created IAW Chapter 10. You
will be prompted to change your password every 90 days. Passwords
must comply with AF password protocol. Refer to online help or Chapter
10, Admin, for additional information about changing your password
Click the “Login with CAC” icon to login directly with your CAC. Ifitis
your first time, click “First time logging in with CAC?” That will take
Associate CAC you to the “First time to ACTS?” screen. Follow the procedures below for
a first-time login and click on “Associate CAC”. From then on you can
use CAC login with using your email and password.

Click on “Login” to access the system

Login with CAC

Login |

Forgot Password.
If you have forgotten your password, click on the “Forgot Password” link.

Field Action

Foraot Password « Click on “Forgot Password”
Email o Enter your user ID (full e-mail address) in the Email block (figure 3-2)
 Click on the “Submit” button to allow the system to verify your User ID.

Submit
Submit | A new Password will be e-mailed to you
cancel | e Or click on “Cancel” to return to the Login Screen without obtaining a

new password
« Using the password provided to you by email, follow the instructions
above for first-time login
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FORGOT PASSWORD

Email: |

Submit Cancel

* A new password will be emailed to you!

Ifyou are experiencing difficulties legging in,
contact any ACTS administratar within your IG chain,

This sitz iz intznded for the use of the Air Force anly. Do not SAF/IG Coentact: Matt Williams
reproduce or distribute the content of this site te 2 wider DSM: 425-1550
zudiznce without coordination with the information swner and Comm: [703)588-1550
weur unit public affairs office. Email: matthewr.williams@pentagen.af.mil

Figure 3-2. Forgot Password Screen.

Access denied.

As with standard AF login protocol, you may be unable to access ACTS after
e Three successive failed login attempts
« Failure to change your system-administrator-provided password after initial login
« Failure to change your password when prompted (every 90 days)
o Failure to access your user account in 90 consecutive calendar days
e SAF or CU administrator disables your account

If you are unable to resolve access issues using the ACTS on-screen prompts, contact your
application administrator.

Logoff.

Users must ensure they logoff the system rather than simply closing the browser at the end of
each session. ACTS executes various clean-up activities when the user logs out of the system
that keep the system running efficiently. Additionally, failing to log out of the system can create
a security problem as your application session will remain open for up to 2 hours allowing any
user to sit down at your computer and use ACTS, even if you close your browser.

To exit ACTS, click on the “Logoff” button in the heading of the Home Page (figure 3-3), or any
ACTS screen. The Login Screen will appear (figure 3-1), and you may close your web browser
using accepted web protocol. Logoff ACTS whenever you leave your workstation, to preclude
compromise of protected or Privacy Act info or loss of data.
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 Secratary of the Ai
Inspector General
JAutomated Case Tracking System

Cases Reports View Admin Reset to New

/ Logout

Logoff | Home | Help | User Manual

_ [FRNC
Global Search | Advanced

Search

= (90)

Searches | Search Help

Daily Message @ Priority Alerts & Suspenses
Welcome Mr. Williams.
- Last successful lagin on 07-Jul-2009 0921 ET MY ALERTS & SUSPENSES
- Last successful passweord changs on 26-May-2009 o My Alerts 3
0 My Past Due Suspenses 8
M\ My Upcoming Suspenses 0
My Suspenses 2
Welcome to ACTS view All My Alerts&S5uspenses J
Information added on 10 Feb 09 OTHER TRACKED SUSPENSES
If you have any problems that cannot be solved by working O Other Tracked Past Due Suspenses 0
with your MAICOM, please contact Matt Williams at DSN 425- f chencme
1550, matthewr.williams@pentagon.af.mil or MSgt Rob Willis at A\ other Tracked Upcoming Suspenses 0
DSN 425-1546, robert.willis@pentagon.af.mil. Other Tracked Suspenses 0
View All Other Tracked Suspenses |
SAF GROUP BOX ALERTS
Motifications Received 0
Transfers Received 0
View Group Box Alerts

Cases: Create | Search | Bulk Search --- My Alerts & Suspenses: Wisw

Reports: SOUIF | Suspense Report | Feports

Fecord Retention Warkshest | ACTS User Directory

Admin: Change Password | Add User | Disable User | Modify User | Reset Passwerd | Manage Content

Figure 3-3. Logoff.

Timeout.

Your ACTS session will expire after 2 hours, unless there is communication with the ACTS

server (i.e. apply, submit, etc.). Users will be notified their session has expired (figure 3-4) and

prompted to Login again. Unsaved changes made prior to session expiration will be lost. Please
Logoff ACTS as soon as possible to avoid losing unsaved changes.
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AiUnited States

X _1.r Air Force

ERROR!
Your Session Has Expired - Please Login Again

Login to ACTS

CAC Login

Login with your CAC Card

First time logging in with CAC?

...... o] &
LOGIN )
Email: |
Password: I
tegin | Forgot Password
Ifvou are experiencing difficultiz= logging in,
centzct any ACTS administrator within your IG chain,

This site iz intended far the use of the Air Farce only. Do not SAFIG Contact: Matt Williams
reproduce or distribute the content of this site to 5 wider DSM: 425-1550
audisnce witheut coerdinatien with the infermatien ownsr and Comm: (703}588-1550
your unit public affairs office. Email: matthewr.williams@pentagen.af.mil

Figure 3-4. Error—Session Expired Screen.

Concurrent access.

Because all Air Force IG (complaints) staff members will share ACTS, the potential for
concurrent access to a single record exists. Built-in security measures provide notification that
another user is editing the case. To avoid potential loss of information, submit any case changes
and logoff whenever you leave your workstation or are temporarily interrupted. Refer to Chapter
6, Search, for additional information about edit sessions.
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CHAPTER 4 — Opening Menu (Home Page)

Introduction

The home page greets every user after they successfully login to the system. The Home Page
serves as the “hub” of ACTS, providing a quick view of critical business conditions and

communicating important IG community information. Each section of the page has a different

function and each is described in more detail below.

Logoff | Home | Help | User Manual

ick
Somech: | 7RO | @ Header

Glabal Search | Advanced Searchzs | Search Help

Admin

View Reset to New

. Daily Message Priority Alerts & Suspenses

Welcome Mr. Williams. R SR e 1 Menu
- Last successful legin on 07-Jul-2009 0921 ET Bars
- Last successful password change on 26-May-2009 o My Sfes

o My Past Due Suspenses 8

ﬁl My Upcoming Suspenses o

_ My Suspenses

Welcome to ACTS View All My Alerts&Suspenses |
Information added on 10 Feb 09

OTHER TRACKED SUSPENSES Body
If you have any problems that cannot be solved by working @ other Tracked Past Due Suspenses 0 >
with your MAJCOM, please contact Matt Williams at DSN 425- ooy ; e
1550, matthewr.williams@pentagon.af.mil or MSgt Rob Willis at & Other Tracked Upcoming Suspenses L
DSN 425-1546, robert.willis@pentagon.af.mil. Cther Tracked Suspenses ]

View All Other Tracked Suspenses
SAF GROUP BOX ALERTS
Motifications Receive 0
Transfers Receiv 0
View Group Box Alerts J
Cases: Crzzte | Szarch | Bulk Search --- My Alerts & Suspenses: Visw FOOter
Reports: SOUIF | Su se Report | Reports | Re ention Warkshes B
Admin: Changs Passwore | Add User | Disable User | Modify Uss

Figure 4-1. Home Page.

Header.

Except for the Login page, the Header and Menu bars appear on each ACTS screen and are
visible at all times during your ACTS session. The Header identifies ACTS ownership and

version; and provides process navigation and action links. Following are the components of the

Home Page Header.

Section Description
SAF/IGQ Info « Identifies SAF/IGQ as the owner of the application
ACTS Version « Identifies the current Generation and Version of ACTS
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Logoff

Lagoff |

Home | Help | User hanual

In the upper right-hand corner of the header, click on the
“Logoff” button to logoff ACTS when you wish to end your
session or when you will not make entries for the next 2 hours
(to avoid timeout and possible loss of unsaved data)

Your session will end and the Login screen will appear when
you click on this button

Home

Lagoff |

Home | Help | User hanual

In the upper right-hand corner of the header, click on the
“Home” button at any time during your session to access the
Home Page

Help

Lagoff |

Home | Help | User Manual

In the upper right-hand corner of the header, click on the
“Help” button at any time during your active session to
access the ACTS online help

The online help opens as an overlay to ACTS

The online help provides information about the active page at
the time you click on the “Help” button. You may click on
the “Index” tab of the Online help to search “by section” or
“by topic”, indexed alphabetically by subject

To return to the previous Online help screen, click on one of
the “Go Back” buttons at the top and bottom of each page of
the Online help

To exit the Online help, click on one of the “Close” buttons at
the top and bottom of each page of the Online help

Liogoff |

Users Manual

Home | Help | User hanual

In the upper right-hand corner of the header, click on “Users
Manual” button at any time during your active session to
access the ACTS Users Manual

Search

Qu
Sea

arens [FRNO Ell @

Global Seaich | Advanced Searches | Search Help

Provides access to frequently used searches.

- Quick Search Perform quick searches by selecting a
case field from the dropdown list and entering a string
on which to find a match. Click “Go” to execute the
search. The search will return results that find the
matching string in the chosen case field. The value
defaults to results containing the search string

— Search Results. Provides access to most recent search
result. Only visible when you have conducted a search
during the current session

— Advanced Searches. Provides access to advanced search

features; opens the “Advanced Searches” screen. Refer
to chapter 6 Or “Search Help” for assistance in executing
advanced searches

— Search Help. Online help for performing searches

Refer to chapter 6, Search, or “Search Help” for additional
information about finding existing records

Menu bars.
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Each page on the ACTS system includes a menu bar in the header and a similar menu bar
displayed in text format at the bottom of each screen (just above the footer). Scrolling over each
menu item in the header will display a dropdown of options to select that provide access to all
ACTS system functions. The “Actions” menu option is visible only when actively entering or
editing case data. Menu bar options will be covered more thoroughly in the chapters indicated
below.

Menu Bar Option Description

Cases (Chapter 5) « Provides access to basic case management functions to create and
search for cases. Click on “Cases” to create a new or search for an
existing case

o Refer to chapter 5, Cases, or the Online help for additional information
about creating and editing cases; or chapter 6, Search, for information
about locating existing case records

Actions (Chapter 7) « Viewable only when a case is being created or edited. Options vary
(Viewable only during depending on business processes
edit Session) « Select this option to initiate an action concerning a case (investigate,

refer, transfer, notify, dismiss, discard, assist, complete or close)

o Refer to chapter 7, Actions, or the Online help for additional information
about case Actions

Reports (Chapter 8) « Provides access to case reports.

- Click on “Suspense Reports” to display a list of suspenses by AO
or office

- Click on “Open Edit Sessions Report” to get a report of users with
open edit sessions

— Click on “Cases Not Purged Report” to get a report of cases which
have exceeded their retention date but have not been purged

- Click on “Advanced Reports” to choose between 11 pre-formatted
reports, displaying information for the time period and office as
specified in the criteria fields

— Click on “Saved Custom Reports” to display a list of saved
customized reports as well as Predefined Reports created by
SAF/1GQ

—  Click on “Custom Reports” to access the Custom Reports tool. See
Chapter 8 for more details

- Click on “Record Retention Worksheet” to display a Record
Retention Worksheet that contains a listing of the records eligible
to be purged

- Click on “ACTS User Directory” to display a listing of the current
authorized users of the ACTS system

- Click on “SOUIF Query” to submit a file list of names for a report
to support the SOUIF process

« Refer to chapter 8, Reports, or the Online help for additional information
about Reports
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My Alerts &
Suspenses (Chapter 9)

Provides access to individual “My Alerts & Suspense” or the “Group
Inbox”

Displays a notice indicating a critical event has occurred in the lifecycle
of a case. It also displays a notice indicating past due suspenses and
upcoming suspenses. Click on “View My Alerts & Suspense” to view
all alerts and suspenses

Refer to chapter 9, Alerts, or the Online help for additional information
about alerts

Admin (Chapter 10)

Provides users and administrators access to administrative processes in
support of ACTS, including changing or resetting user passwords; and
adding, disabling, or modifying ACTS users accounts. Click on
“Admin” to change your password (or to manage user accounts and
content, if you are authorized to do so)

Refer to chapter 10, Admin, or the Online help for additional information
about administrative functions associated with ACTS

Body.

The Home Page Body includes system notices and the top five alerts.

Daily Message

e The Daily Message box (located in the left-hand corner, just below

the drop-down menu) annotates your last successful login to the
system and contains messages from the system administrator with
important information about the operation of ACTS or case
management practices

¥iew All My Alerts#Suspenses |

Greeting Under the Daily Message box is a space for information about the
current version of ACTS or other “static” information about the
operation of the system

Priority Alerts & The Priority Alerts & Suspenses box (located in the right-hand

Suspenses corner, just below the drop-down menu) shows a list of the number

of “My Alerts”, “My Past Due Suspenses”, “My Upcoming
Suspenses”, and “My Suspenses” . An alert is an alarm indicating
a critical event has occurred in the lifecycle of a case. For
example, if a case has not been completed in 90 days, an alert will
appear for that case

Use the “View All My Alerts & Suspeneses” button or the
“More...” link to see all of your alerts

Refer to online help, or chapter 9, Alerts & Suspenses, for
additional information about alerts

Footer.

Menu Bar

The options available in the menu bar (above) are repeated in the
footer of the home page
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Advisories « Security, Privacy Act, and Website compliance notices; consent to
monitoring notice; and IG protected document statement

Application « Name, telephone, and email address for the next higher-level
Administrator Contact ACTS System Administrator (e.g., next level for CU would be
Info SAF administrator). Click on the e-mail address to launch Outlook

for immediate email connectivity to the administrator
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CHAPTER 5 —CASE DATA
Introduction

ACTS case data is organized into a set of six tabs: (a) Main, (b) Suspenses/Dates, (C)
Complainant, (d) Subjects & Allegations, (e) Case Notes, and (f) Attachments. Each tab
contains a logical group of case information. This chapter provides instructions for adding,
and/or updating records in ACTS.

General Information
File Reference Number (FRNO).

Each case entered into ACTS will bear a unique FRNO (figure 5-1) that will follow the case from
cradle to grave. ACTS will automatically generate an FRNO for a new case.

FRNOs will be assigned in the following format:
Calendar Year Dash = Sequence Number
2007 - 00040

Figure 5-1. File Reference Number (FRNO).

Dropdown Menus.

Throughout the Case Data Forms, there are numerous dropdown menus/lists indicated by a
downward pointing arrow to the right of a blank data field ( ). For those dropdown
menus with lengthy lists, scroll down using the sliding scroll bar or a wheel mouse to quickly
move to that alphabetical or numerical section of the dropdown menu.

After clicking in the block with the dropdown menu, you may type the first letter of the first
word of your selection and the list will automatically scroll to the first choice on that list which
starts with that letter. For instance, under “Status” typing an “N” will automatically select “Navy
(Active Duty)”, the first selection beginning with an “N.” Clicking on the selection with the
mouse-pointer will populate the field, or you may scroll down to the next selection, “Navy
(Reserve)”, and select it.

Check Boxes.

Check boxes are used throughout ACTS to select certain values. They are used on the “Main”
tab for “Originating Source”, “Functional Area” and “Special Interest Items.” Some items in the
“Special Interest Items” section are system selected, so you cannot change them. These boxes
are checked when you make various other selection on other tabs, such as originating source,
subject grade, or allegation. They are also used on the “Attachment” tab to select attachments to
open or print.

Text Boxes.
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Text boxes are limited to a maximum of 4000 characters; however, it is not advisable to enter or
paste large amounts of information (like the entire contents of complaints, letters or emails) into
the text boxes. Rather it is more appropriate to summarize the content of the correspondence.
For instance, rather than paste a complainant acknowledgement or update memo into the text
box, an appropriate entry might be “Acknowledged complaint”, or “Sent interim reply to
complainant advising that the investigation was completed and undergoing higher level reviews.”
The author and date of the entry are automatically annotated if entered in “Case Notes.”

Note: If you choose to cut-and-paste information into ACTS data fields, do so from a “Text
Editor”, i.e., NotePad, WordPad, HTML. DO NOT use the XML Control Characters
ampersand ( & ) and less than ( <) in any field. These characters entered in any field in the
ACTS database may cause errors when submitting the case for validation. This often happens
when cut-and-pasting, from MS Word, with text that includes quotation marks ( *“ or *) or
when entering the characters ampersand ( & ) or less than ( <).

Date Fields.

Date fields may be entered in any of the following formats: (D = Day, M = Month, and Y =
Year)

. DD MMM YYYY (alpha and numeric) 25 Jun 2007

. DD MMM YY (alpha and numeric) 25 Jun 07

« MM-DD-YY (numeric) 06-25-07

. Or using the pop-up calendar provided adjacent to the field ( E)

Regardless of how they are entered, date fields will be reflected in ACTS in the following
format: DD MMM YYYY (alpha and numeric).

Apply vs Submit.

ACTS allows users to save work as they create or modify a case. These changes are stored in a
temporary location that is only visible to that user. ACTS saves data to its temporary location at
the following times:

« Whenever a tab is changed (e.g., switching from the “Main” tab to the “Complainant”
tab)

«  Whenever the user clicks on the “Apply” button ( Aeel¥ )
« Whenever the user clicks on the “Save” button ( '_5ave )

. Switching between “Subject” and “Allegation” sub-tabs ( ek [ Ategation |y
clicking on “Add New Subject” ( TeAddNewsubject | ) «Add New Allegation” (
[ Add An Allegation ), “Edit Subject” ( [Editsubject ] «Edjt Allegation” ( Edit Allegation J)
and “Return to Subject List” (| Retum to Subjects List )

«  Whenever the “Remove” ( ‘Remave|) hytton is clicked on the “Case Notes” tab

«  Whenever the “Back” ( ==Back]) hytton is clicked on an attachment “Details” on the
“Attachment” tab
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This functionality allows users to resume case edit sessions and prevents data loss in the event of
network or computer failure. For example, if your computer crashes, you will be able to resume
your edit session with a minimal data loss. But until the user submits a case (or submits changes
to a previously-submitted case), the data will not be reflected throughout the system, and will not
be responsive to a search by any user, including the originator. Consequently, case data may be
submitted numerous times throughout the life cycle of a case.

Mandatory Fields.

To ensure consistent and reliable data is entered into ACTS, some fields are mandatory. Case
data fields that MUST be filled in are identified with red text and marked with an asterisk (*).

Error Fields.

When a case is submitted, ACTS validates the case entry process by applying business rules
derived from AFI 90-301, allowing only consistent and correct data to be entered into the
system. If the case fails one or more of these validation rules, then the system will display a
message noting problems in the data entry and mark the errant field(s) with an exclamation point
and a red/pink background (figure 5-3). In most cases a user can correct the error by entering or
correcting the data as directed on the screen. For your convenience, error messages can be
hidden or shown anytime using the collapsible error message box above the tabs.

A Case Errors E
There are the following errors on this case:
Main Ta Case Error
# A nature of complaint must be specified
- on must be specified Messages
. iginating source must be specified
» At functional area mus pecified
» At ne special interest category must be specified

Suspenses/Dates Tab
# An open date must be specifisd

Complainant Tab

#» A last name must be specified for a named complainant
# 4 grade must b for a named complainant
# A status must be specified for a named complainant

You may update or correct the data and try again to submit the case.
If you do not successfully submit this case, it is not visible to any
other ACTS user.

Apply | Submit Complaint | Undo All Changes |

r) i 'p:'[';N ] Suspenses!Dates‘ '\_.[J Complainant 2\, ._[J Subjects & Allegaﬁons."‘_ rﬂ Case Notes [ @ Attachments

* Fields are mandatory Mumber of Days Gpen: 0 Complaint Status: New
FRMC: 2009-05092 Complainant: Not Specified
General Info A * Originating Sources
Complaint Status New ORIGINATING SOURCE SOURCE REFERENCE #
FRMNO 2005-05092 [T Commander | i
Anonymous Complainant I [T Congress/LLI |
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Non-1G (Congressional/Colonel C

Equivalent) " DoD -- Action
Addendum Accomplished O [~ DoD -- Info
I~ EEO
Worked The Case [T HAF (SECAF/CSAF)
Criginating IG Office SAF r IG
[T Individual
Command Unit IG Not Specified MAICOM/DRU/FOA ™ MED
NAF/State IG Not Specified
5 B I osI
Installation IG Mot Specified
I Secretary of Defense
SAF POC williams, Matt Mr L= ot natce
Command Unit POC Not Specified _ [ Third Party
NAF POC Mot Specified Error Fields [ white House
Installation POC Mot Specified :
& * Functional Areas
Aszzigned AD williams, Matt Mr ™ AFOSI
; [~ Acquisition
The Complaint [ ehapes
Where did the complaint occur?
1 * Installation [~ sefect - [~ Civil Engineering
Cr, if Other was selected [ Civilian Personnel
I~ Communications
P e af Camplai
1 * Nature of Complaint -_I W et
i
[~ Education and Training
[~ Finance
I~ Inspector General
I~ Legal
L‘ I_ Logistics

agg Check
« Spelling

Add a Case Note [T Discovery

_:l [~ Force Shaping
I~ Hurricane Katrina

J [~ In Lieu of Forces
-

ABg Check
~ Spelling |

[~ Colonel (and Selects)

W m m m m

CIRCIRCIRCIST

Maintenance
Medical
Operations
Other
Personnel
Fublic Affairs
Readiness
Recruiting
Safety

Security Forces

Services

A * Special Interest Categories

Please select any Special Interest Categories that apply:
[~ Other Special Interest

[~ Religion

I~ Senior Official (and Selects)
[ None

These Special Interest Categories are selected by the System:
[T GS-15 or Pay Band 3

_Add | [~ Congressional ™ MED
) [~ DOD Action [~ MHE
[~ DOD Info [~ Presidential Inquiry
I” EEO [~ Reprisal
|~ FwaA [~ Restriction
Apply | | SubmitC laint | Undo All ch J
Cases: Cre Sezarch | Bulk Search --- My Alerts & Suspenses: Visw

Reports: SOUIF | Susps

rt | Reports | Record Retention Worksheet | ACTS User Directory

Admin: Change Passwerd | 2dd User | Disable User | Mogify User | Feset Basswerd | Manags Content

Figure 5-2. Error Message and Fields.

Some error fields may not be immediately visible after an unsuccessful submit action, generally
because they are on a different tab than the “Main” tab. In those instances, there is a link to the
appropriate tab above the error message. Clicking the link will take you to the tab with the
errors, which will be highlighted in red.. For instance, to add a Transfer Note, click on the Edit

button in the Case Notify/Transfer History on the Main tab.
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Case Edit Sessions.

When a user is editing a case, the data is “locked” while it is being edited. Other users can view
the case (if it was previously submitted), but will only see the data that existed prior to initiation
of the edit session, and will be able to edit it only by overriding the current edit session. You
may save an edit session and resume it at a later time, and ACTS will inform you about open edit
sessions through My Alerts & Suspenses (on the Home Page and/or on the My Alerts and
Suspenses page accessed through the dropdown menu). The record will remain locked until the
edit session is completed and submitted. There is no time limit on the amount of time an edit
session can remain open, however, it is highly recommended that you submit a case soon, if not
immediately, after an edit has taken place.

ACTS will not allow two users to simultaneously edit the same case. If you attempt to edit a
case that is being edited by another user, the system will display a notification (figure 6-4) asking
what you would like to do. If you elect to view the case, you will see the most recently
submitted version of the case. You will not see the user’s edit until it has been “submitted.” If
you elect to override the edit session, you will take over their session and any changes the user
made prior to your assuming the session will be carried over into your session. You will get the
most recent version of the case with the in-progress edits of the session you overrode. If you
attempt to edit a case that you already have open in an edit session, the system will prompt you
to either continue with the previous edit session or begin a new edit session with the most
recently submitted version of the case. chapter 6, Search, contains additional information about
cases currently being edited.

TIP: Do not “override” another user’s session without coordinating with them. This option
was designed for emergency use only (e.g., an AO unexpectedly out of the office for an
extended period of time with an open edit session)

Browser Buttons.

As with any web-based action, using the “Stop” or “Back” button may cause screen display
errors or access delays. If you encounter an error, close the error screen and return to the home
page if possible. Closing the ACTS session may result in the loss of unsaved data.
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Create a Case Record

IGs will immediately create an entry in ACTS for all contacts

Action

Step 1 o Select the “Cases” tab in the Menu Bar, then click on “Create” in the
dropdown list (figure 5-4)
e Or, click on “Create” in the Menu Bar at the bottom of the Home Page
o The “Before Creating a Case” screen will open (figure 5-5)

Logoff | Home | Help | User Manual
Quick 7 @
Search: IFRHC -:-”
Global Search | Advanced Ssarches | Search Help
Admin Reset to New
@ Priority Alerts & Suspenses

Williams.

=ful login on 24-Jul-2009 1236 ET PR A LSS i SUSEENSES

- Lasr sUccessful password change on 26-May-2009 o My Alerts 2
Welcome to the ACTS 5.3 Beta Test site. This site contains 0 my 15
production data. Please treat it as such. Also remember there is My Upcoming SlLspenses 5
no connectivity between the Beta site and the production site. & s = B Create
You can put actual data on the Beta site and it will be secure, My Suspenses &
but you must also add it to the production site separately. = i :

6 Jul 2009 - Fixed move attachments up and down. As a result, the View All My Alerts&Suspeptes |
display order of attachments added during the Beta was changed.
SPENSES
Cther Tragkfd Past Due Suspenses o
Welcome to ACTS 0 = e
& Other Pfacked Upcoming Suspenzes 0
Information added on 10 Feb 09 OpMer Tracked Suspenses o
iew All Other Tracked Suspenses |
If you have any problems that cannot be solved by working
with your MAJCOM, please contact Matt Williams at DSN 425-
1550, matthewr.williams@pentagon.af.mil or MSgt Rob Willis at SAF GROUP BOX ALERTS
DSN 425-1546, robert.willis@pentagon.af.mil. etk )
Motifications Received 0
Transfers Received 0

View Group Box Alerts

Ca
Reports: SOUIF
Admin: Changs Bas

- My Alerts & Suspense:
tention Workshee
fv User | Resst B

Figure 5-3. Create.
Before Creating a Case.

ACTS allows users to search existing cases by complainant. Before entering a new case, 1Gs
should determine whether the complainant has already filed the same case within the IG system.
Following is an explanation of the screen options and procedures.
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Cases Reports View Admin Reset to New

Create a Case
Does this case already exist in the ACTS System?

Before you create a Case, please zearch through the system to zee if a Case already exists.

Do you need assistance with your complaints?

Click here for help: M

© Search for Existing Case

Name: I SSM: I

(Last Name, First (2.g. Doe, John)
- or Last Name only,

Source Ref Mum: I

(o Complazinant & Subject o Regquestor

Search Clear Fields

vy
Le Create a New Case

& complaint  Foia/pa © OUR

. Create a Case

Figure 5-4. Before Creating a Case.

Field Action

Enter « If you don’t know if the case already exists, you may enter the

Complainant complainant’s, subject’s, or requestor’s LAST name and/or FIRST name to
Name “search” for a duplicate. You must enter at least one letter in at least one of
(textboxes) the name fields to initiate a search. You may also search by SSN.

« The search results will be displayed at the top of the screen
- A text message indicating that no records were found matching the case
(figure 5-6)
— Or limited information about any matching records (figure 5-7). Contact
the AO listed in the search results to determine if the case is a duplicate

Create New « If the case does not already exist in ACTS , click on the “Create New Case”
Case button
« The case “Main Tab” screen opens (figure 5-8)
How To « If you need assistance in answering the question, click on the “Help” button (
Help !d)

o The ACTS Online help opens
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Cases Reports View Admin Reset to New

Create a Case

Does this case already exist in the ACTS System?

Before you create a Case, pleasze search through the system to see if a Case already exists.

Do you need assistance with vour complaints?
Click here for help: _Help

Q Search for Existing Case

Mame: |sd|d]an S5 I

(Last Name, First (e.g. Doe, John)
- or Last Name only]

Source Ref Num: I
o Complainant o Subject o Reguestor

Search

Na cases were found matching this name!

No matching
records

E“‘;’ Create a New Case

 complaint  Foia/ea  Our

Figure 5-5. Query For Duplicate—No Matching records.

Do you need assistance with
Click here for help: |

C% Search for Existing Case

Mame: |drinker S5M;: I

(Last Name, First (e.g. Doe, John}
- or Last Name enly)

Source Ref Mum: I

(o Complainant 9/ Subject 9/ Regquestor ' Search |

Displaying records 1 - 1

IG only drank half his beer. He
5 5 E Open Date: 05-DEC-04 Mr. Superliser lLast, @
2004-00946 MSgt/E-7. Drinker, Ima allowed the other half to be ChcnraDate: SuperUser First (SAF)

THROWN AWAY...BEER...

E‘% Create a New Case

% complaint  Forafea O Our MatChmg record
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Figure 5-6. Query For Duplicate—Matching record.

Main Tab.

The Main Tab (figure 5-8) is used to enter and/or view general information pertaining to an IG
case. The screen collects and displays the following information pertaining to the case: General
Info, Resolution Info (if closed), Worked the Case, Timelines, Case Categories, Special Interest
Categories, Originating Source, The Case, and Add a Case Note, Record Disposition
Information, in addition to auto-generated case identification information at the top and action
buttons at the bottom of the form.

Entering Data in the Main Tab.

Field
Heading

Description
Data is automatically generated and not editable (read only)

FRNO. File Reference Number is automatically generated and not editable.

Number of Days Open. Number of days between TODAY and the “Open
Date”

Complaint Status. Automatically generated and not editable. Reflects the
current status of the case. All cases in ACTS have a status that indicates their
progress through the cases resolution process. Refer to chapter 7, Actions, for
more information on case transition states

Complainant. Rank/grade, last name, and first name of the complainant, or
“Anonymous”

General Info

Complaint Status. Described above. Field is automatically updated based on
case actions assigned by the AO and is not editable

Anonymous Complainant (checkbox). Users may click on the checkbox to
indicate the complainant is anonymous. The checkbox is also located on the
Complainant tab

Follow Up Indicator (checkbox). Users may check and uncheck the follow-up
box when a case has been completed or a case is closed.

Non-1G Indicator (checkbox). Users may check the Non-IG box when the
record is associated with a non-1G Congressional or when recording non-1G
Colonel, or equivalent, adverse information. This box will not be checked for
cases received by the IG and referred to another grievance channel

Overall Case Finding. Visible only in completed or closed investigations.

Options include NA, not substantiated investigation, and substantiated
investigation
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Resolution o Referral Organization (dropdown menu). Selected from dropdown list. If the
Info referral agency is not listed, enter “Other” as the referral agency, and annotate
the appropriate agency in the text box provided
o Case Resolution (dropdown menu). Visible only after case is closed, the
resolution is automatically entered for referral, dismiss, and assist
Discarded. Select one of the following options
— Duplicate
- Entered in error
Closed Investigation. Select one of the following options
— Substantiated investigation
- Not substantiated investigation
Worked the « Originating IG Office. This field automatically populates based on the office
Case that created the case

e Command Unit IG. The MAJCOM, DRU, or FOA to which the complaint is
assigned. This field can be set in NV Edit, but will be restricted to Command
Units that are within the current user's organizational hierarchy

o NAF/State IG. The NAF to which the complaint is assigned. A NAF should
only be specified for MAJCOM Command Units. This field can be set
manually, but will be restricted to NAFs that are within the current user's
organizational hierarchy constraints

o Installation IG. The AO assigned to the resolution of the complaint. This field
can be set manually, but will be restricted to AOs at Installation IGs that are
within the current user's organizational hierarchy.

e SAF POC. SAF’s Point of Contact

¢ Command Unit POC. Command Unit's Point of Contact

e NAF POC. NAF’s Point of Contact

o Installation POC. Installation’s Point of Contact

« Assigned AO. This field automatically populates based on AO entering the
case
e Closing AO. The Action Officer closing the case. Automatically populated
with the current user who is closing the case
o Refer to chapter 3, Accessing ACTS , or the on-line Help menu for additional
information

TIP: Additional fields will be visible throughout the life cycle of the case,
depending on the case status. Refer to chapter 7, Actions, for additional
information about mandatory fields for actions

« Functional Area List. Select one or more organizational functional area that
best approximates where each allegation occurred

o Special Interest Category. Select one or more special interest category that best
addresses each allegation.

35




Originating

« Originating Source —Refers to the source of the case—the person or group

Source informing the 1G about the case
- There are no restrictions on the number of sources a case can have,
or the number of times a particular type of case source can appear.
For example, a complainant might request assistance from two
congressmen and one senator, which would result in three
congressional/LLI case sources
- All case sources except Individual, Third Party, SOUIF, IG, and
Commander require a source reference number. A case source
reference number is the identifier used by the source to track the
case (e.g., SAF/LLI number, DoD Hotline ID, etc.).
TIP: Case sources can be added to a case after it has been closed (to track
submission of the same case to multiple organizations—i.e., “shot
gunning”). They can be edited. Only three sources will be included in any
export of the case data
o Source Reference Number. The number assigned by the originating source, if
applicable
— Congress/LLI, CSAF, DoD Action/Info, OSI, EEO, MEO, Secretary
of Defense, and White House require a tracking number
- Enter one Source Reference Number (as required) per originating
source
— If a Source Reference Number is required and cannot be found on
the source documents, enter “Unknown” and make a case note
explaining the lack of a source reference number.
Functional o _Select one or more organizational functional area that best approximates where
Areas each allegation occurred
Special o Select one or more special interest category that best addresses each allegation.
Interest The system may automatically select some special interest categories depending
Category on other case information input (e.g. originating source, allegation, etc.)
The o Where did the case occur (dropdown menu)
Complaint — Installation (dropdown menu). Select the installation/location from the

dropdown menu that shows where the event enumerated in the case
occurred. Select “Other” if the allegation did not occur at a military
installation/location listed in the dropdown menu
Other (text box). If “Other” was selected for the “Installation” block this block is
MANDATORYTIP: The data entered should reflect WHERE the allegation
occurred, not where the case was filed or where the complainant/subject are
assigned

« Nature of Case (text box). Enter a narrative summary of the case allegations
from the complainant

TIP: Enter a succinct description of the major allegations the 1G will address.

Because this information is used in generating some reports, the amount of text

is limited to approximately 400 characters. It is also recommended that

redaction criteria are applied regarding names and identifiable information
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Add a Case
Note

o Text box captures notes pertaining to case actions. ACTS automatically assigns
date, author, and originating office to each case note
« When comments are entered, click on the Add button to save the case note.
The case note will no longer appear on the main tab. The case note can be
viewed by clicking the Case Notes tab
TIP: Case notes should be sufficiently detailed to provide a chronology of
administrative actions pertaining to the case, but should not include copies of
memos. An appropriate case note might include dates sent to and returned from
JA, summaries of conversations with the complainant about the status of the
case, or with staff members concerning determination of appropriate case actions
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Secretary of the Air Force
Inspector General
Automated Case Tracking System

Build: 5.3.0.7
Reports  Actions View Admin  Reset to New
m[‘ St Dates \[@ [ @ subjects & s [ @ Case Notes [ @ Attachments
* Fields are mandatory Mumber of Days Open: 0 Complaint Status: New
FRNG: 2009-00098 Complainant: Not Specified
General Info * Originating Sources
Complaint Status New ORIGINATING SOURCE SOURCE REFERENCE #
FRNQ 2009-00098 7 Commander =
Ancnymous Complainant (= [T Congress/LLI
Mon-1G
DoD -- Act
(Congressional/Calonel I} O e 1on
Equivalent) [T DoD -- Info
Addendum Accomplished
R a [© EE0
[T HAF (SECAF/CSAF)
G
Worked The Case o
Originating IG Cffice SAF O ndividual
M mMEO
Command Unit IG  Not Specified MAICOM/DRU/FOA M ost
MAF/State 1G Not Specified [T Secretary of Defenze
Installation 1G Not Specified ™ =r. Officer Matter —
[T Third Party
SAEPOG Mr [ white House
Command Unit POC Not Specified
NAF POC Not Specified * Functional Areas
Instsllation FOC Mot Specified ™ Civil Engineering ™ Maintenance
[™ Civilian Persannel 7 Medical
Assigned AC SuperUser_Last, SuperUser_First Mr O Comimunications [~ Operations
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Figure 5-7. “Main” Tab—Create a Case.



Suspense/Dates Tab

The Suspenses/Dates Tab (figure 5-9) is used to enter and/or view information pertaining to any
dates or suspenses related to an IG case. ALL dates related to the case can be entered or found
on this tab. This screen contains the following information pertaining to the complainant:
Complainant, General Info, Work Contact Info, Home Contact Info, and Other Info, in addition
to auto-generated case identification information at the top and action buttons at the bottom of
the form.

Entering Data in the Suspense/Dates Tab.

Field Description

Heading « Data is automatically generated and not editable (read only)

o FRNO. File Reference Number is automatically generated and not editable.

o Number of Days Open. Number of days between TODAY and the “Open
Date”

o Case Status. Automatically generated and not editable. Reflects the current
status of the case. All cases in ACTS have a status that indicates their progress
through the cases resolution process. Refer to chapter 7, Actions, for more
information on case transition states

o Complainant. Rank/grade, last name, and first name of the complainant, or

“Anonymous”
AOs o Name and rank of action officers tracking the suspenses of the case
Tracking
This Case
Timelines e Open Date. The date the case first entered Air Force IG channels. If the case
Suspenses was reported by a higher level authority (DoD Hotline, SAF/LLI, HAF, etc),

record the date the case was submitted to that authority in the Case Notes for
historical information. Date is not editable after submitted.

« Analysis Complete Date. The date the case analysis was completed and/or
approved

o Tasking Date. The date an action was assigned (e.g., 10 appointed). The field
is not mandatory until the Investigate action is specified, and the date is not
editable after submitted

o Pre-Fact Finding Complete Date. The date the 1O training, the investigation
plan, the Judge Advocate (JA) coordination, etc., is complete

« Fact Finding Complete Date. The date all testimony and evidence gathering is
complete

« Report Writing Complete Date. The date the case file is complete, in the proper
format and the Investigating Officer signs the report of investigation. It is also
the date the case file is given to the IG for initial review. If the IG determines
that re-work is required, the report writing completion date is adjusted to
reflect the date the re-work is approved by the 1G

o 1G Quality Review Complete Date. The date the supporting 1G/IGQ office
reviews the report for completeness, compliance, and objectivity
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Technical Review Complete Date. If required, the date the evidence, findings
and conclusions have been reviewed by a technical expert, determined to be
technically sufficient and returned to the Appointing Authority. This field is
optional for all investigations

Legal Review Complete Date. The date the report of investigation (and
supporting documentation) is determined to be legally sufficient by the SJA
and returned to the Appointing Authority

Completion Date. The date an appointing authority approves an ROl and
findings. The field, and all preceding fields (except Follow Up), are editable
until after a Complete action is initiated, and is not editable after submitted

NAF/State 1G Review Completion Date. Date that Numbered Air Force IG
complied with 90-301, for investigations closed at their level, or those being
forwarded to SAF/1GQ

MAJCOM Review Complete Date. Date that Major Command IGs complied

with 90-301, for investigations closed at their level, or those being forwarded
to SAF/IGQ

SAF/IGQ Review Complete Date. Date that SAF/IGQ completed actions IAW
90-301, for investigations closed at their level, being forwarded to IG, DoD,
Colonel investigations, or other cases as required

DoD Review Submission Date. Field will only be visible and editable for cases
that meet the criteria for being reviewed by the DoD

DoD Review Response Date. Field will only be visible and editable for cases
that meet the criteria for being reviewed by the DoD

Closure Date. The date an IG received approval from the appointing authority,

or IG, DoD (for Reprisal and Restriction), for an investigation and the
complainant was notified of the final results. Follow-up actions may be
incomplete (e.g., notification to the subject’s commander, command action,
etc.). The field is not editable until after Closure action is initiated, and the
date is not editable after submitted

TIP: Additional fields will be visible throughout the life cycle of the case,
depending on the case status. Refer to chapter 7, Actions, for additional
information about mandatory fields for actions

Source « Suspense Date. The date the originating source requires a response. If there are
Suspense multiple sources with multiple suspense dates, enter only the earliest suspense
Date date.
« Response Date. The date a response was sent to the complaint source
individual/organization
Follow-Up o Follow-Up Suspense Date. Date supplied by the AO as a follow up reminder.
Suspense This is a date indicating whether or not a complaint requires further follow-up
Date action. This date is intended as a "tickler" for the AO to remind him/her to
verify that all necessary follow-up actions have been taken. NOTE: This date
will continue to show in your suspenses after it has passed, even if the case is
CLOSED. To remove it from your suspenses, simply DELETE the date.
Reporting e Acknowledgement Due Complaint Date. The date complaint acknowledgement
Suspenses of receipt of a case is due to the complainant. This must be done within 5 days

of receipt of a complaint.
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Interim Response Date. The date an interim response is due the complainant.
These are due to the complainant 60 days from receipt of the complaint and
every 60 days until a final response is due.

Progress Report Due to HHO — Reports due to higher headquarters for cases not
finalized by their suspense date and on the first of every month thereafter until
completion.

Colonel Equivalent. Colonel equivalent notification due to SAF/1GQ.

Reprisal/Restriction/Improper Mental Health - Notification of receipt of
reprisal, restriction or IMHE complaint due to next higher level

DoD IG Notification - Notification of receipt of reprisal, restriction or IMHE
complaint due to DoD

Complaint Analysis Due. Notification of results of complaint analysis and
intent to investigate or not due to next higher level.

Reprisal/Restriction/Improper Mental Health Progress Report - Reprisal,
restriction or IMHE progress report due to next higher level.

DoD Progress Report - Reprisal, restriction or IMHE progress report due to
DoD IG

Hotline Progress Report - Hotline progress report due to next higher level

Hotline Suspense Extension - Hotline suspense extension due to next higher
level.

Record
Retention
Info

Field Retention Date. Automatically generated; editable after closure.
Computed as 31 Dec ten years from the year the case was “Closed.” Record
will be included on the Record Retention Worksheet on or after the computed
date, until the record is purged from the system (see Chapter 11, Managing
ACTS Data)

Permanent (checkbox). Used to indicate that record should be held as
permanent IAW AFRIMS

Moratorium (checkbox). Used to indicate that record will be held in the system
until date specified in Moratorium Disposition Date

Moratorium Disposition Date (required if Moratorium is check). Record will
be included on the Record Retention Worksheet on or after the specified date
Comments. Mandatory if Permanent or Moratorium is checked. Use to
articulate reasons for a non-standard disposition schedule.
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Build: 5,3.2.0 Global Search | Advanced Searches | Search Help
Cases Reports Actions View Admin Reset to New
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* Fields are mandatory Number of Days Cpen: 0 Complaint Status: New
FRNG: 2009-06251 Complainant: Not Specified

AOs Tracking This Case
MNone

Timeline Suspensez | Source Suspense Diate | Follow-up Suspense | Reporting Suspenses

0 Suspenzes that are over the Due Date & Suspenzes that are due within 7 days

Timeline Suspenses Back to Top

Sumpene Ever Actaiate
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* Open Date |

Analysis Complete Date |
Tasking Date |

Fre-Fact Finding Complete
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IG Quality Review Complete

Technical Review Complete
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Source Suspense Date Back to Top

Suspense Event Suspense Date Response Date

Source Suspense Date I I

Follow-Up Suspense Date Back to Top

Sumpencepste

Reporting Suspenses Back to Top
Suspense Event Actual Date

Figure 5-8. “Suspenses/Dates” Tab.

42



Complainant Tab.

The Complainant Tab (figure 5-9) is used to enter and/or view information pertaining to the
complainant in an IG case. This screen contains the following information pertaining to the
complainant: Complainant, General Info, Work Contact Info, Home Contact Info, and Other
Info, in addition to auto-generated case identification information at the top and action buttons at
the bottom of the form.

Sacretary of the Air Foree:
Casﬁ i

Reports

Logaft | Home | Help | User b

Us et Manual
Quick P, =Im Ty
Seaeen: | SAF POC =l[cuperuser_iz

Search Results | Global Search | Advanced Searches | Search Help

Apply | | Submit Complaint | | Undo All Changes |

@ Main u\_(ﬂ Suspensestates. \, [Jiwu-_dmwma Subjects & Allegations (J Case Notes -\(-l Attachments

* Fields are mandatory Number of Days Cpen: 0 Complaint Status: New
FRNO: 2009-00098 Complainant: Not Specified

Complainant

Click here if the complainant is anenymous [~ OR please fill out the follewing infermation:

General Info

Rank/Grade -- Select -- - ssN
First Name = Status [-- select -- =l
Middle Initial Grganization
Last Name Installation [-- select -- =l

= or, if Other
Suffx was selected
Work Contact Info Home Contact Info
Address l—‘l‘ |Address ’—J_
City City
State State
Fostal Code [ Fostal Code [
Country Country
Email Address Email Address
Phane Number(s) [“select — =] | Phone Number(s) [“select — =] |

[-- Select - =] | [-- Select -- =] |

[-- select -- =[ | [-- select -- =] |
Other Info
Address Comments =

ABG Check
o Spelling
Apply | | Submit complaint | |_Undo All thanges |
¢
Email

nnnnn
Privacy Act Information—Ths infermation accs

ssed cted in accordance with the Privacy Act and AFI 33-332.
This sits compliss w

ot
25 of 17 September 2008,

Figure 5-9. “Complainant” Tab.
Entering Complainant Data.

Description
Complainant e (Check Box). Click to indicate complainant is anonymous. No other entries
required pertaining to complainant. However, if any information is known, you
may enter it for the anonymous complainant
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General Info o Rank/Grade (dropdown menu). Select the complainant’s rank/grade from the
dropdown menu
TIP: Annotate any rank/grade not included in the list above in the “Address
Comments” at the bottom of the screen.
o First Name. Complainant’s first name
« Middle Initial. Complainant’s middle initial
o Last Name —Enter the complainant’s last name
« Suffix. Enter the complainant’s suffix, as applicable (e.g., Jr, Sr, etc.)
o SSN. Enter the complainant’s social security number, if known
« Status (dropdown menu). Select the complainant’s status
TIP: Annotate any status not included in the list above in the “Address
Comments” at the bottom of the screen
« Organization. Organization to which complainant is currently assigned
« Installation (dropdown menu). From the dropdown menu, select the
installation/location where the complainant is currently assigned for duty.
Select “Other” if the complainant’s installation/location is not listed in the
dropdown menu
o Other (text box). Enter the complainant’s duty location if “Other” was selected
for the “Installation” block
Work Contact | « Address. Complainant’s business street address, City, State, Postal Code, and
Info Country

o Email Address. Complainant’s business email address

o Phone Number(s). Complainant’s business phone numbers

Home Contact
Info

e Address. Complainant’s home street address, City, State, Postal Code, and
Country

o Email Address. Complainant’s home email address

o Phone Number(s). Complainant’s contact phone numbers

Other Info

o Address Comments. Text box to capture notes pertaining to complainant’s
contact information. For instance, “call complainant’s home phone after 6 p.m.,
except on Sundays”; or “complainant relocating to AETC/IGQ, DSN 478-2217,
effective 1 Aug 07”
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Subjects & Allegations Tab.

The Subjects & Allegations tab (figure 5-11) is used to enter and/or view information pertaining
to subjects and responsible management officials (RMOSs) in an IG case. A subject is not
required to create a valid case; however, if specified, enter the subject data in this tab. This
screen contains two sub-tabs with fields for information pertaining to subjects. The Subject sub-
tab contains Subject General Info, Work Contact Info, and Other Info, in addition to auto-
generated case identification information at the top and action buttons at the bottom of the
screen. Once subject data is entered and saved, data can be added to the allegations sub-tab
(figure 5-11). The number of subjects and allegations assigned to a case is unlimited.

Secretary of the Air Forcel
1spector Gene Quick -
\uto ted Case Trackir "ji tem Search: FRNO

Global Search | Advanced Searches | Search Help

Logoff | Home | Help | User Manual

Reset to New

Apply Submit Complaint | Undo All Changes |

@ Main (J Suspenses/Dates (J C IJ Subjects & Allegatic \f‘ Case Notes ‘[ @ Attachments
* Eields are mandatory Number of Days Open: 0 Complaint Status: New
FRNO: 2014-13394 Complainant: Not Specified

You do not need to enter subject information to create or modify a complaint.
You may select a blank subject or if an actual subject is entered, then the fields marked with a * are mandatory.

il [ Avegationissue |

SSN: -- Subject:

Subject General Info

Duty Title SSN
* Rank/Grade -~ Select - A = Status -- Select -
First Name Organization
Middle Initial Installation -- Select -- -
= | ast Name Or, if Other
was selected
Suffix Retirement Date B2

Work Contact Info

Address - Email Address
Phone Number(s) - select—- ~
City -- Select -- -
state -- Select-- -
Postal Code
Country
Other Info

Address Comments

A8 Check
& Spelling
Command Action Taken

A5G Chack
~ Spelling

Apply |  Submit Complaint Undo All Changes

Figure 5-10. “Subjects & Allegations” Tab.
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Entering Subjects Data.

Subject Sub-tab
Subject o Duty Title. Subject’s current duty title
General Info

o Rank/Grade (dropdown menu). Select the complainant’s rank/grade from the
dropdown menu, unless the complainant is anonymous

TIP: Annotate any rank/grade not included in the list above in the “Address

Comments” at the bottom of the screen

o First Name. Subject’s first name

« Middle Initial. Subject’s middle initial

o Last Name. Subject’s last name

« Suffix. Enter the subject’s suffix, as applicable (e.g., Jr., Sr, 11, etc.)

o SSN. Enter the subject’s social security number (MANDATORY for all officer
subjects and civilians equivalent to a colonel or higher)

o Status (dropdown menu). Select the subject’s/RMQ’s status

TIP: Annotate any Status not included in the list above in the “Address

Comments” at the bottom of the screen

« Organization. Organization to which subject is assigned

« Installation (dropdown menu). From the dropdown menu, select the
installation/location where the subject is currently assigned for duty. Select
“Other” if the subject’s installation/location is not listed in the dropdown
menu

o Other (text box). Enter the subject’s duty location if “Other” was selected for
the “Installation” block

o Retirement Date. Enter retirement date for all Colonel or equivalent subjects.
This field remains editable after case closure. When a date is entered in this
field, and the user submits the case after closure, the Record Disposition Date
will be updated to reflect appropriate disposition date IAW AFRIMS

Work e Address. Subject’s business street address, City, State, Postal Code, and

Contact Info Country

o Email Address. Subject’s business email address

o Phone Number(s). Subject’s business phone numbers

Other Info o Address Comments. Text box to capture notes pertaining to subject’s contact

information. For instance, call subject’s home phone after 6 p.m., except on

Sundays; or subject relocating to AETC/IGQ, DSN 478-2217, effective 1

Aug 07
Command « Command Action Taken. Identify any command action taken against the
Action subject as a result of any substantiated allegation/s (LOR, LOC, LOA, verbal
Taken. counseling, etc)
Return to o Return to Subject. This button will take you back to the Subject List where
Subject List you can add another subject. It will only appear after data has been entered

in the subject field or allegations field and saved.

Retum to Subjects List
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Add New o Add New Subject — Clicking this button will open up the Subject and

Subject Allegation sub-tabs so another subjects information can be entered. ACTS
(Fahdd New Subject supports an unlimited number of subjects per case.

Edit Subject | o Edit Subject — Clicking this button opens the subject sub-tab so the existing
Edit Subject | subject information can b atcmess ™ Jded.

Logoff | Home | Help | User Manual

:‘_-l. ‘ '.’u‘" o } "‘. ree’
spector Ge uick
Automated Case Tracking System Searcn; FRNO M @

Global Search | Advanced Searches | Search Help

Cases Reports Actions View Admin Reset to New

Apply Submit Complaint Undo All Changes

@ Main [0 Suspenses/Dates (J Complainant "\ IS0 L‘:.‘-!Jl’zuu!lwuﬂaa\w\f @ Case Notes fl Attachments

* Fields are mandatory Number of Days Open: 0 Complaint Status: New
FRNO: 2014-13394 Complainant: Not Specified

You do not need to enter subject information to create or modify a complaint.
You may select a blank subject or if an actual subject is entered, then the fields marked with a * are mandatory.

[ subject | gl ibiuiiuiad

SSN: -- Subject:

[4 Add An Allegation/Issue]

ALLEGATION/ISSUE LIST

Allegation/1ssue

Kismber Investigation Finding  -- Select - hd

= Allegation/Issue -- Select -- -

Allegation/1ssue Details
Ang Check
 Speliing

Apply Submit Complaint Undo All Changes

Cases: Craats | Search | Bulk Ssarch ——- My Alerts & Suspanse:
Reports: SOUIF | Suspense Report | Reports | Record Retention Workshest
Admin: Changs Psssvord | Add User | Dissble User | Modify User | Reset Pass

s: View
| ACTS User Directory
vord | Manags Content

Figure 5-11. Allegation/Issue List.

Entering Allegations/Issues.

Clicking on the Allegations sub-tab brings up the Allegation List data entry screen. (figure 5-11).
From this screen, users can add allegation information for each subject and add additional
allegations.

Field Description

Allegation Sub-tab
Add New « Opens the Allegations List data entry screen (figure 5-12), allowing
Allegation/Issue users to enter additional subjects. Enter each subject only once, even
£ Add an Allegation/Issue) if there are multiple allegations against him/her
Remove o Deletes the corresponding allegation from case entry (NOTE: The

user is not asked to confirm deletion, and there is no un-do)

Allegation/Issue Sub | « Opens the allegation/issue sub-tab (figure 5-11). Multiple allegations
-tab can be assigned to each subject.
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Allegation/lssue number — The number of the allegation
corresponding to the allegation number in the ROI.

Allegation/Issue (dropdown menu). MANDATORY if a subject is
entered. Select the appropriate allegation from the dropdown menu.
Enter as many allegations as appropriate for each subject. For
example, if a subject allegedly reprised and abused his authority, and
a second subject allegedly reprised, abused authority and improperly
referred for mental health evaluation, you should show two
allegations for subject one and three allegations for subject two

Investigation Finding. (dropdown menu) Not editable until an
investigation is completed. Options include “N/A”, “Substantiated”,
or “Not substantiated”

Final Finding (dropdown menu). Records investigation findings after
all reviews are completed at higher levels, to document any
overturned findings. Field is not editable until investigation is
completed and case is closed

Allegation Details._Provide allegation details (i.e. framed allegation).
Allegation details field is required if an allegation of “Other” is
selected.

Return to Subject
List

Retum to Subjects List

Return to Subject. This button will take you back to the Subject List
where you can add another subject. It will only appear after data has
been entered in the subject field or allegations field and saved.

Case Notes Tab.

The Case Notes tab (figure 5-12) is used to enter and/or view IG notes pertaining to IG cases.
This screen contains a text box for entering and viewing a log of case notes, sorted in reverse
chronological order. Case Notes track the history of a case including Transfer/Notify history.
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Logoff | Home | Help | User Manual

ek [Frno =1[2008-03797 €B)

Sszrch Results | Global Ssarch | Advanced Sesrches | Szarch Help

Cases Reports Actions View Admin Reset to New

Apply | | Submit C laint | Undo All ch J

@ Attachments A

(@ main f\_i Suspenses/Dates. ﬁ Complainant ﬁ Subjects & Allegations \

* Fields are mandatory Number of Days Open: 0 Complaint Status: New

FRMNO: 2009-06321 Complainant: Not Specified
You do not need to enter a case note to create or modify a case.
However, if a case has a case note, it cannot be blank.
L:‘:ill Add New Case Mote
: . e . 0of0
Expand All Case Notes 2 Display Case Notes 2 Display Notifies v Display Transfers Caze Ngtes )
Case Note History Sort List By Author/Sender A | = SortList By Date Created/Sent

This case has no case notes

|- Add New Case Note

Apply | | Submit C. laint | Undo All ch J

y Alerts & Suspenses:
Retention Workshee

Reports: SO
Admin: Chang

Figure 5-12. “Case Notes” Tab.
Entering Case Notes.

Button Action

Case Notes | o Text box to capture notes pertaining to case actions. ACTS automatically
tracks the author, creation/modification date, and originating office of case
notes. Only the author of the note can edit a case note

Add New o Add New Case Note — Click this button to add a new case note. A text box
Case Note will open to add a case note. See figure 5-13

E% Add New Case Note

« Case notes may be added to a case after the case is closed but existing notes
are locked (read only) when a case is closed and cannot be edited

o Case notes may be added to cases in “view only” mode. However, once a
case note is added in “view only” mode, it cannot be edited or deleted.

« Case notes may be removed before the case is submitted. Once submitted a
case note cannot be removed. To delete the information in a case note,
remove the text and enter “Case note deleted”

o Case notes may be sorted by selecting the “Case Note History.” Default
setting is with the newest case note displayed toward the top of the page.

« The case note tab also displays all notifications and case transfers. See
Chapter 7 for details on how to transfer or notify a case.

Expand All | « Expand All Case Notes — All case notes will be “collapsed” initially and only

case notes show the first 85 characters. Clicking the “expand all case notes” button
Expand Al Case Notes will expand the text boxes so the entire case note can be viewed.
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Filter
Buttons

¥ Display Case Notes
¥ Display Notifies

2 Display Transfers

« The filter buttons allow users to filter the information displayed on the case
notes tab. Clicking the check box will display either the case note, notifies
or transfers.

Sort List o The list of case notes/notifies/transfers can be sorted by author/sender,
Sort List By Author/Sender , or by date Created/sent’
Al = Sort List By Date Created/Sent
o TIP: Case notes should be sufficiently detailed to provide a chronology of
actions pertaining to the case. Examples of significant events to record
include phone calls, status updates from the field, and issues that arise in
the resolution of a case.
* Fields are mandatory Mumber of Days Cpen: 0 Complaint Status: New
FRNO: 2009-06321 Complainant: Not Specified
[ Case Notes
* Case Note ;l
=

#Bg Check
\.} Spelling |

Apply | Submit Complaint | Undo All Changes ]

Figure 5-13 Case

Cases: Crezte | Search | Bulk Search --- My Alerts & Suspenses: Yisw
Reports: SCUIF | Susp \zport | Reports | Becord Retention Waorksheet TS
Admin: Changs Bsssword | 2dd User | Disabls User | Madify User | Resst Basswa

note entry screen
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Secretary of the Air For
Inspector General
NN Automated Case Tracking System

Build: 5.3.2.0 ‘Search Results | Globs| Sesrch | Advances Searches | Search Help

Cases Reports View Admin Reset to New

Modify| | Print Case File Worksheat | | Cancel |
E"'@ Add New Case Note

@ Wain \[@ SuspensesiDates . [@ Complainant .| @ Subjects & Allegations . [G-EaN AN [ @ Attachments

* Fields are mandatory Number of Days Open: 128 Complaint Status: Closed
FRNG: 2008-03600 Complainant: Maj/0-4. Taylor, Melanie
Expand All Case Notes ¥ Display Case Notes ¥ Display Notifies ¥ Display Transfers 1.0f11
Expand Al Case Notes play play play Case Notes
Case Note History Sort List By Author/Sender [A| SortList By Date Created/Sent
Author: Mr. Williams, Matt (SAF) ~ Created: 11-Jun-2008 1328 ET

Last Modified: 11-Jun-2008 1328 ET

Case Note: Forwarded RCA to DoD with concurrence to recommend dismissal. mrw

Author: Mr. Williams, Matt (SAF) ~ Created: 02-Jun-2008 0832 ET
Last Modified: 02-Jun-2008 0832 ET

Case Note: RCA review complete. Forward to SAF/1GQ Legal advisor for review.
mrw

Sender: LtCol. Crannage, Robert (AFOTEC) ~ Sent: 14-May-2008 1320 ET

Receiver: Mr. Williams, Matt (SAF) Received: 15-May-2008 0910 ET
£, Transfer l;')

Case Note: RCA complete and ready for next level review.

Sender: Mr. Williams, Matt (SAF) ~ Sent: 13-May-2008 1009 ET

Receiver: LtCol. Crannage, Robert (AFOTEC) Received: 14-May-2008 1319 ET
Notify B

Case Note: Go ahead and send it via ACTS.

Sender: LtCol. Crannage, Robert (AFOTEC) ~ Sen 8-May-2008 1723 ET
Receiver: Mr. Williams, Matt (SAF) Received: 13-May-2008 0742 ET

Notify T [# Expand case Note
Case Note: RCA and AFOTEC Legal Review complete. Ready for SAF/1GQ review. Do you want the ca.

Author: LiCol. Crannage, Robert (AFOTEC) ~ Created: 07-May-2008 1857 ET
Last Modified: 07-May-2008 1857 ET

Case Note: RCA submitted to AFOTEC/LC for legal sufficiency review on 1 May 08.
Sender: LtCol. Crannage, Robert (AFOTEC) ~ Sen 0-Apr-2008 1210 ET
Receiver: Mr. Williams, Matt (SAF) Received: 30-Apr-2008 1728 ET
Notify B [/ Expand case Note
Case Note: Matt,

Draft RCA is attached. Request you take a quick look and let me know if ...

Sender: LtCol. Crannage, Robert (AFOTEC) w~ Sen S-Apr-2008 1138 ET
Receiver: Mr. Williams, Matt {SAF) Received: 05-Apr-2008 1325 ET

Notify T [# Expand tase Note
Case Note: KAFB IG received a copy of the complainant's memorandum to IG, DoD requesting they r.

Author: LtCol. Crannage, Robert (AFOTEC) ~ Created: 31-Mar-2008 1612 ET
Last Medified: 31-Mar-2008 1612 ET

Case Note: Lt Col Crannage returned Major (ret) Taylor's telephone call. She reiterated her sa...

: LtCol. Crannage, Robert (AFOTEC) o Sent: 31-Mar-2008 1525 ET
Receiver: Mr. Williams, Matt {SAF) Received: 01-Apr-2008 1448 ET

Notify &8
Case Note: See attachment tab for Motification of Receipt of Reprisal Complaint.
Author: LtCol. Crannage, Robert (AFOTEC) r Created: 31-Mar-2008 1213 ET
Last Modified: 31-Mar-2008 1213 ET
[ Expand case Note

Case Note: Major (ret) Taylor faxed information to the KAFE 1G office on 18 Mar 08. The covers...

[Modify| |Print Case File Worksheet | | Cancel |

Cases: Creste | Search | Bulk Search --- My Alerts & Suspenses: Wisw

Reports: SOUIF | Suspense Report | Reports | Record Retantion Worksheet | ACTS User Diractory
Admin: Change Password | Add User | Disabls User | Modify User | Reset Password | Manage Centant

Figure 5-14. Case Notes History.
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Attachments Tab.

The Attachments tab (figure 5-15) is used to enter, view, or modify attachments pertaining to 1G
cases. Users can attach any type of file into one of nine folders or their subfolders. Attached
files will reside on the ACTS server and will remain on the server until the case file is purged. It
can be downloaded for viewing (opened).

Apply | Submit Complaint | Undo All Ch J

f\l Main "\, [nl Suspensestates. [J Complainant R\, [J Subjects & Allegations > k[ @ Case Notes I—Jr\ﬂ'_.ymlb\

* Fields are mandatory MNumber of Days Open: 128 Complaint Status: Closed
FRNO: 2008-03600 Complainant: Maj/0-4. Taylor, Melanie

|| Add Attachments)| |E| Print f Open Attachments)

Expand All Categories Total Number of Attachments: 31

E-C1 Complaint - £ Attachments
F-_1] Complaint Analysis - 18 Attachments
[Z1 Administrative Documents
EH_1 Disposition/Resolution Documents - 2 Attachments
-] Chl's
EH_1 MEO
EHZ1 EED
®-1 Congressicnal Inquires

E-_] Investigation - 7 Attachments

||| _Add Attachments| |E| Print { Open Attachments]

Apply | Submit Complaint | Undo All Ch J

Cases: Create | Search | Bulk Search --- My Alerts & Suspenses: Visw
Reports: SOUIF | Susp sport | Reparts | Record Retention Warkshest
Admin: Changs Password | Add User | Disabls User | Madify User | Resst Pass

User Directory
Manage Content

Figure 5-15. Attachments Tab.
Attaching Files

There are nine available folders for classification of attached files. See Figure 5-17. The person
that attached a file is the only one who can delete the file. Up to five attachments can be added
at one time. File size is limited to 64 MB.

Folder Explanation

Complaint o The complaint (form 102) and any complainant provided attachments
for an Assist, Referral, or a Transfer will be placed in this folder.
Complaint Analysis o The complaint analysis for an Assist, Referral, or a Transfer will be
placed in this folder.
Administrative « Any administrative document (progress reports, interim responses, etc)
Documents will be placed in this folder
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Disposition/Resolution | « Documents relating to what was done to resolve the issue the

Documents complainant had (i.e. email from finance saying the pay problem hac
been fixed) will be placed in this folder.

CDI’s, « All files and documents relating to CDIs, will be placed in this
subfolder

MEOQO  All files and documents relating to MEO complaints will be placed in
this subfolder

EEO  All files and documents relating to CDIs, MEO, or EEO complaints

will be placed in the applicable subfolder

Congressional Inquiries | « All files and documents relating to Congressional Inquiries will be

placed in this subfolder

Investigation

 All files and documents relating to an IG Investigation will be placed in
the applicable subfolder. This file format matches the case file format
found in AF1 90-301. Only place information from an IG
investigation in this folder

Attaching and viewing Files for Individual Case Files.

Field/
Button

Action

Step 1 o Select “Add New Attachment” the “Add Attachment “ button at the top of the

Attachment tab. ||-Add Attachments)» fjo 10 5.15)

Step 2 o The user will load the following information (figure 5-18):

Category Select one of the nine main folders or sub folders

Title This is the title of the attachment that will be displayed in the case file.
This title does not have to be the same as the files saved name.

Description A description of the data that is included in the file.
Complainant Provided Select this block if the file was provided by the
complainant

Document Visible only to SAF/IGQ Select this block if the document
being loaded is sensitive. With this block checked only personnel assigned
to SAF/IGQ will be able to see that there is a file loaded and be able to open
it for viewing.

Browse Selecting browse will open the user’s computer file directory.

Step 3 From your computer file directory, select the file you wish to upload to the case file,
and then click open. The selected file storage location will now be displayed in the
“Attachment” window.

Step 4 o Click on the “Apply” or “Submit Complaint” button to complete the upload process.

53




Apply | | Submit C laint | | Undo All ch J

P

[0 Main \f F Sus_pensestates-."-_

* Fields are manda

Complainant ) [@ Subjects & Allegations : [ @ Case Notes '—J Al ig:-&impﬂ'gg\

Select Apply to
complete
upload process

Mumber of Days Open: 128 Complaint Status: Closed
FRNC: 2008-03600 Complainant: Maj/0-4. Taylor, Melanie
“<Back
SsBadd Category (see
Add Attachments Flgure 18)

CDI's

MECQ

EED

Complaint

Complaint Analysis
Administrative Documents
Disposition/Resolution Documents

Complaint

Complaint Analysis

Legal Reviews

Command Action Taken
Disposition/Resolution Documents

Complaint

Complaint Analysis o
Legal Reviews

Command Action Taken

Disposition/Resolution Documents

Motification
Updates
Disposition/Resclution Documents
Congressional Inquires
Inquiry
Disposition Documents
Investigation
Section I
Hotline Completion Report
Legal Reviews
Technical Reviews
Recommendations ¥

[MOTE: The system will not allow more than 64 megabytes for all attachments uploaded combined.
| If the combined file size is large or you have a slow internet connection, then the upload process can take gfile. Fleaze be
|patient.

* Category |—— Select -- _Ll

g I What you want
I “ the file called
Description ;I

# — | A description

g of what is in the
jSpeIIing

file
Complainant Provided? | ]
visible Only to SAF/IGQ O Identifies where
* Attachment l Browse.. I <4+— the flle IS

uploaded from

Figure 5-17. Attachments Tab Categories drop down menu.
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* Fields are mandatory

Number of Days Open: 128 Complaint Status: Closed
FRMNC: 2008-03600 Complainant: Maj/0-4. Taylor, Melanie

||| Add Attachments| |E| Print / Open Attachmentd Select Open to
view the file Select Details
Expand All Categories Total Number of Attachments: 31 to VieW details
and to move
®-C1 Complaint - 4 Attachments flle to new
E-_1 Complaint Analysis - 18 Attachments Category
1 Administrative Documents
E+Z3 Disposition/Resolution Documents - 2 Attachments /
El DoD Declination Letter A %/ Move Down | Dpen| Details || Delete
—E Transmittal Letter to DoD i Mowe Up T Open | Details| Delete
E-_1 CcDI's
=] MEO
O R0 Move Up/Move Delete is only
k- ool ingiites down to change available to the
E—,;] Investigation - 7 Attachments Order in a cateqorv person Who
| Add Artachments] |E| Print f Open Attachments] uploaded the flle

Apply | Submit Complaint | Undo All Ch J

Figure 5-18. Attachments Tab after File is Uploaded.

Field/ Button Action
Dpen | « To view an attachment, click the “Open” button.
Details « To view details of an attachment, or to replace it with a new file, click the

“Details” button. This will take you back to the File Uploading Screen
(Figure 5-17) while in “edit” mode. You can rename the file or move it
between categories from this screen. It will display the file information
in “ view” mode.

Delete | o To delete an attachment, click on the “Delete” button. You cannot delete

files you did not upload.

TMDUE Do

&Mwe Up %7

o To reorder the attachments, click the “move up” or “move down” buttons.

|E| Print f Open Attachments]

« To print or open attachments, click the “Print/Open Attachments” button

Printing Attached Files

ACTS allows users to pr

int/open up to five attachments at once. You must open the attachments

in the appropriate program before you can print them.

Field/ Button

Action

|E| Print { Open Attachments]

« To print or open attachments, click the “Print/Open Attachments” button

« Click on the “Select” check box to print a file. Click on the “Select All”
link to select all files to print. See Figure 5-19.
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@ Main [ @ Susp

Dates \[@ Complainant "\ [@ Subjects & Allegations [ @ Case Notes " VRS TEHIGN

* Fields are mandatory

Number of Days Cpen: 143

Complainant: Maj/0-4.

You can Print / View Attachments by selecting checkbox / button or icon

Select All

Complaint

o . Date last | Print /
O E-mail to CSAF 10-Jun-2008 |E|

Complaint Analysis

Title S L A
et Uploaded | Open

i Phys=ical Evaluation Board (FEB) Results

10-Jun-2008 E,

- Aszault ROI

10-Jun-2008 E,

Figure 5-19. Attachments Tab after File is Uploaded and Ready for Printing.

Complaint Status: Closed
FRMC: 2008-05769
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Exiting the Case Tabs

Apply o The “Apply” button allows users to save data and return to the session at a
later time with additional or corrected information. Changes are saved to a
temporary location visible only to the originator until submitted. Data is
not searchable or validated until submitted

« An alert will be generated for the case indicating Edit Session in Progress
until the case is submitted

TIP: Changing from one tab to another applies changes.

Submit Case « Records changes, validates data, and submits data to the ACTS system.
Once submitted some fields will be locked (read only) to enforce data
integrity and standardize the complaints resolution process.

o The user is notified that the validation is successful (figure 5-20) or
unsuccessful (figure 5-21)

— If successful, the user may return to the home page by clicking on
“Done”, “Return to Case”, or “Print Case File Worksheet.” Refer to
Chapter 8, Reports, or the on-line help menu for additional information.

— If unsuccessful, correct the errors and resubmit. The system will
generate an alert indicating Edit Session in Progress until the case is
successfully submitted

Undo All « The system will remove all changes made since last submitted and releases

Changes your lock on the case. Removes all data from the screen and removes the
data from the system.

TIP: For a new case, applied but not previously submitted, clicking on

“Undo All Changes” will remove all case data—there will be no record of it.

This is a good way to delete a case entered in error, if it has not been

submitted
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Secretary of the Air Force anual
Inspector General
Automated Case Tracking System

Build: 5.3.2.0

FRNO >]|2008-03600 @

It= | Global Search | Advanced Searches | Search Help:

Reports View Admin Reset to New

Validation: Successful
Your case is valid!

* Case 2008-03600 has been successfully saved.

The case has been saved in the ACTS System.
It may now be retrieved for viewing and modification.

The record retention date is set for 31-Dec-2010

Cases: Creats | S=arch | Bulk Ssarch --- My Alerts & Suspenses: Vizw

Reports: SOUIF | Suspenses Report | Reports | Record Retention Workshest | ACTS User Directory
Admin: Changs Passward | Add User | Disabls User | Modify User | Fesst Bassword | Manags Contsnt

This site iz intended for the use of the Air Force enly, Do not reproduce or distribute SAF/IG Contact: Matt Williams
the content of this site te a wider audience without coerdination with the information DSN: 425-1550
awner and your unit public affairs office. Comm: [703)588-1550

Emzil: matthewrawilli e kol

Elease read this warning and consent to manitoring natice.
Privacy Act Information—The information accessed through this system is FOR OFFICIAL USE OMLY znd must be protected in accerdance with the Privacy Act and &FI 33-332,
This site complies with Sectien S08 of the Rehzbilitation &ct of 19598 as of 31 July 2005,

Figure 5-20. Validation Status—Successful.
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. Secretary of the Air Force
Inspector General
/Automated Case Tracking System

Build: 5.3.2.1
Reports Actions

A i e
1 s"’d‘_ e |FRNO xl|zo05-05584 @
Search Results | Global Search | Adwanced Searches | Search Help

Admin

Cases View Reset to New

&\ case Errors B
There are the following errors on this case: . i
: Links to Tabs with
Main Tab
# A npature of complaint must be specified. ErrorS

An inztallation must be specifisd.
At l=ast one originating source must be specified.
At |east one functional area must be specified.
At least one special interest categor

Suspenses/Dates Tab
# An open date must be spegifi

Complaint Error
Complai t Tab H H
- D,Tlai;:n::meamust be =pecified for a named complainant/ Descnptlon

# A grade must be specified for a namesd complainant.
® A status must be specified for a named complainant.

You may update or correct the data and try again to submit the case.
If you do not successfully submit thiz case, it is not visible to any
other ACTS user.

‘Apply | |SubmitComplaint | | Undo All thanges |

m{i Suspenses!Daies\[il CompdaSnml\f!l Subjects & Allegaiions\{!l Case Notes \[O Attachments \

* Fields are mandatory Mumber of Days Open: 0 Complaint Status: New
FRMC: 2009-06478 Complainant: Not Specified
General Info A = Originating Sources
Complaint Status New ORIGINATING SOURCE SOURCE REFERENCE #
FRNGC 2009-06478 [T Commander
Anonymous Complainant [l [T Congress/LLI
MNon-1G (Congressional/Colonel . " l—
Equivalent) | Error Field [ DoD -- Action
Addendum Accomplished I_(plnk background [T DoD -- Info
and exclamation Ot e
Worked The Case mark [l]) [T HAF (SECAF/CSAF)
Criginating IG Office SAF r 16
[T Individual
Command Unit IG Not Specified Malcom/Odu/FoA B ]
MAF/State IG Not Specified
: N osI
Installation IG Mot Specified
[T Secretary of Defense
SAF POC williams, Matt Mr " Sr. Officer Matter
Command Unit POC Not Specified [T Third Party
NAF PCC Mot Specified [~ White House
Installation POC Mot Specified
& * Functional Areas
Assi d AD illi
zzigne williams, Matt Mr [~ AFOSI [~ Maintenance
l [~ Acquisition [~ Medical
The C(.)mplalnt - [~ cChapel [~ Operations
Where did the complaint occur?
1 * Inetallation [ Select -- ~] [~ Civil Engineering [~ Other
Or, if Other was selected I [~ Civilian Personnel I Personnel
[T Communications [~ Public Affairs

Figure 5-21. Validation Status—Unsuccessful.
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CHAPTER 6 — SEARCH
Introduction

ACTS provides various methods for locating existing records. Organizational hierarchy allows
users to view or edit only records owned by their IG office or the offices that report to them, or

records transferred to them for action.
Search for Existing Case

This section provides step-by-step instructions to assist you in finding records to download,
print, view, or modify.

Step Action

Step 1l | e Selectthe “Cases” tab in the Navigation Bar; then select “Search” from the
dropdown menu (figure 6-1)

 orclick on “Search” in the Footer of the Home Page (figure 6-1)

 orclick on “Advanced Searches” in the header (figure 6-1)

NOTE: The “Search” dropdown menu in the header of each ACTS screen is

discussed under Predefined Searches later in this chapter; and accessing cases via

alerts is addressed in Chapter 9 or the on-line help menu

Step2 | « The “Advanced Searches” screen opens (figure 6-2)

TIP: If the user has submitted a search during the current ACTS session, click on

“Search Results” in the header (figure 6-1) to view the most recent search results

screen (figure 6-3)

Logeff | Home | Help | Uzer Manoal

Quick [c5 >ljz005-05584 @

Search:
Search Results | Global Search | Advanced Searches | Search Help

Admin Reset to New

@ Priority Alerts & Suspenses

MY ALERTS & SUSPENSES
My Alerts

Williams.
- ~=ful login on 06-Aug-200
I - La=t successful password change on 27-Jul-20

il
1]

Advanced Searches

ACTS 5.3 is now live! @ 1My Past Due Suspenses

ing Suspenses o

If you have questions about a specific case, please have the
FRNO (case number) available if you call or include in your My Suspenses 0
Smath G £ 008 View All My Alerts&Suspenses | Search
Welcome to ACTS OTHER TRACKED SUSPENSES
@ Other Tracked Past e Suspenses 0
Information added on 10 Feb 09 & COther Tracked Yfcoming Suspenses 0
Other Tr d Sus| ses 1]
If you have any problems that cannot be solved by working bk i
with your MAJCOM, please contact Matt Williams at DSN 425- view all er Tracked Suspenses |
1550, matthewr.williams@pentagon.af.mil or MSgt Rob Willis at
DSMN 425-1546, robert.willis@pentagon.af.mil.
GROUP BOX ALERTS
Notifications Received 1]
0

Transfers Received

View Group Box Alerts

N
-
garch | Bulk Ssarch --- My Alerts & Suspenses: Visw
Eeparts tion Warksheet S User Dirsctor,
dser | Diszble User | Medify User | Rzsst Password | Manzgs Content

Reports: SOUIF
Admin: Chznos Bzsswerd

Figure 6-1. Search.
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Advanced Searches

Using the Advanced Searches screen, a user may select from saved searches, predefined searches
or build a customized search. A record that has not been submitted will not be found using this
method of search and will be visible only by viewing the originating AO’s alerts. Refer to
Chapter 9 Or the on-line help menu for additional information about alerts.

2 [0 | (90

Global Szarch | Advanced Ssarches | Search Help

Admin Reset to New

Advanced Searches

Select either a predefined search from the list in the top box, or construct a "customized search” by choosing a combination of one or more
queries in the bottom box. For customized search, you may also choose an "AND" or "OR" search type. This controls whether records are shown
which mest ALL criteria given or those that meet ANY of the criteria given.

Goto: Saved Searches I Predefined Search I Customized Search
Saved Search -- Backto Top Saved Search

Select from the saved searches below

MY SAVED SEARCHES
z Submit Saved
Search Name Date Modify Delete Seaiih
p— OR Predefined Search
7 s
Predefined Search -- Backto Top
Select of the pra-definad zearches below M}
- Select One - = Customized Search

4

= «
Customized Search -- Backto Top

Select several options below and click submit button Clear Fields | | Submit Search']

Case Field <=> Search For
|- Select One - x| 1|

[anD -] =l =

|anp =] =l =l

[anD -] ] =l

[anD =]| ] =l

fanD =] | =l

[anp =] =l =l

[anD -] =l =

rch --- My Alerts & Suspenses:

Cases: Create | Szarch | Bulk 5 v
WCTS User Directory

Reports: SOUIF | Suspen sport | Eepo =c etention Worksheet |
Admin: Changs Sassword | Add User | Disable User | Modify User | Bzsst Bassward [ M Content

This site is intended for the use of the Air Force enly, Do not repreduce or distribute SAF/IE Contack: Matt Williams
the content of this sits to @ wider audience without coordination with the information DSN: 425-1550
owner and yeur unit public affairs office. Comm: (702)588-1550

Email: matthewr.williams@pentagon.af.mil
Elease read this warning and censent ko monitering notice.
Privacy Act Information—The informaticn accessed through this system is FOR OFFICIAL USE OMLY and must be protectad in accordance with the Privacy Act and &FI 33-332,
This site complies with Section 508 of the Rehabilitation Act of 1558 2= of 31 July 2003,

A
Figure 6-2. Advanced Searches Screen.
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Predefined Searches

ACTS provides predefined searches as a shortcut to commonly used searches. They appear in a
dropdown menu in the middle of the Advanced Searches screen (figure 6-2).

Button Action

Predefined o Select the desired criteria in the “Predefined Search” dropdown menu in
Search the body of the “Advanced Searches” screen.
T
. Predefined Search -- Back to Top

Selact of the pre-defined searches below Submit Search

All open complaints
|All closed complaints
All complaints requiring follow-up
c All open complaints over 90 days old
All cases assigned to me

sel{All discarded cases Clear Fields | | Submit Search |
All Non-1G Complaints
All IG Complaints

All cases being worked at my level > Search For
All cases being worked at my level and below

All cases with addendum accomplished ;j I Dismissed Li
All FOIA/PA Cases
[ANAll OUR cases =

Click on the “Submit Predefined Search” button

o The “Search Results” screen opens (figure 6-3)

o To exit the “Other Searches” screen and return to the home page, click on
“Home” in the upper right-hand corner of the screen.
TIP: Discarded cases will not be included in search results unless “All
discarded cases” is the search option selected

ACTS also provides a means to initiate simple matching searches from any system screen

Button Action
Quick Search o Select the desired criteria in the “Search” dropdown menu in the header of
any ACTS screen.

Logoff | Home | Help | User Manual

Enter Search

4 frches | Search Help String

A Complainant Narme

Subject Name
Open Date

Closure Date
Complainant 35N
Subject 55N

Days Open

Source Ref Mum
Complaint Source
Follow-up Indicator

Command Unit IG
MNAF IG

Installation IG
Allegation Type
Keyword |
Complaint Status | ¥

o Enter a search string. Default term is “contains” (e.g., select “FRNO” and
type the search string “2007.” The search result will be all cases with an
FRNO containing “2007”)

e Click on the “Go” button

e The “Search Results” screen opens (figure 6-3)
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Customized Searches

From the Search screen, users may create advanced matching searches by combining fields,
operators, and text search strings.

Step 1 o Select the desired “Case Field” from the dropdown menu in the body of the “Other
Searches” screen.

Step 2 o Select the desired “Operator” from the dropdown menu in the body of the “Other
Searches” screen. Options include

°« > The query results will be greater than the value specified

e < The query results will be less than the value specified (only used for date fields)
o = The query results will exactly match the value specified

e notequal The query results do not match the value exactly

e contains  The query results contain the value specified in whole or in part

e isempty The field is blank

Step 3 e Under “Search For” enter a search string that satisfies the search result you seek

« Refine the search by adding up to seven additional criteria. Select “And” or “Or”
from the dropdown menu on subsequent lines of the advanced search menu; then
add a field, operator and search string to compose a search to meet your needs.
Some criteria, e.g. “complaint source type” have a separate drop down menu, since
there are specific types for that criterion. See figure 6.3
TIP: You can use a case field multiple times to compose a search query. For
instance you may have advanced customized search for cases where the open date
is greater than 1 Jun 07 and where the open date is less than 1 Jul 07. Users
cannot mix “And” and “Or” connectors in the same search

Step 4  Click on the “Submit Search” button or on the “Clear Fields” button to clear the
Customized Search options previously entered

e The “Search Results” screen opens (figure 6-4)

e Click on “Modify Search” to change the criteria in step four above to submit a new
search.

o To exit the “Other Searches” screen and return to the home page, click on “Home” in
the upper right-hand corner of the screen.
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Customized Search -- Backto Top

Select several options below and click submit button Clear Fields | | Submit Search |

Case Field <== Search For

Resolution Type ;Ilequals = || Dismissed =]

Case Status -

AND ~||Case Type | =l

Closure Date

Command Action Taken

Command Unit IG I ‘:”

Command Unit POC

AND x| Complainant Grade I _’_”

Complainant Name

AND ~||Complainant 55N | =]

Complaint Source Type

Completion Date

Days Open l ;”

| Follow-up Indicated
AND x||FRNO | =l

| Functional Area

Installation

AND = Installation IG I L”

|Installation POC

Keyword

MNAF IG

:uAlll:—?chndicatcr arch | Bulk Search --- My Alerts & Suspenses: YVizw

Open Date lart | Beparts | B rd Retention Werkshes ACTS User Directen,

bzr | Dizable User | Medify User | Feset Passwors | Manzge Centent

SAF POC

Source Ref Number Local Contact: Wir

Special Interest Category Email: vincent.deboni

Subject Grade

Subject Name p—

Subject SSN » Ithiz warning and consent to monitering netice.

|| AND >

AND =

EEEERE

Figure 6-3. Customized Searches Screen.

Saved Searches
ACTS can save a customized search for frequently used search parameters (figure 6-2).

Button Action

Step 1 o Follow steps one through four of “Customized Searches”.
Step 2 « Click on “Save this Search” to save the search for reuse.
o Put atitle in the “Search Results Name” text box
e Click on “Save”
o Click on the “Submit Saved Search” button by your saved search on the “Advanced

Searches” page
Submit Saved
Search

]

o Click the “Modify” button 4 to edit your saved search.

Search Results
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The “Search Results” screen layout (figure 6-4) is the same whether a user’s search was initiated
using predefined or advanced search features. If the search does not find the record(s) that meets
the search criteria, the search results screen will display a message, “*No matching cases found.”
Alternate gray and white bands on the Search Results screen separate the cases. This is merely a
tool to assist in reading the search results.

Logoff | Home | Help | User hanual

g:;c,th, |5AF POC x| |wiliams @

Global Search | Advanced Szarches | Search Help

Admin Resat to New

Search Results

Click to view
records

heading to sort A-Z.
Click again to reverse

he following 4 cazes matched vour search:
PO 3

sort. Next sort defaults Llame squalstuniians})
to FRNO Alpha order Modify Search| | Save This SaaP Return Home |
| % § Open: 17-Aug-2005 Mr. Williams. Matt N x
2009-00632 |Anonymous Completed Completed: 17-Aug-2009 Test (SAF) / ﬁ’ ol E‘
Smith, Snuffy o Open: 17-Aug-200%9 MNeeds TRICARE Contact Mr. Williams. Matt i) &

S- = : [ REEIE P g b e 4,
2000000 AB/E-1. Glased) isted Closed: 17-Aug-2009 information (SAF) / g’ == E‘
2009-00684 |Anonymous New Upen:3 S 2000 Giant Robots! From Space wwm 7 ”ﬁ’ 5 E!
| o = | @ i ; Open: 13-Aug-2009 H Mr. Williams, Matt i} B
|2009-00685 |Ancnymous Clozed / Referral Closed: 18-Aug-2008 Homicide (5AF) / é’ £ J E!

Export Cases | Modify Search | Save This Search | Returmn Home |
Cases: Creats | Search | Bulk Search --- My Alerts & Suspenses: Wizw
Reports: SOUIF | Susp rt | Reperts | Record Retention Warksheet | ACTS User Directory
Admin: Changs Passwaord | &dd User | Disable User | Modify UWser | Reset Passward | Manage Content

Figure 6-4. Search Results Screen.

Information and access may be limited if the case is no longer assigned to you or your office.
The following explains the fields and buttons visible in the search results screen (figure 6-4).

Field Explanation

FRNO o Case file reference number automatically assigned by ACTS
Complainant/ o Complainant’s or Requestor’s grade/rank, last name and first initial
Requestor

Subject (if searched e Subject’s grade/rank, last name and first name(s) if Subject Name was
on) searched on using a Global or Advanced Search

Key Dates « Open date and closed date

Nature of Complaint | e The first three lines of text entered into the nature of case block
summarizing the case

TIP: Hold the mouse pointer over the nature of case text to
temporarily show the entire summary

Assigned AO « Action officer currently assigned to the case

TIP: Click on the AO’s name to open an email to the AO. Hold the
mouse pointer over the AO’s name to temporarily show the AO’s duty
phone, if that information was entered in the AO’s user profile

7 « To edit the data in the selected record
N;Z Available only to SAF and CU administrators to edit/modify case data
without applying validation rules. A red warning notice appears at the

top of each data entry screen, advising the user that they are in non-
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validation mode. Use this feature cautiously, as it may result in invalid
data entry

= e To view (read-only) the case data tabs for the selected record

8 e To print a Case File Worksheet for the selected record

Export bove comglans) | * 10 download all the data for the cases identified in the search results,
click on the “Export Above Cases” button at the bottom of the Search
Results screen. Refer to chapter 11 for additional information on
working with Exported data to create customized reports and statistical

analysis

Modify Search « To modify the search results (return to the “Other Searches” screen),
click on the “Modify Search” button at the bottom of the Search Results
screen

Save This Search e To save the search criteria and return to the “Advanced Search” page,

click on the “Save This Search” button

o To exit the search results and return to the Home Page, click on the

Returm Home
“Return Home” button at the bottom of the Search Results screen

TIP: To return to the last search result screen accessed during the current ACTS session,
click on “Search Results” in the header of any ACTS screen.

Exiting the Case from Edit/NV Edit/View/Print Mode.

When opened from “View”, options at the top and bottom of the page include “Modify”, “Print
Case File Worksheet”, and “Cancel.” If the user has NV Edit capabilities the “Modify in Non-
Validation Mode” option will appear at the bottom of the page. If opened from “Edit”or “NV
Edit”, the options are “Apply”, “Submit Complaint”, and “Undo All Changes.” The options are
described below.

TIP: Once an edit session is opened (“Edit”, "Modify”, or “NV Edit”), an Alert will remind
the AO that an edit session is in progress. To save and close the current edit session, select
“Submit Complaint.” To cancel the current edit session without saving, select “Undo All
Changes”. (This action will undo any changes made since the last “Submit Complaint”
action.)
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Button Action

Modify o To exit the read-only “View” mode and open the current case for
edit

TIP: Two users cannot modify a case simultaneously. Refer to

figure 6-5 and information in “Case Currently Being Edited”

paragraph following

Print Case File  Click on the “Print Case File Worksheet” button to open and print

Worksheet the worksheet. Once the Case File Worksheet is opened, you may
return to the previous screen by clicking on the “Close Window”
button

Cancel o To exit the View mode and return to the Home Page, click on the
“Cancel” button at the bottom of the page

Modify in Non- o Auvailable only to SAF and CU administrators to edit/modify case

Validation Mode data without applying the typical validation rules. A red warning

notice appears at the top of each data entry screen, advising that
the user is in non-validation mode. Use this feature cautiously, as
it may result in invalid data entry
TIP: Two users cannot modify a case simultaneously. Refer to
figure 6-5 and information in “Case Currently Being Edited”
paragraph following
Apply o The “Apply” button allows users to save data and return to the
session at a later time with additional or corrected information
Changes are saved to a temporary location visible only to the
originating AO until submitted
Data is not validated until submitted
An alert will be generated for the case indicating Edit Session in
Progress until the case is submitted
TIP: Changing from one screen to another applies changes.
Submit Complaint « Records changes, validates data, and submits data to the ACTS
system.
o The user is notified that the validation is successful (figure 5-14) or
unsuccessful (figure 5-15)

— If successful, the user may return to the home page by
clicking on “Done” , “Edit Case”, or “Print Case File
Worksheet.” Refer to chapter 8, Reports, or the on-line help
menu for additional information.

— If unsuccessful, correct the errors and resubmit. The system
will generate an alert indicating Edit Session in Progress
until the case is successfully submitted
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Undo All Changes « The system will remove all changes made since last submitted and
release your lock on the case. Removes all data from the screen
and removes the un-submitted changes from the system

Case Currently Being Edited.

Two users cannot modify a case simultaneously. If you select a case to modify that is currently
being edited by you, you may resume the existing edit session, cancel the existing edit session, or
go back to the previous screen (figure 6-5).

Logoff | Home | Help | User Manual

"I'_ cre i"‘umw FO rce
Wc-i—‘;]'r'_‘ BrE '

automated Case Tracking Syste Search: |FRNO _=|[2006-02636 @

Search Results | Global Search | Other Searches | Search Help.
MANAGEMENT: Complaints Reports View Admin

Complaint Currently Being Edited

What would you like to do?

The complaint you have selected is currently being edited by user
iigtc12@rick.ang.mil. It was retrieved for edit on 29-Jun-2007 08:06 and last
meadified on 29-Jun-2007 08:06.

You have the following options for proceeding:

¥iew Complaint | Override | Go Back |

* If you override this complaint, you will "take over" the edit session from
iigtc12@rick.ang.mil, and it will no longer appear in his/her Alerts! Make sure
you let them know.

Complaints: Create | Search | Bulk Search --- Alerts: View
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Directory
Admin: Change Passward | Add User | Disable User | Modify User | Reset Password | Manage Cantent

SAF/IG Contact: Vincent DeBono
DSN: 425-1550
Comm: (703)588-1550
Email: vincent.debana@pentagan.af.mil
Elease read this warning and consent to monitoring notice.
Privacy Act protected information. Information may enly be disclesed as authorized by the Privacy Act,
This website is compliant with 508 Rehabilitation Act as of 24 May 2004

Figure 6-5. Case Currently Being Edited Screen.

Button Action

Resume previous | e Reopens the previous edit session. The edit session remains open until
edit the case data is submitted

Cancel previous « Removes all changes that were made after the case was opened for edit
edit and before it was submitted

Go back o Returns the user to the previous menu

TIP: If you open a case being edited by another user, depending on your hierarchical status
you may assume the edit session, including any changes made by the other user, and remove
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the edit session from the other user. Do not resume or cancel another user’s edit session
without contacting them first.
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CHAPTER 7 — ACTIONS
Introduction

Actions refer to the processes and resolutions that AOs use in the cases resolution process (i.e.,
Investigate, Refer, Assist, Dismiss, Transfer, Notify, and Discard). Actions ensure that business
rules are properly enforced when a change is made to the status of a case. This behavior ensures
that all cases move through the cases resolution process in a consistent and predictable manner,
allowing stakeholders of the complaint resolution to rely on the status information provided by
ACTS. The system will not allow users to move cases through the complaints resolution process
improperly. Actions are visible only when a case is being created or edited (not in the view
[read-only] mode); and must be submitted before they are recognized in the ACTS system.
When an action is selected, the system will redisplay the case, enabling certain fields, marking
others mandatory, locking some fields, and in some cases reassigning the case to another AO or
organization. The system will also display instructions about completing the action.

Case Transition States

All cases in ACTS are automatically assigned a status relative to the cases resolution process.
The diagram in figure 7-1 depicts the statuses and valid transitions between them. Following is a
brief overview of the automated statuses and actions associated with each.

New.
The case has been created and is awaiting resolution. Allowable actions include:

« Discard. Moves case to Discarded state

« Assist. Moves case to Completed state

« Assist/Close. Moves case to Closed state

« Dismiss. Moves case to Completed state

« Dismiss/Close. Moves case to Closed State

. Refer. Moves case to Completed state

« Transfer. Does not change state; moves ownership to receiving AO
. Investigate. Moves case to Under Investigation state

« Notify. Does not change state and does not change ownership

Under Investigation.

Select “Investigate” on the “Actions” tab of the Menu bar when an AO has analyzed the case and
determined an IG investigation is appropriate. Once a complaint is under investigation,
allowable actions include:

. Complete. Moves case to Completed state
. Transfer. Does not change state, but moves ownership to receiving AO
« Notify. Does not change state and does not change ownership

Completed.
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All resolution actions will pass through the Completed state (figure 7-1). If investigated, select
“Complete” from the “Actions” tab on the Menu bar when investigative actions have been
completed IAW AFI 90-301. If “Dismiss” or “Refer” were selected as the resolution action, the
case will enter the completed state when the record is submitted for validation. Other allowable
actions include:

« Close. Moves case to Closed state
. Transfer. Does not change state; moves ownership to receiving AO
« Notify. Does not change state and does not change ownership

Closed.

Select “Close” from the “Actions” tab on the Menu bar when the resolution action is completed
IAW AFI1 90-301, typically when the complainant has been notified of final response. The
Closed state is final. However, certain information may be entered after the case is closed, i.e.,
case notes.

Discarded.

The AO determined that the case was a duplicate or entry error. The system records the case, but
marks it such that it is ignored—it still responds to search if the AO searches for “all discarded
cases.” The Discarded state is final; there are no allowable actions. However, a discarded case
can be recovered using NVedit.
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Figure 7-1. Transition States.
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Investigate

Select “Investigate” when the complaint analysis of the allegations indicates an investigation is
warranted. When the Investigate action is submitted, ACTS will automatically reassign the
status from New to Under Investigation, and will generate alerts to assist the AO in tracking the
case until closure. Refer to chapter 9, Alerts & Suspenses, or the online help menu for additional
information about alerts.

Step Action

Step 1 « Open case in edit mode

Step 2 « Select “Investigate” from the “Actions” menu

Step 3 o The case opens with a Case Action Notice at the top of the screen (figure 7-
2), identifying the mandatory information

Step 4  Click on the “Submit Complaint” button

— Successful submission results in a successful validation screen opening
(Figure 5-20) and case status changes to Under Investigation

— Unsuccessful submission will identify any errors that must be corrected
(Figure 5-21)

— Refer to the online help menu or Chapter 5 for additional information
about successful and unsuccessful validations

Quick

Search:

| FRNO

ey ’ SeRHE Eetan
B = 1 —— Global Search | Advanced Searches |
Cases Reports View Admin Reset to New

A Complaint Action Notice

You have choszen to Investigate thiz complaint. Please ensure the following field(s) are populated: Tasking Dsts, Anslysis Complets Date
Cancel
Apply J Submit Complaint | Undo All Changes |

[,} -J‘ilﬂle_" SuspensesIDmes-."x]rJ Complainant ) r-i Subjects & Allegatiorli rﬂ Case Notes [ @ Attachments

Figure 7-2. Case Action Notice for Investigate.

Once a record has been successfully submitted, and is Under Investigation, additional date fields
will open on the Suspenses/Dates tab to document the 14-Step Process (AFI 90-301) (figure 7-3).
As the investigation progresses, additional date fields will become available.
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0 Suszpenszes that are over the Due Date

Timeline Suspenses

Open Date

* Analysis Complets Date

* Taszking Date

.F’rE-Fact Finding Complete
Fact Finding Complete
.Repn::r't Writing Complete
.IG Quality Review Complete
.Technical Feview Complete
Legal Review Complete
.Ccmpleticn Date
.r'-l-laF_-'EtatE IG Review Complete
.M-'-"_'ICGM Review Complete
SAF/IGO Review Complete

™

oD Review Submission

o

]

ol Review Response

| Closure Date

ﬁ':-. Suspenszes that are due within 7 days

Back to Top

20-Aug-2009

16-Sep-2009
23-5ep-2009
30-Sep-2009
14-0ct-2009

08-Now-2009
15-Now-2009

29-Nowv-2009
13-Dec-2009

13-Dec-2009

Figure 7-3. Additional Date Fields Available for Under Investigation.

Complete

Completed marks the next step in the ACTS complaints resolution process.

Step Action

Step 1

e Open case in edit mode

[ 168
[ 18

Step 2 o Select “Complete” from the Actions tab on the Menu bar when the
investigation has been approved by the Appointing Authority and forwarded
to higher level (as appropriate) for review and follow-up

(figure 5-22)

Step 3 o When “Complete” is selected for an investigation, the case opens with a Case
Action Notice on top of the screen (figure 7-4)
TIP: Investigations require entering at least one subject and allegation
Step 4 e Submitting the Case

— Successful submission results in a successful validation screen opening
(figure 5-21) and case status changes to Completed
— Unsuccessful submission will identify any errors that must be corrected

Refer to online help or Chapter 5 for additional information about successful
and unsuccessful validations. Reminder: changes are not visible up or
down the chain until successfully submitted
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| Home | Help | Use

“ Secretary of the Air Force
Inspector General B
Autornated Case Tracking System : . [FRnO =l

Build: 5.2.2.1 : Global Search | Advanced Searches | Search Help
Cases Reports Actions View Admin Reseat to New
= Complete

@ SuspensesiDates [ @ Complainant . [ @ Subjects & Aliegations [ @ Case Notes [ @ Attachments "\

* Fields are mandatory Number of Days Open: 2 Complaint Status: Under Investigation
FRNC: 2009-00693 Complainant: Anonymous

Figure 7-4. Selecting Complete From Menu Bar.

Secretary of the Air Force
\ 4 T Inspector General
e 7 rAutomated Case Tracking System

Build: 5.3.2.1 ~ Global Search | Advance
Reports View Admin Reset to New
i Complaint Action Notice
You have chosen to Complete this complaint. Flease ensure the following field(s) are populated: Al required figlds, indicated by

_Apply | | Submit Complaint | | Undo All Changes |

[0 Zi5\[ @ suspensesiDates "\ [@ Complainant . [ @ Subjects & Allegations . [@ Case Notes . [ @ Attachments

* Fields are mandatory Mumber of Days Open: 1 Complaint Status:
FRMC: 2009-00682 Com
General Info # Originating Sources
Caomplaint Status Under Investigation ORIGINATING SOURCE SOURCE REI
FRNG 2005-00682 [T Commander
Anonymous Complainant 72 [T Congress/LLI
Nen-1G (Congressicnal/Celonel DD Atitn ’7
Equivalent) r O
Addendum Accomplished - [T DoD--Info
[T EEOD

Figure 7-5. Case Action Notice for Complete Investigation.
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Close

“Closed” marks the final step in the complaints resolution process.

Step Action

Step 1 e Open case in edit mode

Step 2 « Select “Close” from the Actions tab on the Menu bar

Step 3 « The case opens with a Case Action Notice at the top of the screen  (figure 7-6)
Step 4  Click on the “Submit Complaint” button

o Successful submission results in a successful validation screen opening (figure 7-7).
Case status changes to Closed.

e A successful submission on a closed case will establish a record disposition date
based on the closure date. This date will be displayed on the validation screen
(figure 7-7), and the bottom of the Suspenses/Dates tab of the case (figure 7-9).
Unsuccessful submission will identify any errors that must be corrected (figure
5-22)

« Refer to the online help menu or chapter 5 for additional information about
successful and unsuccessful validations

Step 5 o Print Case File Worksheet (if needed)

Logoff | Home | Help | User Manual

stomatec ek = gudke [Fano |oss3 (90}
B 0 4 Ruild: 5. - Search Results | Global Search | Advanced Searches | Szarch Help
Cases Reports View Admin Reset to New
A Complaint Action Notice
¥ou have chosen to Close this complaint. Flease ensure the following field(s) are populated: All required fislds, indicated by an asterisk ™'

Cancel

Apply | Submit Complaint | Undo All changes |

[CUEGR\[ @ SuspensesiDates \ [ @ Complainant "\.[ @ Subjects & Allegations \.[ @ Case Notes [ @ Attachments "\,

* Fields are mandatory Number of Days Open: 5 Complaint Status: Completed
FRNC: 2009-00693 Complainant: Anonymous

Figure 7-6. Complaint Action Notice for Close Investigation.
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Secretary of the Air Force ff | Home | Help | User Manual

ditipaziur Sunerdl Search: |Assign3|:| AC ;”l:lebcmu @

Automated Case Tracking System
Build: 5.0.1.2 Search Results | Global Search | Other Searches | Search Help

MANAGEMENT: Complaints Reports View

Validation: Successful
Your complaint is complete and wvalid!

+ Information: Complaint 2007-00428 has been successfully saved.

The complaint has been saved in the ACTS System.
It may now be retrieved for viewing and modification.

The record retention date is set for 31-Dec-2009

[ Done] |_Return to Complaint j | Print Case File Worksheet]

Complaints: Create | Search | Bulk Search --- Alerts: View
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Directory
Admin: Change Password | Add User | Disable User | Madify User | Reset Passward | Manage Cantent

SAF/IG Contact: Wincent DeBono
DSN: 425-1550
Comm: (703)588-1550

Email: ¥incent.debona@pentagan.af.mil
Blease read this warning and consent to monitoring notice,

Privacy Act protectad information. Information may only be disclosed as authorized by the Privacy Act.
This website is compliant with S08 Rehabilitation &ct as of 24 May 2004

Figure 7-7. Closed Case: Validation Status - Successful.

Record Retention Info Back to Top
-1eld Retention Date 31-Dec-2011
ntion Date 31-Dec-2011

- OR -
Permanent |_
—OR.-
Moratorium O

*#*0etention Date e

***Comments

=

[/
**Reqguired if Moratorium is sslected
%% Reguired if Permanent or Moratorium fs selected.

Figure 7-8. Record Disposition Information for Closed Case.
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Transfer

Transfer actions do not change case status. When submitted, ACTS will automatically generate
alerts to track the transfer action. Refer to chapter 9, Alerts, or the online help menu for
additional information about alerts.

Step 1 o Open case in edit mode
Step 2 o Select “Transfer” from the Actions tab on the Menu bar
Step 3 o The Transfer Information screen opens (figure 7-9), to initiate the transfer.

Mandatory information is designated by an asterisk (*)

- Receiving Office Type. Dropdown list varies with sending office type
selected. Transfers are restricted to one level up or down the I1G chain.
CUs can transfer to other CUs

- Receiving Office. Dropdown list varies with receiving office type
selected. Transfers are restricted to one level up or down the IG chain.
CUs can transfer to other CUs

- Receiving Action Officer. Dropdown list varies with receiving office
selected

- Transfer Note. Explains the reason for transferring the case

Step 4  Click on the “Submit Complaint” button

« Successful submission results in a successful validation screen opening
(figure 5-21). Case status does not change; however, ACTS will generate an
alert to indicate case sent, until the receiving AO accepts the transfer by
opening the case in edit mode and submitting it

o Unsuccessful submission will identify any errors that must be corrected
(figure 5-22)

« Refer to the online help menu or Chapter 5 for additional information about
successful and unsuccessful validations
TIP: If an unsuccessful validation advises a user they neglected to add a
transfer Note, the user can select the “Case Notes” tab to enter the
transfer Note ; then resubmit the case

Cancel « If atransfer action is begun prematurely, a user may exit the transfer
Transfer information screen by clicking on the “Back to Main Tab” button on the
Action left-hand side of the screen. To remove the transfer action, click on the

“Remove” button in the transfer history (Main Tab) or “Case Notes” tab
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Apply | Submit Complaint | Undo all ch J

[a Main \ r)'mgg;;gn. agm:gaNO Complainant .\‘-_ [J Subjects & Allegations [ﬂ Case Motes ) [ @ Attachments :

* Fields are mandatory Number of Days Open: 0 Complaint Status: New
FRMC: 2009-00684 Complainant: Anonymous

Transfer Information

Type: Transfer £ Transfer [ >
Date Sent: 17-Aug-2009 1359 ET Date Received: To be specified by Receiver
Sender Office Type: SAF/IGQ * Receiving Office Type: I—— Select -- VI
Sender Office: SAF x i -- Select -- ¥
Sending Action Officer: Mr. Williams, Matt
P
The Date Receiv
* Note:
=

#Bg Check
w Spelling

Figure 7-9. Transfer Information Screen.

Receiving Transferred Cases.

A “case sent” alert is automatically generated for the sending AO; and a “case received” alert is
generated for the receiving AO, whenever a case is successfully transferred. The alerts remain

visible to the respective AOs until the case is accepted by the receiving AO. The receiving AO
will receive all future alerts.

Step Action

Step 1 e The receiving AO must open the transferred case in edit mode

A Case Transfer Notice (figure 7-11) opens and displays instructions for accepting
the case, and the transfer note from the AO transferring it

Click on the “Proceed” button to open the case tabs

Click on the “Submit Complaint” button. The case sent/received alerts will be
removed

View the transfer Note in the Case Notify/Transfer History and Case Notes

Step 2
Step 3
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Secretary of the Air Force f | Home | Help | Us

Inspector General .
Automated Case Tracking System Search: I FRNG ;” @
Build: 5.0.1.3 Global Search | Other Searches | Sdarch Help

MANAGEMENT: Complaints Reports Actions View Admin

Case Notify/Transfer Notice for 2007-00329

You Have Received This Case

This case was transferred to you by Mr. DeBono, Vinny on 02-Jul-2007
12:21:00. Opening this case for modification will signify that you have received it.
You will need to submit this case in order to save the fact that you received it
today. If you do not submit the case during this edit session, you will continue to
=see the alert stating that it has been sent to you.

The following note was attached by Mr. DeBono, Vinny:

Transferred to you for action. Notify SAF when complete.

Proceed

Complaints: Create | Search --- Alerts: View
Reports: Reports | ACTS User Directory
Admin: Change Password

SAF/IG Contact: Vincent DeBang
DSN: 425-1550
Comm: (703)588-1550
Email: vincent.debono@pentagon.afmil
Please read this warning and consent to menitoring natice.
Privacy Act protected informatien. Infermation may only be disclosed as autherized by the Privacy Act.
This websitz is compliant with 308 Rehabilitation Act a5 of 24 May 2004

Figure 7-10. Case Notify/Transfer Notice Screen.
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Notify

Select the “Notify” action when providing notifications up or down the IG chain. Unlike most
other ACTS Actions, Notify is not a resolution. Notify actions do not change the status or
ownership of the case. The sending AO retains ownership and will continue to receive alerts.
When a Notify action is submitted, ACTS will generate alerts to track the action. Refer to
Chapter 9, Alerts, or the online help menu for additional information about alerts.

TIP: Use “Notify” as a way of tracking and recording communication among IGs, rather
than sending email.

Step 1 e Open case in edit mode
Step 2 o Select “Notify” from the “Actions” tab on the Menu bar
Step 3 « The Notify Information screen opens (figure 7-11), to initiate the notification.

Mandatory information is designated by an asterisk (*)

- Receiving Office Type. Dropdown list varies with sending office type
selected. Notifies are restricted to one level up or down the IG chain.
CUs can notify other CUs

- Receiving Office. Dropdown list varies with receiving office type
selected. Notifies are restricted to one level up or down the IG chain.
CUs can notify other CUs

- Receiving Action Officer. Dropdown list varies with receiving office
selected

- Notify Note. Explains the reason for notification

Submit Complaint

Successful submission results in a successful validation screen (figure 5-21).
Case status does not change; however, ACTS will generate an alert to
indicate case sent, until the receiving AO accepts the case by opening the
case in edit mode and submitting the case

Unsuccessful submission will identify any errors that must be corrected
(figure 5-22)

Refer to the online help menu or chapter 5 for additional information about
successful and unsuccessful validations

TIP: If an unsuccessful validation advises a user they neglected to add a
Notify note, the user must select “Edit” in the Case Notify/Transfer History
(Main Tab), add comments to the Notify Note block; then submit the case

Step 4
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Apply | | SubmitC laint | Undo All ch |

[.l EL&NJ _SL_Js_pensgstates‘ ._IJ Complainant A [\. Subjects & Allegations A fnl Case Notes A fnl Attachments .

* Fields are mandatory Number of Days Cpen: 8 Complaint Status: Completed
FRMC: 2009-00682 Complainant: Anonymous

Motify Information

| Type: Notify Notify B8
Date Sent: 24-Aug-2009 1257 ET Date Received: To be specified by Receiver
|Sender Office Type: SAF/IGQ

|Sender Office: SAF
|Sending Action Officer: Mr. Williams, Matt

Cfficer
s the complaint

* Note:

aBg Check
¢ Spelling

Apply | Submit €. laint | Undo All ch J

Figure 7-11. Case Notify Information Screen.

Receiving Notifications.

When an AO sends a notification, ACTS will generate an alert notifying the receiving AO that
“case received.” Ownership of the case will not be transferred.

Step Action
Step 1 o The receiving AO must open the case in edit mode

« A Case Notification Notice (figure 7-12) opens and displays instructions for
receiving the notification, and the sending AQO’s note

Step 2 o Click on the “Proceed” button to open the case
Step 3 « Click on the “Submit Complaint” button. Case sent/received alerts will be
removed
« View the notification Note in the Case Notify/Transfer History and Case
Notes
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Sécratary of the Air Force
Inspector General
Automated Case Tracking System

Build: 5.2.2.1
Reports Actions View Admin Reset to New

Case Notification Notice for 2009-00682

e<ults | Global Search | Advanced Searches | Search Help

You Have Received This Case

Motification for this case was =ent to you by Mr. Williams, Matt on 24-Aug-2009
1208 ET. Accepting this notification and opening this caze will signify that you have
received it. If you do not accept this notification, you will continue to see the alert
stating that it has been zent to vou.

The following note was attached by Mr. Williams, Matt:

This is a notification.

b

Cases: Crzats | Ssarch | Bulk Ssarch --- My Alerts & Suspenses: Visw
Reports: SOUIFE | Report | Reports | Record Retention Worksheet | ACTS User Dirsctory
Admin: Changs Bassword | Add User | Disabls User | Modify User | Besst Bassword | Manags Content

Lacal Contact: Vinny DeBono

Email: vincent.debono@us.af.mil

Elesse read this warning and consent to monitoring notice.
Privacy Act Information--The information accessed through this system is FOR OFFICIAL USE OMNLY and must be protected in accordance with the Privacy &ct and AFI 33-33Z,
This site complies with Section 508 of the Rehabilitation &ct of 1998 as of 31 July 2005,

Figure 7-12. Case Notification Notice.
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Dismiss
This action results in case being Completed. Only cases with a New status can be dismissed.

Step Action

Step 1 « New case in edit mode

Step 2 o Select “Dismiss” from the “Actions” tab on the Menu bar

Step 3 « The case opens with a Case Action Notice at the top of the screen (figure 7-13)
identifying the mandatory information

Step 4  Click on the “Submit Complaint” button

« Successful submission results in a successful validation screen opening
(figure 5-21). Case status changes to Completed. The follow-up suspense
may be added on the Suspenses/Dates tab Unsuccessful submission will
identify any errors that must be corrected_ (figure 5-22)

Refer to the online help menu or Chapter 5 for additional information about
successful and unsuccessful validations

Secretary {M Air Force' . Logoff | Home | Help | User hlanual
“H' ecto Eners i Quicl - .

”'“" red Case 1 "5}3 raT R Assigned AD _{jllnstr @
: = Build: 5.3.21 — Szarch Results | Global Search | Advanced Searches | Search Help
Cases Reports View Admin Reset to New

LN Complaint Action Notice
|You have chosen to Dismiss this complaint. Please ensure the following field(s) are populated: Analysis Complete Date, Complstion Date
Cancel
Apply | | Submit €. laint | Undo All ch J

rJ ;‘;&]}h\[ﬂ Suspensestates- [\. Complainant N\ [ @ Subjects & Allegations | @ Case Notes rnl Aftachments \

* Fields are mandatory Number of Days Open: 0 Complaint Status: New
FRMNCO: 2009-00694 Complainant: Anonymous

Figure 7-13. Complaint Action Notice for Dismiss.

Dismiss/Close

This action results in case being Closed. Only cases with a New status can be dismissed.

Step 1 « New case in edit mode

Step 2 o Select “Dismiss/Close” from the “Actions” tab on the Menu bar

Step 3 « The case opens with a Case Action Notice at the top of the screen (figure 7-14)
identifying the mandatory information
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Step 4  Click on the “Submit Complaint” button

« Successful submission results in a successful validation screen opening
(figure 5-21). Case status changes to Closed. The follow-up suspense may
be added on the Suspenses/Dates tab.

o Unsuccessful submission will identify any errors that must be corrected
(figure 5-22)

« Refer to the online help menu or Chapter 5 for additional information about
successful and unsuccessful validations

Logoff | Home | Help | User Manual

g:aicr:h | Azsigned A0 _v_”instr @
= Search Results | Global Search | Advanced Searches | Search Help
Cases Reports View Admin Reset to New
A Complaint Action Notice
You have chosen to Dismiss/Close this complaint. Please ensure the following field(s) are populated: All reguired fislds, indicated by an asterisk '
Cancel
Apply j Submit Complaint j Undo All changes |

[,} Mjﬂ\[ ] Suspensestates-."'\fﬂ Complainant . -.:[a Subjects & Allegations i f @ Case Notes f @ Attachments
* Fields are mandatory Mumber of Days Open: 0 Complaint Status: New

FRMNC: 2009-00694 Complainant: Anonymous

Figure 7-14. Complaint Action Notice for Dismiss/Close.

Assist

This action moves the case status from New to Completed.

Step Action

Step 1 « Open case in edit mode

Step 2 o Select “Assist” from the “Actions” tab on the Menu bar

Step 3 e The case opens with a Case Action Notice at the top of the screen (figure 7-15)
identifying the mandatory information

Step 4  Click on the “Submit Complaint” button

« Successful submission results in a successful validation screen opening (figure
5-21). Case status changes to Completed. The follow-up suspense may be
added on the Suspenses/Dates tab.

- Unsuccessful submission will identify any errors that must be corrected
(figure 5-22)

« Refer to the online help menu or Chapter 5 for additional information about

successful and unsuccessful validations
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Logoff | Home | Help | User Manual

Search: [FRNO =l (9]

Global Szarch | Advanced Searches | Ssarch Help

Cases Reports View Admin Reset to New

A Complaint Action Notice
|'fou have chosen to Assist this complaint. Please ensure the following field(s) are populated: Anslysis Complste Dsts, Complstion Dats

Cancel

Apply | Submit Complaint | Undo All ch J

[ IR\ [ @ suspenses/Dates [ @ Complainant "\ [ @ Subjects & Allegations [ @ Case Notes [ @ Attachments "\

* Fields are mandatory MNumber of Days Open: O Complaint Status: New
FRNO: 2009-00683 Complainant: AB/E-1. Smith, Snuffy

Figure 7-15. Complaint Action Notice for Assist.

Assist/Close
This action moves the case status from New to Closed.

Step 1 o Open case in edit mode

Step 2 o Select “Assist/Close” from the “Actions” tab on the Menu bar

Step 3 e The case opens with a Case Action Notice at the top of the screen (figure 7-16)
identifying the mandatory information

Step 4 e Click on the “Submit Complaint” button

 Successful submission results in a successful validation screen opening (figure
5-21). Case status changes to Closed. The follow-up suspense may be added
on the Suspenses/Dates tab.
- Unsuccessful submission will identify any errors that must be corrected
(figure 5-22)
« Refer to the online help menu or Chapter 5 for additional information about
successful and unsuccessful validations

Logeff | Home | Help | User Manual

g:;i:h | Assigned A0 L”instr @

Search Results | Global Search | Advanced Searches | Search Help

Cases Reports View Admin Reset to New

A Complaint Action Notice
|¥ou have chosen to Assist/ Close this complaint. Please ensure the following field(s) are populated: All reguired fislds, indicated by an asterisk ™'

Cancel

Apply j Submit Complaint j Undo All thanges |

I;} }m}\[a Suspensestates-"'-.\_[ﬂ Complainant N fﬂ Subjects & Allegations ; f @ Case Notes [ @ Attachments

* Fields are mandatory Number of Days Open: 0 Complaint Status: New
FRMNC: 2009-00694 Complainant: Anonymous

Figure 7-16. Case Action Notice for Assist/Close.

87



Refer

This action moves the case status from New to Completed.

Step 1 o Open case in edit mode

Step 2 o Select “Refer” from the “Actions” tab on the Menu bar

Step 3 « The case opens with a Case Action Notice at the top of the screen (figure 7-17)
identifying the mandatory information

Step 4  Click on the “Submit Complaint” button

o Successful submission results in a successful validation screen opening (figure
5-21). Case status changes to Completed. The follow-up suspense may be
added on the Suspenses/Dates tab.

« Unsuccessful submission will identify any errors that must be corrected (figure
5-22)

« Refer to the online help menu or Chapter 5 for additional information about
successful and unsuccessful validations

Logoff | Home | Help | User Manual

Quick

Search: |Assigned AC x| instr @

‘Search Results | Global Search | Advanced Searches | Search Help

Cases Reports View Admin Reset to New

A Complaint Action Notice

¥ou have chosen to Refer this complaint. Please ensure the following field{z) are populated: Referral Organization, Analysis Complete Dats,
Comgpletion Dats

Cancel

Apply | bmit C laint | Undo all ch J

IJMNO Suspenses/Dates [_J Complainant : fd SL|bj<_acts & Alle_gations' [ @ Case Notes [_J Attachments \

* Fields are mandatory Mumber of Days Cpen: 0 Complaint Status: New
FRMCO: 2009-00694 Complainant: Anonymous

Figure 7-17. Case Action Notice for Refer.
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Discard

Discard a case if it was entered in error or if it was a duplicate entry. Only cases with a status of
“New” can be discarded. Discard action closes a case but does not remove it from ACTS for 90
days. Discarded cases are still searchable until they are purged using the advanced search feature
“All Discarded Cases.”

Step Action

Step 1 « Open case in edit mode
Step 2 o Select “Discard” from the “Actions” tab on the Menu bar
Step 3 « The case opens with a Case Action Notice at the top of the screen (figure 7-18),
identifying the mandatory information
Step 4 e Submit Complaint
—  Successful submission results in a successful validation screen opening (figure 5-
21) and case status change to Discarded
- Unsuccessful submission will identify any errors that must be corrected (figure
5-22)
« Refer to the online help menu or chapter 5 for additional information about
successful and unsuccessful validations

Logoff | Home | Help | Uzer Manual

SQ:;crth: Assigned AD ﬂlinstr @

Search Results | Global Search | Advanced Ssarchss | Sgarch Help

SE5 Reports View Admin Reset to New

A Complaint Action Notice
|¥ou have chosen to Discard this complaint. Please ensure the following field(s) are populated: Resolution Typs and Completion Date

Cancel

Apply | bmit C laint | Undo all ch |

_rj j‘,\f_ﬂ:ﬂ\[J Suspenses/Dates [\. Complainant r\. Subjects & Allegations M [ @ Case Notes [\J Attachments :

* Fields are mandatory Number of Days Open: 43 Complaint Status: New
FRMNO: 2009-00662 Complainant: SSgt/E-5. Spot,

Figure 7-18. Case Action Notice for Discard Action.
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CHAPTER 8 - REPORTS

Introduction

A report is a written record or summary of specified data. It is an efficient way to present data in
a printed format.

Standardized Reports.

Standardized reports are available under the “Reports” tab on the “Management” menu bar (figure
8-1). Not all reports are available at all levels. Reports that are available at all levels include the
“Suspense Report”, “Advanced Reports”, “Record Retention Worksheet” and the “ACTS User
Directory”. The “Case File Worksheet” is a summary report of each case and is described in the
next section.

Logoff | Home | Help | User Manual
uick T = =
: nifa il =i gearch: I;-'\sﬂgned AD j_JIlnstr @
A - r g = == ‘S=arch Results | Global Search | Advanced Ssarches | S=arch Help
m View Admin Reset to New
| Daih : Y3l Priority Alerts & Suspenses
Nelg
- Lodk anced Re 9 1549 ET MY ALERTS & SUSPENSES
gl : |3-Aug-2009 My Alerts 1
Welgl Earning experience o Py Pastilue Stsnenses 4
. ﬁs My Upcoming Suspenses 0
My Suspenses 2
Welcome to ACTS View All My Alerts&Suspenses |
Create separate ACTS case files for complaints that have multiple OTHER TRACKED SUSPENSES
allegations where different resolution paths are required. Reference
each case to the other at the beginning of the Mature of Complaints. @ other Tracked Past Due Suspenses 0
! ") in o ]
Fleaze report any defects or recommended enhancements to Mr. Matt & Other Tracked Upcoming Suspenses o
Wwilliams (703) 588-1550. Other Tracked Suspenses 0
¥iew All Other Tracked Suspenses |
SAF GROUP BOX ALERTS
Motifications Received 1
o Transfers Received =

¥Yiew Group Box Alerts

zrch | Bulk Search --- My Alerts & Suspenses:
rt | Reports | Record Retention Warksheet
er | Disable User | Modifv User | Resst Bassy

ser Directory

Reports: SOUIF | Suspens
A age Content

Admin: Change Sazsword | &

Figure 8-1. Reports.
Case File Worksheet (CFW)

The CFW is a printer friendly version of key case file information. The CFW serves as a cover
page for the paper case file, if necessary, and includes General Info; Complainant Information
(except address); Resolution (if closed); Milestone Dates (timeline); Originating Source(s);
Special Interest Categories; Allegation Summary; Subject General Info; Subject Allegations; and
Case Notes.

How to Access a Case File Worksheet.

Options Action
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Click on “Submit Complaint”
o Select “Print Case File Worksheet”

From all search results with the exception of “Global Search”
o Select the print icon

With a complaint open in view mode
o Select “Print Case File Worksheet”

| Home | Help | U

he | SAF POC fwiliams — €B)

Global Search | Advancad Ssarchss | Search Help

" Secretary of the Air Force
Inspector General  Quick
Searc|

Automated Case Tracking System
Build: 5.312.1
Reports

View Admin Reset to New

Search Results

The following 4 cases matched your search:
(SAF POC Last Name equals 'williams')

Exportcass)

Modify Search |  Save This Search |  Return Home |

Assigned AQ

Nature of Complaint Edit gt View Print
2009-00682 |Ananymaus Completed gg;’;lé:‘;ﬁfgl'f_i”ugg_zmg Test mwﬂ 7 |'E e g
roon0s03 ST |cisee oo | QTSI [l TCe Conas i yilanais | (7 | @] &
2009-00684 |Anonymous New Upent S Ay 2O Giant Robots! From Space! mwﬂ 7 ”ﬁ (] E!
2009-00685 |Anonymous Closed / Referral gﬂj‘asr:d]:-sl-éq-igu-;-ozoﬂgﬂg Homicide mmﬂ vl "ﬁ’ ) E!

_ExportCases| |Modify Search| | Save This Search | | Return Home |

Cases: Crezates | S=zarch | Bulk Search --- My Alerts & Suspenses: Visw
Reports: SOUIF | Suspenses Report | Reports | Record Retention Workshest | ACTS User Dirsctory
Admin: Changs Bassword | Add User | Disabls User | Maodify User | Resst Bsssward | Manags Content

Figure 8-2. Search Results Screen.
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Case File Worksheet

2007-00494
(Generated on 25-Aug-200% 1037 ET)

General Info

FRNO 2007-00494 Assigned AC Maj. 19Instr, iigtc - SAF
Complaint Status Closed DSN 425-1547
POCs Not Specified
Field Retention Date 31-Dec-2010
SAF Retention Date 31-Dec-2010

Complainant Info

Complainant: Anonymous

Work Contact Info Home Contact Info
Address Mot Specified Address Not Specified
City City Not Specified
State State Not Speci d
Postal Code Mot Specified Fostal Code Not Specified
Country Mot Specified Country Not Specified
Email Address Mot Specified Email &ddress Not Specified
Phone Number(s) Mone Specified Phone Number(s) None Specified

Resolution

|Reso|ut\on Type Dismissed

Timeline Suspenses

Suspense Event Suspense: Actual:

Open Date 18-Jun-2007
Analysis Complete Date 18-Jun-2007
Taczking Date Mot Specified

Pre-Fact Finding Complete
Fact Finding Complete
Report Writing Complete

IG Quality Review Complete
Technical Review Complete

Legal Review Complete

Completion Date 18-Jun-2007
NAF/State IG Review Complete 20-Mar-2008
MAICOM Review Complete 20-Mar-2008
SAF/IGQ Review Complete 20-Mar-2008
DoD Review Submission 20-Mar-2008
Dol Review Response Mot Specified
Closure Date 20-Mar-2008

Source Suspense Date
Suspense Event Suspense: Response:

Source Suspense Date Mot Specified Mot Specified

Reporting Suspenses
|Suspense Event Suspense: Actual:

Complaint Source

Source Individual Reference Number  Not Specified

Special Interest Categories
<Colonel {and Selects)
<Restriction

<MNone

Functional Areas
<Contracting

Nature of Complaint
Installation Ali AB Iraq

STRPIOUYTDSGDFHGIHCX




Subject General Info

Name Col/0-6. TOM

| 55N 123-54-9876

|Status Retiree

Organization Not Specified

Installation Annville PA

Cemmand Action none

Taken
Allegation
Allegation Description Restriction
Allegation Details Mot Specified

[ Case Notes T

Type: Motify

Sender: Maj. 12Instr, iigtc Recipient: Mr. DeBaona, Vinny
AF/IGQ - SAF

Sender Office: SAF/IGQ - S Recipient Offi

Date Sent: 20-Jun-2007 1554 Date Received: 18-Cct-2007 0500 ET

asdftgyhujikol;"

Attachments
Total Humber of Attachments: 4
5 Complaint - 2 Attachments

test 2 (32 kb)
Original Uploaded Date: 18-Cct-2007
Uploader Name: Mr. DeBono, Vinny (SAF)
Description: hifjklsd'f/m b b vdfb

[ test (108 kb)
Original Uploaded Date: 18-Gct-2007
Uploader Name: Mr. DeBana, Vinny [SAF)
Description: azddgghafhfd

‘2 Complaint Analysis - 2 Attachments

tres (32 kb)
Original Uploaded Date: 18-COct-2007
uploader Name: Mr. DeBono, Vinny (SAF)
Description: dfjgfgjhkll;

test (32 kb)
Original Uploaded Date: 18-Cct-2007
uploader Name: Mr. DeBono, Vinny (SAF)
Description: faglijl;kikl

End of Attachments

For Official Use Only

This is a protected document. It will not be released (in whole or in part), reproduced, or given additional
dissemination (in whole or in part) outside of Inspector General channels without prier approval of The
Inspector General (SAF/IG) or designee.

tlose Window | | Print Case File Worksheet |

Figure 8-3. Typical Case File Worksheet Screen, View Mode.

Suspense Report

The Suspense Report is a report of upcoming suspenses. Depending on the level of the user, you
can access suspense for a specified period of time, a specified office as well as selecting a
specific AO.

How to Access the Suspense Report.

Options Action

1 o Select “Reports” from the “Menu” bas

o Select “Suspense Reports” from the dropdown menu, this opens the
“Suspenses” page, figure 8.4

2 « Select a case status, start and stop date, office, AO, and exclusion filter.

3 o Select “Generate Report” to see the report results, figure 8.5

o Select “Reset to Defaults” to start over
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Secretary of the Air Force®
Inspector General
Automated Case Tracking System

Build: 5.3.2.1
Reports View Admin Reset to New

* I Open Date I

* Start Date |1 Aug 09
* End Date |30 Aug 09

. he |FRNO

=] (00}

Suspenses

Please complete fields below to Generate a Report

[T Include all offices under selected office

Office
Office Filter ISAF{IGQ -]
* Dffice List ISAF Vl

AD

Assigned AD

Exclusion Filter

'
[T Exclude Non-IG
r
O

Willis, Robert MSgt j
Wilson, Patricia Ms ¥

Exclude IG

Exclude Non-1G Congressional

Exclude Non-IG Colonel

Global Search | Advznced Searches | Search Help

Cases: Creats | Szarch | Bulk Ssarch --- My Alerts & Suspenses: Visy
Reports: SOUIF | Suspenss Report | Reports | Becerd Retention Worksheet | ACTS User Dirsctery
Admin: Change Password | Add User | Disable User | Modify User | Reset Password | M Cantsnt

This site is intended for the use of the &ir Farce anly. Do net reproduce or distribute
the content of this site to 3 wider sudience without coordination with the information
owner and your unit public affzirs office.

B

Email: matthewr.willizms@pentagon.af.mil

Blease read this warning sng consent to menitoring notice.
Privacy Act Information—The infermaztion zccessed through this system is FOR OFFICIAL USE ONLY and must be protected in accordance with the Privacy &ct and AFI 33-332,
This site complies with Section 508 of the Rehabilitation 2ct of 1538 a5 of 31 July 2005,

SAF/IG Contact: Matt Williams
DSN: 425-1550
Comm: (703)588-1550

Figure 8-4. Suspense Report Input Screen
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Logoff | Home | Help | User Manual

— ick
=— g:;:r:h: IFR'NO L” @

ES = Globzl Search | Advanced Ssarches | Search Help

Admin Resat to New

<<Back)|

SUSPENSES

Report Created: 1-Sep-2009 at 0951 ET
By: matthewr.williams@pentagon.af.mil

Open Date Start Date: 01-2ug-200% Open Date End Date: 01-Sep-200%9
Office List: SAF
Assigned AO: Hukla, Randall Mr
Exclude IG: No Exclude Non-IG: No

Exclude Mon-IG Congressional: Mo Exclude Mon-IG Colonel: Mo
Suspenses

0 Suspenses that are over the Due Date ﬁk Suspenses that are due within 7 days

| FRNO Complainant Name Subject Name | Suspense Date | Suspense Event
& 2009-06322 Ancnymous o 01-Sep-2009 Analysis Complete Date
[, 08-3ep-2009  Tasking Date

Thiz iz a protected document. It will not be released (in whole or in part), reproduced, or given additional
dissemination (in whole or in part) outside of Inspector General channels without prior approval of The
Inspector General (SAF/IG) or designee.

rch | Bulk Szarch --- My Alerts & Suspense:
rt | Reports | Record Retention Workshest
r| Disshle User | Madify User | Resst 2

Reports: 500U
Admin: Chzngs

Figure 8-5. Suspense Report Output Screen

Open Edit Sessions Report

The Open Edit Sessions Report is a report of open edit sessions by users at a selected office
level. Not all users have access to the report.

How to Access the Open Edit Sessions Report.

Options Action

1 e Select “Reports” from the “Menu” bas
o Select “Open Edit Sessions Report” from the dropdown menu, this opens
the “Open Edit Sessions” page, figure 8.6

2 o Select an office filter.

3 o Select “Generate Report” to see the report results, figure 8.7
o Select “Reset to Defaults” to start over
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Secretary of the Air Force

Inspector General F y - —
Automated Case Tracking System Search: | FRNO )| @
Build: 5.3.2,1 Global Sszrch | Advanced Searches | Search Help

Reports View Admin Reset to New

Open Edit Sessions

Please complete fields below to Generate a Report

Office

Office Filter I—— Select -- 'l

* Office List |-- Select - =l

[T Include all offices under selected office

| Reset to Defaults |

|_Generate Report |

Cases: Create | Ssarch | Bulk S=arch --- My Alerts & Suspenses: Visw
Reports: SOUIF | Suspense Report | Reports | Record Retention Workshest | 2CTS User Dirsctory
Admin: Changs Sassword | Add User | Dissbls User | Madify Wser | Resst Bsssword | Manage Content

SAF/IG Contact: Matt Williams

DSN: 425- 1550

Comm: [703]588- 1550

Email: matthewr.williams @pentagen.sf.mil

This site is intznded for the us= of the Air Force enly, Do net repreduce or distribute
the contznt of this site to 3 wider audisnce without coordinzation with the information
owner and your unit public affairs office,

Elzase read this warning and consent ta monitoring natice.
Privacy Act Information—-The infermation accessed through this system is FOR OFFICIAL USE OMLY and must be protected in sccordance with the Privacy &ct and &F1 33-332,
This site complies with Section S08 of the Rehabilitation &ct of 1998 a5 of 21 July 2009,

Figure 8-6. Open Edit Sessions Report Input Screen

. Secretary of the Air Forca ] T =
ek [rano

Inspector General
JAutomated Case Tracking System

Build: 5.3.2.1 _th:hal Search | Advanced Szarches | Ssarch Help

Reports View Admin Reset to New

OPEN EDIT SESSIONS

Report Created: 1-Sep-200% at 0542 ET
By: matthewr.williams@pentagon.af.mil

Office List: SAF

LIST OF OPEN EDIT SESSIONS

FRNO Case Status AD Editing Edit Started Last Modification View
2004-00754 Closed Mr Sandoval, Jose (SAF) 31-Aug-2009 1048 ET | 31-Aug-2009 1048 ET @5
2009-02219 Closed LtCol Ingegneri, Robert (SAF) 21-Aug-2009 1046 ET 28-Aug-2009 0635 ET g
2009-03256 Completed Mr Huklka, Randall (SAF) 28-Aug-2009 1342 ET  31-Aug-2009 1020 ET B
2009-04255 Mew Capt Randolph, Todd (SAF) 31-Aug-2009 1422 ET 31-Aug-2009 1451 ET gy
2009-05289 New LtCol Ingegneri, Robert (SAF) 21-Aug-2009 1035 ET | 21-Aug-2009 1035 ET 1
2009-05302 Completed LtCol James, Woodrow (SAF) 31-Aug-2009 D933 ET 31-Aug-2009 1015 ET )
2009-05717 New LtCol Ingegneri, Robert (SAF) 21-Aug-2005 1034 ET 21-Aug-2009 1034 ET B\
2009-06046 Closed Ms Wilson, Patricia (SAF) 10-Aug-2009 1425 ET 10-Aug-2009 1431 ET Fon
2009-06339 New LtCol Ingegneri, Robert (SAF) 21-Aug-2009 1034 ET | 21-Aug-2009 1034 ET @5
2009-06567 New_ Mr Williams, Matt (SAF) 12-Aug-2009 1608 ET 12-Aug-2009 1616 ET @

(Mot Submitted) F
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Figure 8-7. Open Edit Sessions Report Output Screen

Cases Not Purged Report

The Cases Not Purged Report is a report of all cases that have a record retention date that has
past, but the cases have not been purged. Not all users have access to the report.

How to Access the Cases Not Purged Report.

Options Action

1 o Select “Reports” from the “Menu” bas

o Select “Cases Not Purged Report” from the dropdown menu, this opens the
“Cases Not Purged” page, figure 8.8

2 « Select an office filter.

3 o Select “Generate Report” to see the report results, figure 8.9

o Select “Reset to Defaults” to start over

Logoff | Home | Help | User Manual

Seaceh: [FR100 | (90]

Global Search | Advanced Szarches | Search Help

Cases Reports View Admin Reset to New

Cases Not Purged

Office

Office Filter I—— Select -- v!

* Office List |-- Select - x|

[T Include all offices under selected office

Generate Report | Reset to Defaults |

Cases: Creats | S=arch | Bulk S=arch --- My Alerts & Suspenses

Reports: SOUIF | Susp rt | Reports | Record Retention Wo hest
Admin: Change Password User | Disable User | Modify User | B
This site is intended for the use of the &ir Force only. Do not reproduce or distribute SAF/IG Contact: Matt Williams
the content of this site to 3 wider sudience without coordination with the information DSN: 425-1550
owner and yeur unit public affairs office. Comm: (7 03)}588-1550
Emzil: matthewr.williams@pentagon.af.mil

Elesse read this warning snd consent to monitering notice,
Privacy Act Information--The information accessed through this system is FOR OFFICIAL USE ONLY and must be protected in accordance with the Privacy Act and AFI 33-332,
This site complizs with Section 508 of the Rehazbilitation Ack of 19598 as of 31 July 2003,

Figure 8-8. Cases Not Purged Report Input Screen
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ff | Home | Help | Uzer Manual

Searchs [0 =l 99

Global Sesrch | Agwanced Searches | Search Help

Reset to New

< <Back

CASES NOT PURGED
Report Created: 1-Sep-2009 at 1003 ET
By: matthewr.williams@pentagon.af.mil
Office List: SA
E- Complaints that contain a Follow-up Suspense
List of Cases Not Purged
[ SAF Record Field Record . Office not -
| i Retention Date Retention Date BESER AT Purged it
2004-00254 31-Dec-2006 31-Dec-2006 MSgt Good, Thomas (48 FW) SAF |E|
!2004—00754 31-Dec-2007 18-Feb-2006 MSgt Holland, Edwin (374 AW) SAF |E|
2004-04743 31-Dec-2006 31-Dec-2006 Mr Hukka, Randall (SAF) SAF |E|
.2005—03503 31-Dec-2008 31-Dec-2008 TSgt Arbona, Rebecca (USAFE) SAF &
2005-08701 31-Dec-2008 31-Dec-2008 Mr King, William (72 ABW) SAF |E|
2006-00585 31-Dec-2008 31-Dec-2008 LtCol Drewry, Steven (PACAF) SAF |E|
|2006-01844 31-Dec-2008 31-Dec-2008  MA] Meyle, Kristina (SAF) SAF 9
2006-02002 31-Dec-2008 31-Dec-2008 LtCol Winner, Scott (AFRC) SA 5
2006-05090 31-Dec-2008 31-Dec-2008 TSgt Arbona, Rebecca (USAFE) SAF E|
|2006-05132 31-Dec-2008 31-Dec-2008  Capt Lee, Kimberly (SAF) SAF )
2006-05272 31-Dec-2008 31-Dec-2008 TSgt Arbona, Rebecca (USAFE) SAF E|
.2006—05?31 31-Dec-2008 31-Dec-2008 LtCol Bennett, Vernon (VA NG) SAF |E|
.2006—03167 31-Dec-2008 31-Dec-2008 GROUP BOX, 86 AW (86 AW) SAF |E|
.2006—09587 31-Dec-2008 31-Dec-2008 Capt Hatch, Ben (SAF) SAF |E|
|2007-11992 27-Aug-2009 27-Aug-2009 Ms Wilson, Patricia (SAF) SAF &
This iz a protected document. It will not be released (in whole or in part), reproduced, or given additional
dizszemination (in whole or in part) outside of Inspector General channels without prior approval of The
Inspector General (SAF/IG) or designee.
er Directory
anage Contsnt
This site is intended for the use of the Air Force enly. Do not reproduce or distributs SAFIG Centact: Matt Williams
the content of this site te a wider audience without ceordination with the information DSN: 425-1550
owner and your unit public affzirs office. Comm: [703)588-1550
Email: matthewr.willizms@pentagan.af.mil

Elesse resd this warning snd consent to menitoring notice.
Privacy Act Information—The information accessed through this system is FOR OFFICIAL USE OMNLY and must be protected in accordance with the Privacy &ct and AFI 33-332,
This site complies with Section 508 of the Rehabilitation &ct of 1398 25 of 31 July 2005,

Figure 8-9. Cases Not Purged Report Output Screen

ACTS Advanced Reports

ACTS provides 16 pre-formatted statistical and informational reports, displaying information
based on filters input by the user. Reports may be tabular &2, or graphical '/ @ Wl. The user
will typically select a date range for the data to be reported, the offices to be included and other
filters depending on the report. The user will have the option to download the data used to create
the report for use in other applications. With Version 5.6, a Custom Report feature (see
Appendix B) was added. With this addition, ten of the pre-formatted reports will redirect to a
predefined Custom Report. The remaining Advanced Reports are: Contacts; Case Summary
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Report; Time to Complete/Close Investigations; Single Case Resolution Process Timelines ;
Complaints Against Colonels.

How to Access a Report.

Step Action

Step 1  Click on Reports in the Menu bar, or Click on “Reports” in the Footer of
the Home Page

« Select “Advanced Reports” from the dropdown menu.

Step 2 o The “ACTS Report Options” screen opens (figure 8-10)

« Fifteen pre-formatted reports are available

Note: See figure 8-10 for descriptions of the reports

« Select the desired report option.

Step 3 « The appropriate input screen appears allowing you to filter your displayed
data (figure 8-11)

 Fill in the information requested on the input screen

« Click on the “Generate Report™ button [ Generate Report | t0 view the selected
report (figures 8-12, 8-13, 8-14, and 8-15)

Step 4 o Copy/Save the graphic. Right click on the graphic image to “Copy” or

“Save target as...” if you desire to paste the image to another application

or save the graphic image for later use. You will not be able to

manipulate the image in any way other than re-sizing it

Step 5 o Export the data. Click on the “Export Report” button [ExportRepart] {o
export the data used to generate the report, in MS Excel workbook format,
to your local machine or network.

e Click on the complaint Export: Microsoft Excel File hyperlink (figure 8-16),

e “Open” the file

o “Save As” Excel format (file name.xIs)
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Secretary of the Air Force

Inspactor General > ] Qui —
Automated Case Tracking System Search; | FRNO | ]

Build: 5.3.2.1 ] Global Search | Advanced Searches | Szarch Help
Reports  View Admin  Reset to New

ACTS Report Options

Report Types

Contacts Number of contacts during a date range.

Goals

Case Summary Report by Special Summary of special interest item cases assigned during specified dates to a

Interest selected office.

S— Summary of originating sources for cases assigned during specified dates
Originating Source Report to a selacted office.

Complaints Sorted by Resolution
State

Percentage of complaints in each reselution state.

e M E E E MM

Complaints Sorted by Special
Interest Item

Time to Complete/Close Lists and compares averags number of days te complete/close cases using
Investigations up te three date ranges.

Sorts allegations by office, date range and functional area.

Area

Single Case Resolution Process
Timeline

Number of calendar days a cass spent in each of the 14 resclution steps.

@ Complaints Ranked by Functional

Multiple Case Resolution Process Average number of days cases have spent in each of the 14 resclution
Timeline steps.

Lists and compares number of closed complaints against Colonels aver 5
year period.

@ Complaints Against Colonels

Cases: Craste | Sszrch | Bulk Search --- My Alerts & Suspensas: Yisw
SOUIF | Suspenss Rsgort | Rsports | Recorc Retention Workshest | ACTS User Dirsctory

epar
Admin: Change Bassword | Add User | Disable User | Modify User | Resst Password | Manage Content

Local Contact: Vinny DeEons
Email: yincent.debong@us.afmil

Elease read this warning and consent to monitoring notice.
Privacy Act Information—Ths infermation accessed through this system is FOR OFFICIAL USE ONLY and must be protectsd in sccardance with the Privacy Act and AFI 33-332,
This sit= complies with Section 08 of the Rehabilitation Act of 1938 2= of 31 July 2003,

[ —

Figure 8-10. ACTS Report Options Screen.
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Secratary of the Air Force®
/I Inspector General ]
Automated Case Tracking System :

Build: 5.3
Reports View Admin  Reset to New

Global SeE'an:h:_l Advanced Searches | Search Help

Contacts

Please complete fields below to Generate a Report
* | Closed Date I
* Start Date I'ER
* End Date |

Status
(FOIA includes FOIA, OUR and PA)

New
Under Investigation
Completed

* Status List

Function
* Function List |AFOST
Acquisition
Chapel ;I
Office

Office Filter |-- Select -- 'I

* Office List [-- Select - B3|

[T Include all offices under selected office

Exclusion Filter

Exclude I1G

Exclude Non-1G

Exclude Non-1G Colonel

Exclude FOIA

-
-
[T Exclude Non-1G Congressional
-
-
-

Exclude OUR

Cases: Create | Search | Bulk Sezrch --- My Alerts & Suspenses v
Reports: SOUIF | Suspense Feport | Reports | Aecord Retention Werksheer | ACTS User Dirsctory
Admin: Change Dassword | Add User | Disable User | Modify User | Reset Password | Manage Content

This sitz is intended for the us= of the Air Ferce only, Do not reproduce or distributs
the content of this site to a wider audisnce withsut coordinsticn with the information
swner 2nd wour unit public affairs offica,

SAF/IG Contact: Matt Williams

Comm: (703)588-1550

Email: matthewrwillisms@pentagon.af.mil

Elease read this warning and consent te monitoring notice,

Privacy Act Information--The infermation zccassed threugh this system is FOR OFFICIAL USE ONLY and must be protacted in zccordance with the Privacy Act and AFI 22-332.

This site complies with Section 508 of the Rehabilitation Act of 1558 as of 31 July 2005,

Figure 8-11. ACTS Report Input Screen (Contacts &




" Secretary of the Air Forci

Inspector General -_ ¥
JAutomated Case Tracking System g Search: |FRno =l @
Build: 53201 Global Search | Adwanced Searches | Search Help

Reports View Admin Reset to New

CONTACTS

Report Created: 31-2ug-2009 at 1227 ET
By: matthewr.williams@pentagen.af.mil

Closed Start Date: 01-Jan-2008% Closed End Date: 30-2ug-2008%
Status List: All
Function List: All
Office List: SAF (include all offices under selected office)

Exclude IG: Mo Exclude Non-IG: No
Exclude Non-1G Congressional: Mo Exclude Non-1G Colonel: No
Exclude FOIA: Mo Exclude OUR: No

+ Contacts : 5702

+ Investigated : 28

s Non IG Congressional : 689
¢ Non IG Colonel : 27

« FOIA: 28

« OUR:24

Export Report

This is a protected document. It will not be released (in whaole or in part), reproduced, or given additional
diszemination (in whole or in part) outside of Inspector General channels without prior approval of The
Inspector General (SAF/IG) or designee.

Casaes: Create | Search | Bulk Search --- My Alerts & Suspenses: 1
Reports: SOUIF | Suspenss Report | Reports | Record Retention Waorkshest | ACTS User Dirsctory
Admin: Change Password | Add User | Disable User | Medify User | Reset Password | Manage Content

This site is intended for the use of the Air Ferce enly, Do not reproduce or distribute SAF/IG Contact: Matt Williams
the content of this site te 3 wider sudience witheut coordination with the information DSN: 425-1550
owner and yoeur unit public affairs office. Comm: (703)588-1550

Emzil: matthewr.williams @pentsgen.sf.mil

Elease read this warning and consent ko monitaring natice,
Privacy Act Information—The infermatien accessed through this system is FOR OFFICIAL USE OMLY and must be protectad in accerdance with the Privacy Act and AFI 33-332,
Thiz site complies with Section 508 of the Rehabilitation Act of 1998 as of 31 July 2003,

Figure 8-12. ACTS Report Output Screen (Contacts EE).
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Secretary of the Air Force
Inspector General

NS 7 Automated Case Tracking System
s Build: 5.3.2.1

Searchs |FRNO 3 — )

_(':iinhal Search | Adwanced Searches | Search Help

Cases Reports View Admin Reset to New

Export Results

The cazes you specified have been exported into the following file:

Click the file below to download...
#* Case Export: Microsoft Excel File

Cases: Crezts | Szarch | Bulk Ssarch --- My Alerts & Suspenses: Yisw
Reports: SOUIF | Suspense Report | Reports | Record Retention Worksheet | ACTS User Directory
Admin: Changs Sassword | Add User | Disabls User | Modifv User | Resst Password | Manags Content

Local Contact: Vinny DeBeno

Emzil: vincent.debsna@us.afmil

Elease read this warning and consent to monitoring notice.
Privacy Act Information--Ths information access=d through this system is FOR OFFICIAL USE OMNLY and must be protectsd in accordance with the Privacy &ct and AFI 33-33Z.
This site complies with Sectien 508 of the Rehabilitation &ct of 1958 as of 31 July 2003,

Figure 8-13. ACTS Export Results Screen.
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Secretary of the Air Force.

Inspector General
‘Automated Case Tracking System
View

- = TR
e [0 =l @

Global Search | Advanced Ssarchss | Search Help

Admin

Reset to New

Z<Back

TIME TO COMPLETE/CLOSE INVESTIGATIONS

Report Created: 31-2ug-200% at 1402 ET

By: matthewr.willlams@pentagon.af.mil

Days to: Closed

Closed Date Start Date 1: 01-]Jan-2007 Closed Date End Date 1: 31-Dec-2007
Start Date 2: 01-Jan-2008 End Date 2: 31-Dec-2002
Start Date 3: 01-Jan-200% End Date 3: 30-Aug-200%

Function List: Al

Office: SAF (include all offices under selected office)

Exclude IG: Mo Exclude Non-IG: Mo
Exclude Non-1IG Congressional: No Exclude Non-1G Colonel: Mo
Exclude FOIA: No Exclude OUR: Mo

B Dste Range #1 W Date Range #2 O Date Range 43

140

1204

o
=
|

@
=]
|

2
1=

Mumkner of Complaints

=
=1
L

b
o
L

0-60+

G0-1204 B
120-130 >
160-240 B
240-300
300-360 4
360-420
420-480
480-540
540-600
BO0-EE0
BE0-720

Greater than 720

Murber of Days

[Export Report |

This iz a protected document. It will not be released (in whole or in part), reproduced, or given additional
dizszemination (in whole or in part) outside of Inspector General channels without prior approval of The
Inspector General (SAF/IG) or designee.

Cases: Creats | Ssarch | Bulk Ssarch --- My Alerts & Suspenses:
Reports: SCUIF | Suspenss Report | Reports | Becord Retention Waorksheet | A User Dirsctory
Admin: Change Sassword | Adc User | Disable User | Medify User | Resst Bassword | Manage Content

This site is intznded for the use of the Air Ferce only. Do not reproduce or distribute SAF/IE Contact: Matt Willizms
the content of this site te a wider audience without ceordination with the information DSM: 425-1550
owner and your unit public affairs office. Comm: (703)588-1550

Email: matthewr.willisms@pentagen.af.mil

Elease read this warning and consent to monitoring notice,
Privacy Act Information—The information accessed through this system is FOR OFFICLAL USE OMNLY and must be protected in accordance with the Privacy &ct and AFI 33-332,
This site complizs with Section 308 of the Rehabilitation Act of 1998 25 of 31 July 2003,

Figure 8-14. ACTS Report Output Screen (Time to Complete/Close Investigations ['+]).
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 Quick T @
~ Search: ERNC) L”
Global Search | Agvanced Ssarches | Search Help

Admin Reset to New

|“<Back
CASE SUMMARY REPORT
Report Created: 31-2ug-2005 at 1446 ET
By: matthewr.williams@pentagon.af.mil
Closed Date Start Date: 01-Jan-2009 Closed Date End Date: 30-2ug-2005%
Status List: All
Function List: All
Office: SAF (include all offices under selected office)
Exclude IG: Mo Exclude Non-IG: Mo
Exclude Non-IG Congressional: No Exclude Mon-IG Colonel: No

Status Count

Closed 231

Completed 1

Total 232

Assisted 134

Dismissed 28

Not Substantiated 14

Referral 18

Substantiated 38

Total 232
Record Count: 232 Assigned AQ/POC Indicator: #Assigned AD $SAF MMajcom WnNAF Binstallation
Opened Date: 01-Jan-09 Closed Date: 01-Jan-00 Completion Date: 01-Jan-09 MAJCOM: SAF
FRNO Assigned AQ/POC Days Open |5tatu5 C Iai |Rescrluticm Type Installation
2009-00770  |#13, iigtc 2 |Closed Broke | 2ssisted Bolling AFB OC
IG { Non-IG Originating Sources Subjects Functional Areas Special Interests
1G Individual Finance None

Nature of Complaint: Contact for DFAS

Export Repm't.

This is a protected document. It will not be releazed (in whole or in part), reproduced, or given additional
diszemination (in whole or in part) outside of Inspector General channels without prior approval of The
Inspector General (SAF/IG) or designee.

Cases: Crzats | Szarch | Bulk Ssarch --- My Alerts & Suspenses: Wisw
Reports: SOUIF | Suspense Report | Reparts | Record Retention Werksheet | ACTS User Directery

Admin: Change Password | Add User | Disable User | Modify User | Reset Bassword | Manage Content

Lecal Contact: Vinny DeBono
Email: vincent.debono@Eus.af.mil

Blease read this warning and consent to monitering notice.
Privacy Act Information—The infermation accessed through this system is FOR OFFICIAL USE GMNLY and musk be protected in accordance with the Privacy Act and AFI 33-332,
This site complies with Section 508 of the Rehabilitation Act of 1998 as of 31 July 2009,

Figure 8-15. ACTS Report Output Screen (Case Summary Report ).

Record Retention Worksheet

The Record Retention Worksheet is used to display cases that are eligible to be purged because
their record retention date has passed. The user will be given the option to delete all IG, non-1G
and Colonel cases that are eligible to be purged. The user will also be given a list of discarded
cases and permanent cases that will not be deleted. Only records that your office has Created,
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Transferred/Received, or Notified/Received will be displayed on your Record Retention
Worksheet. More details can be found in Chapter 11.

How to Access the Record Retention Worksheet.

Options Action

1 o Select “Reports” from the “Menu” bas

o Select “Record Retention Worksheet” from the dropdown menu, this opens
the “Record Retention Worksheet” page, figure 8.17

2 o Select cases to be purged or check “select all”.

3 e Click on “Print Purged Cases” before deleting the cases

o Click on “Continue With Purge” to delete marked cases.
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Secretary of the Air Force

. /' InspectorGeneral " Quick lﬁ
-/ jAutomated Case Tracking System g Search: | TRNO X

Build: 5.3.2.1 Global Search | Advanced Searches | Search Help

Reports  View Admin  Reset to New

Record Retention Worksheet

Select All
[ = complaints that contain a Follow-up Suspense
CASES ELIGIBLE TO BE PURGED
Complainant/ Record Special Interest
FRNO Reguestor |Subject Name| Open Date | Closure Date i it
Hame Date e
[ |2005-01105 |sersdfg 21-Mar-2005 |21-Mar-2005 |21-Mar-2006
Pl h h h h h h h
B = complaints that contain a Follow-up Suspense
NON-IG CASES ELIGIBLE TO BE PURGED
Complainant/ 5 Special Interest
ERNO Rt or N Subject Name Open Date | Closure Date iy,
[~ |2005-01255 |Anonymous Bob 27-Jun-2005 |28-Nov-2006 |31-Dec-2008 |DOD Action
[ |2006-03105 |Anonymous Brown 01-Nov-2006 |02-Now-2006 |31-Dec-2008 |Hurricane Katrina
[ |2006-03132 [Goode 15-Mov-2006 |15-Now-2006 |31-Dec-2008 |GS-15/Fay Sand 3
I® - Complaints that contain a Follow-up Suspense
COLONEL CASES ELIGIBLE TO BE PURGED
B Record )
ERNO Complainant/ SubjectName | OpenDate | Closure Date i Special Interest
Reguestor Name e Category
[ |2002-00175 [Landau Jalopy 02-May-2004 [25-May-2004 |31-Dec-2008 |Reprisal
B - Complaints that contain a Follow-up Suspense
DISCARDED CASES WITHIN 90 DAYS OF COMPLETION DATE / CLOSURE DATE
N Completion )
Complainant/ 5 Special Interest
ERNO s Subjact Name Open Date Date / prot
S Closure Date
2009-00830 |Williams 22-Jul-2009 None
2008-00661 |Anonymous 14-Aug-2008 |14-Aug-2008 |None

[® - Complaints that contain a Follow-up Suspense
PERMANENT CASE RECORD:

Complainant/ - Special Interest =
FRNO Rimen Subject Name | Open Date | Closura Date e Record Retention Comments
2004-00079 | Anonymous Felix 04-May-2004 |05-May-2004 keep this ane forever!
2004-00084 | Anonymous Lumberton | 06-May-2004 |25-May-2004 25-May-2004
2004-00161 |Bean Warner 20-May-2004 |18-Dec-2006 |DOD Action |tikihlkil
2004-00329  |Anonymous 08-Jul-2004 _[08-Jul-2004 who cares
2004-00515 B Anonymous Clodfelther | 30-Nov-2004 |01-Dec-2004 01-Dec-2004
2004-00516 | Anonymous 30-Nov-2004 |30-Nov-2004 vep!
2005-01530 | Anonymous Philmore 13-May-2005 |13-May-2005 **Required if Moratorium is
selected *=* Required if
Permanent or Moratorium is
selected. 1732091)*(8.:=)%(*
2005-02002 | Anonymous 08-Nov-2005 |07-Dec-2005 Per SAF/1GQ FOIA officer,
email & Dec 05

For Official Use Only

This is 3 privileged document. It will not be released (in whole or in part), reproduced, or given additional
dissemination {in whale or in part) outside of Inspector General channels without prior approval of The Inspector
General (SAF/IG) or designee.

Print Purged Cases | |_Continue With Purge |

Cases: Crasts | Ssarch | Bulk Search -~ My Alerts & Suspenses: iz
rts: SQUIF | Suspense Report | Esports | Aiscerd Retention Workshest | ACTS User Dirsctory
hangs Bassword | Add User | Disable User | Modify User | Resst Password | Manage Content

Ry
Admi

Figure 8-17. ACTS Record Retention Worksheet

ACTS User Directory

A listing of current ACTS users is available for download in MS Excel format.
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‘Secretary of the Air Force

InspectorGeneral = . . Quick
Automated Case Tracking System = B Search: | TRNC =l @
i 3201 : Global Search | 2dvanced Searches | Search Help
Admin Reset to New
Priority Alerts & Suspenses
91341 ET MY ALERTS & SUSPENSES
'7-Jul-2009 My Alerts 1
o My Past Cue Suspenses a
e A\ My Upcoming Suspenses o
TIP: To clear cases in "Follow Up" status from your alerts,
simply remove the follow up date. My Suspenses o
 View All My AlertsaSuspenses |
Ricicomoioacts OTHER TRACKED SUSPENSES
Information current as of 27 Aug 09 o Other Tracked Past Dus Suspenses L
& Other Tracked Upcoming Suspenses o}
If you have any problems that cannot be solved by working Other Tracked o
with your MAJCOM, please contact Matt Williams at DSN 425- M s e
1550, matthewr.williams@pentagon.af.mil or MSgt Rob willis at _View All Other Tracked
DSN 425-1546, robert.willis@pentagon.af.mil.
SAF GROUP BOX ALERTS
Muotifications Received 0
Transfers Received 2
| Wiew Group Box Alerts |
Cases: Creats | Szarch | Bulk S=arch --- My Alerts & Suspenses: \Visw
Reports: SCOUIF | Suspense Report | Reports | Record Retention Worksheet | 2CTS User Dirsctory
Admin: Changs Bassword | Add Wser | Disable User | Modify User | Resst Bassward | Manage Content
Figure 8-18. ACTS User Directory Menu Selection.
il Microsoft Excel i
| Home ' Insert Page Layout Formulas Data Review WView Developer
I === - — ._ 2 8 - -
| | j # Tahoma a1 1 ‘A ,{| |E = General o EHJ:“ % SNt 2 % Eﬁ
i 15 B eaal b | | el % |25 ga‘Delete.' E-_
Paste B I U-~ ~|[ - A - |[= ~ || & » 9 »|[%8 ;0| Conditicnal Format  Cell oy . Sort& Find &
(=== - ‘ - || = | | ) e | (%8 *'nli Formatting ~ as Table ~ Styles = (i Format = || (27 Fitter~ Select~
|| Clipboard = | Font F] Alignment F} MNumber T | Styles Cells Editing
| M7 - £ | 80912
iéﬂ acts_users.xls -
1 O = T IO O e =T = |
1 | GRADE IRST_NAMDLE INIST_MA EMAIL FICE SYMETY_TITLIOMM_PHOMN_PHOI ADDRESS ~ CITY CATE_REGIOSTAL_COL COUNTRY  POC  _FAX_NUM
2 |[CW3 Sherlyn  E Abour lynn.aboun NV NG 775-884-8:530-84. 2460 Fairv Drive Carsinv 89701 No
_ 3 |LtCol Theaodare Agnevtheodore.a SAF Chief, MAJ 1500 Wilsc Arlington  va 22209 o
4 |MAJ Fatrick W Albrec patrick.albi 908 AW IG (334) 953-493-33:401 W May Maxwell AFAL 36112-650 USA Mo 493-3598
5 |COL David Alexar david.alexz Ky NG JFHQ-KY/IC502-607-1" 100 Minute Frankfort  KY 40601 USA Mo

Figure 8-19. ACTS User Directory Export — MS Excel Workbook.

CHAPTER 9 ALERTS & SUSPENSES

Introduction

The Priority Alerts & Suspenses box on the Home Page displays notifications about complaints
being managed by an AO. Each alert is generated by the system and is intended as a reminder
that a critical event has occurred in the complaint resolution process. The suspenses are derived
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from the various suspenses found in AFI 90-301, such as in Table 3.1, The Complaint Resolution
Process.

ACTS may generate multiple alerts for a single complaint, and each will be shown separately.
Only five alerts are shown in the Priority Alerts box. Click on the “View All Alerts” button or
“More...” in the Priority Alerts box; use the Alerts drop-down menu on the menu bar; or click on
“View” in the footer of the home page to see all of your alerts.

Logoff | Home | Help | User Manual

ick
g:;:r:h: [Frno .f.” @

= E Global Search | Adwanced Szarches | S=arch Help
e

Daily Message = rTra 5 '_ = @ Priority Alerts & Suspenses
Welcome Mr. /Wi e
- Last succesgful login on 01-Sep-2009 1044 ET R ALERE S S SUSRENSES
- Last succeds=ful password change on 13-Aug-2009 o My Alerts 5
Welcome tp ACTS Training. Enjoy the learning experience o My Past Due Suspenses 0

A My Upcoming Suspenses 0

My Suspenses 2

Welconfe to ACTS ¥iew All My Alerts&Suspenses |

Creatg separate ACTS caze files for complaints that have multiple

allegations where different resclution paths are required. Reference OTHERERACKED; SUSRENSES

each faze to the other at the beginning of the Mature of Complaints O other Tracked Past Due Suspenses 0
! e,

Plegse report any defects or recommended enhancemenie® Mr. Matt & OthefTeacked Uneoming Slsperes 0

Willams (703) 588-1550. Other Tracked Suspenses o}

View All Other Tracked Suspenses

SAF GROUP BOX ALERTS

View My Alerts
and Suspenses

Maotifications Received 4
o Transfers Received 7
View Group Box Alerts

Reports: SOUIF
Admin: Changs Sazsword

User Directorn,
1z =nt

Figure 9-1. My Alerts & Suspenses

Automatic Alerts.

Following are some examples of alert messages, and actions that might clear the alert:

e “New complaint must be tasked.” ACTS will generate an alert for all complaints with a
status of “New” if the complaint has not been assigned within 15 calendar days of its open
date. To clear, assign the case (assist, dismiss, refer, investigate, or discard)

e “Response to <complaint source name> due.” The system will create an alert of this type
for each complaint source on a complaint where today’s date is within four days of or
beyond the Expected Response Date (entered by the AO) and no Actual Response Date has
been specified. To clear the suspense, enter the Actual Response Date or edit the suspense
date
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e “Check AFI 90-301 for Closure Requirements.” ACTS generates alerts for cases that were

investigated, when the investigation has been completed for more than 16 days and is not
closed. To clear the suspense, close the complaint

e “Edit Session in Progress.” This alert is generated when a complaint is opened in Edit or

NV Edit and is not removed until the user successfully “Submits” the complaint, or clicks

on “Undo All Changes.”

e “Complaint Sent.” An AO transferring or sending a notification will receive an alert
advising that the complaint was sent. As soon as the receiving AO opens the complaint in
edit mode and submits it, the complaint sent alert will automatically be removed

e “Complaint Received.” An AO receiving a transfer or notification will receive an alert

advising that a complaint was received. As soon as the receiving AO opens the complaint in
edit mode and submits it, the complaint received alert will automatically be removed

Suspenses.

Suspenses are automatically generated by the system. Suspenses can be removed from “My

Alerts and Suspenses” by filling in the date the action was completed. If you have a series of

similar suspenses, such as progress reports, filling in the date of the most recent action will

remove all similar suspenses from your alerts. For cases that have a follow-up suspense, it can
be removed be deleting the follow-up date, rather than filling in the date the case was
reviewed. Below are examples of some suspenses that will be generated by the system. The

suspense dates will be based on the case “open” date plus the maximum timeline calendar

days.
A B C D
PHASE STEP | PROCESS NAME PROCESSING
TIMELINE
(calendar days)
Phase 1. Complaint 1 Contact <7 Days
Analysis
2 Conducting a Complaint < 20 Days
Analysis
3 Tasking <7 Days
Phase 2: Investigation 4 Pre-Fact Finding <7 Days
5 Fact Finding < 14 Days
6 Report Writing < 25 Days
Phase 3: Quality Review 7 IG Quality Review <7 Days
8 Technical Review <7 Days
9 Legal Review <7 Days
10 Rework <7 Days
11 Closing the Case <7 Days
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12 Command Action N/A

13 Higher Headquarters Review | <10 Days

14 SAF/IGQ Review <10 Days
Total Processing Time <135 Days

How to View Alerts and Suspenses

Method Action

Method 1 | « Click on the “View All My Alerts & Suspenses” button in the Priority Alerts &
Suspenses box of the “Home Page” to see all the alerts and suspenses.

e The “ My Alerts & Suspenses” screen opens (figure 9-2)

Method 3 | « Click on or put your mouse pointer over “ View” in the Navigation Bar

o Select “My Alerts and Suspense” from the dropdown menu

o The “My Alerts & Suspenses” screen opens (figure 9-2)

Method 4 | « Click on “View” in the Footer of the Home Page

o The “My Alerts & Suspenses” screen opens (figure 9-2)

Logoff | Home | Help | User Manual

{3
Qe [FRNO | (0]

Global Search | Advanced Searches | Search Help

My Alerts & Suspenses

The following cases have been automatically flagged. These cases require attention to ensure they are completed in a timely manner. By clicking on an icon next
to the FRNO, the case can be viewed or edited.

0 Suspenses that are over the Due Date & Suspenses that are due within 7 days

) ! < lev 17-Aug- Sen SRR Rel

£ ) / @’ 2005-00684 MNew 17-Aug-2009 Case Sent Maj iigtc 191nstr move
/ ”ﬁ’ 2007-00243 Clozed 25-Aug-2009 Edit Session in Progress
Z "W 2009-00021 Mew 25-Aug-2008 @D Edit Session in Progress

Fo i) s - g . . 56 F'\"a'__

<) / g’ 2009-00719 New 26-Aug-2009 Notify Received LtCol iigtc 3

) ! % -Aug- ify Receiv 56 FW.

< / é’ 2009-00838 Completed 26-Aug-2009 MNotify Received LtCol iigte 3

@ 7 "4  2009-00848 Completed 26-Aug-2008 @D Notify Received ’I'i:(a:]!:iigtc n

MY SU SPEN SE S

Il / Ng’ 2009-00682 Mr Williams, Matt Anonymous o1 Cct 2009 |Progress Report Due to HHQ

CMSgt/E-3 Mama, Joe 10-Drec-2009 Closure Date

Return Home

Cases: Create | Szarch | Bulk Search --- My Alerts & Suspenses: Yisw
Reports: SOUIF | Suspense Report | Reports | Record Retention Waorkshest | ACTS User Dirsctory

Figure 9-2. My Alerts and Suspenses Screen.

A description of the buttons and fields shown on the My Alerts screen follows.

Button/Field | Action |
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@ 7

Click on the appropriate button to View, Edit, or NV Edit

Edit will be the only option, if an edit session is already in progress

The NV Edit mode is when data must be entered without validation. Only
SAF and CU administrators are authorized this option

Remove

Remove

Clicking on the “Remove” button permanently removes the alert from the
system. The user is not asked to verify the removal, and there is no ‘Undo”
“Remove” is not an option to clear an open edit session or an error

You may also remove an alert by correcting the situation that caused the
alert

FRNO

The unique file reference number for the complaint

Case Status

The system-generated transition state of the complaint, relative to the
Complaints Resolution Process. Refer to the Online Help menu, or Chapter
7, Actions, for information about the transition states

Alert Date Date the alert was generated
Alert Message System-generated notification detailing why an alert was generated
From/To “From” shows the AO officer who sent a case (transfer) or a notification.

“To” shows the AO a transfer or notification was sent to.

Button/Field

A description of the buttons and fields shown on the My Suspense screen follows.

Action
Click on the appropriate button to View, Edit, or NV Edit

e 7 E Edit will be the only option, if an edit session is already in progress
The NV Edit mode is when data must be entered without validation.
Only SAF and CU administrators are authorized this option

Assigned AO The Action Officer currently assigned to the case

Complainant The name of the complainant and subject in the case.

Name/Subject

Name

Suspense Date

Date the suspense event is required to be completed

Suspense Event

The action/event that must be completed by the suspense date
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CHAPTER 10 - ADMIN

Introduction

The “Admin” tab on the Home Page Menu Bar provides users and administrators access to
administrative processes in support of ACTS. For administrators, actions include changing or
resetting user passwords; and adding, disabling, or modifying ACTS user accounts. Only the
Change Password function is available to normal users. ACTS administrators will be able to
access other features described in this chapter.

Password

Every user has a distinct, password-protected user account in ACTS. Passwords are initially
provided by an ACTS administrator (for one login only); then passwords must be changed to a
user-defined login password that adheres to standard Air Force password conventions. Users
may change their password at any time, but will be required to change it at least every 90 days.
ACTS will prompt users to change their passwords prior to the 90-day expiration.

Forgot Password.

Users who have forgotten their password may obtain a new temporary password by clicking on
“Forgot Password” on the Login Screen. ACTS will automatically generate a new password and
email it to the user. Step-by-step instructions are provided in Chapter 3, Accessing ACTS.

Expired Password.

Passwords expire every 90 days and cannot be reused within 6 months. When your password
expires, the system will allow you to login one time with the expired password, and immediately
prompt you to change it. Additionally, a User’s password will expire after one login, if the
password was provided by the ACTS Administrator. The user will be prompted to change the
password immediately after logging in.

Disabled Password.

A User’s password will be automatically disabled if the user
« has three successive unsuccessful login attempts
. does not access the ACTS system for 90 consecutive calendar days

A User’s password may be manually disabled or enabled by an ACTS Administrator, at their
discretion.

If your account becomes locked, contact your installation, NAF, CU or SAF administrator to
have it unlocked.
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Secretary of the Air Force
Inspector General
Automated Case Tracking System

Build: 5.2.2.1
Reports

Admin
=+ Change Password

View Reset to New

825, [ [

 Global Search | Advanced Searches | Search Hel-g

Daily Message

s kg
- Last successful login on O LR

- Last successful password IRAGUE R LR e e 1)

» Manage Functional Areas

Welcome to ACTS Training SCERIERE RS EE TG ET Fle !

= Manage Installations
g

&

Priority Alerts & Suspenses

MY ALERTS & SUSPENSES
O vy Alerts

o My Past Due Suspenses
& My Upcoming Suspenses

My Suspenses

Welcome to ACTS

Create separate ACTS case files for complaints that have multiple
allegations where different resolution paths are required. Reference
each case to the other at the beginning of the Nature of Complaints.

Flease report any defects or recommended enhancements to Mr. Matt
williams (703) 588-1550.

Moo o !

OTHER TRACKED SUSPENSES
o Other Tracked Past Due Suspenses
& COther Tracked Upcoming Suspenses

Other Tracked Suspenses

SAF GROUP BOX ALERTS

Meotifications Received

0 Transfers Received

Figure 10-1. Admin— ACTS Administrator.

Secretary of the Air Force
Inspector General

Automated Case Tracking System
Build: 5.0.1.3

Complaints

MANAGEMENT: Repo Admin

“hange Password

Daily Message

Welcome MSgt. 4.
- Last successful login on 25-0ct-2006 13:14
- Last successful password change on 02-Jul-2007

Welcome to the ACTS 5.0 BETA Test site. Please
use the site to create and modify all different

Cases: Crzats | Szarch | Bulk Search --- My Alerts & Suspenses: &

2004-00720 - New complaint must be tasked
2004-00817 - Complaint Sent
2004-00837 - Complaint Sent
2004-00848 - Complaint Sent

_Wiew All Alerts

Reports: SOLIF | Suspense Repart | Beports | Record Retention Worksheet | ACTS User Dirsctory
Admin: Change Password | Add User | Disable User | Modify User | Reset BPassword | Manage Content

f | Home | Help | User banual

FRNG = @

Global Search | Other Searches | SJEI‘I:'l Help

Search:

mplaint Sent

types of case files. Provide feedback to
h your respective MAJCOM.

Box

56 FW Group InBox
Mo 56 FW Group Box setup yet.

To =etup a group box:
* Create a new user
® Acssign @ descriptive name. For Example: Group

® Select a Group Box role
® Save the new user

Users can now notify or transfer cases to the
'Group Box' and they will be displayed here on the
home page.

Create separate ACTS case files for complaints that have multiple allegations where different resultion paths are
required. Reference each case to the other at the beginning of the Nature of Complaints.

Flease report any defects or recommended enhancements to Mr Vincent DeBono and Cc'd to Joan Joo,

joan.joo@pentagon.af.mil, (703) 588-0250.

Your password will expire in 90 days. You may change vour password at any time.

Complaints: Create | Search --- Alerts: View

Feports | ACTS User Directory

Admin: Change Password

Figure 10-2. Admin — Typical User.
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How to Change a Password.

Step 1 Select the “Admin” tab in the Navigation Bar, then select “Change
Password” from the dropdown menu

 or Click on “Change Password” in the Footer of the Home Page

« The “Change Password” screen opens (figure 10-2)

Step 2 o Enter Old Password (Use Administrator-assigned password for initial login)

Step 3 o Enter New Password (User-defined IAW AF password protocol)

« 9 characters with a mix of; 2 upper case letters, 2 lower case letters, 2
numbers, and 2 special characters

Step 4 o Enter New Password again to Confirm Password

Step 5 e To SAVE the password, click on the “Save” button at the bottom of the

“Change Password” screen. Password will be changed to the user-defined

password (New Password)

To exit and return to the Home Page, click on the Cancel button at the

bottom of the Change Password screen. Password will not be changed

wn
—
D
o
o
.

Change Password

Error(s):
+ Your password has expired, please change it

Your password must contain at least two of each of the following
items:

* upper case letter
+ lower case letter
« number
+ symbol

Your password must be at least 9 characters long.

* Old Password |

* New Password |

* Confirm Password |

Save

SAF/IG Contact: Vincent DeBono
DSN: 425-1550

Comm: (702)588- 1550

Email: vincent.deb agan.af.mil

Please read this warning and cansent ta manitaring natice,
Privacy Act protected information. Infermatien may enly be disclosed as authorized by the Privacy &ct,
This website is compliant with S08 Rehabilitation Act as of 24 May 2004

Figure 10-3. Change Password Screen.
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User Management (Administrator Function)

Add User.

The “Add User” function allows ACTS Administrators to add users to the ACTS pool of users
within their hierarchy.

Step 1 o Select the “Admin” tab in the Navigation Bar, then select “Add User” from the
dropdown menu
o or Click on “Add User” in the Footer of the Home Page
The Add a User screen opens (figure 10-3) identifying mandatory information
NOTE: The most recently selected “Admin POC” in an office will show up
at the bottom of each page as the Local Contact for administrative assistance.
TIP: Include AO’s commercial and DSN phone numbers to enable other
AOs’ to contact an AO
Step 2 e To SAVE the new user, click on the “Save” button at the bottom of the “Add a
User” screen
« Successful save action results in the Add a User Confirmation Success screen
opening (figure 10-6). The screen assigns a temporary password to the added
user, which the administrator must provide to the added user
« Unsuccessful save action identifies the errors that must be corrected prior to
completing the action (figure 10-7)
Step 3 o Toexit and return to the Home Page, click on the Cancel button at the bottom
of the Add a User screen. The new user will not be added
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Secretary of the Air Force | Home | Help | User hdanual

Inspector General =
Automated Case Tracking System Search: I FRNO ;”
Build: 5.0.1.3 Global Search | Other Searches | SJarcll Help

MANAGEMENT: Complaints Reports View Admin

Add a User

* Username |

* Please enter email address for username

* Role |—— Select -

* Grade I—— Select - 'I

* First Name
Middle Initial
* Last Name
* 1G Office
Duty Title

Comm Phone
DSN Phone
Comm Fax

DSN Fax

Address

City
State/Region
Postal Code

Country
Admin POC

Save | | Cancel

Complaints: Create | Search | Bulk Search --- Alerts: View
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Directary
Admin: Change Password | Add User | Disable User | Modify User | Reset Passwerd | Manage Content

SAF/IG Contact: Vincent DeBono
DSN: 425-1550

Comm: (703)588-1550

Email: vincent.deb an.af.mil

Blease read this warning and consent to monitoring notice.
Privacy Act protected information. Informaticn may only be disclesed as autherized by the Privacy Act.
This website is ¢ li with 508 Rehabilitation Act as of 24 May 2004

Figure 10-4. Add a User.

-- Select -- v

SAF/IGQ APPLICATION ADMINISTRATOR
SAF/IGQ INSPECTOR GEMNERAL

COMMAND UNIT APPLICATION ADMINISTRATOR
COMMAND UNIT INSPECTOR GENERAL

NAF APPLICATION ADMINISTRATOR

NAF INSPECTOR GEMERAL

INSTALLATION APPLICATION ADMINISTRATOR
IINST.I"\.LL.I\TIIIIN INSPECTOR GENERAIL

Figure 10-5. Roles.
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| User Manual

Secretary of the Air Force

\ p Inspector General =
57 |nutomated Case Tracking System Search: |FRNC = @
Build: 50,13 Global Search | Other Searches | Starch Help

MANAGEMENT: Complaints Reports  View Admin

Add a User Confirmation: Success!

User george.washington@hg.af.mil has been added with password:
Nf&m@3K2N

Flease make note of this user's password! Remember to tell them that this
password is only temporary, and that they will be required to enter a new
one the first time they login.

_Done |  Return Home

Complaints: Creatz | Szarch | Bulk Search --- Alerts: Visw
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Dirsctory
‘Admin: Change Pzssword | Add User | Disable User | Modify User | Reset Password | Manzge Content

SAF/IG Contact: Vincent DeBona
DSN: 425-1550
Comm: (703)588-1550
Email: vincent.debono@pantagan.af.mil
Please read this warning and conzent to menitoring notice.
Privacy Act protected infermztion. Informatien may enly be disclesed as authorized by the Privacy Act
This website is compliant with 508 Rehabilitation Act as of 24 May 2004
2

Figure 10-6. Add a User—Confirmation Success.

Secretary of the Air Force f | Home | Help |

Inspector General 5
Automated Case Tracking System Search: |FRNO =f
Build: 5.0.1.3 Global Search | Other Searches |

MANAGEMENT: Complaints Reports  View Admin

Add a User

The following errors were found in your inputs:
« Please select a role
+ Username is not the correct format - it must be an email address, e.g.,
firstname.lastname@place.mil, and only .mil addresses are accepted
* Please select a grade
» Please enter a first name
+ Please enter a last name
» Please select an IG Office

* Username [smith

* Please enter email address for username

* Role |- select —

* Grade m

* First Name l—
Middle tniial [

* Last Name l—

* 1G Office
Duty Title

Comm Phone

DSN Phene

DSN Fax

Address

City
State/Region

Postal Code

Country

I

—

—
Comm Fax |

—

|

I

—

—

I

r

Admin POC

_save | tancel

Complaints: Creats | Search | Bulk Search --- Alerts: View
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Directory
Admin: Change Password | Add User | Disable User | Modify User | Resat Password | Manage Content

SAF/IG Contact: Vincent DeBono
DSN: 425-1550
Comm: (702)588-1550
Email: vincent.debone@pentagen.afmil
Blesse read this wan and consent to menitering netice.
Brivacy Act protected information. Information may only be disclosed as autharized by the Privacy Act,
This website is compliant with 508 Rehabilication Act as of 24 May 2004

Figure 10-7. Add a User—Unsuccessful.
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Disable (or Enable) User.

The “Disable User” function allows ACTS Administrators to disable users or enable users who
have been locked out of their user accounts. A user’s account will be automatically disabled if
the user has three successive unsuccessful login attempts or does not access the ACTS system for
90 consecutive calendar days. An ACTS Administrator can also manually disable an ACTS
user’s account. Only administrators can enable a locked user account. Administrators are
indicated by a checkmark ( ¢) on the User Management screen.

Step Action

Step 1 o Select the “Admin” tab in the Navigation Bar, then select “Manage
Users” from the dropdown menu.

« or Click on “Disable User” in the Footer of the page.

o The User Management screen opens (figure 10-8) providing access to
all user accounts to which the administrator has access

Step 2 « Locate the user you wish to disable or enable

- An enabled account displays a closed lock ( =) )

— A disabled account displays an open lock ( =) )

 Click on the Disable button (padlock) to enable or disable the account

 Click on user’s e-mail address to open Outlook; notify the user that
his/her account has been enabled/disabled

o Toexitand return to the Home Page, click on the Return Home
button at the bottom of the User Management screen

Logatf | Home | Help | User Manual

Se '_i':_’l:l']ﬂzm-"_y Force
AL E‘."' rted Case Tracking Syste Search: IFRNO ;” @

Glaobal Search | Other Searches | Search Help

3

MANAGEMENT: Complaints Reports View Admin
User Management

Start of Records All 278 Records

\ Click to see

additional
records

Next 100 Records

##1, Student, LtCol. NM NG
student.1@pentagon.af.mil

##10, Student, LtCol. 150 FW
student.10@pentagon.af.mil

##11, Student, Maj. 940 ARW
student.11@pentagon.af.mil

##12, Student, Col. 10 AF
student.12@pentagon.af.mi

##13, Student, LtCol. 156 AW
student.13@pentagon.af.mil

Duhaime, Scatt, Capt. AETC " 487-
scott.duhaime@randolph.af.mil 4883

Records: 1-100| 101 - 200 | 201 - 278

Returm Home

Complaints: Creste | Search | Bulk Search --- Alerks: Wisw
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Directory
Admin: Change Password | Add User | Diszble User | Maodify User | Reset Password | Manage Content

SAF/IG Contact: Vincent DeBong
DSN: 425-1550
Comm: (703)588-1550
Email: vincent.debono@pentagon.afmil
Please read this warning and consent to menitoring notice,
Privacy Act protected information, Infarmation may only be disclosed as authorized by the Privacy Act.
This website is compliant with 508 Rehabilitation Act as of 24 May 2004

Figure 10-8. User Management.
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Modify User.
The “Modify User” function allows ACTS Administrators to edit ACTS user information.

Step 1 « Select the “Admin” tab in the Navigation Bar, then select “Manage Users” from the
dropdown menu.

o or Click on “Modify User” in the Footer of the page

Step 2 « The User Management screen opens (figure 10-8) providing access to all user accounts

to which the administrator has access

Step 3 « In the Modify User column, click on the Edit button ( f) corresponding to the user
you want to modify. The Modify a User screen opens displaying all the information
in the Add a User screen (figure 10-3)

« Modify the information as required

Step 4 « To SAVE the modified user information, click on the “Save” button at the bottom of
the “Modify a User” screen

o Successful save action results in the Modify a User Confirmation Success screen
opening (similar to figure 10-6)

« Unsuccessful save action identifies errors that must be corrected prior to completing
the action (figure 10-7)

« To exit and return to the Home Page, click on the Return Home button at the bottom

Step 5 of the User Management screen

Reset Password

The “Reset Password” function allows ACTS Administrators to manually reset a user’s password.
This differs from the Change Password function, which permits users to change their own
passwords.

Action
Step 1 « Select the “Admin” tab in the Navigation Bar, then select “Manage Users” from the
dropdown menu.
« or Click on “Reset Password” in the Footer of the page
« The User Management screen (figure 10-8) opens and shows all users assigned to the
administrator opening the screen

Step2 | . Click on the Reset Password button ( T ) corresponding to the user for whom you
want to reset a password. The reset password confirmation screen opens (figure 10-8)
assigning a new temporary password, which the administrator must provide to the
user for one-time login

TIP: Copy the text for the temporary password so it can easily be pasted into an

email to the user

Step 3 « Click on user’s e-mail address on the User Management screen to open Outlook and
notify the user of the new, one-time-login password

« There is no cancel action for the Reset Password function
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Logoff | Home | Help | User Manual

Sl UL Ty S
: \utomated Case Tracking Syste Search: |FRND ;” @

Global Search | Other Searches | Search Help

MANAGEMENT: Complaints Reports View Admin

Reset Password Confirmation: Success!

User george.washington@hg.af.mil has had their password changed to:
A#sz5&4N]

Please make note of it! Remember to tell them that this password is only
temporary, and that they will be required to enter a new one the first time
they login.

Done Return Home

Complaints: Create | Search | Bulk Search --- Alerts: Wisw
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Directory
Admin: Change Password | Add User | Disable User | Modify User | Reset Password | Manage Centent

SAF/1G Contact: Vincent DeBono
DSN: 425-1550
Comm: (702)588-1550
Email: vincent.debono@pentagon.afimil
Please read this warning and consent to monitoring notice.
Privacy Act protected information, Infarmation may anly be disclosed as authorized by the Privacy Act.
This website is compliant with 502 Rehabilitation Act as of 24 May 2004

Figure 10-9. Reset Password—Confirmation.

Delete Account.

An administrator will delete a user account when the user no longer needs access to ACTS. The
administrator must reassign open cases to another AO.

Step Action

Step 1 o Select the “Admin” tab in the Navigation Bar, then select “Manage Users” from the
dropdown menu

« or click on “Disable User”, “Modify User”, or “Reset Password” in the Footer of
the page

« The User Management screen opens (figure 10-7) providing access to all user
accounts to which the administrator has access

Step 2 o Locate the user you wish to delete

e Click on the Delete button ( m ) to permanently delete the account and remove the
user

o If ACTS has open cases assigned to the user that is being deleted, the system will
force the administrator deleting the account to reassign open cases and cases in
follow-up status to another AO (figure 10-10)

« If there are no open cases assigned to the user, there will not be any confirmation
that the user has been deleted

Step 3 o To reassign the cases, select the new AO

Step 4 o Select “Delete.” The cases will be reassigned to the new user

Step 5 e Toexitand return to the Home Page, click on the Return Home button at the bottom

of the User Management screen
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Reports

View

Admin

Reset to New

A Delete a User Account

You are about to Delete the account for:

1stLt. Bean, Lilly (lilly.bean@pentagon.af.mil)

Reassign the responsitibilities to a new Action Officer, then select Delete User

to: |—— Select -

v]

__Delete User _Cancel

ill be Reassigned to the New Action Officer:

FRNO Status In Follow-up Assigned AO POC ""ﬁr‘s' :n;:"’r"' ""ﬁf"“ef:;::r"fe' c"”'_’ri':;:;‘s“

2004-00652 New <

2004-00838 New <
2005-01050 Closed <
2007-00438 New 4 < <
2008-00525 New <« <« 4
2010-00072 Closed Yes <
2010-00081 Closed <
2010-00228 New <
2010-00464 New <
2010-00902 New <
2010-01010 New <
2011-00056 New <
2012-00493 New <
2013-00337 New <
2015-01015 New <
2016-00060 Completed <

Upon Delete, Suspense Tracking OF the User will be Removed:

There are no changes of this type

There are no changes of this type

Figure 10-10. Deleted User Has Assigned Complaints.
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CHAPTER 11 —- MANAGING ACTS DATA

FOIA, PA, Discovery, and OUR Requirements

ACTS records are subject to Freedom of Information Act (FOIA), Privacy Act (PA), Discovery,
and Official Use Requests (OUR) guidelines for collecting information and releasing Inspector
General documents. If ACTS data is determined to be responsive to a FOIA, Privacy Act, or
OUR request, print the Case File Worksheet and redact IAW DoD 5400.7/Air Force Supplement,
DoD Freedom of Information Act Program; AFI 33-332, AF Privacy Act Program; and/or AFI
90-301, Inspector General Complaints (for Discovery and OUR).

Exporting Data

The Export feature allows users to save a snapshot of the selected case file data for customized
reports and statistical analysis.

Secretary of the Air Force -

Inspector General = i — ]
7 |Automated Case Tracking System Search: [FRNO = @
Build: 5.0.1.3 Global Search | Other Searches ISJan:h Help.

MANAGEMENT: Complaints Reports View Admin
Search Results

Logoff | Home | Halp | User Manual

The following 1184 complaints matched your search:
(Status is 'Closed’)

Start of Records Mext 100 Records

All 1184 Records

S
B o=¥ | Nature of Complaint Assigned AD  ggit | NV |view | Print

Open:
01-Sep-
Capt/0-3.
2004 |Improper business MSat. Kauffman
BTIE T SisrrEl Closed: |relationship David (PA NG)
Frank
11-Sep-
2004

Open:
30-Jun-
Closed / 2004 ﬁg—nn. InIstatII !
Dismissed | Closed: Admin, Install
20-3dl- Admin (AFPC)

2005
Open:
15-Nowv- Mr.

2003-01655 [Anenymous Ziiz r:::;?‘t pl?(?gzzrcfi‘fni:c;ﬁ fessrece oei
Closed: =k Superlser First EXpOrt
conviction
23-Apr- (SAF) L

2004 individual
Open: -
23-Apr- M. case file data

- 2004 SuperUser Last,
2004-00012 [Anonymous Closed: SuperUser R
23-Apr- (5

2004

 Export Above Complaints Modify Search| | Return Home |

Complaints: Create | Search | Bulk Search --- Alerts: Wiew
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Directory
Admin: Change Password | Add User | Disable User | Modify User | Reset Password | Manage Content

Anonymous

SAF/IG Contact: Vincent DeBono
DSN: 425-1550
Comm: (703)588-1550
F.mil

Email: wincent.deb

Please read this warning and censent to menitoring notice.
Privacy Act protected information. Information may enly be disclosed as suthorized by the Privacy Act.
This websitz is compliant with S08 Rehabilitation Act as of 24 May 2004

Figure 11-1. Search Results Screen.
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Creating the Export Records.

Clicking on the “Export Above Complaints” button on the Search Results screen (figure 11-1)
initiates the process of creating a Microsoft Excel “Workbook™ consisting of five “Worksheets”,
named Complaints, Sources, Subjects, Allegations, and Case Notes, containing all the data in the
“search results” records. Creating the file may take several minutes. The user will be notified
that session time out may occur before the file is available for download and that an email will be
sent to the user with a link to the export file (figure 11-4). ACTS will provide a notice when the
file is available for download (figure 11-3). Clicking on the hyperlink in the ACTS notice screen
(figure 11-3) or the email (figure 11-5) will open the file within MS Excel (figure 11-6). Click on the
workbook tabs individually to view them. Save the temporary MS Excel file to the hard drive, or
network drive, before manipulating the data.

Step1l | « |Initiate a search for the cases to be downloaded. The search results will be displayed
in the Search Results screen (figure 11-1)

Step2 | « Click on the “Export Above Complaints” button (figure 11-1)

Step 3 | e The Bulk Export Notice screen appears (figure 11-2).

o Click on “Proceed” to acknowledge the warning that a session time out may occur
Step4 | « When the Export Results screen appears (figure 11-3), click on the “Complaint Export:
Microsoft Excel File” to open an MS Excel workbook containing the search results

Logoff | Home | Help | User Manual

putomated Case Tracking Syste Search: |FRNO ;” @

Search Results | Global Search | Other Searches | Search Help

MANAGEMENT: Complaints Reports View Admin

Bulk Export Notice

“ou are attempting to export a large number of complaints. This action may
take a few minutes. There iz the possibility that your browser will timeout
while waiting for a response from the server. Because of this possibility, the
ACTS System will email you a notice when your export has completed. The
email will contain a link to the files located on the ACTS System.

Email to : vincent. debono@pentagon. af.mil

Proceed| <=Back| Return Home |

Complaints: Create | Search | Bulk Search --- Alerts: Yiew
Reports: SOUIF | Reports | Record Retention Waorksheet | ACTS User Directory
Admin: Change Password | Add User | Disable User | Modify User | Reset Passward | Manags Cantent

SAF/1G Contact: Vincent DeBano
DSN: 425-1550
Comm: (703)588-1550
Email: vincent.debono@pentagen.af.mil
Elease read this warning and consent to menitaring notice.
Privacy Act protected information, Information may only be disclosed as autharized by the Privacy Act.
This website is compliant with 508 Rehabilitation Act as of 24 May 2004

Figure 11-2. Bulk Export Notice Screen.
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f | Home | Help |

Secretary of the Air Force
Inspector General Search: |FRNO ;” @

Automated Case Tracking System
Build: 5.0.1.2 Global Search | Other Searches | Sdarch Help

MANAGEMENT: ymplaints

Export Results

The complaints you specified have been exported into the following file:

Click the file below to download...
+ Complaint Export: Microsoft Excel File

Complaints: Create | Search | Bulk Szarch --- Alerts: View
Reports: SOUIF | Reports | Record Retention Worksheet | ACTS User Directory
Admin: Change B ord | Add User | Disable User | Modify User | Reset B d| M Content

SAF/IG Contact: Vincent DeBono
DSN: 425-1550

Comm: [7032)588-1550

Email: vincent.deb an.af.mil

Please read this warning and consent to monitoring notice.
Privacy Act protected infermation. Information may only be disclosed as authorized by the Privacy Act.
This websitz is ¢ i with S08 Rehabilitation &ct as of 24 May 2004

Figure 11-3. ACTS Exported Search Results Screen.

ho psoft O D0 O
J File Edit Yiew Favorites Tools Actions Help
J uew = | [B ™ | Gy Reply € Reply to Al W Forward | %SendiReg&ive | %Fi_nd %Organ\;e | B - @ ;E -
L] | (i} \\7|g ‘ From |Sub]ect |Raceived T I:
B Rathbun Roy Lt. Col SAF/IGQ ACTS III Export Complete Wed 7/7/200...
=Y Russell Keith E G5-12 AMC/IGG RE: HELP Wed 7/7/2004 ..,
@ McGraw, Donald C, RE: LRL to ACTS III Beta Wed 7(7(2004 ..,
% Dunson Cynkhia R M3gk 3 WGJIG RE: ACTS Problem Wed 7(7(2004 ..,
] Long, Jeffery L. LTC RE: Adminiskrative Questions. .. Wwed 7f7i2004 ...
@ Schumacher Gerald Maj 940 ARW/IG Register For ACTS III Training, 17 Aug 04 Wwed 7f7i2004 ...
@ Resel, Paul ACTS 111 Training Wed 7f7(2004 ...
=] ‘wasiak, Joseph E. RE: Administrative Questions. .. Wed 7f7(2004 ...
@ Donoho, John R RE: Resume of Roy Rathbun - Lee Bauer Referral Wed 7I7 (2004 ...
=] Escobedo, David RE: ACTS III Training Wed 7i7j2004 ... __|
=] Howerton, John W, (LTC) RE: Administrative Questions. .. Tue 7/&6/2004 ...
=] Mattingly, M. Chris COL RE: Administrative Questions. .. Tue 7/56/2004 ...
=] @ Kinley Kelli 1stLE SAFTG Lt Cal Adelsen's Farewell Luncheon Tue 7/56/2004 ...
My Sharteuts =] Silveria, Ellen, Ms., ROJIMOPS - Changes ta the CES #4111F - pls note Tue 7f&/2004 ...
Other Shorkouts @ Robles Linda 1 Capt 151ARWIG RE: ACTS III Training Tue 7f&/2004 ... LI
ey [ Ve Vi m il Abbumie " Toi e FAANA
|22 Items, 1 Unread

Figure 11-4. Bulk Export Complete—Email Notification
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= BEE
File Edit Yiew Insert Faormat Tools Actions Help

CoReply | HaReply to Al | W Forward | S L4 % W - ﬁ @ o

From: roy rathbun@pentagon, aF  mil Sent: Wed 7/7/2004 5:19 PM
Ta: Rathbun Roy Lk, Col SAFTGS
Co:

Subject:  ACTS III Export Complete

Tour ACTS I export has completed on Jul-07-2004 at 17:1%:06. The Link to your file 15 below. MNote, you MUST be
logged into ACTS I to retrieve it. If you are not currently logged in, please open a browser and do so. Then return to
thiz email and click the link below.

o Complant Export: Microsoft Excel File

Figure 11-5. ACTS Export Complete—Email Message With Link to File.

Eila Edit View Insert Format Tools Data Window Help
DEEHES @20 Y fBER o &= & 28 @B 7 s - llm =

A | =| FRNO

A B © D E

1 |FRNO Status NonJG Indicator Resolution Type Resolution Date Follow Up Needed Orig—|
2 12345 W= Mo Mo
3 |2004-00010 Completed Yes Mo
4 |2004-00013 Mew Mo Mo
5 |2004-00014 Cornpleted Mo 05-rAY-04 Yes
6 |2004-00015 Completed Yes Assisted Mo
7 |2004-00019 Under Investigation MNo Mo
8 |2004-00024 Completed Yes Dismissed 26-APR-04 Mo
9 |2004-00025 Under Investigation Mo Mo
10 |2004-00025 Mew Mo Mo
11 | 2004-00031 Cornpleted Ma Referral Mo
12 2004-00032 Cornpleted Ma Dismissed 26-AFR-04 Mo
13 2004-00033 Completed Mo fes
14 2004-00035 Completed Mo Referral Mo
15 |2004-00040 Mew Yes Mo
16 | 2004-00041 Completed Yfes Referral Mo
17 | 2004-00042 Completed Yfes Assisted Mo
18 2004-00043 Completed MNa Dismissed 28-AFR-04 Mo
19 2004-00044 Under Investigation | No Mo
20 |2004-00045 Completed Mo fes
21 |2004-00047 Cormpleted Mo Dismiszed 28-APR-04 Mo
22 2004-00048 Under Investigation Mo
23 |2004-00054 Under Irnvestigation Mo
M 4 » M complaints ¢ subjects f sources f case_notes f allegations [/ [
Ready

Figure 11-6. ACTS Export--MS Excel Workbook.

Purging Data

Upon closing a complaint record in ACTS, the system will calculate a record Disposition Date
(figure 11-7) based on the Closure Date, entered by the user. The disposition date will remain
editable after case closure. The user may update the disposition date after closure by entering a
revised date in the field or modifying the retirement date of any colonel, or equivalent, subject
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(figure 11-8). The record will appear on the Record Retention Worksheet (figure 11-9) as eligible for
purge on or after the disposition date in the system. Records that have been marked as
permanent or moratorium will be listed at the bottom of the sheet with appropriate disposition
dates (none for permanent) (figure 11-9). Only records that your office has Created,
Transferred/Received, or Notified/Received will be displayed on your Record Retention
Worksheet.

Purge Data

Step Action

Step 1l | « Click on “Record Retention Worksheet” in the Reports menu option on the Menu bar

or the footer menu bar (figure 8-1)

Step2 | o The Record Retention Worksheet notice screen appears (figure 11-9).

Step 3 | e Printthe Record Retention Worksheet by clicking the “Print Purged Complaints”

button and close the screen

Step4 | « Compare the Record Retention Worksheet with the case files stored in your office.
Annotate on the Record Retention Worksheet, using the check boxes for the records
that will be purged

e Open the Record Retention Worksheet in the system again and check the boxes in
the system to match the printed, verified Record Retention Worksheet

 Click on “Continue With Purge” (figure 11-9)

Step5 | « The Confirm Purged Complaints notice screen appears (figure 11-10)

« Click on “Continue With Purge”

Step6 | « An Internet Explorer dialog box will appear, requesting confirmation (figure 11-11)

 Clicking on “OK” will purge the records from the system and open the Purged
Complaints Notice Screen (figure 11-12)

Step7 | e Click on “Print Purged Complaints” to launch a new browser window with a printer
friendly version of the dated Destroyed Complaints record. A printer selection
dialog box will appear (figure 11-13)

« Click the “Print” button to print the Destroyed Complaints Record (figure 11-14)

Step8 | e Click on “Close Window” to return to the Purged Complaints Notice screen

Record Retention Info

*Record Retention

Date 31-Dec-2008

- OR -
Fermanent -
_OR -

**Record Retention Not

Moratorium r Cate Specified

***Comments yot Specified

Figure 11-7. Record Disposition Information Box (Suspenses/Dates Tab).
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ecretary of the Air Force

1 Help | User Manual |

Inspector General F
Automated Case Tracking System Search: [rano

Build: 5.3.2.1 Global Search | Advanced Searches | Search Help

Reports  View  Admin  Reset to New

Record Retention Worksheet

Select All
[® = complaints that contain a Follow-up Suspense
CASES ELIGIBLE TO BE PURGED
Complainant/ Record e
FRNO Requestor | Subject Name| Open Date | Closure Date | Retention paiseuseha
Hame Date Loy
I |2005-01105 [sersdfg 21-Mar-2005 |21-Mar-2005 |21-Mar-2006
= n n n T n n 7
[® - complaints that contain a Follaw-up Suspense
NON-IG CASES ELIGIBLE TO BE PURGED
3 Record E
ol / :
ERNO plomplainant! | subjectName | OpenDate | Closure Date Rstention Simrad Kt
I |2005-01485 |Anonymous Sob 273un-2005 |28-Nov-2006 |31-Dec-2008 |DOD Action
I |2008-03105 |anonymeus srown 01-Now-2006 |02-Nov-2006 |31-Dec-2008 |Hurricane Katrina
I |2008-03132 |Goode 15-Now-2006 |15-Nov-2005 |31-Dec 2008 |G5-15/Pay Band 3

I® = Complaints that contain a Follow-up Suspense
COLONEL CASES ELIGIBLE TO BE PURGED

Complainant/ = Special Interest
ERNO e Subject Name | OpenDate | Closure Date bt
I~ |2004-00179 |Landau Jalopy 02-May-2004 |25-May-2004 (31-Dec-2008 |Reprisal

[® - complaints that contain a Follow-up Suspense
DISCARDED CASES WITHIN 90 DAYS OF COMPLETION DATE / CLOSURE DATE

Completion N
Complainant/ < Special Interest
ERNO Subject Name Open Date Date /
Reguestor Name R s Category
2009-00630 |williams 22-1ul-200% None
2009-00681 |Anonymous 14-Aug-2009 | 14-Aug-2005 |Mone

[ - complaints that contain a Follow-up Suspense

ERMANENT CASE RECORD:

FRNO 'L _|subject Name| Open Date | Closure Date 5"“5:';:::;“‘ Ricord Retenton Connrents
2004-00073 |Anonymous __|Felix 04-May-2004 |05-May-2004 keep this one forever!
Anonymous |Lumberton _|08-May-2004 |25-May-2004 25-May-2004
Sean Warner 20-May-2004 |18-Dec-2006_|DOD Action | tiklhligl
2004-00325 |Anonymous 08Jul-2004 _|08-1ul-2004 who cares
2004-00915 B|Anonymous  |Clodfelther | 30-Nov-2004 |01-Dec-2004 01-Dec-2004
Anonymous 30-Nov-2004_|30-Nov-2004 vep!
Anonymous  Philmore 13-May-2005 |13-May-2005 *“Required if Moratorium is

selected *** Required if
Permanent or Moratorium is
selected. 1732001)" (&=)%(*
Per SAF/IGQ FOIA officer,
email 6 Dec 05

2005-02002  [Anonymous 08-Nov-2005 |07-Dec-2005

For Offi

ial Use Only

This is a privileged document. It will not be released (in whole or in part), reproduced, or given additional
dissemination (in whale ar in part) outside of Inspector General channels without prior approval of The Inspector
General (SAF/IG) or designee.

_Print Purged Cases Continy

Permanent/
Moratorium
Records

Cases: Create | Sszrch | Bulk Ssarch --- My Alerts & Suspenses: View
Reports: SOUIF | Suspenss Regort | Reports | Record Retention Worksheet | ACTS User Dirsctery
Admin: Change Passwerd | Add User | Diesble User | Medify User | Resst Dassword | Manags Content

Figure 11-8. Record Retention Worksheet.
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Secretary of the Air Force
Inspector General
Automated Case Tracking System
Build: 5.0.1.3

MANAGEMENT: Complaints Reports View Admin

Confirm Purged Complaints

PURGED COMPLAINTS

COMPLAINTS ELIGIBLE TO BE PURGED:

Record

Complainant/ Subject Name Open Date  Closure Date Retention Spedal Interest

FRNO
Regquestor Name e Category

2004-00190 Anonymous Korn 26-May-2004 26-May-2004 26-May-2006
2004-00191 Anonymous 26-May-2004 28-May-2004 28-May-2006

NONJIG COMPLAINTS ELIGIBLE TO BE PURGED:

Record

Complainant/ Subject Name Open Date  Closure Date Retention Spedal Interest

FRNO
Regquestor Name e Category

2004-00188 Anonymous Boruff 26-May-2004 28-May-2004 28-May-2006
2004-00236 Anonymous Walters 08-Jun-2004 08-Jun-2004  08-Jun-2006

COLONEL COMPLAINTS:

Record

drwpeeri Subject Name Open Date  Closure Date  Retention drzeel i

FRNO
Requestor Name e Category

2004-00777 Jones Smith 14-Sep-2004 06-Dec-2004 06-Dec-2006 Colonel (and Selects)
2004-00843 Anonymous Boss 18-Oct-2004  26-Oct-2004  26-Oct-2006

DISCARDED COMPLAINTS:

Record
Subject Name Open Date Closure Date Retention
Date

2004-00279 Anonymous 30-Jun-2004  30-Jun-2004 28-Sep-2004
2004-00332 Anonymous 09-Jul-2004 01-Dec-2005 01-Mar-2006

Complainant/
Requestor Name

Special Interest

FRNO e

You are about to purge the above Complaints.

Continue with purge?

| Go Back | Continue With Purge |

Complaints: Create | Search | Bulk Search --- Alerts: Wisw
Reports: SOUIF | Eeports | Record Retention Worksheet | ACTS User Directory
Admin: Change Password | Add User | Disable User | Modify User | Reset Pessword | Manage Content

SAF/1G Contact: Vincent DeBong
DSN: 425-1550
Comm: (702)588-1550
Email: ¥incent.debono@pentagon.afimil
Please read this warning and consent to monitoring notice,
Privacy Act protected information, Information may only be disclosed as authorized by the Privacy Act.
This websitz is li with 508 Rehabilitation Act as of 24 May 2004

Figure 11-9. Confirm Purged Complaints Notice Screen.

Windows Internet Explorer _|

You are about to purge these case(s).
] Continue with the purge?

The purge may take a while, please be patient.

oK Cancel

Figure 11-10. IE Dialog Box—Reaffirmation of Purge.
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Secretary of the Air an:ea?g-=

Inspector General & =
Automated Case Tracking System = Search: |FRNO _x||2004-00259 @
Build: 5.0.1.3 Search Results | Global Ssarch | Other Searches | Ssarch Help
MANAGEMENT: Complaints Reports View Admin

Logoff | Home | Help | User Manual

Purged Complaints Complete

PURGED COMPLAINTS

Your Complaints have been successfully purged!

| Print Purged Complaints

Complaints: Create | Search | Bulk Search --- Alerts: View
Reports: SOUIF | Reports | Record Retention Workshest | ACTS User Dirsctory
Admin: Change Password | Add User | Disable User | Modify User | Reset Password | Manage Content

SAF/IG Contact: Vincent DeBono
DSN: 425-1550

Comm: (703)588-1550

Email: vincent.deb on.af.mil

Elease read this warning and consent to monitoring notice.
Privacy Act protected information. Infermation may only be disclosed as autherized by the Privacy Act.
This websitz is compliant with 508 Rehabilitation Act as of 24 May 2004
[

Figure 11-11

Purged Complaints Complete Notice Screen.

& Print

s

General | [bﬂgns |

~ Select Printer

2| add Printer
10014 4250.PCL on hafps000
=2 1Ros020_4250,PCL on hafps000

£, 1R0O5110_HP4550.PCL on hafps
;:é Microsoft Office Document Imag

Status:  Feady [T Prnttofile  Preferences |

Location: 1Ros014

| i

" Selection
" Pages:

Comment: HP Laserlet 4250 PS <134.205.50.223> Find Printer... |
— Page Range
= Al

[ ¥ Coflate
Enter either a single page number or a single

page range. For example, 5-12

Mumber of copies: |1 3:

" Cument Page

Figure 11-12.

Prirt Cancel |  Appy |

Printer Selection and Print Dialog Box.
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“2j AUTOMATEd LOMPIZINT | FACKING SYSTEM - MICFOSOTT INTErMET EXPIOrer proviaea by USAF

File Edit View Favorites Tools Help | ,"
- L] y _,-'\l_ X h:
\_) Back - \_’) - \ﬂ @ '\J 7~ Search L‘c;/\i) Favorites Q-‘? T g ﬂ < i 1 fi
Address Iﬂj https: //netdev.hg.af.mil/af/misc/afpcafgafacts Presentation/Report/PrintPurgeCompleteSummary . cfm j Go | Favorites
[ |
The following Complaints have been destroyed:
COMPLAINTS ELIGIBLE TO BE PURGED:
Complainant/ MzErid Special Int =
FRNO ompainan Subject Name Open Date Closure Date Retention pecial interes
Requestor Name Date Category
2004-00190 Anonymous Korn 26-May-2004 26-May-2004 26-May-2006
2004-00191 Anonymous Sumac 26-May-2004 28-May-2004 28-May-2006
COLOMEL COMPLAINTS:
Complainant/ Czerd Special Interest
FRNO R P Subject Name Open Date Closure Date Retention P
equestor Name Date Category
2004-00777 Jones Smith 14-Sep-2004 06-Dec-2004 06-Dec-2006 Colonel {and Selects)
2004-00843 Anonymaous Boss 18-0Oct-2004  26-Oct-2004  26-0Oct-2006
DISCARDED COMPLAINTS:
Complainant/ Resolution Record Special Interest
FRND P Subject Name Open Date Retention B
Requestor Name Date Date Category
2004-00279 Anonymaous Jerk 30-Jun-2004  30-Jun-2004  28-Sep-2004
2004-00332 Ancnymous 059-Jul-2004 01-Dec-2005 01-Mar-2006
Close Window
This is a protected document. It will not be released (in whole or in part), reproduced, or given additional dissemination (in whole
or in part) outside of Inspector General channels without prior approval of The Inspector General (SAF/IG) or designee.

Figure 11-13. Destroyed Complaints Notice Window (printer friendly).

Reset to New

On occasion, it may be necessary to “restart” an IG case. The reasons for this vary. However,
when it is necessary, this feature will allow certain users to take a case that is in “completed” or

even “closed” status and reset it to “new”, This action will delete the current values in certain

fields and replace them with new values.

Reset to New

Step Action
Stepl | o Click on “Reset to New” on the Menu bar.
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Step2 | o The “Reset Complaint to New: Enter FRNO” screen appears, figure 11-14,

Step3 | o Enter the FRNO of the case you want to reset.

Step4 | o The “Reset Complaint to New: Summary of Changes” screen appears, figure 11-15
« Ensure you understand the changes that will occur, the click “print casefile
worksheet” to preserve a record of the information that will be changed.

Step5 | ¢ Click “Reset to New” to initiate the changes listed in figure 11-15

Step6 | o A successful validation screen will appear, figure 11-16.

Lagoff | Home | Help | Uzer Manual

Quick

Saarch: |Assigned A _V_"instr @

= _ Ssarch Results | Global Search | Advanced Searches | Search Help

Admin Rasat to New

Reset Complaint to New: Enter FRNO

Select a Complaint

Which Complaint would you like to reset to New?

FRNO: |2004-00159

Search | Cancel

Cases:
Reports: SOUIF | Su eport | Reports | Re
Admin: Change Passw: User | Disabls User

stention Workshe
fv User | Resst

User Directory
d | Manage Content

Local Centact: Vinny DeBono
Email: vincent.debono@us. af.mil

Elease read this warning and consent to menitoring notice.
Privacy Act Information—-The infermation accessed through this system is FOR OFFICIAL USE OMLY and must be protected in accerdance with the Privacy Act and &F1 33-332,
This site complizs with S=ction S08 of the Rehzbilitation Act of 1998 a5 of 31 July 2003,

._
Figure 11-14. Reset complaint to new: Enter FRNO.
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Inspector General
Aitamated Case Tracking System

Build: 3333
Repovls  Actions i Rusak L Mow
Resat Complaint to New: Summary of Changas
Reset to New Confirmation
0ch are abaut tn Reset Complaint 2004-00159 to Mew.
1 you proceed, the system will resel all ol the lields below.
You will not be able to retrieve this data after it has been Reset to New.
The fallewing fields will be reser:
| Main Tali: General Info
Field: ald value: New val
Complaint Status Clused New
Complaant Type Complaint Complaint
|Cverall Finding Mot Substantiated Mot Specified
Maln Tab: Resolution Info
Field: 0ld value: New Value:
nesclution Type Mot Mot
Referral Qrgamaatun Hol Specified Mol Specified
Aefrrral Qrganization Other Hat Specified Mot Specified
| main Tab: Worked the Case
Field: old value: Mew Value:
|clesing Ao Maj. 19Instr, iigte Mot Specified
/Dates Tab:
Field: Old Value: Hew Value:
Analysis Complete Date 19-May-2004 Mot Specified
Tasking Date 19-May- 2004 Mot Specified
Fre-Fact Finding Complete 20-Mar 2008 Mot Specified
Fact Finding Complete 20-Mar-2008 Not Specified
Hepurt Writing Complete 20-Mar-2008 Hot Specified
16 Quality Review Camalete 20-Mar- 2008 Mot Specified
Technical Review Complete ot Specified Mot Specified
Legal Review Complete 20-Mar 2008 Mot Specified
Campletion Date 20-Mar 2008 Ml Specified
MAF/State IG Review Complete Hol Specified Hot Specified
MAJCOM Review Complate Mot specified Mot Specified
SAF/1GQ Review Complete Not specified Mot Specified
el Aeview Submissian Nat Specified Mot Specified
Dol Heview Respanse Nat Specified Mot Specified
Closure Date 20-Mar-2008 Hot Specilied |
Suspenses/Dates Tab: Follow-Up Suspenses |
Field: uld value: New Value:
Follow-up Suspense Cale Mol Specilied Mol Specilied
Susp /Dates Tab: Rep ys |
Field: uld value: New Value:
Acknowledgement Cue to Complainant Mol Specified Mol Specilied
Intenim Response Cue to Complainant Hol Specified Mol Specilied
Progress Report Due to HMQ ot specified Mot Specified
Col. Equiv. Netification Due to SaF Not specified Mot Specified
|fras nesfication cus te g Mot specified Mot specified
SAF Notdficatian Oue to Dol Nat Specified ot Specified
|Complaint Analysis Due o HHQ Mol Specilied Nul Specilied
.HHC RR/1 Progress Repart Due to SAF Mol Specilied Mol Specilied
AF Progress Report Cue to DaD Mot specified Not Specified
|Caolx Hotine Pragress Aaperst Due Mat Specified Mot Specified
| Suspenses/Dates Tab: Record Retention Tnfa
| Field: old value: Hew Value:
|Field ratention Cate 31-Dec-2010 ot specified
| SAF Rezention Ciate 31-Dec- 2018 Hat Specified
|Permanent Indicatcr No No
|Maratarum Indicator No
| Maratasum Retention Cate Hat Specifi

|Recerd Re

e

n Comments Not Specified

Casesi Sragny My Alerts & Suspenses: |
Repartsi SCUUIE ] Essancipn AZTE Usar Dirseryey
Adming Changs Syspeqrs | A28 et | Dlzable Urar | Eaghr fassoprg | H4sagy Conans

Laeal Eastact: Vinny Dalisas
Email: wncestdebanoBurafod

# tyBtam (s FOR OFFICIAL USE ONLY and must Ba protected in accardanca with tha Brivacy Act iad 26T 33- 132,
This sits eamplian with Sastion SO0 of the Bahshiliestizn 228 of 1998 43 2637 July 2009,

Figure 11-15.

Reset complaint to new.
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Secretary of the Air Force _
Inspector General = -
‘Automated Case Tracking System
Build: 5.3.2.1
Reports Actions View Admin Reset to New

SI'- he IAssigned AD L”instr
Searéh'.Rm]t&!-‘.GLubﬂ Search | Advanced Searches | Search Help:

Reset Complaint to New: Confirmation

Validation: Successful

FRNO: 2004-00159

Your complaint has been Reset to New

Cases: Creates | Szarch | Bulk Ssarch --- My Alerts & Suspenses: Wisw
Reports: SOUIF | Suspenss Feport | Feports | Record Retention Waorkshest | ACTS User Directory
Admin: Changs Bassword | Add User | Disable User | Maodify User | Resst Bassward | Manage Cantent

Loczl Contact: Vinny DeBono
Email: wincent.debono@us.af.mil

Elease read this warning and consent to monitering notice.
Privacy Act Information—The information accessed through this system is FOR OFFICIAL USE ONLY and must be protectad in accordance with the Privacy Act and AFI 33-332,
This site complies with Section 508 of the Rehabilitation Act of 1598 a5 of 31 July 2005,

Figure 11-16. Reset complaint to new: Confirmation.
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APPENDIX A — GLOSSARY OF TERMS

Term
Anonymous
Closed

Command Action
Command Unit
(CU)

Complaint Status

Completed
Connectors
Criteria

Discarded

Error Field

File Reference
Number (or
FRNO)
Notify

Home Page
IG Action
NAF

New

Open Date

Operators

Report

Explanation
Refers to anonymous complainants

Resolution actions are “Closed” when all actions IAW 90-301, are complete
and the complainant has been notified of the results. The Closed state is final;
there are no allowable actions on a closed complaint; however, you may
document the date all Follow Up actions were completed, change the
disposition date, update the retirement date of Colonel or equivalent subjects
and enter case notes

Command/corrective action taken because of a substantiated allegation

Major Commands, Forward Operating Agencies, and Direct Reporting Units

The system generated status of the complaint, based on the actions selected by
the user (i.e., new, under investigation, completed, closed, discarded)
All resolution actions will pass through the “Completed” state. “Complete” the
action, i.e., Dismiss, Investigate, Refer, Assist, when all requirements IAW 90-
301 are complete.
And/ Or
The combination of a complaint field, operators, and search string
The 1G determined that the complaint is a duplicate or entry error. The system
records the complaint, but marks it such that it is ignored
Following unsuccessful submission, ACTS will notify the user why the
submission was unsuccessful. The fields that caused the submission to be
unsuccessful are referred to as error fields (identified with an exclamation mark
[T and highlighted in pink/red)
A unique numeric identifier assigned to each case file by ACTS when the ACTS
file is created.

An action which creates an alerts for both the sender and receiver when a case
requires attention at another level without moving the ownership of the
complaint (e.g., a Colonel notification; or an investigation which requires
higher level quality review, but final action rests with the installation I1G)

The opening menu following successful login to ACTS

Any duty related activity performed by the 1G

Numbered Air Force

The complaint has been recorded and is awaiting assignment to an 1G for
resolution

The date the complaint entered the Air Force 1G system. Record the date the
first contact with any Air Force IG occurred regarding the complaint; may be
earlier than the date of initial ACTS entry.

Components of an advanced search, used to identify the records sought (e.g.,
plus [+], greater than [>], less than [<], etc, where search might be: open date >
1 Jan 03, to retrieve all cases opened after 1 Jan 03)

A report is a method for presenting retrieved, sorted data in a specific format
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Resolution Type Type of action that resolved the complaint
- Substantiated investigation
- Not substantiated investigation
- Dismissed — automatically generated
- Referral — automatically generated
- Assist — automatically generated
- Discarded—Entry Error
- Discarded—Duplicate
Source Where the complaint originated
Transfer An action that transfers ownership of the ACTS complaint record to an Action
Officer specified by the sender and creates alerts for both the sender and
receiver. Action is complete when receiver opens complaint record for edit and
subsequently submits the complaint for validation

ATCH 1 - TROUBLESHOOTING TIPS

Can you access the application?

What do you see on the screen when you access the correct URL?
Do you see a white screen with an error message?
Do you see the appropriate Login page?
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If you see an error message, copy it into an email message or dictate it over the phone to
the person helping you.

If you cannot access the application at all, try to access the following URL.:
https://netdev.hg.af.mil/whoami.asp
What do you see?
Do you see your Host Name and IP (Internet Protocol Address)?
Copy what you see into an email message or dictate it over the phone to the person
helping you.

Can you login to the application?

If you see the appropriate Login page, try to login. What happens?
Are you allowed into the system?
Are you allowed into the system, but see some kind of error message?
Are you denied access? If so, what is the system telling you?
Is your username/password combination incorrect?
Is your account disabled or locked out for some reason?
Are you positive you are attempting to login into the system you think you are? Double-check
your URL!

If you see an error message, copy it into an email message or dictate it over the phone to
the person helping you.

Are you getting an error once you are in the application?

If you are able to login to the application, what is happening?
Do you see the appropriate Home Page?
Is there an error message on the Home Page?

If you are able to proceed with normal activities, like searching and opening a complaint, what is
happening?

Is the application responding appropriately?

Are you seeing an error message? Is it specific?

If you see an error message, copy it into an email message or dictate it over the phone to the
person helping you.

Defect Report

DEFECT REPORT/QUESTION
ACTS Release 5.60

Build:

Number: Submitting Date Submitted:
Organization:
Submitter: Date Received:
Name/Phone
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Headline
Summary:

Type:
Screenshot available:

Problem / Enhancement
Yes / No

Impact (Critical, High, Med, or Low): |

Problem
Description
(include
screenshot, if
available):
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Appendix B CUSTOM REPORTS

Secretary of the Air Force
Inspector General (SAF/IG)
ACTS Custom Reports Help Manual

13 December 2013
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1. Filter Fields

1.1 Overview
Tab 1 — Choose Filters:

‘ @Chﬂnﬁeﬁdumrﬁ&Subﬁtﬂstisphv Lv H @GenerateYnurRepnrt @ ‘ R Help

* Date Type: L2
Open -

Office Filter: @

Case Type: 7]

Originating
Source: @

Special Interest
Category: e'

Final Finding:o

IG or Not: @

FOIA
Exemptions: 7]

CUSTOM REPORT FILTERS @

Q Enter a Report Title:
Any filter feft blank or with "--All--" selected will not narrow the report by that filter (all records returned regardless of that filter)

Select the Filter Criteria for your Ileport@

* Run Dates .ﬂus:o * Begin:
Dates Selected -

COMMANDUNIT _ .
NAF [El Office List @

INSTALLATION ~

[¥] Include all offices under selected office(s)

-- All --

FDI.n:fPA Case Status: L7
OUR

EVTE - .
Commander =1 Functional
Congress/LLI Area: [2]
DoD -- Action i
EVVE - .
Colonel (and Selects) (=1 Allegation
Congressional Type: [7]
DOD Action i
.

Not Applicable Overall
Not Substantiated Finding:o
Substantiated

- All | .
1G Resolution
Non-1IG Type:

- Al |8

b7c (=

b5

b6 =

- End: w7

Appealed =1
Closed
Completed 2

|

-
Civil EngineeringsSDC =)
Communications
Contracting

-

|

Abuse =1
Abuse of authority
Fraud 2

S
Not Applicable

Not Substantiated
Substantiated

-
Investigation =l
Assisted

Dismissed

Choose Columns >>  |u24 Reset Filters to Defaults Q Reset Al Filters & Display to Defaults (2]

Field Name

Description

Enter a Report Title | This is the title that will be displayed at

the top of your generated report.

' Notes

Report Title defaults to blank, but
you can type in whatever you want
(EXAMPLE: "Cases within Goal by
Year"). If you are going to save the
report, you will get another chance to
enter a title upon save. The title should
be descriptive and contain fields used
if possible, as the title is the only
means of communicating what the
results of the report should be




(EXAMPLE: "Substantiated Fraud
Cases By Command Unit").

Filter Criteria

Whatever you select in the Filters tab
will narrow the result set of your
generated report

Date Type

Report will generate only cases with the
selected Date type

Options:
e Open
e Completed
e Closed

The date range (Begin-End) is based
upon this date field. Report will
generate only cases with the selected
Date type Options.

You can only select one at a time.
Defaults to "Open". This field is
required. (EXAMPLE: If you want to
pull Cases that were Opened between
01-JAN-2012 and 01-JAN-2013,
inclusive, you would specify "Open" for
the Date Type, 01-Jan-2012 for
"Begin:" and "01-Jan-2013" for "End:".)

Run Dates As

Options:

e Dates Selected: Allows manual
entry Begin/End Dates

e YTD (Year To Date): Displays 01-
Jan through Current Day

e Quarter-to-Date: Sets the begin/end
dates of the current quarter (Jan-
Mar, Apr-Jun, Jul-Sep, Oct-Dec).
The end date is set to the current
date.

e Month-to-Date: Sets the first day of
the month as the begin date and the
current date as the end date.

e Ending 180 Days Ago: Sets an end
date of 181 days before the date the
report is generated. Uses the begin
date of 3 years before the date the
report is being run. Displays: 3 yrs.
ago to 181 days ago.

All Dates can be modified. This field
is required. Defaults to "Dates
Selected”

Begin

Select the beginning of the date range
for which you want to filter.

Modifiable only when using Dates
Selected. You can either select the
date by clicking the calendar icon or by
typing in a date. Any recognizable date
format should convert to the standard
"DD-Mon-YYYY" format. Defaults to a
Blank Field. This field is required.

End

Select the end date of the date range
for which you want to filter.

Modifiable only when using Dates
Selected. You can either select the
date by clicking the calendar icon or by
typing in a date. Any recognizable date
format should convert to the standard
"DD-Mon-YYYY" format. Defaults to a
Blank Field. This field is required.

Office Filter

You can select one from:
SAF/IGQ
COMMANDUNIT
NAF
INSTALLATION

You may only select one option.
Whatever you select will determine
what is displayed in the Office List. It
should default to the highest office
to which you have access.




Office List

Select one or more offices and the
system will filter the result set by the
offices selected.

Defaults to "All." For assistance with
the select lists, click Here. “Include all
offices under selected office(s)”
defaults to selected. If you want to
exclude all offices under the selected
offices, uncheck the check-box.

Case Type

Select one or more Types and the
system will filter the result set by
records that are that Case Type.

Options:
o All
e Complaint
e FOIA/PA
e OUR

Defaults to Complaint. For
assistance with the select lists, click
Here.

Case Status

Select one or more Case Statuses and
the system will filter the result set by
Cases that are currently in that status.

Options:
o Al
Appealed
Closed
Completed
New
Open
Perfected
Under Investigation

Defaults to "All." For assistance with
the select lists, click Here.

Originating Source

Select one or more sources and the
system will filter the result set by cases
that were originated by the sources
selected.

Options:
o Al
Commander
Congress/LLI
DoD — Action
DoD - Info
EEO
HAF (SECAF/CSAF)
IG
Individual
MEO
oSl
Secretary of Defense
Sr. Officer Matter
Third Party
White House

Defaults to "All". For assistance with
the select lists, click Here.

Functional Area

Select one or more Functional Areas
and the system will filter the result set
by cases that meet the areas selected.
This List may change at any time by

Defaults to All. For assistance with
the select lists, click Here.




SAF/IGQ staff, but could contain
options such as: All, Civil Engineering,
Civilian Personnel, Communications,
etc.

Special Interest
Category

Select one or more Categories and the
system will filter the result set by cases
that contain the categories selected.
This List may change at any time by
SAF/IGQ staff, but could contain
options such as: All, Colonel (and
Selects), Congressional, DoD Action,
etc.

Defaults to All. For assistance with
the select lists, click Here.

Allegation Type

Select one or more Allegation Types
and the system will filter the result set
by cases having Subjects with the
Allegation Type(s) selected. This List
may change at any time by SAF/IGQ
staff, but could contain options such as:
All, Abuse, Abuse of Authority, Fraud,
etc.

Defaults to All. For assistance with
the select lists, click Here.

Final Finding

Select one or more Final Finding
Options and the system will filter the
result set by Cases having Allegation(s)
with Final Finding(s) that meet the
Types selected.

Options:
e All
e Not Applicable
e Not Substantiated
e Substantiated

Defaults to All. For assistance with
the select lists, click Here.

Overall Finding

Select one or more Overall Finding
Options and the system will filter the
result set by Cases that meet the Types
selected.

Options:
o All
e Not Applicable
e Not Substantiated
e Substantiated

Defaults to All. For assistance with
the select lists, click Here.

IG or Not

Select either All, IG or Non-IG and the
system will filter the result set by cases
that meet the option selected.

Options:
o Al
o IG
e Non-IG

Defaults to All. For assistance with
the select lists, click Here.

Resolution Type

Select one or more Resolution Types
and the system will filter the result set
by cases that meet the Types selected.

Options:

Defaults to All. For assistance with
the select lists, click Here.




All
Investigation
Assisted
Dismissed
Referral

FOIA Exemptions

Select one or more FOIA Exemption
Types and the system will filter the
result set by cases that meet the Types
selected.

Examples:
e Db7c
b5
b6
k2
bl
b2
b3
b4
b8
b9
j2

Defaults to All. For assistance with
the select lists, click Here.




Tab 2 — Choose Columns & Subtotals to Display:

4 Custom Reports Help
@Clmse Filters L\« ‘ (2 Choose Columns & Subtotals to Display * ‘ @General:e Your Report @ ‘

Data Column Display & Subtotal Options @

- - Subtotal By This Subtotal By This
i =7y TS Eoliglsng Field (First-Level) Field (Second-
Field? Order*

Level)

Data Field Q

Mo Date/No Subtotal [ @
Date By Year
Date By Quarter
Date By Month

Office: Command Unit
Office: NAF

Office: Installation
Case Type

Case Status
Originating Scurce

Functional Area

Special Interest
Category

Allegation Type
Final Finding
Overall Finding
IG or Mot
Resolution Type
FOIA Exemptions

CI\FIEIRTR B SRR SA

* Sort Order numbers do not need to be consecutive

© - Report returns only Closed Clases - & = Report returns only Completed and Closed Clases

Summary Columns to Displa @

Number of Cases o [[] Percent of Total Case Count e [ Number of Allegations o [“] percent of Allegations o
DO Number of Investigations DO Percent of Investigations DO Number of Cases Within DO Percent of Cases Within
Substantiated o Substantiated o Goal for Resolution Type o Goal for Resolution Type o

[T 1nclude a Grand Total Line @

- OR
Process Timeline Steps ®
DAnaIvsis DTasl-cing [] pre-Fact Finding [ Fact Finding
[ Report Writing B e Quality Review [[]Technical Review [ Legal Review
["] caze Completion [ naF/State 1G Review [[ImaIcom rReview [ saF/1GQ Review
[ DoD Review Submission [T DoD Review Completion

| Check/Un-check
ALL StgLso

Generate Your Report > 0 Reset Display to Defaults O Reset All Filters & Display to Defaults 0

| Open to Complete o [} Open to Closeo

Field Name Description

Data Column This section will determine what
Display and columns and subtotals are displayed on
Subtotal Options your generated report. Cases with
Section Office = Null will be displayed as "Not

Specified".




Column Sort Order

Enter a number indicating the horizontal
order of columns on the Generated
Report. This indicates the order, left to
right, in which displayed columns will
appear on the report. This field is
enabled when you select the "Display
This Field" radio button or checkbox.
The lower the number (1), the furthest
left the column will display in the
generated report. The system will
assign the column sort order in the
order the field was clicked, but it can be
changed. Decimals can be used to add
a sort between two consecutive whole
numbers.

Data Field

These are the options that can be
displayed, subtotaled first or second
level and Sorted.

Lists Display and Subtotal fields for
generated report.

Options:

e No Date/Subtotal
Date By Year
Date By Quarter
Date By Month
Office: Command Unit
Office: NAF
Office: Installation
Case Type
Case Status
Originating Source
Functional Area
Special Interest Category
Allegation Type
Final Finding
Overall Finding
IG or Not
Resolution Type
e FOIA Exemptions

When the checkbox or
radio button is selected for
a field, the system will
enable the Column Sort
Order, Subtotal by the
field and will add a
number to the column sort
order. Cases with Office =
Null will be displayed as
“Not Specified” on the
report.

Display This Field

If selected, the system will display the
Data Field on the generated report in
the sort order selected.

Subtotal by this
field (First-Level)

Any enabled Data Field can be
subtotaled. Up to 2 subtotals are
allowed. If a Data Field is not selected
for display, it will not be allowed to be
selected for subtotaling.

If you are subtotaling, you
should select the first column
that you want to subtotal as
your first column sort order
and the second-level subtotal
(if you want one) as your
second column sort order. If
your subtotals do not go in the
same order as your columns
sort order, you may get a
report that looks like it has too




many subtotal lines, and any
percentages subtotaled may
not make sense to you. That
is because the subtotal figures
may be based on detalil
figures that are sprinkled
throughout the report rather
than being grouped together.

Subtotal by Field
(Second-Level)

Any enabled Data Field can be
subtotaled. Up to 2 subtotals are
allowed. If a Data Field is not selected
for display, it will not be allowed to be
selected for subtotaling.

This option is only available if
the 1t level subtotal is selected
first

If you are subtotaling, you
should select the first column
that you want to subtotal as
your first column sort order and
the second-level subtotal (if you
want one) as your second
column sort order. If your
subtotals do not go in the same
order as your columns sort
order, you may get a report that
looks like it has too many
subtotal lines, and any
percentages subtotaled may
not make sense to you. That is
because the subtotal figures
may be based on detail figures
that are sprinkled throughout
the report rather than being
grouped together.

Summary Columns
to Display Section

This section will determine what
Summary Columns will display on your
generated report.

Number of Cases

This displays the Number of Cases
meeting filter criteria. At least one
summary column must be selected for a
report. View more details works the
same way as the Global search
function. Click on the underlined case
count number to view more details.
Does not display detail data for purged
cases but indicated it was purged.

This option is selected
by Default. Number of
Cases is auto selected -
one summary column
must be selected for a
report.

Percent of Total
Case Count

When the subtotal for this is selected,
percentages are based on the subtotal
and not the total for all included cases.
For example, if a time period data
column is selected (Date Year, Date
Quarter, or Date Month) then the
percent of total cases will be calculated
for that time designation only. If no
subtotal is selected then calculate the
percent over all cases selected. This
applies to Percentage of Allegations,
Percent of Cases Substantiated, and

Round to the nearest whole
number unless the percent is
less than 1 percent, in which
case next round up to 1
percent. (applies to %
investigations, % allegations,
and % completed within Goal,
summary columns listed below)




Number of Cases Completed Within
Goal.)

Number of Displays the Number of Allegations
Allegations returned for specified report criteria. A
case can have 0 or more allegations. If
specific Allegations are chosen as filters
(not "ALL"), only Allegations of the
type(s) selected are counted.
Percent of Percent of Allegations returned for
Allegations specified report criteria. Number of
Allegations DIVIDED BY Total Number
Allegations times 100 (to get a
percentage you must multiply the
fraction by 100).
Number of Displays a Column for the Number of Report returns only Closed
Investigations Investigations Substantiated. Number Cases.
Substantiated calculated using Overall Finding =
Substantiated. Report returns only
Closed Cases
Percent of Percent of Investigations Substantiated. | Report returns only Closed
Investigations Displays the Number of investigations Cases.
Substantiated where Overall Finding = Substantiated

DIVIDED BY Total Number of
Investigations times 100 (to get a
percentage you must multiply the
fraction by 100).

Number of Cases
within Goal for
Resolution Type

Percent of Cases Completed Within
Goal for Resolution Type, Percent of
Cases within the Goal for Resolution
Type. The System displays the Number
of Cases Completed Within Goal
DIVIDED BY Total nbr of Cases) Other
Resolution Types including NONE will
be excluded from this calculation

Report returns only Completed
and Closed Cases.

Percent of Cases
within Goal for
Resolution Type

Percent of Cases Completed Within
Goal for Resolution Type, Percent of
Cases within the Goal for Resolution
Type. The System displays the Number
of Cases Completed Within Goal
DIVIDED BY Total nbr of Cases) Other
Resolution Types including NONE will
be excluded from this calculation.
Report returns only Completed and
Closed Cases.

Report returns only Completed
and Closed Cases.

Average Nbr of
Days to Closure

Average Number of Days it took for a
Case to go from Open Status to a
Closed Status. Report returns only
completed and Closed Cases. Also
displays a column showing the number
of cases NOT within the 180-day goal
for closure.

Report returns only Closed
Cases.

Include a Grand
Total Line

This will display a Grand total on your
generated Report. All count fields are
summed in the grand total line, ignoring
the subtotals. All percent fields will be

10



blank. Average number of days for
Grand total will have an overall average
for all cases (Total number of Days /
Total Number of cases times 100 (to
get a percentage you must multiply the
fraction by 100).).

Field Name
Process Timeline
Steps

Description Notes

This section allows for reporting on step
durations for selected Timeline steps.
For each selected step, the report will
show:

1) Step Name

Steps:

Analysis

Tasking

Pre-Fact Finding

Fact Finding

Report Writing

IG Quality Review
Technical Review

Legal Review

Case Completion
NAF/State IG Review
MAJCOM Review
SAF/IGQ Review

DoD Review Submission
DoD Review Completion

2) Average number of days spent
in step: (Selected step End
Date minus Previous Step End
Date). Calculates the average #
days for each selected step by
subtracting the previous step end
date from the end date of the
step being calculated.

3) Goal

4) Percentage of cases within step goal
- calculate percent of cases that meet
the goal for the step. Pertains to the 14
steps, i.e. when this option is selected it
will pertain to any of selected 14 steps

11



5) Number of Cases that
completed this step

6) Number of Cases within goal
that completed this step
Includes the following additional
rows:

A) DOD Review Submission
(goal 5 days), use SAF/IGQ
Review date to calculate

B) DOD Review Complete (goal
44 days), use DOD Review
Submission Review date to
calculate

Note: If any of the timeline
steps including the additional
rows are selected, all other
report columns (display and
summary) will not be able to be
selected. DOD review goals are
not official.

Open to Complete

Displays result set averages for the time
it took for a case to go from Status of
Open to Complete.

Open to Close

Displays result set averages for the time
it took for a case to go from Status of
Open to Closed.

Check/Un-check
ALL Steps

If selected, Selects or deselects all of
the checkboxes in the Process Timeline
Steps Section.

Tab 3 — Generate Report
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@Clmse Filters I_.' H @Chnnse Columns & Subtotals to Display I_.' ‘ e

o

Generate Your Report &

Date Type:
Cpen

Offices:
SAF
=zelected office(s))

Function:

- All --

Final Finding:
-- All --

Begin Date: End Date:
01-Jan-2009 01-Jan-2013
Case Type: Case Status:
Complaint - All --

(Include all offices under

Special Interest Items:
All --

IG or Not:
-- All --

Allegation Types:
- All --

Resolution Type:
-- Al --

Run Date As:
Dates Selected

Originating Source:
- All --

Owverall Finding:
-- All --

FOIA Exemptions:
-- All --

Display Options (Tab 2) @)

Display (Sort Order) - Subtotal: Dats By Year (1)

Mumber of Cases

wo© ]l @ T [ -

“Number of Cases" does not mean unique cases—cases can be counted in more than one row if the case
has multiple Allegations, Functions, Originating Sources or Special Interest Categories

"Percent of Total Case Count™ may not add up to 100% because of rounding and cases that occur in
multiple data categories (such as cazes with multiple Allegations, Functions, Originating Sources or Special
Interest Categories).

Report Created: 22-Now-2013 at 1219 ET

2009

Total Distinct Cases: 188

Number of Cases

By: liz.carroll@pentagon.af.mil

9
2010 42
2011 73
2012 5
2013 13

Field Name Description ' Notes

Filters (Tab 1)

This section displays all of the fields you
entered / selected to display your
generated report

Display Options
(Tab 2) Section

This section displays the options
selected for your report.

Export

Depending on the filters and display
options you select, you can export your

report as:
e Line Chart
e Bar Chart
e Pie Chart
e Export Excel Case Details
[ ]

Export Excel Case Summary

When you have selected more
than one data column to display
(on Tab 2), the charting options
are not available. (Because
multiple data columns cannot
be represented on the 2-
dimensional charts used).
Along with Exporting options,
you can also print and Save
your report from the icons as
well
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2. Navigation

2.1.1 Navigation
There are 2 ways that you can navigate through the steps to generate a report:

1) Tabs: Click the Tabs, Complete the Fields, Then Select Tab 3 to generate the report.
You will obtain the best results if you do the tabs in order.

rl Choose Filters * ‘ @ Choose Columns & Subtotals to Display I_L« ‘ ‘ @Generate Your Report @ ‘

2.1.2 Buttons: Click the Buttons to Proceed to the next Step

Choose Columns == Reset to Defaults
Reset to Defaults

Generate Your Finished Report >

2.1.3 Select Lists: Click the Buttons to Proceed to the next Step
There are two ways that you can select items in the select lists:

1) Hold the Shift Key / Click to select a group of items — This allows you to select groups of items, but you
must select everything in the group

- . - All -- ,
QOrnginating Commander =
Source: o Congress/LLI

DoD -- Action

2) Hold the Ctrl Key / Click which items you wish to select — This allows you to jump over items in the list

o Al - R
Qriginating Commander =i

Source: 9 Congress/LLI
Dol -- Action ~
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3. lcons

The ACTS system has icons to help users with certain report functions. Some of the icons are displayed
below. Needs a note stating that will not display charts with more than one item checked to display.

El) Select a Calendar Date Export a Line Chart Report

L |
Eﬁ Export Report as an Excel Spreadsheet .I Print the Report

Export a Bar Chart Report 0 Export a Pie Chart Report

Ws & savethe Report Help Content for Fields

Report Returns Only Completed

'l:l' Report Returns Only Closed Cases and Closed Cases

4. Saved Reports

There may be reports that you are required to generate monthly, quarterly or yearly to the IG. The “Saved
Custom Reports” section will contain report templates that you create, as well as templates created by
SAF/IG that you may use.

The title is the only indicator as to what the purpose of the report is. Titles should be descriptive.

You have the ability to modify a saved report. Once you run the saved report, you have the ability to
modify the filters to generate a new report. You can then save and overwrite the existing report (If it was
generated by you or if you are a SAF/IGQ user) or save it as a hew report.

The “Run Dates As” filter will help you create reports that can be saved once and used in the future
without the need to change the begin/end dates. The system will automatically change the begin and end
dates to be relative to the date the user is running the report. For example, in 2013, you can save a report
titled "Yearly Report", with the Run Dates As/ Year-To-Date option. When you run it anytime within 2013,
it will return cases from January 1, 2013 to the current date in 2013. If you run the report in 2014, the
begin and end dates will automatically change to be 2014 dates.

Similarly, the Run Dates As/Ending 180 Days Ago option changes the begin/end dates so that you can
always see cases that are over 180 days old (which should help in finding older cases that need to be
closed.). However, if you use “Dates Selected” for “Run Dates As”, the system will use the specified begin
and end dates for the date range and the date range used will not be affected by when the report is run.

Field Name Description ' Notes
Report Template This is the title that describes what the If you are creating your own
Name report generates report, the title should be brief
but descriptive
Date This is the date that the Report
Template was Saved
Rename This icon allows you to change the title Can only be done with
of the report templates you created or if you

are an IG Admin
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Delete

This icon allows you to delete a report
template

Can only be done with
templates you created or if you
are an IG Admin

Run/Edit Saved
Report

This icon allows you to generate the
report template

Filter fields can be modified
after you select this icon

Create a New
Custom Report
Template

This link takes you to the Custom
Reports Tab 1

1. Saved Custom Reports Page

Custom Report Templates

Below are your saved Custom Reports:

Saved Custom Report Templates

Select from the saved Custem Rapest Templates balew

MY SAVED CUSTOM REPORT TEMPLATES

Report Template Name Date Rename  Delete Ruﬁ::;:)f:v:d
SAF/IG 2009 - 2013 Allegations Repert | 22-Nov-2013 | 7 il | L
L -- OR -- |

. Predefined Reports

| Balect &f the pre-dafined repart balow

PREDEFINED REPORT TEMPLATES

Report Template Name Date Rename Delete

Run/ Edit Saved

{ Report
180 Days Open Report 0%-Oct-2013 # m | |
All AF Current Year, by CUNAF 09-Oct-2013 -F m | ;-l

| Current Honth 05-0et-2013 # i | &)
SAF(IG 2000 Alegation Report 09-0ct-2013 # il | |
HAF 2008 Cuartery Compiant Report 26-Sep-2013 & m | ]

L - OR --

. Create a New Custom Report Template

2. Save the Report Screen
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Save AdHoc Report

Enter a name for your report results and select "Save".

Save AdHoc Report

* Report Name: SAF/G 2009 - 2013 Allegations Report

* Set As Predefined Report: (T vas @ No

* Fields are Mandatory

:Sajj _Cancel
NOTES

17



	INSPECTOR GENERAL
	CHAPTER 1- INTRODUCTION
	Purpose
	Summary of Revisions
	The Manual.
	ACTS.

	Proposed Changes
	Problem Resolution
	Troubleshooting.
	Online Help.
	Figure 1-1.  Online Help Menu.

	Users Manual.
	Conflicting Guidance.


	CHAPTER 2 – SETUP AND UTILITIES
	System Requirements
	Hardware.
	Software.
	System Settings.

	ACTS Setup
	Add to Favorites.
	Figure 2-1.  Favorites.
	Figure 2-2.  Add Favorite.

	Create Desktop Shortcut Icon.
	Systematic Data Backup.


	CHAPTER 3 – ACCESSING ACTS
	Security
	Availability
	Who Can Access.
	User Profiles and Responsibilities.
	Login.
	Figure 3-1.  Login Screen.

	Forgot Password.
	Figure 3-2.  Forgot Password Screen.

	Access denied.
	Logoff.
	Figure 3-3.  Logoff.

	Timeout.
	Figure 3-4.  Error—Session Expired Screen.

	Concurrent access.


	CHAPTER 4 – Opening Menu (Home Page)
	Introduction
	Figure 4-1.  Home Page.
	Header.
	Menu bars.

	Body.
	Footer.


	CHAPTER 5 –CASE DATA
	Introduction
	General Information
	File Reference Number (FRNO).
	Figure 5-1.  File Reference Number (FRNO).

	Dropdown Menus.
	Check Boxes.
	Text Boxes.
	Date Fields.
	Apply vs Submit.
	Mandatory Fields.
	Error Fields.
	Figure 5-2.  Error Message and Fields.

	Case Edit Sessions.
	Browser Buttons.

	Create a Case Record
	Figure 5-3.  Create.
	Before Creating a Case.
	Figure 5-4.  Before Creating a Case.
	Figure 5-5.  Query For Duplicate—No Matching records.
	Figure 5-6.  Query For Duplicate—Matching record.


	Main Tab.
	Entering Data in the Main Tab.
	Figure 5-7.  “Main” Tab—Create a Case.


	Suspense/Dates Tab
	Entering Data in the Suspense/Dates Tab.
	Figure 5-8.  “Suspenses/Dates” Tab.


	Complainant Tab.
	Figure 5-9.  “Complainant” Tab.
	Entering Complainant Data.

	Subjects & Allegations Tab.
	Figure 5-10.  “Subjects & Allegations” Tab.
	Entering Subjects Data.
	Figure 5-11.  Allegation/Issue List.

	Entering Allegations/Issues.

	Case Notes Tab.
	Figure 5-12.  “Case Notes” Tab.
	Entering Case Notes.
	Figure 5-13 Case note entry screen
	Figure 5-14.  Case Notes History.


	Attachments Tab.
	Figure 5-15.  Attachments Tab.
	Attaching Files
	Figure 5-16.  Attachments Tab File Uploading Screen.
	Figure 5-17.  Attachments Tab Categories drop down menu.
	Figure 5-18.  Attachments Tab after File is Uploaded.

	Printing Attached Files
	Figure 5-19.  Attachments Tab after File is Uploaded and Ready for Printing.


	Exiting the Case Tabs
	Figure 5-20.  Validation Status—Successful.
	Figure 5-21.  Validation Status—Unsuccessful.


	Chapter 6 – Search
	Introduction
	Search for Existing Case
	Figure 6-1.  Search.

	Advanced Searches
	Figure 6-2.  Advanced Searches Screen.
	Predefined Searches
	Customized Searches
	Figure 6-3.  Customized Searches Screen.

	Saved Searches

	Search Results
	Figure 6-4.  Search Results Screen.
	Exiting the Case from Edit/NV Edit/View/Print Mode.
	Case Currently Being Edited.
	Figure 6-5.  Case Currently Being Edited Screen.




	Chapter 7 – Actions
	Introduction
	Case Transition States
	New.
	Under Investigation.
	Completed.
	Closed.
	Discarded.


	Transition States
	Figure 7-1.  Transition States.

	Investigate
	Figure 7-2.  Case Action Notice for Investigate.
	Figure 7-3.  Additional Date Fields Available for Under Investigation.

	Complete
	Figure 7-4.  Selecting Complete From Menu Bar.
	Figure 7-5.  Case Action Notice for Complete Investigation.

	Close
	Figure 7-6.  Complaint Action Notice for Close Investigation.
	Figure 7-7.  Closed Case: Validation Status - Successful.
	Figure 7-8.  Record Disposition Information for Closed Case.

	Transfer
	Figure 7-9.  Transfer Information Screen.
	Receiving Transferred Cases.
	Figure 7-10.  Case Notify/Transfer Notice Screen.


	Notify
	Figure 7-11.  Case Notify Information Screen.
	Receiving Notifications.
	Figure 7-12.  Case Notification Notice.


	Dismiss
	Figure 7-13.  Complaint Action Notice for Dismiss.

	Dismiss/Close
	Figure 7-14.  Complaint Action Notice for Dismiss/Close.

	Assist
	Figure 7-15.  Complaint Action Notice for Assist.

	Assist/Close
	Figure 7-16.  Case Action Notice for Assist/Close.

	Refer
	Figure 7-17.  Case Action Notice for Refer.

	Discard
	Figure 7-18.  Case Action Notice for Discard Action.


	CHAPTER 8 - REPORTS
	Introduction
	Standardized Reports.
	Figure 8-1.  Reports.

	Case File Worksheet (CFW)
	How to Access a Case File Worksheet.
	Figure 8-2.  Search Results Screen.
	Figure 8-3.  Typical Case File Worksheet Screen, View Mode.


	Suspense Report
	How to Access the Suspense Report.
	Figure 8-4.  Suspense Report Input Screen
	Figure 8-5.  Suspense Report Output Screen


	Open Edit Sessions Report
	How to Access the Open Edit Sessions Report.
	Figure 8-6.  Open Edit Sessions Report Input Screen
	Figure 8-7.  Open Edit Sessions Report Output Screen


	Cases Not Purged Report
	How to Access the Cases Not Purged Report.
	Figure 8-8.  Cases Not Purged Report Input Screen
	Figure 8-9.  Cases Not Purged Report Output Screen


	ACTS Advanced Reports
	How to Access a Report.
	Figure 8-10.  ACTS Report Options Screen.
	Figure 8-11.  ACTS Report Input Screen (Contacts ).
	Figure 8-12.  ACTS Report Output Screen (Contacts ).
	Figure 8-13.  ACTS Export Results Screen.
	Figure 8-14.  ACTS Report Output Screen (Time to Complete/Close Investigations ).
	Figure 8-15.  ACTS Report Output Screen (Case Summary Report ).


	Record Retention Worksheet
	How to Access the Record Retention Worksheet.
	Figure 8-17.  ACTS Record Retention Worksheet


	ACTS User Directory
	Figure 8-18.  ACTS User Directory Menu Selection.
	Figure 8-19.  ACTS User Directory Export – MS Excel Workbook.


	Chapter 9 Alerts & Suspenses
	Introduction
	Figure 9-1.  My Alerts & Suspenses
	Automatic Alerts.
	Suspenses.
	How to View Alerts and Suspenses
	Figure 9-2.  My Alerts and Suspenses Screen.



	Chapter 10 - Admin
	Introduction
	Password
	Forgot Password.
	Expired Password.
	Disabled Password.
	Figure 10-1.  Admin – ACTS Administrator.
	Figure 10-2.  Admin – Typical User.

	How to Change a Password.
	Figure 10-3.  Change Password Screen.


	User Management (Administrator Function)
	Add User.
	Figure 10-4.  Add a User.
	Figure 10-5.  Roles.
	Figure 10-6.  Add a User—Confirmation Success.
	Figure 10-7.  Add a User—Unsuccessful.

	Disable (or Enable) User.
	Figure 10-8.  User Management.

	Modify User.
	Reset Password
	Figure 10-9.  Reset Password—Confirmation.

	Delete Account.
	Figure 10-10.  Deleted User Has Assigned Complaints.



	CHAPTER 11 – Managing ACTS Data
	FOIA, PA, Discovery, and OUR Requirements
	Exporting Data
	Figure 11-1.  Search Results Screen.
	Creating the Export Records.
	Figure 11-2.  Bulk Export Notice Screen.
	Figure 11-3.  ACTS Exported Search Results Screen.
	Figure 11-4.  Bulk Export Complete—Email Notification
	Figure 11-5.  ACTS Export Complete—Email Message With Link to File.
	Figure 11-6.  ACTS Export--MS Excel Workbook.


	Purging Data
	Purge Data
	Figure 11-7.  Record Disposition Information Box (Suspenses/Dates Tab).
	Figure 11-8.  Record Retention Worksheet.
	Figure 11-9.  Confirm Purged Complaints Notice Screen.
	Figure 11-10.  IE Dialog Box—Reaffirmation of Purge.
	Figure 11-11  Purged Complaints Complete Notice Screen.
	Figure 11-12.  Printer Selection and Print Dialog Box.
	Figure 11-13.  Destroyed Complaints Notice Window (printer friendly).


	Reset to New
	Reset to New
	Figure 11-14.  Reset complaint to new: Enter FRNO.
	Figure 11-15.  Reset complaint to new.
	Figure 11-16.  Reset complaint to new: Confirmation.



	APPENDIX A – GLOSSARY OF TERMS
	ATCH 1 – TROUBLESHOOTING TIPS
	Can you access the application?
	Can you login to the application?
	Are you getting an error once you are in the application?
	Defect Report

	Appendix B    CUSTOM REPORTS
	1. Filter Fields
	1.1 Overview

	2. Navigation
	2.1.1 Navigation
	2.1.2 Buttons: Click the Buttons to Proceed to the next Step
	2.1.3 Select Lists: Click the Buttons to Proceed to the next Step

	3. Icons
	4. Saved Reports
	NOTES

