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If you are logging into the live, production system, please point your browser to the ROCIS website (www.rocis.gov).  
Read and click the acknowledgement button on the For Official Use Only Warning Screen.
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Figure 1.1: For Official Use Only Warning Screen
Enter your User ID (normally, your first initial and last name) and password and click the Login button.
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Figure 1.2: Login Screen
ROCIS requires a second layer of authentication, in addition to your user name and password.  After logging in with your user name and password, ROCIS will ask you to enter the MFA token to gain access.  
The MFA token is a 6-character code generated at login and emailed to the user’s email address in ROCIS.  The MFA token must be entered into ROCIS within 10 minutes, starting from when your user name and password were authenticated.
Validated tokens are good for 12-hours.  You will only need your user name and password to gain access during the 12-hour period after the MFA token is validated.
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Figure 1.3:  Multi-Factor Authentication Screen


Select green arrow for ‘EO 13771’ to use the EO 13771 module. 
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Figure 1.4:  ROCIS Broadcast Message Screen
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Whenever your password is reset or your password has expired, the system will force you to change your password when you log in.  On this ‘Change Password’ screen, you will need to enter your new password twice.  Be sure that your new password conforms to all of the rules given for password formation.   Click the ‘Change Password’ button.  You will receive a confirmation message from the system indicating that your password has been changed.
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Figure 2.1: Change Password Screen for New Account
Your ROCIS password will expire in 90 days.  Starting 2 weeks before it expires; ROCIS will remind to change your password when you log in.  To change your password, click the ‘Administration’ link/tab at the top of any page choose ‘Change Password’ from the navigation toolbar.
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Figure 2.2:  Administration Module Tab
You will need to enter your old password, your new password (must be at least 8 characters, must have one number and one special character) in both boxes as indicated. Click the ‘Change Password’ button.  When you get the confirmation screen, click ‘OK’.  Please do not share your password with anyone—this would be a violation of the Security Agreement that you signed and could result in the loss of your access to ROCIS. 
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Figure 2.3: Change Password Icon and Screen
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 3.  HOW TO Review and Change Your User Profile
Upon successful login, you should arrive at your Inbox.  If you are an Agency user, you will arrive in your Created Request List.  Take a moment to look at your tabs and sub tabs at the top of the screen.   Select User Profile from the Admin drop down on the top line.  The User Profile tab provides you a place to view and update your user information.
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Figure 3.1: User Profile Icon and User Detail Screen
Upon initial entry, please verify and make appropriate changes to any information, paying particular attention to your telephone number and email.   Then, be sure to save your information.   The Save button is at the bottom of the screen.
Please be sure to return to the User Profile to modify your personal information, such as your phone number or email address, whenever changes occur. 
Your profile will also display the role(s) that have been assigned to your user id.  A complete discussion of the agency EO 13771 roles can be found in Appendix A.
To leave the User Profile page, scroll to the bottom and click ‘Save’ (if you changed anything) or ‘Cancel’.   This will take you back to the ROCIS Employee Administration screen.
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4.  HOW TO Use the ROCIS Employee Administration Search
The purpose of the Employee Admin screen is to allow ROCIS users to find other ROCIS users via the search capability.  For instance, if you would like to send another agency’s RDR Agency Admin (RDRA) an email, you are able to search on the RDRA role for the agency and receive a list of contacts.  If you are an RDR Preparer (RDRP) and need to find an RDR Manager or RDR Agency Admin to submit your EO 13771 request to OIRA for review, use this page.
If an RDR Agency Admin wants to identify a list of RDR Managers or RDR Preparers (RDRM or RDRP) for his/her agency, this is the screen from which to do the search.  If you are the RDR Agency Admin, it is a good idea to periodically check the authorized users for your agency.  
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Figure 4.1: Employee Admin Icon and Screen
To use this screen, enter the desired agency code and/or select the desired user role from the Role drop-down list and click the ‘Search’ button.
[bookmark: _Toc140420145][bookmark: _Toc140420557][bookmark: _Toc140421495][bookmark: _Toc140421857][bookmark: _Toc140466421][bookmark: _Toc239192505]If the resulting list reflects users who have left your agency and still have active accounts, please contact the ROCIS Help Desk at 866-450-5250 so that the accounts can be deactivated.

[bookmark: _Toc53150685]5.  HOW TO Use the Agency Submission Status Page
When you arrive in the ROCIS EO 13771 module after successfully logging in, you’ll be in the Agency Submission Status page, with a row of additional tabs to choose from. This page will always show you the current status of your agency’s yearly EO 13771 submissions (i.e. FY Allowance, EOFY Accounting and Non-compliance Target).  See below for more information about these yearly EO 13771 requests.
Your default view is the FY Allowance tab for all of the agencies you are assigned to in ROCIS for the current fiscal year.  You can change the fiscal year, or select a specific agency (depending on your access in ROCIS) to modify your view.  The FY Allowance tab shows information about the selected agency’s FY regulatory cost caps for the selected fiscal year and the following fiscal year.
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Figure 5.1: Agency Submission Status (FY Allowance Tab)
The EOFY Accounting tab displays information about your agency’s final EO 13771 accounting for the selected fiscal year including YTD totals and compliance metrics.
If your agency has multiple sub-agencies setup in ROCIS, you can click the Agency Code/Acronym link in the first column of the list to see a breakdown by sub-agency.
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Figure 5.2: Agency Submission Status (EOFY Accounting Tab) with Expanded Agency List
The Non-compliance Target tab shows information about the selected agency’s non-compliance target plan (i.e. agency’s plan to recover regulatory costs carried over from previous years) for the selected fiscal year and the following fiscal year.
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Figure 5.3: Agency Submission Status (Non-compliance Target Tab)
The selected tab displayed on the screen can be exported to MS Excel using the ‘Export Selected Tab’ button.  You can also export all 3 tabs at once using the ‘Export All Tabs’ button.
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Figure 5.4:  Agency Submission Status and Export Buttons



[bookmark: _Toc53150686]6.  HOW TO Use the Inbox and the Navigation Toolbar

When you’re in ROCIS, there is a tab at the top for each of the modules you have access to.  Under the EO 13771 tab, there is a row of icons that starts with your Inbox.  We call this the module’s navigation toolbar.  Each icon is a menu of links, or a direct link, to different pages in ROCIS.
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Figure 6.1: Agency Submission Status Screen (Navigation Toolbar)
The first menu is for your Inbox.   Your Inbox has six components, all of which can be viewed by moving your mouse over the Inbox tab.
[image: ]
Figure 6.2: Options under Inbox Menu


The six components are:
· The Created Request List:  This is where you will find all created EO 13771 packages to which you have access.  Once a request is created, it will remain in your Created Request list until it is submitted to OIRA or deleted from ROCIS.
· The Submitted Request List:  This portion of your inbox will list any EO 13771 packages submitted to OIRA.  Submitted Requests, including those that are opened or closed for amendment, will be reflected in this list until the review is concluded by OIRA.
· The Concluded Request List:  Requests that have been reviewed by OIRA are reflected in this list.  By default, only requests that have been reviewed in the last 30 days are displayed.  Use the Concluded Request List Filter to expand the list to the desired range of dates concluded.
· Filter Lists:  Each of the three sections above has a ‘filter’ option which allows a user to search through the related Inbox section for a specific request or set of requests.  This is useful if the inbox contains a large number of entries. 
Regardless of the portion of the Inbox you are in, you can sort the list by any column by clicking on the column header.  The sort works like a toggle switch.  The first time a user clicks on the column heading, the column data is sorted in a default order.  Clicking the column heading a second time will result in a reversal of the sort order. 
To view and/or edit a request, click the Request ID link in the first column.
The page displayed on the screen can be exported to MS Excel.  To export the entire list (i.e. all pages), click the ‘View All’ button first to load the entire list on 1 screen (i.e. no pages).
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Figure 6.3:  Created Request List with View All and Export Buttons
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When you are ready to create an EO 13771 Package for a RIN or Z-RIN (i.e. guidance document), choose ‘Request’ from the navigation toolbar.  You will see a drop down list with several items.  Select the “RIN EO13771 Package” option by highlighting it with your mouse and left-clicking once. 
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Figure 7.1: Request Menu with RIN EO13771 Package Option
You will be presented with a new screen where you can search for the desired RIN or ZRIN.  ZRINs are used for regulatory/deregulatory actions taken by agencies that are not published in the Federal Register, like guidance documents.  When RIN is mentioned throughout the remainder of this document, it includes ZRINs unless otherwise specified.
Type the RIN in the space provided and click the Search button.  If the RIN is found, the following information is provided:
· RIN
· Most recent Unified Agenda publication ID
· Unified Agenda EO 13771 Designation
· Link to most recent EO 12866 Regulatory Review (if applicable)
· Title
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Figure 7.2: Create New or Modify Existing EO 13771 Package Screen
If there is no existing EO 13771 package for the RIN selected, click the Create New button.  If an existing EO 13771 package is found, click the Request ID link to view it.  
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Figure 7.3: Create New or Modify Existing EO 13771 Package Screen with Create New Button
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Figure 7.4: Create New or Modify Existing EO 13771 Package Screen with Existing Request
If the package was for a non-final action and it was approved by OIRA, you can click the Revise button to submit a new EO 13771 package for the desired RIN.  Any number of revisions can be submitted before the package for the final action is approved by OIRA.
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Figure 7.5: Concluded, Non-final EO 13771 Request with Revise Button
If the existing package is in Created or Open for Amendment status, you will be taken to the Edit EO 13771 Request page where you can continue to update the package.  If the package is in Received or Closed for Amendment status, you will be presented with a view-only version of the originally submitted package.  If the package is concluded by OIRA, you will be presented with a view-only version of the concluded package.  
To discuss all of the data items for an EO 13771 Request for a RIN, we will assume that there is no existing EO 13771 package for the desired RIN.  
After the request has been successfully created, the user is transferred to the ‘Edit EO 13771 Request’ screen.  
Click on the Related RIN section header to view some RIN information from the Unified Agenda.  Click the RIN link to see the View Rule page for that RIN in the Unified Agenda module in ROCIS.
Click on the Related EO 12866 Review Package section header to view some information about the most recent EO 12866 regulatory review of the selected RIN, if applicable.  Click on the Status link to view the full regulatory review package in the EO 12866 module in ROCIS. 
In the EO 13771 Data section, the agency code and acronym are displayed, as well as the unique EO 13771 Request ID automatically assigned by ROCIS to this particular request.  The “Title” of the RIN is also displayed.  These items may not be changed.  However, if the RIN Title is updated in the Unified Agenda module of ROCIS, the related EO 13771 request will reflect the new RIN Title the following day (Title is synchronized overnight).
Also at the top of this section is a link to the ‘Manage Documents’ portion of the EO 13771 process.  That will be discussed under the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
All data items marked with an asterisk are required before a request can be submitted to OIRA.  If the item does not have an asterisk, it is optional.
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Figure 7.6:   Edit EO 13771 Request Screen
Expected Finalization Fiscal Year is populated with the current FY by default.  The next FY can be selected, as well.
Agency Contact (required):  This should be the individual that the OIRA desk officer can contact with any questions about the EO 13771 request.  ROCIS will list others that have been identified as contacts in ROCIS.  If the contact’s name appears in the list, simply select that person. If the contact is not in the list, create a new contact by selecting the ‘Add New Contact’ button.
The ‘Add Contact’ process begins with an administrative task on the ‘ROCIS Contact Administration’ page.  Enter some portion of the last name of the individual that you want to add as the Agency Contact, and then click on the ‘Search’ button.
The search results at the bottom of the screen include all matching ROCIS contacts that have been identified as a contact in the Agenda module, the EO Reg Review module, the PRA module and the Privacy module. 
If you see the name that you want to add as a contact, click on the Name link.
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Figure 7.7: Contact Administration Screen with Search Results
In this example, Susan Contact was selected. Susan is in ROCIS as a contact for another module.  You can make Susan a contact for the EO 13771 module by clicking on the box next to ‘EO13771 Contact’ and selecting ‘Active’ radio button.
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Figure 7.8: Edit Contact Detail Screen 

Click the ‘Save’ button to effect the change.  After the information is saved, you will be returned to the Edit EO 13771 Request screen.
If you do not see the name that you want to add as a contact in the search results, click the Add button to create a new contact.
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Figure 7.9: Contact Administration Screen with Add Button
The ‘New Contact Detail’ screen captures information about the new contact.  Any data item with an asterisk in front of the tag is a required field.  Although ‘Email’ is not required, it is highly recommended.
The agency data field has a drop down list from which the agency or subagency for the contact can be selected.  This is an important decision if you are associated with a cabinet agency (except VA) or EPA.  These have an agency level code which ends with ‘00’, and a number of subagencies.  If the contact is associated with the agency code only, he will appear in the drop down list for any subagencies that are part of that agency.  If he is associated with a subagency, he will only appear in the drop down list for that subagency.  
Click the Create Contact button at the bottom of the screen when you’re ready.  The new contact will be saved, and you will be returned to the ‘Edit EO 13771 Request’ screen.  The contact that you have selected will be displayed.  
The remaining data fields on this screen are optional.
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Figure 7.10: Edit EO 13771 Request Screen
Final Rule FR Citation and Citation date indicate when the final action for the RIN in question was published in the Federal Register.  Entering the Final Rule FR Citation and Date fields identifies the EO 13771 package as a final action.  A valid citation contains a volume number, a page number, and the publication date in the format MM/DD/YYYY.   ROCIS does not accept partial FR citation information.  All three data items must be entered at the same time.  Given a valid citation date, the associated FR volume would be YYYY – 1935.  ROCIS will not accept a citation date earlier than 1950.  
Alternate Final Citation and Citation date also indicate when the final action for the RIN in question was published, but refer to citations other than Federal Register citations (e.g. use to enter web address and publication date of a guidance document for ZRINs).  Entering the Alternate Final Citation and Date fields identifies the EO 13771 package as a final action.  
Note – If submitting a final action that is a waiver or exemption and will not be published in the Federal Register, use the Alternate Final Citation radio button and provide a date and cite, which can include a URL, such as www.reginfo.gov.  To be included in the EOFY Accounting, waivers and exemptions must be recorded as final actions.
Statutorily/Judicially Required:  Check this box if there are legal deadlines associated with the RIN.
Required to set a standard by a specific date:  Check this box if the agency is required to set a standard by a specific date.
CRA or related legislative rescission:  Check this box if this action was overruled under the Congressional Review Act or otherwise rescinded by a related legislative action.
CRA Fiscal Year is required if “CRA or related legislative rescission” is checked (format is yyyy, like “2018”).
Previous EO 13771 Request:  If you are working on a revision of a previously reviewed EO 13771 request, the Request ID for the previous request will be displayed as a link.
Joint RINs:  Enter the desired RIN and click the Add Joint RIN button, if applicable.  You can add as many Joint RINs as needed and remove any that were added by mistake.
Joint Agencies:  Select the desired agency from the drop-down and click the Add Joint Agency button, if applicable.  You can add as many Joint RINs as needed and remove any that were added by mistake.
At this point, all of your data should be saved by selecting the ‘Save’ Button.  (Data can be saved at any time during the editing process).  Click the Economic Data button to go to the Economic Data page.
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Figure 7.11: Edit EO 13771 Request Screen with Economic Data Button/Link
Click on the EO 12866 Review section header to view Costs, Transfers and Effects data from the most recent EO 12866 regulatory review of the selected RIN.  
In the EO 13771 Economic Data section, there is a link to the ‘Manage Documents’ portion of the EO 13771 process.  That will be discussed under the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
All data items marked with an asterisk are required before a request can be submitted to OIRA.  If the item does not have an asterisk, it is optional.
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Figure 7.12:   Economic Data Screen  
Note: For FY2018, all monetized values entered into ROCIS are in millions of 2016 dollars, discounted at 7 percent in perpetuity.  If and when this changes, ROCIS will always display the year dollars and discount rate to use when entering monetized values in the EO 13771 module.
Requested 13771 Designation: Select from the following:
· Deregulatory – net impact of action is cost savings (-)
· Regulatory – net impact of action is cost (+)
· Other - Cost – net impact of action is cost (-); action not counted as a regulatory action
· Other - Cost Savings – net impact of action is cost savings (-); action not counted as a deregulatory action
Cost/Cost Savings Annualized - Primary Estimate 7%:  Absolute value of primary estimate of annualized cost or cost savings, at 7% discount rate, in millions of dollars.
Cost/Cost Savings PV:  Primary Estimate is automatically calculated by ROCIS and cannot be changed.
Quantified Cost/Cost Savings Notes:  Enter any additional notes regarding the cost/cost savings data entered above for OIRA to consider during review.
Exemption Type:  If you selected “Regulatory” for Requested 13771 Designation, then you can request an exemption.  ROCIS will automatically request a permanent exemption for the full amount of annualized cost entered above if you select one of the following Exemption Types:
· Military
· National Security
· Foreign Affairs
· Agency/Personnel Management
If you select any other Exemption Type, ROCIS will allow you to manually enter the amount of annualized cost to be exempted (full or partial), as follows:
· Permanent Exemption Amount – annualized cost to be permanently exempted
· Temporary Exemption Amount – annualized cost to be temporarily exempted (amount must be accounted for in next FY)
Waiver Type:  There are 2 types of waivers that can be requested:
· Section 3(c) – choose this waiver type if the related RIN was not published in the most recent version of the Unified Agenda.  Section 3(c) of EO 13771 reads as follows:

“Unless otherwise required by law, no regulation shall be issued by an agency if it was not included on the most recent version or update of the published Unified Regulatory Agenda as required under Executive Order 12866, as amended, or any successor order, unless the issuance of such regulation was approved in advance in writing by the Director.”

· Other – choose this waiver type for all other waiver requests (i.e. not a Section 3(c) waiver)
A Waiver Letter must be uploaded on the Manage Documents page for all waiver requests (see below for more about uploading documents in ROCIS).
Note – If submitting a final action that is a waiver or exemption and will not be published in the Federal Register, use the Alternate Final Citation radio button and provide a date and cite, which can include a URL, such as www.reginfo.gov.  To be included in the EOFY Accounting, waivers and exemptions must be recorded as final actions.
Full Waiver:  Check this box if all of the regulatory cost/cost savings reported shall be waived until the next fiscal year.
Waiver Amount:  For partial waivers, enter the amount of regulatory cost/cost savings reported to be waived until the next fiscal year.
Qualitative Cost/Cost Savings Only?:  Check this box if there are no quantified cost/cost savings for this request (i.e. Cost/Cost Savings Annualized = 0).
Qualitative Cost/Cost Savings:  Enter a brief description of unquantified cost/cost savings.  If additional space is needed, upload as a Supplementary Document on the Manage Documents page (see below for more about uploading documents in ROCIS).
Cost/Cost savings associated with a transfer rule?:  Check this box when costs/cost savings beyond economic transfers determine the EO 13771 designation.
Additional Notes:  Use this to provide additional information to OMB/OIRA about your request.
Save your request by selecting the ‘Save’ Button.  (Data can be saved at any time during this process).  You will then be ready to add the necessary documents to your request.
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Figure 7.13: Economic Data Screen with ‘Save’ Button
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To upload (electronically attach) documents to your EO 13771 request, click on the ‘Manage Documents’ link on the ‘Edit EO 13771 Request’ screen.  Or,  mouse over ‘Package’ on your tab row, mouse over ‘Current Package’ on the drop down list and then click on ‘Documents’.
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Figure 8.1: Economic Data Screen with Paths to Manage Documents Screen
With either method, the user will be presented with a new screen from which to load documents.
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Figure 8.2: Manage Documents Screen
Every EO 13771 request for a waiver requires a Waiver Letter.  Other supporting documents can be uploaded, but are not required for submission to OIRA.  Use the ‘Guidance Document for Z-RIN’ document type if an EO 12866 regulatory review request has not been submitted for the related Z-RIN.  Use the Supplementary Document type for all other supporting documentation uploaded.
To upload a new document, click on the ‘Upload New Document’ button.  A new pop-up window will appear, prompting the user for a title and the corresponding document type.  The user will select the document type from the drop down list provided.
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Figure 8.3: Upload Document Pop-up Screen
The third field is for the name of the file that you want to upload.  Click the ‘Browse’, or ‘Choose File’ button (depends on your internet browser), and ROCIS will allow you to browse files on your local computer to find the right document.  Once you have found it, simply click on the file name and click the ‘Open’ button.  The path to the document will appear in the ROCIS window.  Finally, click the ‘Upload Document’ button, and ROCIS will attach the file electronically to your submission.  
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Figure 8.4: ‘Choose File’ Pop-up Screen
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Figure 8.5:   Upload Document Pop-up with Path to Chosen Document 
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Figure 8.6: Upload Document Pop-up after Upload
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Figure 8.7: Manage Documents Screen with Supplementary Document Uploaded
There is also now a box under the ‘Remove’ column.  Should you want to delete this document, check the box by clicking on it and click the ‘OK’ button when asked to confirm.  The document will be deleted from the ROCIS system.  Documents can only be deleted from ROCIS before they are submitted to OIRA for review.  Documents deleted from ROCIS cannot be recovered.
If you want to replace an already uploaded document, click on the document’s Title link.   This will allow you to replace the existing document.  You should not have more than one version of each document type, except for Supplementary Documents (multiple are allowed), associated with your request.  
After you have uploaded all of your documents, return to the package by clicking the “Return to Data” button provided.
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Figure 8.8: Manage Documents Screen with Return to Data Button
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When you are ready to create an EO 13771 Package for an Information Collection Request (ICR), choose ‘Request’ from the navigation toolbar.  You will see a drop down list with several items.  Select the “ICR EO13771 Package” option by highlighting it with your mouse and left-clicking once. 
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Figure 9.1: Request Menu with ICR EO13771 Package Option
You will be presented with a new screen where you can search for the desired OMB Control # (unique identifier for agency information collections assigned by ROCIS).  
Type the OMB Control # in the space provided and click the Search button.  If the ICR is found, the following information is provided:
· OMB Control # (link to OMB Control # History screen)
· Latest ICR Reference #
· Date [Latest ICR was] Received by OIRA
· Agency/Sub-agency
· Status
· Title
· [Latest ICR’s] Conclusion Date (if applicable)
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Figure 9.2:  Create New or Modify Existing EO 13771 Package Screen
If there is no existing EO 13771 package for the ICR selected, click the Create New button.  If an existing EO 13771 package is found, click the Request ID link to view it.  
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Figure 9.3:  Create New or Modify Existing EO 13771 Package Screen with Create New Button
[image: ]
Figure 9.4:  Create New or Modify Existing EO 13771 Package Screen with Existing Request
If the package was for a non-final action and it was approved by OIRA, you can click the Revise button to submit a new EO 13771 package for the desired ICR.  Any number of revisions can be submitted before the package for the final action is approved by OIRA.
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Figure 9.5:  Create New or Modify Existing EO 13771 Package Screen with Revise Button
If the existing package is in Created or Open for Amendment status, you will be taken to the Edit EO 13771 Request page where you can continue to update the package.  If the package is in Received or Closed for Amendment status, you will be presented with a view-only version of the originally submitted package.  If the package has already been concluded by OIRA, you will be presented with a view-only version of the concluded package.  To discuss all of the data items for an EO 13771 Request for an ICR, we will assume that there is no existing EO 13771 package for the desired ICR.  
After the request has been successfully created, the user is transferred to the ‘Edit EO 13771 Request’ screen.  
Click on the Related ICR section header to view some ICR information from the Paperwork Reduction Act (PRA) module in ROCIS.  Click the OMB Control # link to see the OMB Control # History page for that information collection.
In the EO 13771 Data section, the agency code and acronym are displayed, as well as the unique EO 13771 Request ID automatically assigned by ROCIS to this particular request.  The “Title” of the ICR is also displayed.  These items may not be changed.  However, if the ICR Title is updated in the PRA module of ROCIS, the related EO 13771 request will reflect the new ICR Title the following day (Title is synchronized overnight).
Also at the top of this section is a link to the ‘Manage Documents’ portion of the EO 13771 process.  Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
All data items marked with an asterisk are required before a request can be submitted to OIRA.  If the item does not have an asterisk, it is optional.
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Figure 9.6:   Edit EO 13771 Request Screen  
Expected Finalization Fiscal Year is populated with the current FY by default.  The next FY can be selected, as well.
Agency Contact (required):  This should be the individual that the OIRA desk officer can contact with any questions about the EO 13771 request.  ROCIS will list others that have been identified as contacts in ROCIS.  If the contact’s name appears in the list, simply select that person. If the contact is not in the list, create a new contact by selecting the ‘Add New Contact’ button.
The ‘Add Contact’ process begins with an administrative task on the ‘ROCIS Contact Administration’ page.  Enter some portion of the last name of the individual that you want to add as the Agency Contact, and then click on the ‘Search’ button.
The search results at the bottom of the screen include all matching ROCIS contacts that have been identified as a contact in the Agenda module, the EO Reg Review module, the PRA module and the Privacy module. 
If you see the name that you want to add as a contact, click on the Name link.
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Figure 9.7: Contact Administration Screen with Search Results
In this example, Susan Contact was selected. Susan is in ROCIS as a contact for another module.  You can make Susan a contact for the EO 13771 module by clicking on the box next to ‘EO13771 Contact’ and selecting ‘Active’ radio button.
[image: ]
Figure 9.8: Edit Contact Detail Screen 

Click the ‘Save’ button to effect the change.  After the information is saved, you will be returned to the Edit EO 13771 Request screen.
If you do not see the name that you want to add as a contact in the search results, click the Add button to create a new contact.
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Figure 9.9: Contact Administration Screen with Add Button
The ‘New Contact Detail’ screen captures information about the new contact.  Any data item with an asterisk in front of the tag is a required field.  Although ‘Email’ is not required, it is highly recommended.
The agency data field has a drop down list from which the agency or subagency for the contact can be selected.  This is an important decision if you are associated with a cabinet agency (except VA) or EPA.  These have an agency level code which ends with ‘00’, and a number of subagencies.  If the contact is associated with the agency code only, he will appear in the drop down list for any subagencies that are part of that agency.  If he is associated with a subagency, he will only appear in the drop down list for that subagency.  
Click the Create Contact button at the bottom of the screen when you’re ready.  The new contact will be saved, and you will be returned to the ‘Edit EO 13771 Request’ screen.  The contact that you have selected will be displayed.  
Select the appropriate ‘Type’ value base on whether the EO 13771 package is related to a: 
· Discontinuation – Full deregulation of the ICR resulting in its discontinuation of use
· Related ICR must be discontinued in ROCIS within the Expected Finalization Fiscal Year selected
· Incremental Burden Reduction – Partial deregulation of the ICR resulting in reduced burden to the public
The remaining data fields on this screen are optional.
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Figure 9.10: Edit EO 13771 Request Screen
Finalization Date indicates when the final deregulatory action for the ICR in question was completed.  Entering the Finalization Date field identifies the EO 13771 package as a final action.  
Previous EO 13771 Request:  If you are working on a revision of a previously reviewed EO 13771 request, the Request ID for the previous request will be displayed as a link.
NAICS Codes:  Enter the code(s) from the North American Industry Classification System (NAICS) to indicate the industrial sectors that may benefit the most, either directly or indirectly, by the action.
To add a NAICS code, click the ‘Edit’ button.  In the ‘NAICS Codes’ pop-up, enter a code (partial values will work) and click the ‘Search’ button.  You can also leave the search field blank and click the ‘Search’ button to see a list of all of the NAICS codes in ROCIS.  Select the desired NAICS codes from the ‘Available’ list (select multiple codes by holding the Control key down on your keyboard while clicking) and click the ‘Add’ button to move them to the ‘Selected’ list.  When you click the ‘Done’ button, all of the NAICS codes in the ‘Selected’ list will be added to your EO 13771 request.
At this point, all of your data should be saved by selecting the ‘Save’ Button.  (Data can be saved at any time during the editing process).  Click the Economic Data button to go to the Economic Data page.
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Figure 9.11: Edit EO 13771 Request Screen with Economic Data Button/Link
In the EO 13771 Economic Data section, there is a link to the ‘Manage Documents’ portion of the EO 13771 process.  That will be discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter of this manual.
All data items marked with an asterisk are required before a request can be submitted to OIRA.  If the item does not have an asterisk, it is optional.
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Figure 9.12:   Economic Data Screen
Note: For FY2018, all monetized values entered into ROCIS are in millions of 2016 dollars, discounted at 7 percent in perpetuity.  If and when this changes, ROCIS will always display the year dollars and discount rate to use when entering monetized values in the EO 13771 module.
Cost Savings Annualized - Primary Estimate 7%:  Absolute value of primary estimate of annualized cost savings, at 7% discount rate, in millions of dollars.
Cost Savings PV:  Primary Estimate is automatically calculated by ROCIS and cannot be changed.
Quantified Cost Savings Notes:  Enter any additional notes regarding the cost savings data entered above for OIRA to consider during review.
Qualitative Cost Savings Only?:  Check this box if there are no quantified cost savings for this request (i.e. Cost Savings Annualized = 0).
Qualitative Cost Savings:  Enter a brief description of unquantified cost savings.  If additional space is needed, upload as a Supplementary Document on the Manage Documents page (see below for more about uploading documents in ROCIS).
Cost savings associated with a transfer rule?:  Check this box when cost savings beyond economic transfers determine the EO 13771 designation as ‘Deregulatory’.
Additional Notes:  Use this to provide additional information to OMB/OIRA about your request.
Save your request by selecting the ‘Save’ Button.  (Data can be saved at any time during this process).  You will then be ready to add the necessary documents to your request.  Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
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Figure 9.13: Economic Data Screen with ‘Save’ Button 


[bookmark: _Toc53150690]10.  HOW TO Submit an EO 13771 Request
After entering all required data and uploading the necessary documents, you may want to perform a ‘Check for Completeness’ by selecting the button with that label at the bottom of the ‘Edit EO 13771 Request’ screen.  ROCIS will do a validation of the data and documents.  The result of the validation will be displayed at the top of the screen.  ROCIS will either advise you that the request is complete, or notify you to provide information on what is missing.  
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Figure 10.1: Edit EO 13771 Request ‘Check for Completeness’ Button
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Figure 10.2: Edit EO 13771 Request with Errors
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Figure 10.3: Edit EO 13771 Request Screen with No Errors
The request is now ready to be submitted.  Whether the ‘Submit’ button is available on your screen depends on your level of access to the EO 13771 module.  If you do not have the ‘Submit’ button, save your request and notify an RDR Manager (RDRM) or RDR Agency Admin (RDRA) at your organization that the request is ready to be submitted to OIRA.  If you do not know who has RDRM or RDRA privileges, refer to the ‘HOW TO Use the ROCIS Employee Administration Search’ section of this manual for steps on how to perform a search by agency and role.
If the ‘Submit’ button does appear on your screen, simply select it.  If everything looks fine, click ‘OK’ when asked to confirm.  The request will immediately be submitted to OIRA, and you will be transferred to your ‘Submitted Request List’. 
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Figure 10.4: Edit EO 13771 Request Screen with Submit Confirmation Message


[bookmark: _Toc239192509][bookmark: _Toc53150691]11.  The Review Process and Open/Close for Amendment
When the EO 13771 request is submitted, the ROCIS system saves the agency submission (request data and documents), and that submission record is never altered.  Instead, at the same time, the system makes an exact copy of the submission and provides it to OIRA. While the EO 13771 package is under review, OIRA may request that the agency make changes to the submission. These changes will be made to the OIRA copy of the record.  In order for the agency to make changes to the OIRA version of the submission, an OIRA desk officer must open the record for amendment.  Such an action on the part of OIRA will show as a change of status in the submitted box for the agency.  The status will be changed to ‘Open for Amendment’.  Once a request has this status, the agency can update the submission by clicking on the Request ID in the submitted list, and making the changes discussed with OIRA.
You will see the status change to ‘Open for Amendment’ in the status column of the request in your ‘Submitted’ box.
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[bookmark: _Hlk240369183]Figure 11.1: Submitted Request List Screen with Open for Amendment Request
To make changes to the package, select it by clicking on the Request ID.
Every item can be changed when a submission is opened for amendment.  
Users may also upload new versions of documents while the package is ‘Open for Amendment’.  You should always upload a new version of an existing document when replacing a previous version with an updated version, rather than uploading new documents.  Uploading new documents will result in duplicates of document types.  To upload a new version, click on the document name.  The process to browse your local desktop files will be the same as it was before.  When the new document is uploaded, it will show as another version of the same type of document.
When the necessary changes to the review package have been made, an RDR Agency Admin (RDRA) or RDR Manager (RDRM) user should select the ‘Resubmit’ button at the bottom of the ‘Edit EO 13771 Request’ screen.  This will change the status to ‘Closed for Amendment’, thus notifying the OIRA desk officer that the changes are completed.   The OIRA desk officer also has the ability to change the status to ‘Closed for Amendment’ at any time.
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Figure 11.2: Edit EO 13771 Request Screen with Resubmit Button 

ROCIS will automatically transfer you back to your ‘Submitted’ list, where you can view the change in status.  
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Figure 11.3: Submitted Request List Screen with Closed for Amendment
Once the status is changed to ‘Closed for Amendment’, the modifications made to the OIRA record will no longer be viewable by the agency.  When an agency user views the submission, the user will be looking at the original version of the submission, not the modified copy under review at OIRA.  That will be true until the review is concluded by OIRA.  Once the review is concluded, the OIRA version of the record will become the default displayed version of the review.  However, the agency can always choose to look at the original submission by going to the Package menu in the navigation toolbar and choosing the ‘Agency Submitted Package’ option. 

[bookmark: _Toc239192510][bookmark: _Toc53150692]12.  The Conclusion Process
When OIRA concludes review of the EO 13771 submission, ROCIS will display the submission in the agency‘s Concluded Request List.  The agency can review all the information on the concluded review by clicking on the Request ID.  OIRA can conclude the review with any of a number of actions.  
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Figure 12.1: Concluded Request List Screen with Conclusion Actions

[bookmark: _Toc239192511][bookmark: _Toc53150693]
13.  HOW TO Use the Agency Accounting Tool
RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module, including the use of the Agency Accounting Tool.  This tool provides RDRA users with a means to view their projected End of Fiscal Year (EOFY) accounting for the current fiscal year.  To access this page, move your mouse over the ‘Utilities’ menu in the navigation toolbar and select ‘Agency Accounting Tool’ from the drop-down menu.
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Figure 13.1:  Utilities Menu with Agency Accounting Tool Option
This tool summarizes topline YTD performance as well as counts of regulatory and deregulatory actions.
The Accounting Summary section at the top of the page shows the current FY Allowance, the current FY Non-compliance Target (if applicable) and the previous FY Allowance.
Section 1 of the Agency Accounting Tool lists all approved cost/cost savings requests with a finalization date (i.e. final actions that will count towards your agency’s EOFY accounting).
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Figure 13.2:  Agency Accounting Tool Screen with Accounting Summary and Section 1
Section 2 lists all approved, non-final cost/cost savings requests for any fiscal year.  If OIRA ever approved a non-final action for your agency and you have not yet submitted a final revision (i.e. with FR citation or finalization date) for the same RIN or OMB Control #, it will be listed in section 2.  You can check the box to the right of any request in this section to include it in the ‘Projected’ totals in the YTD Accounting Summary sections at the bottom of the page.
Section 3 lists all cost/cost savings requests pending review at OIRA.  You can check the box to the right of any request in this section to include it in the ‘Projected’ totals in the YTD Accounting Summary sections at the bottom of the page.
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Figure 13.3:  Agency Accounting Tool Screen with Section 2 and Section 3
Section 4A lists all approved inter-agency transfer requests.  
Section 4B lists all inter-agency transfer requests pending review at OIRA.  You can check the box to the right of any request in this section to include it in the ‘Projected’ totals in the YTD Accounting Summary sections at the bottom of the page.
Section 5 displays the carryover balance from the previous FY.  By default, the projected summary calculations will include carryover balance from previous FY.  However, you can enter a different value to see how it impacts the projected summary calculations at the bottom of the page.
[image: ]
Figure 13.4:  Agency Accounting Tool Screen with Section 4A, Section 4B and Section 5
The summary sections at the bottom of the page are split into 2 columns: ‘Actual’ and ‘Projected’.  The ‘Actual’ column only includes approved, final requests and carryover from previous FY (i.e. Section 1, Section 4A and previous FY carryover balance from Section 5).  The ‘Projected’ column includes the value from the ‘Actual’ column plus any non-final and/or pending requests selected in Section 2, Section 3 and Section 4b and the portion of carryover entered in Section 5 (if applicable).
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Figure 13.5:  Agency Accounting Tool Screen with Actual and Projected Totals
The YTD Accounting Tool Summary section displays a summary of total actions, total transfers and carryover balance.
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Figure 13.6:  Agency Accounting Tool Screen with YTD Accounting Tool Summary
The YTD Accounting (Balance) section displays the net balance with respect to the FY Allowance including inter-agency transfers.
The YTD Accounting Summary section displays the YTD Net Balance including the Carryover Balance.  It also shows item counts and the Non-compliance Target (if applicable).
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Figure 13.7:  Agency Accounting Tool Screen with YTD Accounting (Balance) and YTD Accounting Summary


The entire Agency Accounting Tool page can be exported to MS Excel.
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Figure 13.8:  Agency Accounting Tool Screen with Export Button


[bookmark: _Toc53150694]14.  HOW TO Use the Next FY Projection Tool
RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module, including the use of the Next FY Projection Tool.  This tool provides RDRA users with an accounting of anticipated actions to aid in FY Allowance submission and review.  To access this page, move your mouse over the ‘Utilities’ menu in the navigation toolbar and select ‘Agency Next FY Projection Tool’ from the drop-down menu.
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Figure 14.1:  Utilities Menu with Next FY Projection Tool Option
The Accounting Summary section at the top of the page shows the FY Allowance for the next fiscal year.
Section 1 of the Agency Next FY Projection Tool lists all approved, cost/cost savings waived or temporarily exempted in the current fiscal year (i.e. waivers and temporary exemptions will count towards your agency’s EO 13771 accounting for the following fiscal year).
Section 2 lists all approved cost/cost savings requests for the next FY without a finalization date (i.e. not final actions that will not count towards your agency’s EOFY accounting).  You can check the box to the right of any request in this section to include it in the ‘Projected’ totals in the YTD Accounting Summary sections at the bottom of the page.  You can check the box to the right of any request in this section to include it in the YTD Accounting Tool Summary section at the bottom of the page.
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Figure 14.2:  Agency Next FY Projection Tool Screen with Accounting Summary, Section 1 and Section 2
Section 3 lists all cost/cost savings requests for the following fiscal year that are still pending review at OIRA.  You can check the box to the right of any request in this section to include it in the YTD Accounting Tool Summary section at the bottom of the page.
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Figure 14.3:  Agency Next FY Projection Tool Screen with Section 3
Section 4 lists anything else that might impact your agency’s EO 13771 accounting for the next FY (e.g. pending 2018 requests and approved, non-final 2018 requests).  You can check the box to the right of any request in this section to include it in the YTD Accounting Tool Summary section at the bottom of the page.
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Figure 14.4:  Agency Next FY Projection Tool Screen with Section 4
The YTD Accounting Tool Summary section displays the following information for the next FY based on selections made in section 1 – 4 above:  FY Allowance, the total balance of actions selected, balance net of FY Allowance and item counts of deregulatory and regulatory actions selected.
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Figure 14.5:  Agency Next FY Projection Tool Screen with YTD Accounting Tool Summary
The entire Agency Next FY Projection Tool page can be exported to MS Excel.
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Figure 14.6:  Agency Next FY Projection Tool Screen with Export Button




[bookmark: _Toc53150695]15.  HOW TO Create, Edit and Submit an FY Allowance Request
RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module, including the ability to submit an FY Allowance request.  Your agency’s FY Allowance (i.e. cost allowance or cost cap) will be used to determine your agency’s compliance with EO 13771 requirements.  Any cost/cost savings balance for a given FY over or under the FY Allowance will be applied to your carryover balance from the previous FY.  To create an FY Allowance request, move your mouse over the ‘Request’ menu in the navigation toolbar and select ‘FY Allowance’ from the drop-down menu.
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Figure 15.1:  Request Menu with FY Allowance Option


On the Allowance Request page, select the fiscal year and agency and click the ‘Create’ button.
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Figure 15.2:  Allowance Request Screen with Create Button
If there is no existing FY Allowance request for the fiscal year and agency selected, the next page you will see is the ‘Allowance Request Data’ screen.  If an existing FY Allowance package is found, click the Request ID link to view it.  
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Figure 15.3:  Allowance Request Screen with Existing Request
If the existing package is in Created or Open for Amendment status, you will be taken to the Allowance Request Data page where you can continue to update the package.  If the package is in Received or Closed for Amendment status, you will be presented with a view-only version of the originally submitted package.  If the package has already been concluded by OIRA, you will be presented with a view-only version of the concluded package. 
After the request has been successfully created, the user is transferred to the ‘Allowance Request Data’ screen.  
The request title, agency code/acronym and date are displayed, as well as the unique EO 13771 Request ID automatically assigned by ROCIS to this particular request.  These items may not be changed.  
Also on this page is a link to the ‘Manage Documents’ portion of the EO 13771 process.  Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
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Figure 15.4:   Allowance Request Data Screen  
Select whether the FY Allowance being requested is a ‘Cost’ (+) or ‘Savings’ (-).
Enter the absolute value of annualized cost/cost savings in millions for the FY Allowance being requested.
Save your request by selecting the ‘Save’ Button.  (Data can be saved at any time during this process).  You will then be ready to add the necessary documents to your request.  Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
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Figure 15.5: Allowance Request Data Screen with Save Button 
The request is now ready to be submitted.  Click the ‘Submit’ button.  The request will immediately be submitted to OIRA, and you will be transferred to your ‘Submitted Request List’. 
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Figure 15.6: Allowance Request Data Screen with Submit Button



[bookmark: _Toc53150696]16.  HOW TO Create, Edit and Submit an Inter-agency Transfer Request
RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module, including the ability to submit an Inter-agency Transfer request.  Inter-agency transfer requests are used to transfer a portion of your agency’s carryover balance (cost or cost savings) to another agency.  Upon OIRA approval, your agency’s carryover balance will be decreased by the transfer amount and the other agency selected will see an increase in their carryover balance for the same amount.  To create an FY Agency Transfer request, move your mouse over the ‘Request’ menu in the navigation toolbar and select ‘FY Agency Transfer’ from the drop-down menu.
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Figure 16.1:  Request Menu with FY Agency Transfer Option
On the Agency Transfer Request page, enter the required information:
Title:  Enter a title for the inter-agency transfer request that briefly describes the purpose.
From Agency:  Select the agency that the portion of the carryover balance will be transferred from.
To Agency:  Select the agency that the portion of the carryover balance will be transferred to.
Fiscal Year is determined by ROCIS based on the current FY for the agencies selected.
Transfer Amount:  Enter the real value (i.e. use ‘-‘ to enter negative amount) of the portion of the From Agency’s carryover to transfer to the To Agency.
Notes:  Provide a more detailed description of the purpose for the inter-agency transfer request.
Create your request by selecting the ‘Create’ Button.
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Figure 16.2:  Agency Transfer Request Screen with Create Button
After the request has been successfully created, additional action buttons are displayed on the ‘Agency Transfer Request Data’ screen.  Save your request by selecting the ‘Save’ Button.  (Data can be saved at any time during this process).
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Figure 16.3:  Agency Transfer Request Data Screen with Save Button


The request is now ready to be submitted.  Click the ‘Submit’ button.  You will be transferred to your ‘Submitted Request List’. 
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Figure 16.4: Agency Transfer Request Data Screen with Submit Button



[bookmark: _Toc53150697]17.  HOW TO Create, Edit and Submit an EOFY Accounting Request
RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module, including the ability to submit their agency’s End of Fiscal Year (EOFY) Accounting request.  This is the last request submitted for a given fiscal year.  When your EOFY Accounting request is approved by OIRA, EO 13771 submissions for the given FY are considered final and any new cost/cost savings requests created for the agency will be for the following fiscal year.  To create an EOFY Accounting Request request, move your mouse over the ‘Request’ menu in the navigation toolbar and select ‘EOFY Accounting’ from the drop-down menu.
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Figure 17.1:  Request Menu with EOFY Accounting Option
The Title of the request is automatically generated by ROCIS based on the agency selected.
Fiscal Year is determined by ROCIS based on the current FY for the agency selected.
Agency:  Select the agency that you want to finalize EO 13771 reporting for.
Create your request by selecting the ‘Create’ Button.
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Figure 17.2:  EOFY Accounting Submission Request Screen with Create Button
If there is no existing EOFY Accounting request for the agency selected, the next page you will see is the ‘EOFY Accounting Submission’ screen.  If an existing EOFY Accounting package is found, click the Request ID link to view it.  If the existing package is in Created or Open for Amendment status, you will be taken to the Allowance Request Data page where you can continue to update the package.  If the package is in Received or Closed for Amendment status, you will be presented with a view-only version of the originally submitted package.  If the package has already been concluded by OIRA, you will be presented with a view-only version of the concluded package. 
After the request has been successfully created, the user is transferred to the ‘EOFY Accounting Submission’ screen.  
The request title, agency code/acronym and date are displayed, as well as the unique EO 13771 Request ID automatically assigned by ROCIS to this particular request.  These items may not be changed.  
Also on this page is a link to the ‘Manage Documents’ portion of the EO 13771 process.  Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
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Figure 17.3:   EOFY Accounting Submission Screen  
Agency Contact (required):  This should be the individual that the OIRA desk officer can contact with any questions about the EO 13771 request.  ROCIS will list others that have been identified as contacts in ROCIS.  If the contact’s name appears in the list, simply select that person. If the contact is not in the list, create a new contact by selecting the ‘Add New Contact’ button.
The ‘Add Contact’ process begins with an administrative task on the ‘ROCIS Contact Administration’ page.  Enter some portion of the last name of the individual that you want to add as the Agency Contact, and then click on the ‘Search’ button.
The search results at the bottom of the screen include all matching ROCIS contacts that have been identified as a contact in the Agenda module, the EO Reg Review module, the PRA module and the Privacy module. 
If you see the name that you want to add as a contact, click on the Name link.
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Figure 17.4: Contact Administration Screen with Search Results
In this example, Susan Contact was selected. Susan is in ROCIS as a contact for another module.  You can make Susan a contact for the EO 13771 module by clicking on the box next to ‘EO13771 Contact’ and selecting ‘Active’ radio button.
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Figure 17.5: Edit Contact Detail Screen

Click the ‘Save’ button to effect the change.  After the information is saved, you will be returned to the Edit EO 13771 Request screen.
If you do not see the name that you want to add as a contact in the search results, click the Add button to create a new contact.
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Figure 17.6: Contact Administration Screen with Add Button
The ‘New Contact Detail’ screen captures information about the new contact.  Any data item with an asterisk in front of the tag is a required field.  Although ‘Email’ is not required, it is highly recommended.
The agency data field has a drop down list from which the agency or subagency for the contact can be selected.  This is an important decision if you are associated with a cabinet agency (except VA) or EPA.  These have an agency level code which ends with ‘00’, and a number of subagencies.  If the contact is associated with the agency code only, he will appear in the drop down list for any subagencies that are part of that agency.  If he is associated with a subagency, he will only appear in the drop down list for that subagency.  
Click the Create Contact button at the bottom of the screen when you’re ready.  The new contact will be saved, and you will be returned to the ‘Edit EO 13771 Request’ screen.  The contact that you have selected will be displayed.  
Verify the information displayed in the following sections:
Section 1 of the Agency Accounting Tool lists all approved ‘Regulatory’ and ‘Deregulatory’ cost/cost savings requests with a finalization date (i.e. final actions that will count towards your agency’s EOFY accounting).
Section 1.1 lists all approved, final cost/cost savings requests designated as ‘Other’ (i.e. not ‘Regulatory’ or ‘Deregulatory’).  
Section 1.2 lists all approved inter-agency transfer requests.
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Figure 17.7:  EOFY Accounting Submission Screen with Section 1, Section 1.1 and Section 1.2
Section 2 lists all pending, final cost/cost savings requests.  
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Figure 17.8:  EOFY Accounting Submission Screen with Section 2
Section 2.1 lists all pending inter-agency transfer requests.  
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Figure 17.9:  EOFY Accounting Submission Screen with Section 2.1


The Accounting Balance Summary section displays compliance metrics, including previous FY carryover balance, current FY Allowance, total inter-agency transfers, final current FY carryover balance and item counts of final actions approved for the current FY.
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Figure 17.10: EOFY Accounting Submission Screen with Accounting Balance Summary


EOFY Accounting Notes:  Enter any additional notes regarding the EOFY Accounting Submission for OIRA to consider during review.
Save your request by selecting the ‘Save’ Button.  (Data can be saved at any time during this process).  You will then be ready to add the necessary documents to your request.  Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
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Figure 17.11: EOFY Accounting Submission Screen with ‘Save’ Button 


The request is now ready to be submitted.  Click the ‘Submit’ button on the ‘EOFY Accounting Submission’ screen.  The request will be submitted to OIRA, and you will be transferred to your ‘Submitted Request List’. 
The entire EOFY Accounting Submission screen can be exported to MS Excel.
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Figure 17.12:  EOFY Accounting Submission Screen with Export Button




[bookmark: _Toc53150698]18.  HOW TO Create, Edit and Submit a Non-compliance Target Request
RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module, including the ability to submit their agency’s Non-compliance Plan and Target request for a given fiscal year.  The Non-compliance Target request can be used to submit your agency’s plan to recover out-of-compliance costs from previous fiscal year(s).  To create a Non-compliance Target Request, move your mouse over the ‘Request’ menu in the navigation toolbar and select ‘FY Non-compliance Plan’ from the drop-down menu.  You can only create a Non-compliance Target request if your agency has a cost carryover (i.e. positive carryover balance) from the previous fiscal year.
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Figure 18.1:  Request Menu with FY Non-compliance Plan Option
The Title of the request is automatically generated by ROCIS based on the agency selected.
Fiscal Year is determined by ROCIS based on the current FY for the agency selected.
Agency:  Select the agency that you want to submit the Non-compliance Target request for.
Create your request by selecting the ‘Create’ Button.
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Figure 18.2:  Agency Non-compliance Target Request Screen with Create Button
If there is no existing Non-compliance Target request for the agency selected, the next page you will see is the ‘Non-compliance Target Request’ screen.  If an existing Non-compliance Target package is found, click the Request ID link to view it.  If the existing package is in Created or Open for Amendment status, you will be taken to the ‘Non-compliance Target Request’ page where you can continue to update the package.  If the package is in Received or Closed for Amendment status, you will be presented with a view-only version of the originally submitted package.  If the package has already been concluded by OIRA, you will be presented with a view-only version of the concluded package. 
After the request has been successfully created, the user is transferred to the ‘Non-compliance Target Request’ screen.  
The request title, agency code/acronym and date are displayed, as well as the unique EO 13771 Request ID automatically assigned by ROCIS to this particular request.  These items may not be changed.  
Also on this page is a link to the ‘Manage Documents’ portion of the EO 13771 process.  A Non-compliance Target Plan document must be uploaded on the Manage Documents page for all Non-compliance Target Requests.  Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
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Figure 18.3:   Non-compliance Target Request Data Screen  
Agency Contact (required):  This should be the individual that the OIRA desk officer can contact with any questions about the EO 13771 request.  ROCIS will list others that have been identified as contacts in ROCIS.  If the contact’s name appears in the list, simply select that person. If the contact is not in the list, create a new contact by selecting the ‘Add New Contact’ button.
The ‘Add Contact’ process begins with an administrative task on the ‘ROCIS Contact Administration’ page.  Enter some portion of the last name of the individual that you want to add as the Agency Contact, and then click on the ‘Search’ button.
The search results at the bottom of the screen include all matching ROCIS contacts that have been identified as a contact in the Agenda module, the EO Reg Review module, the PRA module and the Privacy module. 
If you see the name that you want to add as a contact, click on the Name link.
[image: ]
Figure 18.4: Contact Administration Screen with Search Results
In this example, Susan Contact was selected. Susan is in ROCIS as a contact for another module.  You can make Susan a contact for the EO 13771 module by clicking on the box next to ‘EO13771 Contact’ and selecting ‘Active’ radio button.
[image: ]
Figure 18.5: Edit Contact Detail Screen 

Click the ‘Save’ button to effect the change.  After the information is saved, you will be returned to the Edit EO 13771 Request screen.
If you do not see the name that you want to add as a contact in the search results, click the Add button to create a new contact.
[image: ]
Figure 18.6: Contact Administration Screen with Add Button
The ‘New Contact Detail’ screen captures information about the new contact.  Any data item with an asterisk in front of the tag is a required field.  Although ‘Email’ is not required, it is highly recommended.
The agency data field has a drop down list from which the agency or subagency for the contact can be selected.  This is an important decision if you are associated with a cabinet agency (except VA) or EPA.  These have an agency level code which ends with ‘00’, and a number of subagencies.  If the contact is associated with the agency code only, he will appear in the drop down list for any subagencies that are part of that agency.  If he is associated with a subagency, he will only appear in the drop down list for that subagency.  
Click the Create Contact button at the bottom of the screen when you’re ready.  The new contact will be saved, and you will be returned to the ‘Edit EO 13771 Request’ screen.  The contact that you have selected will be displayed.  
Non-compliance Target Amount:  Enter the amount of cost carryover (i.e. positive carryover balance) your agency plans to recover in cost savings for the given fiscal year.
Save your request by selecting the ‘Save’ Button.  (Data can be saved at any time during this process).  You will then be ready to add the necessary documents to your request.  Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this manual.
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Figure 18.7: Non-compliance Target Request Screen with Save Button 
The request is now ready to be submitted.  Click the ‘Submit’ button on the ‘Non-compliance Target Request’ screen.  The request will be submitted to OIRA, and you will be transferred to your ‘Submitted Request List’. 
[image: ]
Figure 18.8: Non-compliance Target Request Screen with Submit Button

[bookmark: _Toc53150699]Appendix A:  EO 13771 Agency Roles
There are three roles within ROCIS that are specifically associated with the agency portion of the EO 13771 module:
RDRP (RDR Entry Processor) – This individual can create and update EO 13771 cost/cost savings requests.   To obtain a ROCIS account, he has to go through his agency’s RDR Agency Admin (see role description below), sign a security agreement, and attend training.
RDRM (RDR Manager) – This individual can do everything that an RDRP user can.  He can also submit EO 13771 cost/cost savings requests to OIRA for review.  To obtain a ROCIS account, he has to go through his agency’s RDR Agency Admin (see role description below), sign a security agreement, and attend training.
RDRA (RDR Agency Admin) – This individual can do everything that an RDRP and RDRM user can.  He can also create, edit and submit yearly EO 13771 requests, including: FY Allowance, Inter-agency Transfers, EOFY (Final) Accounting and Non-compliance Target Plans.  To obtain a ROCIS account, he has to go through his agency’s primary point-of-contact for the Unified Agenda, sign a security agreement, and attend training.
This person is the primary point of contact for an agency with regard to new accounts.  If someone from an agency wants access to the EO 13771 module, the request must be made through the RDR Agency Admin.  The RDRA will inform the ROCIS technical team of the user’s role and, if applicable, the subagencies within the agency to which the user should have access (this applies mostly to Cabinet agencies and EPA). 
A change in an agency RDRA is normally handled by the outgoing RDRA, who notifies the ROCIS technical team of his replacement.  If there is any question about who is the RDRA for an agency, the ROCIS technical team will request an email from the agency’s primary point-of-contact for the Unified Agenda naming the new RDRA.
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