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PREFACE 
 
The Regulatory Information Service Center (RISC), a component of the General Services 
!ŘƳƛƴƛǎǘǊŀǘƛƻƴΩǎ hŦŦƛŎŜ ƻŦ DƻǾŜǊƴƳŜƴǘ-wide Policy, and the Office of Information and 
Regulatory Affairs (OIRA), in the Office of Management and Budget, have jointly developed the 
RISC/OIRA Consolidated Information System (ROCIS).  RISC and OIRA utilize ROCIS to carry out 
three related coordination and oversight functions: 

¶ wL{/Ωǎ ŎƻƳǇƛƭŀǘƛƻƴ ŀƴŘ ǇǳōƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜ Unified Agenda of Federal Regulatory and 
Deregulatory Actions and The Regulatory Plan. 

¶ hLw!Ωǎ ǊŜǾƛŜǿ ƻŦ ǊŜƎǳƭŀǘƻǊȅ ŀŎǘƛƻƴǎ ǳƴŘŜǊ 9ȄŜŎǳǘƛǾŜ hǊŘŜǊ мнуссΣ ŀǎ ŀƳŜƴŘŜŘΦ 

¶ hLw!Ωǎ ǊŜǾƛŜǿ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴ ŎƻƭƭŜŎǘƛƻƴǎ ǳƴŘŜǊ ǘƘŜ tŀǇŜǊǿƻǊƪ wŜŘǳŎǘƛƻƴ !ŎǘΦ 

¢Ƙƛǎ wh/L{ ¦ǎŜǊΩǎ aŀƴǳŀƭ ŘŜǎŎǊƛōŜǎ ŀƴŘ ŜȄǇƭŀƛƴǎ ǘƘƻǎŜ ŦŜŀǘǳǊŜǎ ŀƴŘ ŦǳƴŎǘƛƻƴǎ ƻŦ ROCIS that 
Federal agencies use to submit information for the Unified Agenda and Regulatory Plan. 

The Unified Agenda and Regulatory Plan are tools for Federal regulatory planning and 
coordination and for informing the public about regulatory and deregulatory actions that 
agencies expect to consider or review within the next 12 months.  The Unified Agenda also lists 
actions or reviews completed or withdrawn since the last edition.  The Unified Agenda is 
published twice each year, in the spring and fall.  It includes entries from approximately 60 
Federal departments and agencies.  The Regulatory Plan identifies Federal regulatory priorities 
and provides additional information about the most significant regulatory actions that agencies 
expect to take in the coming year.  The Regulatory Plan is published once each year, as part of 
the fall Unified Agenda. 

The Unified Agenda is published in its entirety online at www.reginfo.gov.  Beginning with the 
fall 2007 edition, the Agenda published in the Federal Register is limited to the complete 
wŜƎǳƭŀǘƻǊȅ tƭŀƴ Ǉƭǳǎ ǘƘƻǎŜ ŜƴǘǊƛŜǎ ǘƘŀǘ ŀǊŜ ƛƴ ŜŀŎƘ ŀƎŜƴŎȅΩǎ ǊŜƎǳƭŀǘƻǊȅ ŦƭŜȄƛōƛƭƛǘȅ ŀƎŜƴŘŀΣ ŀǎ 
required by the Regulatory Flexibility Act (5 U.S.C. 602). 
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GSA Help Desk Contact Information: 
 
Phone Number:   1-866-450-5250 
E-mail:   ITServiceDesk@gsa.gov 
Hours of Operation: 24 hours/day ς 7 days/week 
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1.  SYSTEM ENVIRONMENT 

System Overview 
The RISC/OIRA Consolidated Information System (ROCIS) is the primary means by which 
agencies provide regulatory data for publication in the Unified Agenda and Regulatory Plan.   
ROCIS allows agencies to request new Regulation Identifier Numbers (RINs), enter regulatory 
information, and electronically submit Unified Agenda and Regulatory Plan entries. 

ROCIS includes the following features: 

§ Accessibility via the Internet to OIRA, RISC, and the Federal agencies 

§ Electronic data entry, review, and submission of Unified Agenda and Regulatory Plan 
data by Federal agencies 

§ Electronic processing and review of data by RISC and OIRA 

§ Access as required by section 508 of the Rehabilitation Act of 1973 (as amended) 

§ Search and report functionality 

Lƴ ŀŘŘƛǘƛƻƴΣ wh/L{ ƻŦŦŜǊǎ ǘƘŜ ŎŀǇŀōƛƭƛǘȅ ǘƻ ŜȄŎƘŀƴƎŜ Řŀǘŀ ǿƛǘƘ ŀƎŜƴŎƛŜǎΩ ƻǿƴ ǘǊŀŎƪƛƴƎ ǎȅǎǘŜƳǎ 
using browser-based file transfer and XML.   

Agency Roles 

To manage system access, agency users have been broken down into the following six roles: 

Regulatory Data Entry Contact (RDEC):  This role can request new RINs and update agenda 
entries in ROCIS. 

Authorized Regulatory Contact (ARC):  This role is able to perform all of the same tasks that the 
RDEC can perform.  In addition, this user can authorize submission of the Unified Agenda and 
Regulatory Plan for publication. 

Executive Order Regulatory Contact (EORC):  This role can request new RINs, update rule data, 
and request EO or CRA designation for rules.  They may delegate EO/CRA responsibilities to an 
alternate. 

Authorized Executive Order Regulatory Contact (AEOR):  This role combines the functions 
performed by the ARC and EORC, allowing the user to request new RINs, update rule data, 
submit the Unified Agenda and Regulatory Plan, and request EO or CRA designation for rules.  
This role is appropriate for agencies where a single person or small group of people share 
Agenda and regulatory development responsibilities. 
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2.  SYSTEM REQUIREMENTS AND USE 

This section describes the minimum computer requirements for accessing ROCIS. It also 
presents an overview of the ROCIS graphical user interface, including a description of the 
Navigation menu, screen features, list features, and required data entry fields. 

Minimum Computer Requirements 

The following is the minimum workstation configuration for using the system: 

§ Intel Pentium 100 Megahertz (MHz) processor or equivalent 

§ Monitor running at least 800 x 600 pixel resolution 

§ 64 megabytes (MB) of Random Access Memory (RAM) 

§ Internet access 

§ Internet Explorer 9.0, Google Chrome 31 or Mozilla Firefox 20 

§ JavaScript enabled on the Web browser 

§ Session cookies enabled on the Web browser; no use of persistent cookies 

Accessibility (Section 508) 

The ROCIS interface complies with Section 508 of the Rehabilitation Act of 1973, which states 
that information and electronic technology developed, procured, maintained, or used by the 
Federal Government must be accessible to and usable by Federal employees and customers 
with disabilities.   

Navigation and Screen Features 

This section introduces the ROCIS Navigation menu and common screen features, and system 
functionality.  It explains common screen features and their respective attributes in detail, 
including the Navigation menu, controls, tables and lists, and required fields. 

Navigation Menu 

The top of each screen displays a multi-tiered menu consisting of a series of tabs and drop-
downs that are used for system navigation, referred to as the Navigation Toolbar.  The first tier 
of the menu is divided into the different modules available in ROCIS.  The Agenda/Regs main 
menu is divided into major areas of the user interface.  Waving the mouse cursor over a tab in 
the Main menu displays the applicable Submenu drop-down.  The lower tier menu, the 
Submenu, displays selections representing the individual screens available within the selected 
area.  User roles control the display of different menus, so that a user who does not have access 
to the screens within a given menu option will not see that menu option.  Users can switch 
between different screens by clicking on the selections in the Submenu.  Below the menu is the 
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ǘƛǘƭŜ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ǎŎǊŜŜƴ ŦƻƭƭƻǿŜŘ ōȅ ǘƘŜ ǎŎǊŜŜƴΩǎ ŦǳƴŎǘƛƻƴŀƭ ŀǊŜŀ όŜΦƎΦΣ Řŀǘŀ ŜƴǘǊȅΣ ǘŜȄǘ 
display) as shown in Figure 2.3.1-1. 

Figure 2.3.1-1: ROCIS Menu 

 
 

If you have entered or revised any data, be sure to save it before navigating from the screen 
using the menu tab. Otherwise the data will not be saved. 

Text Fields  

Text fields are types of screen inputs that allow users to enter/edit alphabetical characters 
and/or numbers.  Text fields will not allow the user to type more characters into the field than 
can be displayed.  For example, a user will not be able to type 30 characters into a field that can 
only accept 20 characters. Figure 2.3.2-1 shows a typical text field.  

 
Figure 2.3.2-1: ROCIS Text Field 
 

 

Text Areas  

Text areas, like text boxes, allow the user to enter/edit alphabetical characters and/or numbers.  
Unlike text fields, text areas do not limit the amount of data to the visible space on the screen.  
Instead, the text area provides a vertical scroll bar that allows the user to scroll through the 
data.  Text areas do not allow the user to type more characters into the field than are allowed.  
For example, a user will not be able to type 3000 characters into a field that can only accept 
2000 characters.  Figure 2.3.3-1 shows a typical text area field. 
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Figure 2.3.3-1: ROCIS Text Area 

 

Buttons 

Buttons are screen features that allow the user to initiate an action such as submitting a form, 
saving data, or canceling an operation.  Table 2.3.4-1 lists several common buttons that exist in 
ROCIS.  The button label describes the action it performs. Figure 2.3.4-1 shows a typical ROCIS 
button. 

 

Table 2.3.4-1: ROCIS Buttons 

Button Label Defined Action 

Add 5ƛǎǇƭŀȅǎ Ψ!ŘŘΩ ǎŎǊŜŜƴ ǘƘŀǘ ŀƭƭƻǿǎ ǳǎŜǊǎ ǘƻ ŀŘŘ Ǌƻǿǎ ǘƻ ŀ ǘŀōƭŜΦ 

Browse !ƭƭƻǿǎ ōǊƻǿǎƛƴƎ ŦƻǊ ŦƛƭŜǎ ƻƴ ŀ ǳǎŜǊΩǎ ƭƻŎŀƭ ŘǊƛǾŜΦ 

Cancel Closes the current screen or popup window without saving any changes. 

Check Spelling Performs a spell check of the text fields and text areas on the screen. 

Login Attempts to log a user into the system. 

Save Saves any changes. 

Search Performs a search using specified criteria. 

 
Figure 2.3.4-1: ROCIS Button 

 

Checkboxes 

Checkboxes are a type of screen input that allows the user to choose one or more values from a 
short list of options.  Click on the checkbox to the left of the desired value to select the value. 
Figure 2.3.5-1 shows a typical ROCIS checkbox. 
 

Figure 2.3.5-1: ROCIS Checkbox 

 

Radio Buttons 

Radio buttons are a type of screen input that allows the user to choose only one value from a 
short list of options.  Click on the radio button to the left of the value to select the value. Figure 
2.3.6-1 shows a typical ROCIS radio button. 
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Figure 2.3.6-1: ROCIS Radio Button 

 

Drop-Down Menus 

Drop-down menus are a third type of screen input that allows the user to choose only one item 
from a list.  Text fields are displayed with a downward pointing arrow positioned to the right of 
ǘƘŜ ŦƛŜƭŘ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŀǘ ŀ ƳŜƴǳ ƻŦ ƻǇǘƛƻƴǎ ƛǎ ŀǾŀƛƭŀōƭŜΦ  /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŀǊǊƻǿ ΨŘǊƻǇǎ-ŘƻǿƴΩ ǘƘŜ 
menu, displaying the values.  Select one of the items by clicking and highlighting the value.   
Figure 2.3.7-1 displays a typical drop-down menu. 
 

Figure 2.3.7-1: ROCIS Drop-Down Menu 

 

List Boxes 

List boxes allow the user to choose one or more values from a list of options.  Select a single 
option by clicking on the desired value.  To select multiple values, hold down the Ctrl key while 
clicking on the desired values. Figure 2.3.8-1 shows a typical ROCIS list box. 
 

Figure 2.3.8-1: ROCIS List Box 

 

Tables and Lists 

Tables and lists display data on the screen organized into rows and columns.  Each row is a 
unique record, and each column provides data for that unique record.  Screens containing 
tables and lists have several common features that assist in browsing the list. 
 

§ Navigating through the list:  When list screens contain more than the default number of 
rows (10), a series of labeled arrows are display above the list: 

Å First:  This arrow is inactive the first time the results set is displayed.  On subsequent 
results sets, the arrow is active.  Clicking on the arrow refreshes the screen and displays 
the first results set. 

Å Last:  This arrow displays on all results sets except for the final set. Clicking on the arrow 
refreshes the screen and displays the final set. 

Å Next:  This arrow is displayed on all results sets except for the final set.  Clicking on the 
arrow refreshes the screen and displays the next (in sequence) set of results. 

Å Previous:  This arrow is displayed on all results sets, except on the first set.  On 
subsequent results sets, the control displays.  Clicking on the arrow refreshes the screen 
and displays the previous (in sequence) set of results. 
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§ Sorting a list by columns:  The column headers in each list are hyperlinks.  Clicking the 
hyperlink re-sorts the list in ascending order (alphabetical or numerical) using the selected 
column as the sort criterion.  Clicking the same header again reverses the sort to 
descending order. 

§ Results pagination:  Lists containing more than the default number of rows display 
hyperlinked page numbers below the list.  The page numbers are numbered from 1 to X, 
with the X representing the final set of results.  Each number represents the next increment 
of the results set, as dictated by the default number of rows displayed per page.  Clicking on 
a number refreshes the screen and displays the selected increment of the results set.   

Required Fields 

Many ROCIS screens allow users to add or update data.  Most of these screens have one or 
more required fields.  In order to save data on these screens, the user must fill in data for each 
required field.  All required fields are marked with an asterisk (*).  If an attempt is made to save 
a record without filling in the required fields, the user will be prompted by the system to go 
back and complete the required field(s). 

  



ROCIS How-To Guide for Agency Users of the Unified Agenda Module  
Regulatory Information Service Center (RISC) 

 12 March 1, 2022 

3.  GENERAL SYSTEM FUNCTIONALITY 

Login 

Point your browser to the ROCIS website (www.rocis.gov) to login to the system.  Read the For 
Official Use Only message and click the button to proceed. 
 

Figure 3.1-1: For Official Use Only Warning Screen 

 

Logging In 

MAX.gov provides user identity authentication services to ROCIS including ID/password 
validation, 2-factor authentication and PIV/CAC card access. All ROCIS users will need a 
MAX.gov account to access ROCIS. If you do not have a MAX.gov account, please register at the 
MAX.gov website (https://portal.max.gov/portal/home). 
 
Click the Login button on the next screen to verify your identity with MAX.gov. 
  

http://www.rocis.gov/
https://portal.max.gov/portal/home
https://portal.max.gov/portal/home
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Figure 3.1-2: Login Screen 

 
 
Logging in to MAX.gov with your PIV/CAC card satisfies the ROCIS multi-factor authentication 
requirement.  If you login to MAX.gov with your user ID and password, you will be required to 
provide a second authentication factor using an authenticator app on your mobile device. 

Figure 3.1-2: Login Screen 

 
 
After successfully logging in to MAX.gov, you will be redirected to ROCIS. 
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The Unified Agenda functionality is part of the Agenda/Regs module of ROCIS.  Click the arrow 
for Ψ!ƎŜƴŘŀκwŜƎǎΩ ǘƻ continue.  

Broadcast Messages 

Broadcast messages, in the form of text messages, are sent to all users and appear in a window 
after the user logs in.  Read the message and then continue.  Figure 3.2-1 displays a typical 
ROCIS broadcast message. 

 
Figure 3.2-1: Broadcast Message 

 

Logout 

Click the Logout link at the top, right corner of any ROCIS page to logout of ROCIS. 
 

Figure 3.3-1: Logout Link 

 
 

Logging out of ROCIS does not automatically log you out of MAX.gov.  You MAX.gov session may 
still be active which means that you can log back in to ROCIS without having to re-verify your 
identify in MAX.gov.  To protect your privacy, close all browser windows when you are finished, 
especially if you are using a public computer. By taking these steps, you ensure the security and 
privacy of your agency's data in ROCIS.  
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On the next screen, click the MAX Logout button to log out of MAX.gov.  This will require you to 
log back in to MAX.gov before the next time you access ROCIS.  Click the ROCIS Login button to 
log back in to ROCIS. 
 

Figure 3.3-2: Logout Screen 
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4.  REPORTS AND RESULTS 

As agency users, you have access to a number of reports that organize your Agenda data and 
check for errors.  The ROCIS reports screen allows you to build reports and guides you in 
selecting a report category, a specific report within that category, and report parameters.  The 
reporting interface is accessed by selecting Reports from the Main menu.  ROCIS then displays a 
ǎŎǊŜŜƴ ŘƛǾƛŘŜŘ ƛƴǘƻ ǎŜŎǘƛƻƴǎ ƻǊ άŦǊŀƳŜǎέΦ  Lƴ ǘƘŜ ǳǇǇŜǊ ŦǊŀƳŜΣ ȅƻǳ Ƴŀȅ ǎŜƭŜŎǘ ǘƘŜ ƻǳǘǇǳǘ 
format, publication cycle, and the type of report desired.  The middle frames allow you to select 
specific characteristics of the report you choose.  Your choices are then listed in the lower 
portion of the screen.  Figure 4-1 illustrates the ROCIS reports screen. 
  

Figure 4-1: ROCIS Reports Screen 

 
  
The following sections describe how to build and run a report in ROCIS. 

Specify Common Report Parameters 

When you select a type of report, a frame on the left displays a list of data elements that enable 
you to specify the criteria for your report.  For example, if you want a report for one or more 
ǇŀǊǘƛŎǳƭŀǊ ŀƎŜƴŎƛŜǎΣ ȅƻǳ ǿƻǳƭŘ ǎŜƭŜŎǘ ά!ƎŜƴŎȅέ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ  !ŦǘŜǊ ȅƻǳ ƘŀǾŜ ƳŀŘŜ ŀ ǎŜƭŜŎǘƛƻƴ 
from the frame on the left, you may make more specific choices from the options listed in the 
frame on the righǘΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ά!ƎŜƴŎȅέΣ ȅƻǳ ǿƻǳƭŘ ǘƘŜƴ ǎŜƭŜŎǘ ǘƘŜ 
particular agency, or agencies, for your report.  (Note that individual users may be restricted as 
to their available options for selecting agencies or sub-agencies.)  ROCIS currently provides 
report output in Portable Document Format or Comma Separated Values. 
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Portable Document Format (PDF) Report:  PDF is a document file format developed by 
Adobe.  Reports and links to PDF documents appear throughout this system.  PDF-
formatted files can be opened easily with Acrobat Reader software, which allows 
viewing and printing of the PDF report format on all major hardware and operating 
system platforms.  If you do not have a copy of the Acrobat Reader, you can download 
this free software from the Adobe website. 

The other common parameters, publication cycle, and print flag, are optional.  The publication 
(Pub Cycle) defaults to the current publication.  You may specify a previous publication as a 
search criterion by selecting a publication ID cycle from the Pub Cycle drop-down menu.  The 
codes presented in the drop-down menu represent each year's spring (YYYY04) and fall 
(YYYY10) publications. 
  
The print flag is used by RISC to monitor RINs that are not scheduled to be printed in the 
ŎǳǊǊŜƴǘ !ƎŜƴŘŀ ǎǳŎƘ ŀǎ άŦǳǘǳǊŜ wLbǎέΦ  wLbǎ ǿƛǘƘ ŀ ǇǊƛƴǘ ŦƭŀƎ Ŝǉǳŀƭ ǘƻ ά¸Ŝǎέ ŀǊŜ ǎŎƘŜŘǳƭŜŘ ǘƻ 
ǇǊƛƴǘ ƛƴ ǘƘŜ ǎǇŜŎƛŦƛŜŘ !ƎŜƴŘŀΤ ǘƘƻǎŜ ǿƛǘƘ ŀ ǇǊƛƴǘ ŦƭŀƎ ǎŜǘ ǘƻ άbƻέ ŀǊŜ ƴƻǘΦ 
 
As you build your report, the parameters you have selected are added to the table in the 
bottom frame.  You can remove one or more previously selected parameters by clicking on the 
checkbox next to the parameter(s), and then clicking on the Delete Selection button.  
 
If you wish to start over from scratch, click on the Clear All button to remove all of your 
selections. 

View Count  

You can click on the View Count button in the bottom frame to verify your selections.  ROCIS 
runs a count to determine the number of records that will be returned in your report, based on 
the criteria you provided.  A pop-up window displays the count. 

Running a Report 

After you have selected your report, specified the output format, and provided parameters, you 
can run the report by clicking on the Run Report button.  ROCIS processes your selection criteria 
and returns the results to your browser in a separate window. 
 

  

http://www.adobe.com/products/acrobat/readstep2.html
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5.  USER PROFILE, RECERTIFICATION AND REAUTHORIZATION 
 
On the User Detail screen, ROCIS users can maintain their contact information. 

Accessing the User Detail Screen 

Click on the Administration Tab in the ROCIS module menu.  Then click the User Profile icon in 
the navigation toolbar.  The User Detail screen (see Figure 5.1-1) displays your contact 
information and preferences.  
 

Figure 5-1: User Detail Screen 

 

Update User Information 

Once you are viewing your User Detail screen, you can update your information. ROCIS requires 
the following fields for each user: 

¶ First name 

¶ Last name 

¶ Email Address 

¶ Telephone number 

¶ Agency 
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The following fields are not required, but can be filled in if the information is available: 

¶ Middle name 

¶ Suffix 

¶ Title 

¶ Street address, City, State, and Zip Code 

¶ TDD 

¶ Fax 

User Search (Employee Admin) 

To search for a user and/or contact record click on Employee Admin and the ROCIS Employee 
Administration Screen appears.  Enter the last name of the user and/or contact you are 
ǎŜŀǊŎƘƛƴƎΣ ǎŜƭŜŎǘ ǘƘŜ ŘŜǎƛǊŜŘ ƻǇǘƛƻƴ ŦƻǊ ά{ŜŀǊŎƘ wŀƴƎŜέ όŜΦƎΦ ¦ǎŜǊΣ /ƻƴǘŀŎǘǎ ƻǊ .ƻǘƘ ¦ǎŜǊǎ ŀƴŘ 
Contacts) and click search.  The ROCIS Employee Administration screen will (see Figure 5.1-2) 
list the employees and/or contacts in the selected agency. 
  
Locate your record in the list, and click on the hyperlinked name. 
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Figure 5-2: ROCIS Employee Administration 

 

User Recertification 

Any user acquiring a ROCIS production account must sign a security agreement provided by 
RISC.  The ROCIS system requires that users recertify the terms of the security agreement every 
year. 
 
Two weeks before your security agreement anniversary date, ROCIS will begin to remind you 
that you will need to recertify.  The Recertification icon can be found under the Administration 
tab. 
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Figure 5-3: Recertification Icon in Administration Toolbar 

 
 
The latest version of the ROCIS Security Agreement is displayed on the Recertification screen.  
After reviewing the pageΣ ŎƘŜŎƪ ǘƘŜ Ψ/ƻƴŦƛǊƳΩ ōƻȄ ŀƴŘ click the Recertify button.  After 
successfully logging in to MAX.gov, your recertification anniversary date will be updated in 
ROCIS. 
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Figure 5-4: User Recertification Screen (Bottom) 

 
 
If you do not recertify through the process above before your anniversary date, you cannot use 
ROCIS.  The next time you log in, you must complete the Recertification process first.  

User Reauthorization 

Any user acquiring a ROCIS production account must be authorized by the agency.  The ROCIS 
system requires agencies to reauthorize user access every year. 
 
Starting 10 days before your annual reauthorization deadline, you will receive daily warnings 
and email notifications.  If your account is not reauthorized before the deadline, your ROCIS 
access will be suspended (i.e. user cannot log in).  Agency authorizer(s) contact information will 
be provided. 
 

Figure 5-5: User Reauthorization Required Email 
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Figure 5-6: User Reauthorization Required Warning 

 
 
Agency authorizers must review ROCIS user access, at least annually, to validate that the 
individual still has a business need for their access.  Authorizers will receive daily warnings and 
email notifications when there are users that they can reauthorize whose access will be 
suspended in 10 days or less. 
 

Figure 5-7: User Reauthorization Required Email (Authorizer) 

 






































































