UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice FI-2903

Washington DC 20250

For: State and County Offices

Receivable Imaging System (RIS) Web Retrieval Application

Approved by: Associate Administrator for Operations and Management
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1 Overview

A Background

The FSA Receivable Management Office RIS retrieval application allows all authenticated
users to query, retrieve, print, e-mail, and view receivable/claims file documents stored in the
system. Access is based on the eAuthentication user ID and password provided for State and
County Office employees.

The RIS retrieval application provides employees instant access to debt file documents
including:

e program contracts
e notification and due process letters

e correspondence with debtors and external collectors (Department of Treasury,
Department of Justice, and collection agencies)

e promissory notes

other documentation pertinent to the debt.

B Purpose
This notice provides:
e an introduction to the RIS retrieval application
e instructions for accessing the RIS retrieval application in the State and County Offices.
C Contact
For technical problems with the application, contact the FSA National Help Desk at
1-800-255-2434.
Disposal Date Distribution
October 1, 2009 State Offices; State Offices relay to County Offices
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Notice FI1-2903

2 RIS Web Retrieval Application Introduction

A

7-20-09

RIS Retrieval Application

The RIS retrieval application was developed to make receivable/claim file information easily
accessible, and to transition from a labor intensive, paper-oriented system that uses paper
folders varying in size from a few pages to several hundred pages.

State and County Office Employee Access

Employees who want access to the RIS retrieval application must register through the USDA
eAuthentication registration process at www.eauth.egov.usda.gov and obtain an account
with Level 2 access. Employees must have a valid eAuthentication user ID and password.
Access privileges must be requested on FSA-13-A. Notice IRM-400 provides information
on the FSA computer security registration process.

Financial Information Available in the RIS Retrieval Application

State and County Office employees can query, retrieve, print, e-mail, and view any domestic
and farm program debt file documents residing in the RIS retrieval application that may
include financial statements, payoff reports, collection information, etc. Remember, these
records may contain PII that must be safeguarded.

Web Site Information Security

The RIS retrieval application uses the USDA eAuthentication process to ensure that the user
ID and password are registered through the USDA secured web site. A secured socket layer
with a minimum of 128-bit encryption is used to preclude others from accessing the system.
This meets the current OMB security requirements.

State and County Office employees are required to have a Level 2 eAuthentication user ID
and password to log into the RIS retrieval application.

RIS Retrieval Application Benefits
The RIS retrieval application:

e allows USDA employees faster and more convenient access to domestic and farm
program debt information through the Intranet

e eliminates the need to request documents manually

e increases productivity and improves the overall workflow process within State and
County Offices

e provides a centralized repository of all scanned and FAXed receivable/claims related
documents in 1 convenient location.
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Notice FI1-2903
3 Using the RIS Retrieval Application
A Accessing the RIS Retrieval Application
Each user’s eAuthentication user ID and password:

e identifies the user to the RIS retrieval application
e determines options that the user can perform
e attributes activities performed under users logon to the user.

Users shall not share their eAuthentication user ID and password with other employees.
If users feel that their security has been compromised, contact the eAuthentication Help Desk
to change user’s eAuthentication password.

To access the RIS retrieval application, go to the USDA Intranet web site at
http://intranet.fsa.usda.gov/fsa (users may want to create a bookmark for this location).

Under “Links”, CLICK “FSA Applications”.

USDA United States Depariment ol Agriculture A
sl Farm Service Agency (FSA) Intranet Monday Augusi

In the Spotlight

+« FSA Independent Organizational Assessment 5t

2 LISD A Military Lamilies
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Notice FI-2903
3 Using the RIS Retrieval Application (Continued)
A Accessing the RIS Retrieval Application (Continued)

Under “Financial Services”, CLICK “Financial Applications”.

L. . Assistance Pc
Administrative « eLDP - Electr
Applications Deficiency Pa

« EWR - Electro

« COC Elections Receipts

« COC State AQ Reports s MILC-X - MIL

« COE Replacement Program

« ERSR + Peanut Progr

+ Directive Tools « Sugar Progra

« OIP - Office Information + TAA - Trade /

Profile Assistance
+ Tobacco Tran
Financial Services Program
- - - Production Adjustr

o Financdial Applications & Disaster Prograr

Rates and Fact Sheets

CLICK *“Receivable Imaging System”.

FSA Intranet Financial Applications

FSAFS: Financial Applications

Applications will be unavailable Central Time:
> Daily, 3:00 am to 4:00 am
> Sunday, 12:00 am to 4:00 am & 4:00 pm to 6:00 pm.

THEF & COURIER Electronic Funds Control For National and State Office Use Only

Other Related Links

FAIRS (Authorized Users QOnly)
FS& Financial Inguiries

Fs& Financial Services

o Aszsignments, Joint Payments, Direct Deposits
+ Update Customer Profile

MNational Payment Services
Receivable Imaging System

The eAuthentication Warning Screen will be displayed, CLICK “I Agree”.
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Notice FI-2903
3 Using the RIS Retrieval Application (Continued)
A Accessing the RIS Retrieval Application (Continued)

Enter eAuthentication user ID and password and CLICK “Login”.

Unitad States Department of Agricullure
USDA
ﬁ USDA eAuthentication

Home : About eAuthentication: Help : Contact Us : Service Centers

| Quick Links
I What is an account?

eAuthentication Login

I Greate an account

User ID: ' I want To...
I Update your account

Password:
Employae Links o cthange My Password

- Reset My Forgotten
Password

I Local Registration

The “Security Alert” dialog box will be displayed, CLICK “Yes”.

USDA United States Depaniment of Agricullure
= USDA eAuthentic Security Alert |

Infarmation pou exchange with thiz zite cannot be viewed or
changed by others. Hawewer, there iz a prablem with the zite's
security certificate.

& The security certificate was izsued by a compary vou have Contact Us : Service Centers
I not chozen to trust. Wiew the certificate to determine whether  [_____________________|

| Quick Links

- What is an account?

wou want to brust the certifwing autharity.

G o The secunity certificate date is walid.
i Create an account

Want To...

I Update your account @) The secuily cerificate has a valid name matching the name:

b Link & Cerlificata to your of the page yau are tying to view,

Account
Reset My Forgotben

Do you want ta proceed? b
Administrator Links Password
b Local Registration Yes | No | wiew Centificate

Authority Login

F Change My Password

The Welcome to Receivable Imaging Screen will be displayed, CLICK “Log On”.

USDA ,
Za United States Department of Agriculture

Log On | Information Home I

Welcome to Receivable Imaging

Log On Information
Log inta app. Contact System Adrministrator,
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Notice FI-2903
3 Using the RIS Retrieval Application (Continued)
A Accessing the RIS Retrieval Application (Continued)

The Welcome to Receivable Imaging Screen will be redisplayed, CLICK “Quick Link” to
begin a document search.

SDA
s nited States Department of Agriculture

Quick Link | Information Heome I

Welcome to Receivable Imaging

Quick Link Information
Receivable Docurnent Search, Contact Systern Adrinistrator,
Log Off

Log out of app.

B Document Searches

To begin a document search, under “Quick Link”, CLICK “Receivable/Claim Number”.

USDA |
s United States Department of Agriculture

I WL FN | Information | Log Off | Home
iy Quick Link
K Receivable/Claim Mumber Please select a Quick Link from the tree.
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Notice FI-2903
3 Using the RIS Retrieval Application (Continued)
B Document Searches (Continued)

On the Fill in Data for Receivable/Claim Number Screen, in the “Criteria” box, enter the
appropriate receivable/claim document number and CLICK “Search”.

Note: The receivable/claim number is a 12-digit number, as follows.

Digit Content
1,2 | Agency code (10 for CCC or 20 for FSA).
3,4 | State code.

5-7 | County code.
8-12 | Assigned receivable/claim number.

Example: For Adams County, Illinois, CCC claim number 1, the 12-digit number would be
10170010001, as follows.

Agency State County Receivable/Claim
Code Code Code Number
10 17 001 00001

USDA |
sal nited States Department of Agriculture

I O AP | Information | Log Off | Home

t Fill in Data For "Receivable/Claim Number"

Receivable/Claim Nurmber =

*® Required figld.
*#=# If an operator is LIKE, then you may attach a ™" wildcard at the beginning of the end of vour search value

Last Query
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Notice FI1-2903

3 Using the RIS Retrieval Application (Continued)
C Working with the Query Results Screen
The Search Result Screen will be displayed with a grid of documents that matched the query
request. Each column represents an index value.
USDA _
s United States Department of Agriculture
Search Result [l
4 DpEn viewer in new wirid o
Select |Property [VIEW DOC [DocType Claim Number DocDate -~
1 |:| Property 285530 Correspondence losoooooolo4g 971871996
=[] Property 2620530 671's, related doc, clm:l0S5000000104 G/2142002
3 |:| Properts 2620590 Memos to the File 1l0s000000104 B/la/2002
< g -
Note: The “Open viewer in new window” box defaults to checked (v), to open selected
documents in a separate window. If users uncheck the box, the viewer will open in
the current window. Most users leave the “Open viewer in new window” box
checked (v') to switch back and forth between the list of documents and the
documents in the viewer.
7-20-09
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Notice FI1-2903

3 Using the RIS Retrieval Application (Continued)
D Search Result Screen Tools
On the Search Result Screen, at the bottom of the grid that will be displayed, are tools to use
when working with documents in the grid. The following describes each of the Search
Result Screen grid tools.
Tool Function

Save Result Save the results of user’s query to a file.

Refresh Updates the currently displayed Search Result Screen grid (also known as
“reloading” Web pages).

View History | Views the history of actions taken on 1 or more documents.

View Doc Opens a document viewer so that user can view documents 1-by-1, in
separate windows, or as a group within the same window. The viewer
provides controls to manipulate documents once opened.

Adv. Sort Allows user to sort ascending or descending on document types.

Change View | Customizes which columns will be displayed in the Search Result Screen
grid.

Print Result Prints the list of documents in the grid.

Email E-mails selected documents.

To return to the Fill-In Data for the Receivable/Claim Number Screen, CLICK
“Quick Link”.

E Change View Tool
When working with documents that have many columns, use the Change View tool to make
it easier to view specific columns of interest. To change columns displayed on the Search
Result Screen grid, CLICK “Change View”. The Change Folder View Screen will be
displayed.

USDA

sl Ynited States Department of Agriculture

Quick Link | Information Search Eesult I
4 ]

Change Folder View
Check the bozes below to display columns in the Search Results screen.
[ poc cLass
DocType
Claim Murmnber
DocDate

o
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Notice FI1-2903
3 Using the RIS Retrieval Application (Continued)
E Change View Tool (Continued)
Users can check (v):

1 box at a time for the column of information to be displayed
“Unselect All” to de-selects all columns

“Select All” to select all columns

“Cancel” to return to Search Result Screen grid.

Note: If a query provides a lot of columns and user only wants 1 or 2 to be displayed, it
may be faster to “Unselect All” and then check (v') the columns user wants to be
displayed.

When selections have been made, CLICK “OK” to save.
F Save Results Tool (Optional)

The Save Results tool only allows the user to see what document types are in the
receivable/claim file from the query result grid. The Save Results tool does not allow the
user to view the documents when the results are saved to any of the file formats. It is not
necessary to save results to view the file later.

Use the Save Results tool to save query results in CSV, HTML, TXT, or XML format. Users
may save all query results or just the results selected.

To save query results to a report, from the Search Result Screen grid, under “Select”,

check (v) the document user wants to save. The “Save As” dialog box will be displayed.
From the “File Format” drop-down menu, highlight the format the user wants the documents
saved in and CLICK “OK”.

USDA
s nited States Department of Agriculture

Quick Link | Information search Eesult I
File

Farrmat:

File:
Marme:

* Reguired field.
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Notice FI-2903
3 Using the RIS Retrieval Application (Continued)
F Save Results Tool (Optional) (Continued)

Depending on user’s browser settings, the “File Download” dialog box may be displayed.

USDA |
s nited States Department of Agriculture

search Fesult l

Quick Link Information

4 Return

File Download

]

Do you want to open or zave this file?

H]. j Mame: QueryResult_ 072920031125, C5%
L

Tvpe: Microsaft OFfice Excel Comma Separaked Yalues Fil. ..

From: paul.tc.Fsa.usda.gow

Open ] [ Sawve ] [ Cancel ]

‘wihile files from the Intermet can be useful, some filez can potentially
harm your computer. 1F pou da nat trust the zource, do nat open or
zave this file. What's the nsk?
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Notice FI-2903
3 Using the RIS Retrieval Application (Continued)
F Save Results Tool (Optional) (Continued)

If the “File Download” dialog box is displayed, follow this table.

If users CLICK... | THEN the...

“Open” query results will be displayed in the format selected.

“Save” Browse for Folder dialog box will be displayed.

Browse for Folder ﬂﬂ

Select a folder:

@ My Documents =
E‘@ Mf:f'f Computer

24 3% Floppy (A1)

== Local Disk (C:)

Eﬂ--@ Compact Disc (D)

== Mew Yalume (E:)

-2 OptionCne on 'Stserverd' (F:)

H-=2 PostSale on 'Stserverd’ (01)

-5 TempWork on 'Stserverd (P:)

-5 customer on 'Stserverd\Stdocs|softech' (-

H-=2 Tools on ‘Stserverd’ (1)

F'I--IQE M Blebunrk Plares hd
1| | B

(8¢ I Cancel |

Navigate to users preferred download location and CLICK “OK?”.

Note: The file may be stored on any local or network drive to
which user has access.

7-20-09 Page 12



Notice FI1-2903

3 Using the RIS Retrieval Application (Continued)

F Save Results Tool (Optional) (Continued)

If users CLICK...

THEN the...

“Save”
(Continued)

following “Download Complete” dialog box will be displayed when
the results have been successfully saved.

Download complete =3

o
== Download Complete

Saved:

celeryResult 0804200517 .C5Y From paul ko.fsa,usda.goy

O T T T T T T C)
Downloaded: 198 bytes in 1 sec

Dowwnload to: H:AD. ., \QueryResult_ 0804200317.C5Y

Transfer rate; 195 bytes/Sec

[ ] Cloze this dialog bos when download completes

’ Open ] ’ Open Folder l l Cloze

CLICK:

e “Open” to open the file
e “Close” and the Search Result Screen will be displayed.

G Refresh

The Refresh tool updates the currently displayed Web page.

7-20-09
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Notice FI1-2903
3 Using the RIS Retrieval Application (Continued)
H View History Tool
The View History tool allows the user to view the history of any actions taken on 1 or more

documents. From the Search Result Screen, under “Select”, check (v') 1 or more documents
and CLICK “View History”.

s United States Department of Agriculture
Quick Link | Information Zearch Fesult I
1 CpEn vigwer 0 nEw window,
Select  |Property  |VIEWDOC DocType Claim Number  *
1 Property 285590 Correspondence loE000000104
2 |:| Property (2620830 671's, related doc, clm:l05000000104
3 | [ Property 2620390 Menos to the File 10&000000104
W
< *
Save Result View History Adv. Sort
Change Yiew || Print Result m

The history entries will be displayed for the documents selected, with the type of action
taken, entry date, and user name included in data displayed.

USDA |
_"’ United States Department of Agncuilure

Quick Link

Information Search Fesult l

Max Results
Docurment notes Print document 100

Email document Includes Al

O

[J  Edit document
View document

Add docurnent

Filter(s)
Save document to local pc

5 listory entiies

7-20-09

EntryiD |DociD [Type [Subject |Entry Date User Name | ~|
1 |508 285590 View document Wiew document 341972008 2:21:00 PM
2 |809 285590 View document Wiew document 341972008 2:21:41 FPM
3 |514 285590 View document View document 341972008 2:36:01 PM
4 (815 285590 Enail document  Email document 3/19/2008 2:38:29 PM
5 |g18 285590 Enail document Email document 3/19/2008 2:39:52 PH
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Notice FI1-2903

3 Using the RIS Retrieval Application (Continued)
H View History Tool (Continued)
CLICK:
e “Refresh” to update the currently displayed Web page
e “Add Note” to add a note to the history; type comments in the space provided on the
History Details Screen, CLICK “Save” and the view history entries will be redisplayed
USDA ,
s “nited States Department of Agriculture
Quick Link | Information Search Eesult I
History Details
This is only for testing|
e “Print” to print the selected list
e “Cancel” to return to the “View History” entries.
I Return to Query Screen
To return to the Query Screen, CLICK “Quick Link”.
USDA ,
s U nited States Department of Agriculture
Quick Link Information Search Result l
» CIper wisnwer i nEw wind o,
Select  |Property  |VIEW DOC DocType |claim Number DocDate  ~
1 Property (285590 Correspondence 108000000104 9518719596
2 Property 2620530 671's, related doc, clm:1l03000000104 6212002
3 Property 2620850 Memos to the File losooooonlodg 6/l2/2002
7-20-09
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Notice FI1-2903

Using the RIS Retrieval Application (Continued)

I Return to Query Screen (Continued)

If users CLICK “Receivable/Claim Number”, the Search Query Screen will be redisplayed
and users can begin a new search.

USDA
ﬁ United States Department of Agriculture

B Quick Link

¥ Quick Link
6 Receivable/Claim Number

Information Log Off Home

| Please select a Quick Link from the tres.

J View Doc Tool

7-20-09

Before users can view documents, users need to check their viewer setting to associate a file
name extension with the “TIF” file type.

Note: All image documents are in TIF format.

Step Action

1 |From PC Desktop, CLICK “start”, “Control Panel”, and “Folder Options”.

’ &, Accesshility Options
| \y & = | “E Add Hardware
login .

_ I ©) Add or Remove Programs

script.omd

4@ Administrative Tools 4
‘u Automatic Updates

8 Bluetooth Configuration

= Date and Tirme

Internet -3 My Recent
Internet Explorer Documents % Display
/‘.D_—I E-mail *Favurites N & Folder Options
4] i ft Office Outlook
e e Lutionk e = Fonts Customize the display of files and folders, change
£ Aduh; Acll:robat 9 5! My Computer "l % HP Quick Launch|file associations, and make network files available
Standar N offline.
‘g My Network Places 3 ntei) Gis Drifer o
\Word 4 Internet Options
- Control Panel =] Java
% WP Client @ Keyboard
@ Set Program Access ; )
% and Defaults B mail
FTF Client | .
g Printers and Faxes - Mouss :
Microsoft Office Excel @, Metwork Connections 3
2003 \
- @) Help and Support L Phone and Modem Options
,,‘k Acrabat Distiller 9 i @ Power Options
T I‘) Search %2 Printers and Faxes r
¥ Program Download Manitor
=7 Run = Frog

All Programs D @ QuickTime

\_3] Log OFF @ chut Down @ Regional and Language Cptions
= Remote Control

8] b - Micr.. | B huckaby. da... | =~ i

o0 ) D, B @ 7:00 aM

s Start
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Notice FI1-2903

3 Using the RIS Retrieval Application (Continued)

J View Doc Tool (Continued)

7-20-09

Step

Action

2

Folder Options dialog box will be displayed; CLICK “File Types” tab.

| Folder Options @@

General | View | File Types | Offiine Files

Tasks
'@ (%) Show common tasks in folders
= =22 () Use Windows classic folders

Scroll down list of Extensions and highlight “TIF”.

Note: If “TIF” is not displayed, skip to step 5.

Folder Options @@

 General | View | File Types | Dffline Files |

Reaqistered file types:

| Extensions  File Types

I_@I TCS Tahoe Server Content Source
B TFR Data Transfer To 45400
DTGZ  WinZip File

&) THEME ‘windows Theme File

[ TIF TIF File =

CLICK “Change”. Skip to step 9.

Details for 'TIF' extenzion

Openswith: | %] ‘Windows Picture and Fax V/ | Change... ]

To change settings that affect all ‘audioCD’ files, chck Advanced.
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3 Using the

Notice FI1-2903

RIS Retrieval Application (Continued)

J View Doc Tool (Continued)

Step

Action

5

If “TIF” extension does not exist, CLICK “New”.

Folder Options

| General | View | File Types | Offfine Files|

Registered file types:

Extensions  File Types
() [NOMNE]  AudioCD
“e» [NOME] Drive
() (NONE) DWVD
L) (NONE]  File Folder
LDINONE]  Folder
| @] (NOME] Help and Support Center protocol

v
EN W OIKIET  hmbmeemt Clameboms ot

IIP".IH

e

TYPE, “TIF” and CLICK “OK”.

Create New Extension

File Extension: TIF

[ ]9 ][ Cancel ]

With “TIF” file type highlighted, CLICK “Change”.

@- THEME ‘Windows Theme File
TIF TIF File
TTC TrueType Collection Font file

'QI TTC TeiamnTismem Cmnnlt il

£

Mew Delete

Detailz for 'TIF' extension

Opens with: Windows Picture and FaxV | Change... I

7-20-09
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Notice FI1-2903

Using the RIS Retrieval Application (Continued)

J View Doc Tool (Continued)

7-20-09

Step

Action

8

CLICK “Select the program from a list” and CLICK “OK”.

WiINdows JLE

j Windows cannok open this File:
< File: .TIF

To open this file, Windows needs ko know what program created i, ‘Windows
can o online ta look it up autamatically, or you can manually select Fram a lisk of
programs on your computer,

What do wou want to da?

{ ) Use the Web service to find the appropriate program
(%) Select the program From a lisk

(04 ] [ Cancel

CLICK “Windows Picture and Fax Viewer”, CLICK “OK”, and CLICK “Close”.

& PictureYiewer

(2] Windows Picture and Fax Viewer
[T)) Other Programs:

J~ Adobe Acrobat 9.0

D cassleinit

! Tl v mrime Tombellim e - ==

[v] Always use the selected program to open this kind of File

Browse, .,

If the program you want is not in the list or on your computer, you can look
for the appropriate program on the Web.,

QK ] [ Cancel
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Notice FI-2903
3 Using the RIS Retrieval Application (Continued)

J View Doc Tool (Continued)

From the Search Result Screen, use either of the following ways to view a document.

e Under “VIEW DOC” column, click the applicable document’s ID.

Under “Select” column, check (v) the box next to the applicable document and CLICK
“View Doc”.

USDA ,
s United States Department of Agriculture

Quick Link Information Search Result I
g Dpen viewer i nesy window,
Select |Property  |VIEWDOC [DocType | caim Number DocDate
1 Property 255590 Correspondence 108000000104 /1871996
|:| Property Z620830 671's, related doc, clm:l03000000104 62142002
3 |:| Property (2620830 Memos to the File log0000001o04 651272002
*
Save Result View History Adv. Sort Change Yiew
Print Result
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Notice FI1-2903

3 Using the RIS Retrieval Application (Continued)

K Print Result Tool

7-20-09

To use the Print Result tool, under “VIEW DOC” column, click the applicable document’s
ID and CLICK “Print Result”. Users can print a single document from the viewer; if user
has multiple documents selected in the viewer, the current document will be printed.

Note: Users should only use the Print Result tool when absolutely necessary. These

documents may contain PIl and must be safeguarded.

»

USDA

s United States Department of Agriculture

Quick Link Information Log Off Home Search Result [

Qpen vienwer in new windon:,

Print Result

Select |Pruperty |\.|I'IEW DoOC |DucType | Claim Number DocDate Ce
1 Property 2855550 Correspondence 108000000104 S/15/1956
2 Property 2620830 671's, related doc, clm: 105000000104 G6/21 /2002
3 Froperty Z620530 Memos to the File lago00000lod G/lESZ002
W
Save Result Yiew History Adv. Sort Change Wiew

The “Print” dialog box will be displayed. To print a document, in the:

e “Select Printer” section, select the desired printer

e “Page Range” section, specify pages to print; all pages is the default
e enter the number of copies

e CLICK “Print”.

& Print

General | Options

Select Prinker

s MoK C2SW0
dga virtual Print

‘e Microsoft Office Document Image Writer
_5"5 Ficrosoft Office Live Meeting Document Wiriter
AN WODOSXERZ212501 on MOk AMSA, S

< >
Status: Error [ Print b File
Location:  25w005
Comment

Fage Range

Al MHurmber of copies: |1 s
() Pages: 1
Enter either a single page number or a zingle

page range. For example. 5-12

[ Frink ] [

Carncel ]

2 X
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Notice FI-2903
3 Using the RIS Retrieval Application (Continued)

L Email Tool

Use the Email tool to e-mail 1 or more documents. From the Search Result Screen grid,

under the “Select” column, check (v) 1 or more documents. After selecting applicable
documents, CLICK “Email”.

s “nited States Department of Agriculture
Duick Link Information Search Result JJ]
h CpeEn vieswer in new window,
Select  |Property  |VIEW DOC DocType Claim Number
1 Property 285590 Correspondence 105000000104
2 D Property 2620830 &71's, related doc, clm:l0S0000001042
3 | [ Property 2620890 Memos to the File 108000000104
e
< >
Save Result View History Adv. Sort
Change View Print Result m
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7-20-09

Notice FI1-2903

Using the RIS Retrieval Application (Continued)

L Email Tool (Continued)

The following is an example of the Email Screen.

USDA

Option:

Subject:
Message:

s United States Department of Agriculture

Quick Link | Information Search Eesult I

| *

| o

Send Results as Link ) Send Document Images as Attachments

|test

* Required field.
* Use semicolon(;) to separate emai addresses,

From the Email Screen, users can send documents as either links or attachments. Send links
or attachments according to the following.

If sending THEN after entering e-mail addresses, subject, and message,
e-mail with... | CLICK...
a link “Send Results as Link” and “Send”. Recipients will receive an e-mail

message as follows.

Ta: |
Ce
Subjeck:  test

Chick this LINE to retneve your attached documents.
HNOTE: After clicking the link you must enter your EecDochMgmtSystem logon information to
retrieve the attached documents.

The “RecDocMgmt System logon information” is the recipient’s
eAuthentication user 1D and password. If recipients do not have access
to RIS, the link will not be viewable.
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Notice FI1-2903

3 Using the RIS Retrieval Application (Continued)

L Email Tool (Continued)

7-20-09

If sending THEN after entering e-mail addresses, subject, and message,
e-mail with... | CLICK...
attachments “Send Document Images as Attachments” and “Send”. The “Choose

Image Output Format” dialog box will be displayed. Check (v) either
“As PDF” or “As Tiff” and CLICK “OK”.

A Choose Image Ou... [E

File Format

C’E{eep ariginal forrmat
© as POF
O as Tiff

"ok Cancel |

The Microsoft Internet Explorer dialog box will be displayed, CLICK
“OKH.

Microsoft Internet Explorer PZI

! '} Email sucessfully transmitted o mail server,

The recipient will receive an e-mail with files attached.

iEiIe Edit %iew Insert Format Tools Actions Help

| aReply | “liReply toall | cgForward |4 o [ LA | ¥ |5 X | & - @ -

From; james. eisinger@kcc,usda, gov Sent:  Wed 7/30/2008 3;00 PM

To: Huckaby, Stephen - Kansas City, MO
Cc:
Subject:  test

Attachments: E285590.PDF (85 KB); -L 2620830.PDF (66 KB); -i 2620890.P0F (56 KB)

Recipients can click on the attachment icon to view the documents.
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Notice FI-2903
Using the RIS Retrieval Application (Continued)

M Adv. Sort Tool

The Adv. Sort tool allows the user to select how items are displayed on the grid.

USDA

s United States Department of Agriculture

4 DIpEn vieswer in new window,

Quick Link | Information | Log Off | Home |EEEEHERMN I

Print Result

Select |Property |VIEWDOC |DocType | Claim Number DocD
1 Property 2555590 Correspondence 10s000000104 9718,
2 Property 2620830 £671's, related doc, clm:l0S000000104 B/EL.
3 Broperty 2620590 Memos to the File 108000000104 B/1Z,

W
Save Result Wiew History Adv. Sort Change View

CLICK “Adv. Sort” and the Advance Sort Screen will be displayed. CLICK “Sort by”

drop-down menu and scroll to sort by:

claim number

document class
document date
document type.

CHECK (v) “Ascending” or “Descending”, as applicable, and CLICK “OK”. Documents
will be sorted based on users selection. If users CLICK “Cancel”, the Search Result Screen

will be redisplayed.

USDA |
s " nited States Department of Agriculture

Sart by

Quick Link Information Search Eesult I

Advance Sort

& ascending
) Descending

& ascending
) Descending
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