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Training Objectives

At the end of this training session, you will be able to:

· Request access to ICRAS.

· Log into ICRAS.

· Check the Inbox screen.
· Sort Inbox screen columns.
· Perform a criteria search.

· Search for a collection by Office of Management and Budget (OMB) Control Number.

· View and edit your profile.

· Select and deselect an email alert.

· Modify the Inbox screen view.

· View the OMB # Summary screen.

· Create a non-generic information collection request using sample data provided.

· Upload instruments to a Part 2 Form.

· Upload file attachments (non-instruments).

· Copy and edit a Part 2 Form.

· Save a Part 1 Form or Part 2 Form without validating.

· Save and validate a Part 1 Form or Part 2 Form.

· View and edit the History screen.

· Mark a package identification (ID) # as deleted.

· View a Notice of Action (NOA) within ICRAS.

· View a NOA on Reginfo.gov.

· Identify the different types of reports available.

· View the Part 1 Form and Part 2 form Instructions within ICRAS.

· Troubleshoot common validation errors.

Getting Started

Requesting ICRAS Access

1. Contact your designated Office and/or other approving authority.

2. The designated approver may submit the request to either the ICRAS Help Desk or designee directly to include the following information:  user first and last name, email address, phone number, and group memberships/permissions.

3. Either the ICRAS Help Desk or designee will forward the user name and password directly to you (the user).  Note:  you will need to register for a MAX Identification (ID) to use in addition to your ICRAS user name and password upon initial log in to ICRAS.  Refer to Registering for a Max ID and Logging into ICRAS for detailed instructions.

Registering for a MAX ID

1. Go to https://max.omb.gov/maxportal/home.do.


[image: image2]
Partial Max Homepage Screen

2. Click the Register Here link on the MAX Homepage.  The Registration screen will appear.
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Partial Max Registration Screen

3. Either enter the data or select from the drop-down menu (as applicable) for the following required fields at a minimum:

· First name

· Last name
· E-Mail address

· Confirm E-Mail address

· Department/Agency

· Phone Number

· Address related information – Line 1 (Street), City, State, Zip Code
4. Click the Register button.

Note:  Once your registration is complete, you will receive an automated email confirming the creation of your MAX Account and instructions for creating your password.  

	From: max@omb.eop.gov[SMTP:MAX@OMB.EOP.GOV]

Sent: Thursday, July 12, 2012 10:59:54 AM

To: Last Name, First 

Subject: User ID for Accessing the MAX Federal Government System

Congratulations, you have been granted access to the MAX system.  Your MAX User ID will be the e-mail address you provided in your registration:  first.lastname@agency.gov.

Please click on this link to create your new password:  https://max.omb.gov/maxportal/passwordCreationForm.do?token=BRX0SYBB&email=first.lastname@agency.gov

Passwords must be a minimum of 8 characters, and must contain at least one character of each of the following:

    *  a CAPITAL letter (A-Z),

    *  a lowercase letter (a-z),

    *  a number (0-9), and

    *  a special character (e.g., !@#$%^*()-_=+[]{};:"',.|/?~\).

Please contact MAX Support at (202) 395-6860, if you have any problems logging in to the MAX system.

Thank you.

The MAX Support Team

Office of Management and Budget

(Weekday 8:30 AM to 6:30 PM EST)


Sample MAX Access Confirmation Email

5. Click the provided link in the automated email.  The Create New Password screen will appear.
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NOTE: You cannot re-use any of the last 16 passwords. Password must contain
+ 8 characters (minimum) or more.
+ atleast one each of the following four character types:

Uppercase alpha (A-2).

Lowercase alpha (a-2),

Numeric (0-9). and

‘Special non-alphanumeric characters (i.., I@#5%(-=+{}:" J/2~\).

POV

Email Address:
New Password:

Confirm Password:





Sample Max.Gov Create a New Password Screen

6. Enter the Email Address used for registration if not auto-populated.

7. Enter the New Password.

8. Enter the new password in the Confirmation Password field.
9. Click the Submit button.

Logging into ICRAS

1. Open the web browser and go to:  http://www.paperworkreduction.gov/.
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Sample Paperwork Reduction Welcome Screen

2. Click on the desired agency icon.  The MAX.gov Login screen will appear.  You may login using either your Max ID login information and/or PIV card if available. 

a. To login using you MAX ID:

 
[image: image6]
Sample MAX Login Screen

i. Enter your User ID.

ii. Enter your Password.

iii. Click the Login button.  Generally, the first time you log into ICRAS utilizing your MAX ID the ICRAS Log in screen will appear.  Note:  It may appear on subsequent occasions due to system updates.

 SHAPE  \* MERGEFORMAT 



Sample ICRAS Login Screen

iv. Enter the User Name. 

v. Enter the Password (case sensitive).

vi. Click the Login button.  The Inbox screen will appear. 
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Sample Inbox Screen
b. To login using your PIV card (if available):
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Sample MAX Login Screen

i. Insert you PIV card into your card reader.

ii. Click the LOGIN WITH YOUR PIV OR CAC button.  The Active Client Log window will appear.  Note: Depending on your PIV card credentials another pop-up window may or may not appear for you to select which credentials to associate with your log in.  Generally, the first time you login with you PIV card an additional screen may appear to associate your MAX ID with your PIV Card.  

iii. Enter your Password.

iv. Click the OK button.  Generally, the first time you log into ICRAS utilizing your PIV Card the ICRAS Log in screen will appear.  Note:  It may appear on subsequent occasions due to system updates.

 SHAPE  \* MERGEFORMAT 



Sample ICRAS Login Screen

v. Enter the User Name. 

vi. Enter the Password (case sensitive).

vii. Click the Login button.  The Inbox screen will appear. 
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Sample Inbox Screen

Checking the Inbox Tab
The Inbox tab can be reached anytime by clicking the Inbox tab.  The Inbox screen data available is specific to user group permissions.  The Inbox screen is an effective starting point for any level user because it provides a place where a user can see any upcoming work (expiring packages) and a table of any work that has begun but not yet submitted to the next level (packages at my level).  The Inbox screen contains two sections:

1. Packages pending at my level display the collections in process. 

· The OMB # column displays the control number assigned to collections of information by OMB.
· The Information Collection Request (ICR) Identification (ID) column displays the ID for the ICR.
· The Office column shows the name of the associated Office. 

· The Title column displays the package title found in the Package Table.

· The Package Type column shows the status of the package. 

· The Pending At column displays the organization that the package is currently pending.

· The Days Pending at column displays how many days the package has been pending at its current level.
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Sample Inbox Screen
2. The Show section displays packages by control number (OMB #).    
· Select the desired parameters from the Show drop-down menu to view packages which have either expired or will be expiring within a designated number of days.  Refer to the Viewing and Editing Your Profile section to change the number of days.
· Click the Refresh button. 
· The Expiration Date column shows the date the latest information collection is scheduled to expire.
· The Packages Pending at OMB? column displays whether or not a package is currently being reviewed by OMB.  
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Sample Inbox Screen
Sorting the Columns by Heading 
Click the desired column heading link to sort. 

Performing Searches
Searching for an Information Collection by OMB Control Number

1. From the Inbox screen (or any screen this is available), enter the OMB #.

[image: image14.png]OMB #:




2. Click the Go button.  The OMB # Summary screen for the number will appear.
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Sample User OMB # Summary Screen for Non-Generic Information Collection Request
Searching for an Information Collection by EDU Number

1. From the Inbox screen (or any screen this is available), enter the EDU #.
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2. Click the Go button.  The OMB # Summary screen for the number will appear.
Performing a Criteria Search
1. Select the Search tab.  The Search screen will appear.
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Sample Search Screen
2. Enter the desired search criteria.

· Source Office.  Select the agency and/or sub agency that created the package from the drop-down menu.
· Only Packages Pending at:  Select the level in which the package currently resides from the drop-down menu.  Note:  The available drop-down menu options depend on your group permissions.
· Only Pending Packages Types:  Select the type of package from the drop-down menu. 
· Package ID.  Note:  This field is disabled.

· Search on.  Click the desired check box and enter either the Title and/or Abstract of the desired collection.
· OMB Status.  Click the desired check box for the corresponding status of the collection.
· New – packages that have not yet been assigned an OMB number

· Active – currently approved packages

· Expired – before OMB utilized a form for discontinuing packages, agencies would just let the clock elapse on packages instead of filing discontinue forms.  Packages that fall into these states are under expired.

· Discontinued/Historical – packages that have had a Discontinued form approved.

· Generic Clearance?  Select the desired radio button to either search on Generic clearances (Yes), non-generics (No), or both (All).
· Fast Track Generic Clearance?  Select the desired radio button to either search on Generic clearances (Yes), non-generics (No), or both (All).

· Streamlined Clearance?  Select the desired radio button to either search on Generic clearances (Yes), non-generics (No), or both (All).

· Regulation Identifier Number (RIN).  Enter the desired RIN number.

· Form No.  Note:  This field is disabled.
· Code of Federal Regulations (CFR) Citation.  Enter the CFR citation Title and/or Part.
· ICR Reference No.  Enter the desired ICR reference number.

3. Click the Search button.  The collections that meet the criteria entered will appear in the Search Results screen.

[image: image18.png]Information Collection Request, Review, and Approval System (ICRAS) OMB #: or EDU # Go Logout

s A
@ Search Results
]

New OMB # OMB Control Number Pending Package
My Profile Office OMB#  Status Title Last Action  Type P”x‘"‘
FSA (ST Active  Student Aid Intemet Gateway (SAIG) Enrollment Document (J5) 10/16/2012 Change OMB
Fsa 1845, .. Federal Perkins Loan Program Regulations and General Provision 00172017 Rer  oMB
0019 Regulations (J5|
FSA (1)8‘2’3 Active  Federal Family Education Loan Program Regulations (JS) 09/17/2012  Rev oMB
FsA i Hnder  Blectronic Debit Payment Option for Student Loans (J5) 08/29/2012 Ext oMB
FSA 1845 Under Direct Loan Program's General Forbearance Request Form (JS) 09/24/2012  Ext OMB

0031  Review





Sample Search Results Screen
The left side of the Search Results screen will show information specific to the collection(s) (i.e., Office, OMB #, Status, and Title).  The right side of the Search Results screen provides information about any pending packages (i.e., Last Action date, Type of package, and the Pending At level). 
4. Click either the desired Title or Type link.  The OMB # Summary screen will appear.
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Sample User OMB # Summary Screen for Non-Generic Information Collection Request
Viewing and Editing Your Profile
The My Profile tab allows you to modify select profile information including changing your password.  Upon initial log into ICRAS, please verify and make appropriate changes to any information including changing your initial password.  

Please be sure to return to the My Profile tab to modify your personal information, such as your phone number or e-mail address, whenever changes occur. 

1. Click the My Profile tab.  The initial My Profile screen will appear.
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Sample User My Profile Screen
2. Click the Edit button.  The second My Profile screen will appear.   The fields available will depend on your group permissions.
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Sample User My Profile Screen
3. Enter the updated information in the following fields, as applicable.

· First Name

· Middle Name

· Last Name

· Phone

· Email

· ROCIS ID (as applicable - minus 1)
· ROCIS Office (as applicable)
· Default Office (as applicable)

· By Default, Show OMB Control Numbers Expiring Within ___ Days drop-down menu.  Selection applies to Inbox screen Show drop-down menu.
· User Name

· Password

· Password (Confirm)
· System Admin? (as applicable)
· ROCIS User Name (as applicable)
· ROCIS Password (as applicable - this would apply to users who have been authorized to submit to OMB such as the Information Collection Clearance Division Director)
· ROCIS Password (Confirm) (as applicable)
4. Click the Save button.
Selecting or Deselecting Email Alerts

You may generally select or deselect email alerts.  The email alerts available will depend on your group permissions.   
1. From the My Profile screen, go to the My Email Alerts Settings and click the Edit button.  The Listing Email Alerts screen will appear.  
[image: image22.png]Information Collection Request, Review, and Approval System (ICRAS) oMe #: or DU # Losout

Listing Email Alerts
~Please check the following boxes for the e-mail alerts you would like to receive.

Offce |[A My Lovel[Sent to OMBNOA Posted sent o Portilio Manager|sent to ICCD|Reminders[Portiolio Manager Reminders
owiee [ @ @ @ @ @ @
[Fsa @ @ @ @ @ @
[oese @ @ @ @ @ @
focr @ @ @ @ @ @
fon @ @ @ @ @ @
[osors @ @ @ @ @ @
[opepo @ @ @ @ @ @
[osers @ @ @ @ @ @
E= @ @ @ @ @
[ovae @ @ @ @ @ @
[ope @ @ @ @ @ @
[oco @ @ @ @ @ @
[om @ @ @ @ @ @
[oea @ @ @ @ @ @
[oosous| @ @ @ @ @ @
L @ @ @ @ @ @
fos @ @ @ @ @ @

CheckAll | [ Check None

Save |





Sample User Inbox View Screen
2. Either select or deselect the check box for the desired email alerts individually or by clicking the Check All or Check None button.  

3. Click the Save button.

Modifying the Inbox View

The Inbox screen view is customizable.   

1. From the My Profile screen, go to the My Inbox View Alerts Settings and click the Edit button.  The Inbox View Settings screen will appear.
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Sample User Inbox View Screen
2. Either select or deselect the Default or Custom radio button.  If Custom view is selected then select or deselect the check box for the desired Office.  
3. Click the Save button.

Viewing Data from the OMB # Summary Screen

1. From the Inbox screen, click the desired ICR title link listed under the heading Packages pending at my level.  The History screen will appear.  
2. Click the OMB Summary link.  The OMB # Summary screen will appear.   
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Sample User OMB # Summary Screen for Non-Generic Information Collection Request
3. The following fields may be viewed as applicable:

· Office
· OMB Status

· OMB Code

· Expiration Date

· Discontinue Date

· Generic Clearance (Yes or No)
· Annual Responses

· Annual Costs

· Historical and/or pending packages associated with an ICR.
· List of ICs (as applicable - for generic requests)
· Comments (as applicable)
4. The following links are available as applicable:

· Create Package

· OMB Control number History (OMB Website NOAs)

· Under the Historical/Pending Packages heading: ID, Created, Modified Type, Pending At, and NOA.

· Under the Create Package heading: Standard, Emergency Extension, Discontinue, Transfer 

· EDICS History (as applicable)
Creating or Editing a Non-Generic Clearance Request 
Creating a New OMB # for Non-Generic Request
1. Select the New OMB # tab.  The New OMB # screen will appear.
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Sample New OMB # Screen
2. Select the appropriate Office from the drop-down menu.

3. Select the appropriate Starting Level from the drop-down menu to begin the package.  Note:  This applies to users that have access permissions at more than one level.

4. Click either the Is it a Generic Clearance?  Select the No radio button.
5. Click either the Is this a Streamlined Clearance?  Yes or No radio button.
6. Enter in the Title field the title of the collection.

7. Click the Finished button.  The Part 1 screen will appear.
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Sample User Part 1 Form (Partial) Screen

8. The Type of Request drop-down menu selection New Collection will appear.  
9. Select the applicable Type of Review Requested radio button.
a. Select Regular when the collection is submitted under 5 CFR 1320.10, 1320.11, or 1320.12 with a standard 60-day review schedule. 

b. Select Emergency when the agency is submitting the request under 5 CFR 1320.13 for emergency processing and provides the required supporting material.
c. Enter the date (mm/dd/yyyy) by which the agency requests approval and the justification in the blank presented upon selection of Emergency. 
d. Select Delegated when agency is submitting the collection under the conditions OMB has granted the agency delegated authority.
10. Select the applicable Requested Expiration Date radio button. 

a. Select Three years from the approval date if the agency requests a three-year approval for the collection. 

b. Select 6 months from approval date (Maximum for Emergency Reviews) for a 6-month extension.

c. Select Other: Date if the agency requests approval for less than three years from the drop-down menu.  Specify the month and year of the requested expiration date or how many months from the approval date.

d. Select Other: Number of Months from Approval Date if you are unable to clear out a specify date.  This will allow clearing of the date field.
11. Enter the Abstract. 
Provide a statement covering the agency’s need for the information, uses to which it will be put, and a brief description of the respondents.  The requirement to identify key words has been removed as a requirement because the text search of titles and abstracts are possible.  You may want to continue to include in titles and abstracts keywords (descriptors) from the “Federal Register Thesaurus of Indexing Terms” that describe the subject area(s) of the IC (http://www.archives.gov/federal-register/cfr/thesaurus.html).

12. Enter the Authorizing Statute(s).
Provide the statute that is the source of the ICR or the source of the associated rulemaking, whichever is more appropriate.  If neither is appropriate, provide the authorizing statute for the program or for the agency or leave blank.

a. Select the Type of Citation to be added (Public Law, U.S. Code, Executive Order, or Statute from the drop-down menu.  
b. Enter the citation information.  Note:  Depending on the drop-down menu selection, different fields will be available for entry.
c. Click the Add button.  A table of citations will be built.  
d. Click the Delete button if the wrong citation is added. 

13. Enter the Associated Rulemaking Information if applicable. 
 

If Proposed Rule or Interim Final Rule then enter the RIN number, the Federal Register Citation Information including the Citation Date (mm/dd/yyyy).  For a Final Rule, please put the ICR reference number for the ICR reviewed at the proposed rule stage when creating the ICR.  For a Proposed Rule, OMB will not consider an ICR complete until the Notice of Proposed Rulemaking has been published.  You do not need to attach the rule unless it has not been published (i.e., Federal Register information is blank).  Note:  If there is no RIN number select Not Associated with Rulemaking and add an explanation in the comments section.  

14. Select the applicable Stage of Rulemaking radio button.
Select either Proposed Rule, Interim Final or Final Rule, Not Associated with Rulemaking, or Other Documents for OIRA Review.
Note:  If the IC is submitted and either Proposed Rule, Interim Final or Final Rule is selected then the ICR will not become available for public viewing before the rule publishes.  Upload (electronically attach) the draft rule in the Supplemental Documents (proposed rule or final rule) at the Files screen.  For ICRs associated with Interim Final rules that are not significant under Executive Order 12866, upload a draft of the Federal Register notice as a Supplementary Document in the Files screen.  Files uploaded in the Files screen will not be available for the public to view.
a. Click the Files link.  The Files screen will appear.  

b. Select the Attachment Type from the drop-down menu.

c. Select the Can this attachment be uploaded to ICRAS? Yes radio button.  

d. Enter the title of the attachment in the Title field.

e. Click the Browse button.  The Choose File to Upload screen appears.

f. Select the desired file and click the Open button.  

g. Click the Add button.
15. Enter the Federal Register Notices and Comments.
Manually enter the Federal Register Citations and Citation Dates of the 60- and 30-day notices for the ICR.  You will no longer need to provide a copy of the FR notice.  However, if you wish to provide a draft Federal Register notice, for a request for an Emergency ICR, for instance, upload (electronically attach) it in the Supplemental Documents via the Files link or click the Upload Attachment button on the Part 1 Form.  Unless submitted as an Emergency or Associated with Rulemaking, OMB will not consider an ICR complete without the 30-day notice publication citation. 

16. Select either the Did the Office Receive Public Comments on this ICR? Yes or No radio button.
If the selection is yes, then upload Public comments to an ICR.
a. Click the Files link.  The Files screen will appear.  

b. Select the Attachment Type from the drop-down menu.

c. Select the Can this attachment be uploaded to ICRAS? Yes radio button.  

d. Enter the title of the attachment in the Title field.

e. Click the Browse button.  The Choose File to Upload screen appears.

f. Select the desired file and click the Open button.  

g. Click the Add button.
Note:  Public comments can be, but are not required to be, uploaded in the Files screen, especially if the comments are available through the Federal Docket Management System or other electronic means that can be made available to the Office of Information and Regulatory Affairs (OIRA) Desk Officer.  Comments received by OIRA in response to the 30-day notice will be uploaded by OIRA.  When providing multiple comments, it is adequate to provide a representative comment document.  
17. Enter the Annual Cost to Federal Government.
Provide an estimated annualized cost to the Federal government, if any, of implementing the collection.  In the Supporting Statement A, provide a description of the method used to estimate cost, which should include quantification of hours, operational expenses (such as equipment, overhead, printing, and support staff), and any other expense that would not have been incurred without this collection of information. 

18. Select either the Does this ICR contain surveys, censuses, or employ statistical methods? Yes or No radio button.
Select Yes if the IC uses statistical methods such as sampling or imputation.  Generally, select No for applications and audits (unless a random auditing scheme is used).  Select Yes for statistical collections, most research collections, and program evaluations using scientific methods.  For other types of data collection, the use of sampling, imputation, or other statistical estimation techniques should dictate the response for this item.  If the response was Yes then ensure that supporting documentation is provided in Supporting Statement B.   Upload the Supporting Statement B in the Files screen.  Note:  If you select No and upload the Supporting Statement B in the Files screen, it will not be transmitted to OMB.
19. Select either the Is the Supporting Statement intended to be a Privacy Impact Assessment required by the E-Government Act of 2002?  Yes or No radio button. 
If Yes then address accordingly in the Supporting Statement A.  

20. Select either the Is this ICR related to the American Recovery and Reinvestment Act of 2009 (ARRA)? Yes or No radio button.
More information regarding the American Recovery and Reinvestment Act of 2009 can be found at:  http://www.recovery.gov/Pages/default.aspx.

21. Select either the Is this ICR related to the Dodd-Frank Act [Dodd-Frank Wall Street Reform and Consumer Protection Act, P.L. 111-203]? Yes or No radio button.  Depending on the type of request the default may be No.
22. Select or Add the Primary Contact.  
Select the name of the agency person best able to answer questions regarding the content of this submission from the drop-down menu.  If there are sensitivities to having this name published on either http://www.whitehouse.gov/omb/inforeg/infocoll.html or http://www.RegInfo.gov then consider using the name of the agency’s Clearance Officer.

To add a contact name to the drop-down menu: 
a. Click the Add contact button.  The New Contact screen appears.
b. Enter the First Name.

c. Enter the Middle Name (optional).

d. Enter the Last Name.

e. Enter the Phone number.

f. Enter the Email address.

g. Enter the ROCIS ID.  Note:  The contact must be also listed as a contact in ROCIS.  Note:  this field will appear if you have permission to enter this information.
h. Enter the ROCIS Office Code.  Note:  this field will appear if you have permission to enter this information.  
i. Click the Save button.  The new name will then appear in the drop-down menu.

23. Select the Secondary Contact from the drop-down menu.  

Note:  The secondary contact is for internal agency use and the individual does not need to be listed as a contact in ROCIS.
24. Identify the citation(s) for New Statutory Requirements, if a change in burden is due to a Program Change Due to New Statute.  
25. Select the desired option from the Add New Citation drop-down menu if applicable.
Depending on the selection (Public Law, Executive Order, U.S. Code, or Statute) different fields will appear for entering additional relevant information.

26. Select the desired ICB Agency Discretion radio button.  
If there is a Program Change reduction due to agency discretion then select one of the following:  Cutting Redundancy, Using Information Technology, Changing Regulations, Changing Forms, Miscellaneous Actions, or N/A if not applicable.
If there is a Program Change increase due to agency discretion then select either Changing Regulations, Miscellaneous Actions, or N/A if not applicable.
Note:  If you have more than one Part 2 Form that was previously submitted then there could be a Program Change increase in a Part 2 Form and Program Change decrease in another.  Both the Program Change increase and decrease reason radio button(s) would need to be selected in the Part 1 Form.

27. Enter a Short Statement for any program ICB changes or adjustments if applicable.
Provide the rationale for the increase or decrease.

28. Click the Save and Validate button at the end of the form to ensure all necessary sections are filled out.
After completing a form, ICRAS provides the opportunity to validate the form for completeness before sending to the next level.  Saving and validating identifies any field that was left blank or improperly filled out that will cause the package to be rejected when submitted to OMB.  You will still be able to save and release/submit a package even if the form does not pass select validation, the package will NOT be able to be sent to OMB.  This allows different users to complete different sections of a package instead of one person having to have the complete package to submit within the Department.

Note:  If a required section(s) has not been completed, a list will appear at the beginning of the form in a red box listing what is required and any of the non-completed required sections will be highlighted with a red box around the section.  Refer to Appendix A – Resolving Common Validation Error Messages.
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Sample Error Message
29. Click the Save Draft button to save a copy of the form without validating.  
Editing the Saved Part 1 Form

1. Click the Inbox tab.  
2. Click the desired ICR title link under the heading Packages pending at my level.  The History screen will appear.  
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Sample User History Screen

3. Select the Part 1 link at the top of the screen.  The Part 1 screen will appear.  
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Sample User Part 1 Form (Partial) Screen

4. Modify the desired fields.

5. Click the Save and Validate button to check for completeness.
Creating a Revision, Extension, or Non-Material Non-Substantive Change to a Currently Approved Collection 
1. From the Inbox screen, click the desired ICR title link under the heading Packages pending at my level.  The History screen will appear.

2. Click the OMB # Summary link.  The OMB # Summary screen will appear.
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Sample User OMB # Summary Screen for Non-Generic Information Collection Request
3. Select the Standard (new, revision/change, extension, etc.) link.  The Starting Level screen will appear.
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Sample User Starting Level Screen
4. Select the This Package Should Start At level from the drop-down menu.  Note:  not all request types will appear in the drop-down menu depending on the history of the IC. 

a. Select Revision when the collection is currently approved by OMB, and the agency request includes a material change to the collection instrument, instructions, its frequency of collection, or the use to which the information is to be put. 

b. Select Extension when the collection is currently approved by OMB, and the agency wishes only to extend the approval past the current expiration date without making any material change in the collection instrument, instructions, frequency of collection, or the use to which the information is to be put. 

c. Select Reinstatement without change when the collection previously had OMB approval, but the approval has expired or was withdrawn before this submission was made, and there is no change to the collection. 

d. Select Reinstatement with change when the collection previously had OMB approval, but the approval has expired or was withdrawn before this submission was made, and there is change to the collection.  When submitting a reinstatement collection for an expired OMB number, a validation check ensures the previously approved numbers are entered into the violation column.  

e. Select Existing collection in use without OMB control number when the collection is currently in use but does not have a currently valid OMB control number.

f. Select Non-material/Non-Substantive Change to perform the function of the former 83C Change Sheet.  Upload—electronically attach—your justification of the requested change in the Files link.
5. Click the Next button.  The Part 1 Form screen will appear.
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Sample User Part 1 Form Screen

6. Modify the desired fields as applicable.
7. Click the Save button to save the form without validating. 

8. Click the Save and Validate button to perform validation checks.

9. Click the Part 2 link to modify any Part 2 Forms.  The Part 2 Summary screen appears.
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Sample User Part 2 Summary Screen

Adding a Part 2 Form
1. Click the Part 2 link from the History screen.  The Part 2 Summary screen will appear.
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Sample User Part 2 Summary Screen

2. Click the Add IC button to create a blank Part 2 Form.  The Part 2 Form screen will appear.  
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Sample Part 2 Form (Partial) Screen

3. Enter the IC Title.  Title the IC with a potential text search in mind.
4. The Is this a Common Form? radio button defaults to No. 
In the future, if the functionality is implemented, a Yes response would be selected to identify forms that your agency is willing to host for potential use by other agencies as well as your own.  If your OIRA Desk Officer agrees, the form will become part of an inventory of common forms.  When an agency selects a common form from the inventory, the using agency will be accountable for the burden of its use rather than the hosting agency.  

5. Select the applicable Obligation to Respond radio button.   
Select the category that applies to the IC.  If more than one category applies, you will need to create a second IC to account for the burden associated with all the categories that apply.

a. Select Voluntary when the response is entirely discretionary and has no direct effect on any benefit or privilege for the respondent. 

b. Select Required to obtain or retain benefits when the response is elective, but is required to obtain or retain a benefit. 

c. Select Mandatory when the respondent must reply or face civil or criminal sanctions.

6. Select the Frequency of Reporting check boxes that apply.  
No selection is acceptable.

7. Enter the CFR Citation, if applicable.   
An IC is usually a form or survey, but can also be required by a statute or regulation.  To identify regulation that is the requirement to collect the information, enter the regulation in the CFR Citation.  Multiple citations can be entered for a single IC as long as one Affected Public, Obligation to Respond, and the Line of Business applies.  To add another CFR Citation, click the Add button.  A table of citations will be built.  If the wrong citation is added, then click the Delete button.
8. Add the IC Instruments, if applicable.  
An instrument is the mechanism for gathering the information.  The most obvious and easily identified type of instrument is a paper form or a survey, but it may be a web-based application, a telephone script, or any other means you use to gather information.  
To upload an Instrument file, click the Add New Instrument button.  The Instrument Upload screen will appear to upload the form, survey, or other instrument that is applicable to the IC.  For detailed instructions, refer to Uploading Instrument(s) or Documents to a Part 2 Form.
9. Add Additional Documents, if applicable.  
Click the Add New Document button for each document to be uploaded.  For detailed instructions, refer to Uploading Instruments or Document(s) to a Part 2 Form.
10. Select the Federal Enterprise Architecture Business Reference Model (Required for any Reporting Requirements) as applicable.
a. Select the Line of Business from the drop-down menu.  Note:  the subfunction drop-down menu options change depending on the Line of Business.  If more than one Line of Business applies then an IC will need to be completed for each.
b. Select the Subfunction from the drop-down menus.  
The “line of business” refers to the federal government’s lines of business in services to citizens and management of governmental resources affecting citizens as defined by the Federal Enterprise Architecture Business Reference Model.

For more information on the Business Reference Model, refer to: http://www.whitehouse.gov/sites/default/files/omb/assets/fea_docs/FY10_Ref_Model_Mapping_QuickGuide_Aug_2008_Revised1.pdf
“The Business Reference Model is a function-driven framework for describing the business operations of the federal government independent of the agencies that perform them.  The Business Reference Model lines of business provide a way to identify “government-wide common solutions for improved service to citizens.”

If an Information Technology (IT) investment/system is related to the IC, the line of business should be that which is used by the agency to justify the IT investment in its Exhibit 300.  If there is no system, please use the definitions at http://www.whitehouse.gov/omb/e-gov/docs/ to select the line of business that most accurately reflects the “business” of the collection.

Because lines of business functionally cross organizations, assignment of lines of business to ICs will also enable identification of potential opportunities for merged and/or common forms and reduced burden.

11. Enter the Privacy Act System of Records Title if applicable.
For more information contact your Privacy Act Office.

12. Enter Federal Register Citation if applicable.
a. Enter the Volume.
b. Enter the Page Number.
c. Enter the Publication date (mm/dd/yyyy).  
13. Enter the Total Number of Respondents.
This is the basis for a burden number that is calculated.

14. Enter the Number of Respondents for Small Entity.  

Indicate the number of respondents upon which the IC will have a significant impact.  A small entity may be (1) a small business which is deemed to be one that is independently owned and operated and that is not dominant in its field of operation; (2) a small organization that is any not-for-profit enterprise that is independently owned and operated and is not dominant in its field; or (3) a small government jurisdiction which is a government of a city, county, town, township, school district, or special district with a population of less than 50,000. 

15. Select the Affected Public radio button.  

Select one from the following options:  Individuals or Households; Private Sector; State, Local, Tribal Governments; or Federal Government.  One option may be selected per IC.  If you select Private Sector, you will be presented another set of options to select from; i.e., Business or Other For-Profits, Not-For-Profit Institutions, and Farms.  Note:  if there is more than one group affected then you will need to complete another IC for each.  
16. Enter the Percentage of Respondents Reporting Electronically.   

Enter the estimated percentage of responses that will be submitted/collected electronically using electronic means, such as electronic mail, (mailed) diskette, or web-based transaction.  Note:  Facsimile is not considered an electronic submission.
17. Enter the Number of Responses per Respondent.  
18. Select the Time Period Basis from the drop-down menu.  Note:  ICRAS will calculate Annual Frequency and Annual Number of Responses based on your entries. 
19.  Enter the Per Response Hour and Cost Burden.  
a. Enter the data in the Reporting field for ICs that involve reporting and select the frequency of reporting that is requested or required of a respondent. 
b. Enter the data in the Recordkeeping field if the collection of information explicitly includes a recordkeeping requirement. 

c. Enter the data in the Third Party Disclosure field if a collection of information includes third-party disclosure requirements as defined by 1320.3(c). 

d. Select the Time per Response in seconds, minutes, or hours from the drop-down menus for Reporting, Record Keeping, and/or Third Party Disclosure.  Time conversion is as follows:  hour = 1, minutes = .01666, and seconds = .00027.  
Note: cost calculations should match the Supporting Statement A.  ICRAS will calculate the hours and Annual Time Burden for each category and summarize the total in the Annual Responses and Burden with Changes summary table. 

Unless directed to do so, agencies should not conduct special surveys to obtain information on which to base hour burden estimates. Consultation with a sample (fewer than 10) of potential respondents is desirable. Generally, estimates should not include burden hours for customary and usual business practices.
Annual hour burden and annual cost burden are mutually exclusive.  On these forms, do not report as a dollar cost any burden reported in hours.  The supporting statement asks for this information, but it should not be reported here.

Cost burden includes the annualized dollar cost for capital investment or start-up costs, such as, preparations for collecting information such as purchasing computers and software; monitoring, sampling, drilling and testing equipment; and record storage facilities.
20. Click the Save and Validate button at the bottom of the form to ensure all necessary sections are filled out.  If a required section(s) has not been completed then a list will appear at the top in a red box listing what is required and any of the non-completed required sections will be highlighted with a red box around the section.

 SHAPE  \* MERGEFORMAT 



Sample Error Message

After completing a form, ICRAS provides the opportunity to validate the form for completeness before sending to the next level.  Saving and validating identifies any field that was left blank or improperly filled out that will cause the package to be rejected when submitted to OMB.  ICRAS users will still be able to save and release a package even if the form does not pass specific validation checks, the package just will NOT be able to be sent to OMB.  This allows different users to complete different sections of a package instead of one person having to have the complete package to submit within the Department.  Refer to Appendix A – Resolving Common Validation Error Messages.
21. Click the Save button to save without validation.

Copying a Part 2 Form
Copying a Part 2 Form/IC will create a second IC that will appear exactly the same as the one from which it was copied.  This function is available so you do not have to start each Part 2 Form/IC from scratch if most the information and/or uploaded files are the same.  You can simply modify what is different in the Part 2 Form/IC instead of re-keying the same information.
1. Click the Part 2 link from the History screen.  The Part 2 Summary screen will appear.

2. Select the Copy to New IC link to copy.  The Part 2 Form screen will appear.  
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Sample User Part 2 Form (Partial) Screen

3. Modify the desired fields.

4. Allocate the change in burden if applicable.
ICRAS will place the increase and/or decrease between the current inventory and the request in the Program Change Due to Office Discretion section to identify the reason for the change.

The total Annual Number of Responses, Annual Hour Burden, and Annual Cost Burden are then broken out into the following categories.  You may move the numbers into the other three columns as appropriate on the burden worksheet.  The other three columns to place the requested changes are:

a. Program change Due to New Statute or Due to Office Estimate fields.   “Program change” is the result of deliberate Federal government action.  All new collections and any subsequent revision of existing collections (e.g., the addition or deletion of questions) are recorded as program changes.  

b. Change Due to Adjustment in Office Estimate field.  “Adjustment” is a change that is not the result of a deliberate Federal government action.  Changes resulting from new estimates or action not controllable by the Federal government are recorded as adjustments.  Note:  After a new package is approved, if the subsequent package request type is a reinstatement with change then enter burden changes in the Program Change column not the Due to Adjustment in Office Estimate column.
c. Change Due to Violation [of the Paperwork Reduction Act (PRA)] field.  This is a change as a result of a reinstatement due to expiration or a request for approval for collections not in adherence to the PRA, “bootleg collections.”  

5. Click the Save button to save without validation.

6. Click the Save and Validate button at the bottom of the form to ensure all necessary sections are filled out.  

Just as it is possible to list multiple CFR citations for an IC, it is possible that an IC will have multiple forms, such as an electronic and a paper version of the same collection.  Of course, if the burden is considerably less for one version than the other is, it might be advantageous to record the two versions as two ICs.  If for some reason the two versions of the same instrument have different answers to Affected Public, Obligation to Respond, or Line of Business, the instruments should be recorded as two ICs.
Deleting a Part 2 Form
1. From the Part 2 Summary screen, select the X next to the desired Part 2 Form/IC.  A pop-up window will appear.  
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2. Select the Yes button to delete the IC.  For a previously submitted IC, the reason for the request screen will appear.  For a newly created and deleted IC, it will disappear from the Part 2 Summary screen.
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3. Select the reason from the drop-down menu and click the Submit button.  The status of the IC will appear as deleted in the Part 2 Summary screen for a previously submitted IC.
Uploading Instrument(s) or Documents to a Part 2 Form
If applicable, instruments or documents may be uploaded within the Part 2 Form screen.  
1. Select the Part 2 link.  The Part 2 Form screen will appear.
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Sample User Part 2 Form (Partial) Screen

2. Select either the Add New Instrument or Add New Document button.  Either the Add Instrument screen or Add Attachment screen will appear.  
3. Select the Electronic Capability from the drop-down menu.
a. Paper Only – available in paper only.
b. Printable Only – available for printing only.
c. Fillable Printable – data may be entered into the form and printed electronically but it can’t be saved with the data entered.
d. Fillable Fileable – data may be entered and saved.
e. Fillable Fileable Signature – data may be entered and saved with an electronic signature.  
4. Enter the URL, if applicable.

5. Select either the Available Electronically Yes or No radio button.

6. Select either the Submit Electronically Yes or No radio button.

7. Select the Document Type from the drop-down menu (Form and Instruction, Form, Instruction, Other).
8. Click the Browse button to select the desired file.  The Choose File to Upload screen appears.
9. Select the Add button.  The instrument or document will appear in the screen.
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Sample User Instruments Screen

10. Click the back to Part II Form link to return to the Part 2 Form.

Note:  Multiple instruments may be added to a Part 2 Form.  A table will be built listing all the uploaded attachments.  Note:  There is a 25 megabyte (MB) total data file limit for packages submitted to OMB.  Packages exceeding this limit will not be able to be submitted to OMB.  To reduce files, check to ensure that instruments/documents uploaded here are not uploaded again as supplementary documents under the Files link.  
Working with Attachments (Non-Instruments) 

Adding an Attachment

1. Select the Files link.  The Files screen will appear.
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Sample Files Screen

2. Select the Attachment Type from the drop-down menu. 

· Documents which will be sent to OMB:  Supporting Statement A, Supporting Statement B, Supplementary Other, Summary of Public Comments, Proposed Rule Document, Final Rule Document, Draft Federal Register Notice, Cover Memo, and Justification for Nonmaterial/Nonsubstantive Change, Public Comment.
· Interagency Documents which will not be sent to OMB:  Briefing Memo and Other – NonOMB. 

3. Select the Can this attachment be uploaded to ICRAS? Yes radio button.
· Enter a title in the Title field.  

· Click the Browse button to search for the file.  The Choose File to Upload screen appears.
· Select the desired file name.

· Click the Open button.

· Click the Add button.  As files are added, a table will build at the top under the Existing Attachments heading.
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Sample User Files (Partial) Screen

Note:  After the package is submitted to OMB, files uploaded under the Files link can be deleted in ICRAS but they cannot be deleted in ROCIS by the ICRAS Help Desk.  There is a 25 MB total data file limit for packages submitted to OMB.  Packages exceeding this limit will not be able to be submitted to OMB.  To reduce files, check to ensure that documents/instruments uploaded in the Part 2 Form are not uploaded again as supplementary documents under the Files link.  Compress files where possible.       

Downloading a File for Review

From the Files link, click the Download link under the Download column.

Sorting Files 

From the Files link, click the up or down arrow in the Sorting column. 

Renaming a File 

1. From the Files link, click the Rename link under the Rename or Delete column.  A window appears with the name and may be modified.
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2. Modify the title. 

3. Click the OK button.

Deleting an Uploaded File

From the Files link, click the red X in the Rename or Delete column.

Creating and Editing a Generic Clearance Request 

Creating a New OMB # for a Generic Clearance Request
1. Select the New OMB # tab.  The New OMB # screen will appear.
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Sample New OMB # Screen
2. Select the appropriate Office from the drop-down menu.

3. Select the appropriate Starting Level from the drop-down menu to begin the package.  Note:  This applies to users that have access permissions at more than one level.

4. Click the Is it a Generic Clearance? Yes radio button.
5. Click either the Is this a Fast Track Clearance? Yes or No radio button.

6. Click either the Is this a Streamlined Clearance? Yes or No radio button.

7. Enter in the Title field the title of the collection.

8. Click the Finished button.  The Part 1 Form screen will appear.

9. Complete the desired fields in the Part 1 Form including entering the total collection burden information.
Note:  For Generic ICR packages, the annual number of responses, the annual hour burden and annual cost burden can be entered directly into the Part 1 Form Requested column on the far left of the table in the above screen capture.  The numbers entered should be the total that your agency will require over the period of the request (i.e., 3 years).  You will need to provide a Supporting Statement in the ICR documents but you will not be required to complete any Part 2 Form(s) unless you would like to submit one or more Generic ICs with the Generic ICR.  
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Sample Burden Table

10. Click the Save and Validate button for the completeness check.  

Note:  When creating a request for an OMB control number for a new collection, no Part 2 Form(s) can be sent with the ICR generic request.  Once approved, the Part 2 Form(s) can then be sent one at a time.  Each 3-year renewal will identify the total burden for those years and the subsequent Part 2 Form(s) will justify that burden.  

Upon approval from OMB, the generic ICR will establish a budget.  The burdens for any generic ICs submitted with the ICR, and for any generic ICs submitted in the future under this request, will be deducted from the available budget.  If the entire number of responses, hours or costs has been exhausted, the approved budget cannot be exceeded and, a new ICR request will need to be submitted.  The OMB # Summary screen under the heading List of IC’s will show the status.
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Sample User OMB # Summary Screen for a Generic IC
Completing an Emergency Extension Form
Emergency Extensions are handled the same for both Generic and Non-Generic collections.

1. From the Inbox screen, click the desired ICR title link listed under the heading Packages pending at my level.  The History screen will appear.

2. Click the OMB # Summary link.  The OMB # Summary screen will appear.
3. Click the Emergency Extension (EE) link.  The Starting Level screen will appear.
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Sample User Start At Level Screen
4. Select the level from the This package should start at from the drop-down menu.

5. Click the Next button.  The Editing Emergency Extension (EE) Form screen will appear.
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Sample User Emergency Extension Screen
6. Select the Requested Expiration Date Month and Year from the corresponding drop-down menus.

7. Enter in the Justification field the reason for the Emergency Extension.

8. Click the Save button.

Completing the Discontinue Form
Discontinues are handled the same for both Generic and Non-Generic collections.

1. From the Inbox screen, click the desired ICR title link listed under the heading Packages pending at my level.  The History screen will appear.

2. Click the OMB # Summary link.  The OMB # Summary screen will appear.

3. Click the Discontinue link.  The Starting Level screen will appear.
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Sample User Start At Level Screen
4. Select the level from the This package should start at drop-down menu.

5. Click the Next button.  The Editing Discontinue Form screen will appear.
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Sample User Editing Discontinue Form Screen
6. Select the Requested Discontinue Date from the corresponding month and year drop-down menus.

7. Select the Burden Change Classification from the drop-down menu (New Statute or Agency Discretion).

8. Select the New Citation type from the drown-down menu (Public Law, U.S. Code, Executive Order or Statute)
9. Enter the citation information and click Add button.  A table of citations will be built.

10. Select the Delete button if the wrong citation is added.
11. Enter in the Justification field the reason for the discontinue.
12. Click the Save and Validate button.
Completing the Transfer Form
Transfers are handled the same for both Generic and Non-Generic collections.

1. From the Inbox screen, click the desired ICR title link listed under the heading Packages pending at my level.  The History screen will appear.

2. Click the OMB # Summary link.  The OMB # Summary screen will appear.
3. Click the Transfer link.  The Starting Level screen will appear.
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Sample User Start At Level Screen
4. Select the level from the This package should start at drop-down menu.

5. Click the Next button.  The Editing Transfer Form screen appears.
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Sample User Editing Transfer Form Screen

6. Select the Transfer to Agency (agency that will take over the burden) from the drop-down menu.

7. Enter in the Justification field the reason for the transfer.
8. Click the Save button.
Viewing and Editing the History Screen

From the Inbox screen, click the desired ICR title link under the heading Packages pending at my level.  The History screen will appear.
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Sample User History Screen
Entering the 60 day FR Notice Related Information
1. From the desired History screen, click the 60 day FR notice has not been added Add 60-day FR Notice (1st Notice) link.  The Add 60-Day FR Notice (1st Notice) screen will appear.
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Sample User Add 60-Day FR Notice (1st Notice) Screen
2. Enter data into the following fields:

· Volume

· Page Number

· Publication Date (mm/dd/yyyy)
3. Click the Save button.  The History screen will appear with the data populated.
Entering the 30 day FR Notice Related Information
1. From the desired History screen, click the 30 day FR notice has not been added Add 30-Day FR Notice (2nd Notice) link.  The Add 30-Day FR Notice (2nd Notice) screen will appear.
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Sample User Add 30-Day FR Notice (2nd Notice) Screen
2. Enter data into the following fields:

· Volume

· Page Number

· Publication Date (mm/dd/yyyy)
3. Click the Save button.  The History screen will appear with the data populated.
Marking a Package ID as Deleted

In the event a new package ID within an ICR has been created inadvertently, it may be marked as deleted in ICRAS.  Note:  this does not actually delete the package ID.

1. From the Inbox screen, click the desired ICR title link listed under the heading Packages pending at my level.  The History screen will appear.   

2. Click the OMB Summary link, click on one of the desired package ID links.  The History screen will appear.
3. Click the Delete this Package link.  A pop-up window will appear.
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4. Click the OK button.  The message “Package has been deleted” will appear.  The package status will change to deleted. 
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Sample User History Screen
5. Click the OMB Summary link.  The OMB # Summary screen will appear.  The Status will be changed to deleted next to the corresponding ID.
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Sample Portion of User OMB # Summary Screen for Non-Generic Information Collection Request
Snoozing Overdue Federal Register Reminder Email Notifications

Email alerts for moving the Federal Register publication process along are sent at various intervals as reminders when a package’s draft or final publication should be sent.  In addition to the date fields on the History screen, if the package is to be discontinued, and therefore would not have a Federal Register Notice published, there is also a link on the OMB # Summary screen that can be used to discontinue that a particular OMB # before it expires.  Note:  upon submission to GPO, the information for the publications will then be picked up by the RSS data feed and populated accordingly.
1. If you have permission, from the History screen, enter the desired date in the Snooze reminder email notifications until (mm/dd/yyyy) field to temporarily disable the Federal Register publication e-mail alerts.  

2. Click the Update button.  The message “email alerts have been snoozed until…” will appear at the top of the History screen.
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Sample System Administrator History Screen
Submitting the Package to the Next Level
1. After completing the request form(s), select the Submit link.
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Sample User Submit Screen
2. Enter comments in the Comments field that will appear in the workflow email notification when submitted and History screen.

3. Select the Submit to level from the drop-down menu.  
4. Click the Submit button.  A message notifying you that the package was submitted successfully will appear.  You may check the History screen to confirm the status of the package.
Note:  The ability to Submit to or Retract to more than one level is dependent on user group permissions.  If one of the other of the buttons does not appear, then you do NOT have permissions to release the package as in the sample screen capture above.  
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Sample Partial User History Screen
Viewing the Request Conclusion
When OIRA concludes review of the ICR submission, ICRAS will display the NOA link in the OMB # Summary screen next to the corresponding package ID that has a conclusion action.  
Viewing the NOA within ICRAS

1. From the Inbox screen, click the desired ICR title link listed under the heading Packages pending at my level.  The History screen will appear.  
2. Click the OMB Summary screen link.  The OMB # Summary screen will appear.
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Sample User OMB # Summary Screen for Non-Generic Information Collection Request
3. Click the desired NOA link to view in ICRAS.  The NOA Summary screen will appear.
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Sample User NOA Summary Screen
4. Click the Back to OMB Control Number Summary link to return to the OMB # Summary screen.

Viewing the NOA by Control Number History

1. From the Inbox screen, click the desired ICR title link listed under the heading Packages pending at my level.  The History screen will appear.  

2. Click the OMB Summary screen link.  The OMB # Summary screen will appear.
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Sample User OMB # Summary Screen for Non-Generic Information Collection Request
3. Click the OMB Control Number History (OMB Website NOAs) link.  The OMB Control Number History screen will appear.  
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Sample Reginfo.gov OMB Control Number History Screen
4. Click the appropriate link under the Conclusion Action column.  The NOA will appear.

OIRA can conclude the review with any of a number of actions.  These include actions indicate that the submission has been approved and is part of the active inventory:

· Approved without Change

· Approved with Change

Conclusion actions that indicate that the submission was not approved include:

· Disapproved

· Withdrawn

· Not Subject to the PRA

· Improperly Submitted

For submissions that are revisions or extensions of an active collection, the above decisions may be combined with the phrase ‘and continue’.  This means that the terms of the previous approval remain in effect.  If there was an active collection under the same OMB control number at the time of the submission, and the phrase ‘and continue’ is not used with these action, the prior approval is immediately ended, and the OMB control number is no longer a part of the active inventory.

There are two actions that OIRA can use if the submission is related to a proposed rulemaking.  The first is Comment Filed on Proposed Rule.  This action is not an approval, and the agency will find OIRA’s comments on the NOA.  If there was an already approved ICR under the same control number and OIRA combines this decision with and continue, the terms of the previous approval remain in effect.  If there was a previously approved ICR under this OMB number and the and continue option is not part of OIRA’s decision, the collection is immediately ended.

The second of these actions is preapproved.  ICR Submissions that are concluded with this action do not affect the current inventory.  When the final version of the rule has been published, an agency can activate this approval—provided no other intervening requests or actions have occurred on this OMB control number.  Once you have obtained the federal register citation and date when the final rule was published.  The ICRAS Help Desk will enter this information into ROCIS and the preapproved ICR submission will be activated under the terms of the preapproval.  
Note:  Attempts to submit subsequent packages prior to the preapproved submission being activated will not submit to OMB.  
Viewing a NOA from an Email Notification

ICRAS 5 automatically will pull a NOA directly from OMB’s system.  Hourly ICRAS checks OMB’s system for any new NOA and if found, sends out an email notification to any ICRAS user with the appropriate email alerts selected.  Note:  the OMB website is updated at night so when a NOA email notification is received, the OMB link will not have the NOA posted until the following day.  The email alert will appear similar to the following example:

-----Original Message-----

From: help@paperworkreduction.gov [mailto:help@paperworkreduction.gov]

Sent: Friday, February 24, 2012 8:17 AM

To: 

Subject: ICRAS: 1845-0041 OMB NOTICE OF ACTION

NOA has been posted for:

[1845-0041] - Student Assistance General Provisions - Subpart E -- Verification Student Aid Application Information
ICRAS URL (login required):

https://edu.paperworkreduction.gov/lo/modern/package/inbox/pkg/0/search/ocn_summary_display/385
OMB Control Number History URL (no login required):

http://www.reginfo.gov/public/servlet/ForwardServlet?SearchTarget=PRA&textfield=1845-0041

Viewing the NOA from the ICRAS Link
1. Click the first link in the email, the ICRAS Log In screen will appear.  
2. Enter the User Name.
3. Enter the Password.  
4. Click the Login button.  The OMB # Summary screen will appear for the corresponding OMB Control Number.  
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Sample User OMB # Summary Screen for Non-Generic Information Collection Request
5. Click the NOA link next to the corresponding package ID.  The NOA Summary screen will appear.
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Sample User NOA Summary Screen
6. Click the Back to OMB Control Number Summary link to return to the OMB # Summary screen.

Viewing the NOA from the OMB Control Number History Link
1. Click the OMB Control Number History link in the NOA email alert.  The OMB Control Number History screen will appear.
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Sample Reginfo.gov OMB Control Number History Screen

2. Click the desired link under the Conclusion Action column.  The NOA will appear.
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Sample NOA .pdf File
Generating Reports
The type of reports and data available will depend on your group permissions.  
1. Click the Reports tab.  The Reports screen will appear.  
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Sample User Reports Screen
2. Select the desired Office from the scroll menu.  If you have group permissions to multiple Offices data then select the Control Key and highlight each of the desired Offices.   

3. Enter desired report parameters if applicable.  

4. Click the either Get Report or Excel link under the desired report title.  

Report Descriptions

The following reports are available:

· Active Inventory Report – provides a list of all active collections along with the currently approved burden.

· Active Inventory Report (Totals Only) – provides a list of active collections that only displays the totals without all the ICR details.

· Inactive Inventory Report – provides a list any collection with an expired and/or discontinued date.  The report was created for records management personnel to determine when the paper and/or electronic record could be destroyed.

· Burden Report – provides the total burden information for any agency/sub agency selected.

· Expiring Inventory Report – provides a list of collections expired/expiring in a user entered amount of days.  

· Information Collection Budget (ICB) Burden Report – provides the burden information for each collection for the user entered year.  

· Notice of Action (NOA) Inventory Report – provides a list of all NOAs received by the selected agency/sub agency within a specified time period.

· Pending at OMB Inventory Report – provides a list of all collections currently pending at OMB along with the number of days that they have been pending.

· Submission Inventory Report – provides a list of all actions taken at each level in ICRAS.  It will show how many packages were submitted and or retracted from each level. 

Finding Additional ICRAS Help
Accessing and Closing the OMB Part 1 Form Instructions Within ICRAS
OMB has provided instructions for filling out the Part 1 Form, which have been modified for use with ICRAS 5.  The instructions are provided using system operational recommendations, for business process questions for completing an IC please contact your Portfolio Manager.
1. From the Part 1 Form, click the Instructions for Part 1 link.  The Part 1 Instructions screen will appear.  
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Sample User Part 1 Form Instructions (Partial) Screen

2. Click the Close Window link to close the Part 1 Instructions.

Accessing and Closing the OMB Part 2 Form Instructions Within ICRAS
OMB has provided instructions for filling out the Part 2 Form, which have been modified for use with ICRAS 5.  
1. From the desired Part 2 Form screen, click the Instructions for Part 2 link.  The Part 2 Form Instructions screen will appear.
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Sample User Part 2 Form Instructions (Partial) Screen

2. Click the Close Window link to close and return to the Part 2 Form screen.  
Contacting the ICRAS Help Desk for Assistance
If any further assistance is needed, please email the ICRAS Help Desk at help@paperworkreduction.gov.  

A link to this email address is also available at the bottom of each screen in ICRAS.  The Help Desk staff will respond within a working day.
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Appendix A – Resolving Common Validation Error Messages

The following section describes common end-user validation errors which may occur when saving and validating the Part 1 and Part 2 Forms and/or submitting to the next level in ICRAS and resolution.
Part 1 Form 
· Review Type Please Select a Type of Review Requested.  In the Part 1 Form, select the Type of Request radio button.  


[image: image75]
· Exp offset other in months must be answered.  In the Part 1 Form, the Other:  Number of Months from Approval Date radio button was selected by the number of months not entered.  Enter the number of months.


[image: image76]
· The ICR must contain the Supporting Statement - Part A.  

· Select the Files link. 
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· Upload a Supporting Statement A.  
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· The ICR must contain at least one IC.  

· Select the Part 2 link.


[image: image79]
· Click the Add IC button.  Complete the Part 2 form.


[image: image80]
· Please select a Stage of Rulemaking.  In the Part 1 form, select the desired Stage of Rulemaking radio button or checkbox. 


[image: image81]
· Rm rin cannot be empty when rulemaking stage is 'Proposed Rule' or 'Interim Final or Final Rule'.  In the Part 1 form, enter the Associated Rulemaking information RIN number.  


[image: image82]
· For rulemaking stage 'Interim or Final Rule' the ICR must either have a rule register citation or a rule document.  In the Part 1 form, either enter the Federal Register Citation or click the Upload Attachment button and upload a rule document.


[image: image83]
· Abstract must be answered.  In the Part 1 form, enter the Abstract.
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· Statistical methods indicator must be either yes or no.  In the Part 1 form, select the either the Yes or No radio button.  If Yes is selected then a Supporting Statement B must be uploaded in the Files link.
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· ICRs using statistical methods must contain the Supporting Statement - Part B.  

· Select the Files link.
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· Upload a Supporting Statement B.  
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· Pia indicator must be either yes or no.  In the Part 1 form, select the either the Yes or No radio button.


[image: image88]
· Part 1: Financial reform indicator must be either yes or no.  In the Part 1 form, select either the Yes or No radio button.
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· Comments indicator must be either yes or no.  In the Part 1 form, select either the Yes or No radio button.

[image: image90]
· Contact person state is required.  In the Part 1 form, either select the Primary Contact from the drop-down menu or click the Add New Contact button and complete the associate fields.


[image: image91]
· Part 1: Fr citation 30 day is required.  In the Part 1 form, enter the 30 Day Notice data.


[image: image92]
· Fr citation 60 day is required.  In the Part 1 form, enter the 60 day notice data.


[image: image93]
· Part 1: Contact person state must have an associated ROCIS ID, please choose a different contact or notify the system administrator.  In the Part 1 form, either select a different Primary Contact from the drop-down menu or notify the ICRAS Help Desk.


[image: image94]
· Part 1: Contact person state must have an associated ROCIS Agency Code, please choose a different contact or notify the system administrator.  In the Part 1 form, either select a different Primary Contact from the drop-down menu or notify the ICRAS Help Desk.
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Part 2 Form

· No ICs have been added to this package yet.  Your package needs a least one IC!  Add a Part 2.
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· '[No title assigned]': Title cannot be blank.  In the Part 2 form, enter the Part 2 Title.
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· '[Part 2 Title]': Obligation must be answered.  In the Part 2 form, select the desired Obligation to Respond radio button.
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· '[Part 2 Title]': Affected public must be answered.  In the Part 2 form, select the desired Affected Public radio button and corresponding check box as applicable.
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· '[Part 2 Title]': IC must have either an instrument or a CFR citation.  In the Part 2 form, either add an instrument or enter a CFR citation and click the Add button.
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· '[Part 2 Title]': Reporting responses must be entered.  In the Part 2 form, enter the Time Per Response and Cost Burden as applicable.
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· '[Part 2 Title]': Record keeping responses must be entered.  In the Part 2 form, enter the Time Per Response and Cost Burden as applicable.
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· '[Part 2 Title]': Third party responses must be entered.  In the Part 2 form, enter the Time Per Response and Cost Burden as applicable.
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· '[Part 2 Title]': Reporting time unit must be entered.  In the Part 2 form, select the time unit from the drop-down menu.

· '[Part 2 Title]': Record keeping time unit must be entered.  In the Part 2 form, select the time unit from the drop-down menu.

· '[Part 2 Title]': Third party time unit must be entered.  In the Part 2 form, select the time unit from the drop-down menu.

· '[Part 2 Title]': Resp per respondent must be greater than zero.  In the Part 2 form, enter the number of Responses per Respondent.

· '[Part 2 Title]': Total # must be greater than zero.  In the Part 2 form, enter the Total # Respondents.
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· '[Part 2 Title]': Num respondents must be greater than zero.  In the Part 2 form, enter the number of Respondents.
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· '[Part 2 Title]': Sub function must be selected.  In the Part 2 form, select the Line of Business function/sub function from the drop-down menu.
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· '[Part 2 Title]': - The change due to Violation should be set to the Currently Approved value for Annual Responses - The change due to Violation should be set to the Currently Approved value for Annual Hour Burden.  For a reinstatement request, in the Part 2 form burden table adjust the Change due to violation column to match the Currently Approved Value(s). 
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Appendix B – Paperwork Reduction Act Resources

Improving Implementation of the Paperwork Reduction Act
Frequently Asked Questions about ROCIS’s New Common Forms Module dated November 14, 2012.

Testing and Simplifying Federal Forms dated August 9, 2012.

Reducing Reporting and Paperwork Burdens dated June 22, 2012.

Frequently Asked Paperwork Reduction Act Questions Related to Challenges and Prizes dated March 1, 2012.

Frequently Asked Questions (FAQs) for New Fast-Track Process for Collecting Service Delivery Feedback Under the Paperwork Reduction Act dated January 30, 2012.
Facilitating Scientific Research by Streamlining the Paperwork Reduction Act Process dated December 9, 2010.
Paperwork Reduction Act – Generic Clearances dated May 28, 2010.
Information Collection under the Paperwork Reduction Act dated April 7, 2010.
Social Media, Web-Based Interactive Technologies, and the Paperwork Reduction Action dated April 7, 2010.
For copies of the documents listed above go to http://www.whitehouse.gov/omb/inforeg_infocoll#PRA.
Information Collection Review Data

Reginfo.gov gives the public access to current and historical data on information collection reviews (ICRs) by the Office of Information and Regulatory Affairs (OIRA) under the Paperwork Reduction Act. 
For information collection review data go to http://www.reginfo.gov/public/do/PRAMain.

For information regarding FAQs go to http://www.reginfo.gov/public/jsp/Utilities/faq.jsp#maincontent.
Fast Track PRA Submission Form and Instructions

Request for Approval under the “Generic Clearance for the Collection of Routine Customer Feedback” (OMB Control Number: XXXX-YYYY)
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TITLE OF INFORMATION COLLECTION:  
PURPOSE:  
DESCRIPTION OF RESPONDENTS: 
TYPE OF COLLECTION: (Check one)
[ ] Customer Comment Card/Complaint Form 
[ ] Customer Satisfaction Survey    

[ ] Usability Testing (e.g., Website or Software
[ ] Small Discussion Group

[ ]  Focus Group  




[ ] Other: ______________________


CERTIFICATION:

I certify the following to be true: 
1. The collection is voluntary. 
2. The collection is low-burden for respondents and low-cost for the Federal Government.

3. The collection is non-controversial and does not raise issues of concern to other federal agencies.










4. The results are not intended to be disseminated to the public.



5. Information gathered will not be used for the purpose of substantially informing influential policy decisions. 

6. The collection is targeted to the solicitation of opinions from respondents who have experience with the program or may have experience with the program in the future.

Name:________________________________________________

To assist review, please provide answers to the following question:

Personally Identifiable Information:

1. Is personally identifiable information (PII) collected?  [  ] Yes  [ ]  No 

2. If Yes, will any information that is collected be included in records that are subject to the Privacy Act of 1974?   [  ] Yes [  ] No   

3. If Yes, has an up-to-date System of Records Notice (SORN) been published?  [  ] Yes  [  ] No

Gifts or Payments:
Is an incentive (e.g., money or reimbursement of expenses, token of appreciation) provided to participants?  [  ] Yes [  ] No  

BURDEN HOURS 
	Category of Respondent 
	No. of Respondents
	Participation Time
	Burden

	
	
	
	

	
	
	
	

	Totals
	
	
	


FEDERAL COST:  The estimated annual cost to the Federal government is  ____________
If you are conducting a focus group, survey, or plan to employ statistical methods, please  provide answers to the following questions:
The selection of your targeted respondents

1. Do you have a customer list or something similar that defines the universe of potential respondents and do you have a sampling plan for selecting from this universe?










[ ] Yes
[ ] No

If the answer is yes, please provide a description of both below (or attach the sampling plan)?   If the answer is no, please provide a description of how you plan to identify your potential group of respondents and how you will select them?

Administration of the Instrument

1. How will you collect the information? (Check all that apply)

[  ] Web-based or other forms of Social Media 

[  ] Telephone


[  ] In-person


[  ] Mail 

[  ] Other, Explain

2. Will interviewers or facilitators be used?  [  ] Yes [  ] No

Please make sure that all instruments, instructions, and scripts are submitted with the request.

Instructions for completing Request for Approval under the “Generic Clearance for the Collection of Routine Customer Feedback” 
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TITLE OF INFORMATION COLLECTION:  Provide the name of the collection that is the subject of the request. (e.g.  Comment card for soliciting feedback on xxxx)
PURPOSE:  Provide a brief description of the purpose of this collection and how it will be used.  If this is part of a larger study or effort, please include this in your explanation.
DESCRIPTION OF RESPONDENTS: Provide a brief description of the targeted group or groups for this collection of information.  These groups must have experience with the program.

TYPE OF COLLECTION: Check one box.  If you are requesting approval of other instruments under the generic, you must complete a form for each instrument.
CERTIFICATION:  Please read the certification carefully.  If you incorrectly certify, the collection will be returned as improperly submitted or it will be disapproved.
Personally Identifiable Information:  Provide answers to the questions.  Note:  Agencies should only collect PII to the extent necessary, and they should only retain PII for the period of time that is necessary to achieve a specific objective.

Gifts or Payments:  If you answer yes to the question, please describe the incentive and provide a justification for the amount.
BURDEN HOURS:

Category of Respondents:  Identify who you expect the respondents to be in terms of the following categories: (1) Individuals or Households; (2) Private Sector; (3) State, local, or tribal governments; or (4) Federal Government.  Only one type of respondent can be selected per row. 

No. of Respondents:  Provide an estimate of the Number of Respondents.

Participation Time:  Provide an estimate of the amount of time (in minutes) required for a respondent to participate (e.g. fill out a survey or participate in a focus group)

Burden:  Provide the Annual burden hours:  Multiply the Number of Respondents and the Participation Time then divide by 60.
FEDERAL COST: Provide an estimate of the annual cost to the Federal government.
If you are conducting a focus group, survey, or plan to employ statistical methods, please  provide answers to the following questions:
The selection of your targeted respondents.  Please provide a description of how you plan to identify your potential group of respondents and how you will select them.  If the answer is yes, to the first question, you may provide the sampling plan in an attachment.

Administration of the Instrument:  Identify how the information will be collected.  More than one box may be checked.  Indicate whether there will be interviewers (e.g. for surveys) or facilitators (e.g., for focus groups) used.
Submit all instruments, instructions, and scripts are submitted with the request.
_____________________________________________________________________________

December 2012

ii
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