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Digital Privacy Release Forms in 1Q

Market: House
Module: Services
Purpose: This guide provides instruction on how to find and work Casework created by Digital Privacy Release Forms

in Q.

Key Benefits

For House customers, you have the option of utilizing a Digital Privacy Release form for your office! This form allows
constituents to fill out and all of the information needed for your office to act on their behalf for an agency. Knowing
how to find and work Casework created from these Digital Privacy Release Forms will enable your office to take
advantage of this time saving feature.

1. Navigate Services > All Open By Type > Casework from Privacy Release.

2. The All Open Casework from Privacy Release Services list is displayed. Change your Sort field to Sort:
Opened (Desc) to view your most recently opened Casework from Privacy Release Forms

Services » Results

= All Open Casework from Privacy Release Services (s6 resuits) ®

Q m Analyze  Map New Change Q Report Q More Q Sort: Opened (Desc) Q

Acquire Edit Reassign Message Primary +Note +Code +InfoCopy +Attachment +Library File +Message +Contact Report Delete
¢> 801213 - Casework from Privacy Release Queued: 1Q Support

Johnny Bravo (Head Of Household Current Step: Process Case

: 127/202

7990 Quantum Dr Updated:  4/27/2021 i

Vienna, VA 22182-5255 Codes: DIGITAL - Digital Submission

H: (123) 456-7890

johnnyb@fakemail.net

Tags: thisisone atag botlo Newletter Immigration Guns Economy

3. Select the record you wish to view. Acquire the Service. Click Edit.

OPEN 801213 - Casework from Privacy Release - Process C

Messages (1) Contacts (1/0) Attachments (1)

Detail ©
This Service has not been Acquired. 6 Edit
Status: OPEN
Queued: IQ Support
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4. Add the Service Code for the Case in addition to the Digital service code that is already there. The Service
code should match up with the Agency involved for the Case. Click Save at the bottom of the screen.

Description:

Opened: Alert:

4/27/2021 12:19pm

Service Codes:

» DIGITAL - Digital Submission +

ACA - Affordable Care Act

ACCESS.BOARD - Architectural and Transportation Barriers Compliance Board
ACE - U.S. Army Corps of Engineers

ADF - African Development Foundation

AMTRAK - Amtrak

ARCHIVES - National Archives and Records Administration

ARTS - National Endowment for the Arts

BLM - Bureau of Land Management BLM
BOEM - Bureau of Ocean Energy Management

DAD  Derranas nf Neicane

WrCoDE

5. Review the Attachments section to find the PDF of the Digital Privacy Release Form (note that this form can
be sent to Agency contacts for the case). Click on the Case Information and Digital Privacy Release tabs to
review the information gained by the Digital Privacy Release Form

Attachments: =

@ HDS_ebmBLK1fGAGIOVERRKIN.PDF (=7 €39

o

Priorty:
TEMPLATE ID:
WFCODE:

Case Status: Last Contacted: Contact Method:

Johnny Bravo

Confirmation ID: ebm8Lk1fGAqQOQOVEhRK7N
ZIP: 22182

SSN: x00¢-xx-7890

Date of Filing

Form Types:

Explanation of Problem: Testing SSA DPR submission

Case Closure Information = External Jv[\[iTR(7 TaR 2L ET Y

Digital Privacy Release Information:
Officeld LDS9
ConfirmationId ebm8Lk1fGAQ9OVEhRKZN

6. Work the Case as you would a regular Casework.
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