EGLE FOIA REQUEST CENTER
GUIDE FOR REQUESTERS

How do | submit a FOIA request?

Visit www.michigan.gov/eglefoia and select the button. Doing so will take you to the EGLE
FOIA Request Center where you can create an account and then submit, track, communicate, pay for
and receive records responsive to your FOIA request.

Step One

Create an account in the EGLE FOIA Request Center by entering your email address and creating a
password (see example below). Once you have an account, you will log into the system with your email
address and password which will then allow you to submit and track your requests.

Step Two

To submit a new request, select Submit a FOIA Request from the main menu.
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EGLE FOIA Request Center

Public Records Menu Login

If you have used this service previously, please log in. If this is your first online request, please create an account and
pravide as much contact information as possible. By creating an account, you will have the ability to track and monitor your
# Home public records requests. All communication from the agency will be sent directly to your email account.

Q FAQs Email Address:*

@ Submit a FOIA Request ? 5

& My Request Center Password:*

Rk Back to Michigan.Gov

Submit
@ Logout

fyou don't know or have forgotten your password, click here.

New User? Click below to create a new account.

See All FAQs Q P ——— ?

Remember, when creating a request:

e Limit the request to one address per request

e Provide as many details about your request as possible; if you are requesting a specific report,
provide information such as the name and date of the report

e If you provide just an address, the search for records will be for the entire file on that address,
including historical documents. If you do not want the entire file, be sure to narrow the request
so that staff know what record(s) you are requesting.

Filling out the request screen (see the following example) to the best of your knowledge will help the
department respond to your request.
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Please provide a detailed description of the records you are requesting. To thoroughly search our records, the following
information is needed: facility name, street address, city, and county. If you have additional information such as a facility
ID. BEA number, specific report(s), date ranges, those should be included in your request.

Q FAQs

[# Submit a FOIA Request

a My Request Center Describe the Record(s) Requested:*

k Back to Michigan.Gov .

® Logout

Requests are limited to 1 address

Address:
T
See All FAQs Q
) City:
How can | submit a FOIA request on
this new website?
How can | pay my invoice? State:
M
Are fees charg;ad for processing
FOIA requests?
Zipcode:
When will | receive documents
requested under FOIA?
Select County:
i ions?
Who do | contact if | have questions? —Please Choose- -

If you are a consultant please click here

Preferred Method to Receive Records:*

Step Three

If you need to add an attachment to your request, you may do so by scrolling to the bottom of the
request screen and following the instructions provided (see below).

VS I

If you have any documents that may assist in responding to your request, please attach here:

Attach a File: Attach

ﬂ Submit ¥ Cancel

Step Four

When all the information is entered, submit the request by selecting the appropriate button (see
above).

How do | know that EGLE received my request?

Once your request has been submitted, you will receive a confirmation message (see the following).

September 15, 2020



MICHIGAN DEPARTMENT OF

ol ol B ol
ENFP A& :NVIRONMENT, GREAT LAKES, AND ENERGY

EGLE FOIA Request Center

Public Records Menu
Reference No:  EQ02249-121619

# Home Loggedin as: copenim@yahoo.com
Q FAQs

You have been provided the following reference number for this request: E002249-121619

(# Submit a FOIA Request **You will receive further information regarding your FOIA request when it is considered received by this office.**

& My Request Center

k Back to Michigan.Gov

& Logout

In addition, when the request is considered received by the Department, you will receive an email that
will provide the FOIA reference number as well as a link to the EGLE FOIA Request Center where you will
be able to track your FOIA request (see below).

E);_a_r‘l‘.'ls‘ Simaon:
Thank you for your interest in public records of the Department of Environment, Great Lakes, and Energy (EGLE). Your reguest dated 12/17/2019 has been assigned reference number ED02251-121619 for tracking purposes.
Records Reguested: "sntire RRD file for 123 Main Street, Lowell”

123 Main
Lowell

EGLE will respond to a request within 5 business days. If necessary, the Departmant may issue an extension for up to 10 additional business days.
To moniter the progress of your request, please follow the link below. You will receive zn email when your request has been completad.

FOIA Request Center

To review a copy of EGLE's FOIA policy and procedure, public written summary, and several online databases, go to www.michigan.gov/eglefoia

Department of Environment, Great Lakes, and Enargy

How do | know the status of my request?

All communication, invoicing, and any records release will be done through your interaction with the
EGLE FOIA Request Center via the My Request Center tab.
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EGLE FOIA Request Center

Public Records Menu My Request Center
Login here to check the status of requests you have submitted or to update your customer account information.

# Home

View My Requests
Click above to access requests submitted.

Q FAQs

& Submit a FOIA Request

Click above to view your invoice history.

View My Invoices ‘

& My Request Center

Edit Customer Account Information ‘

h Backto Michigan.Gov Click above to access and update your customer account information.

® Log out

While in the My Request Center tab, note that your requests will be listed with the most recent request
at the top.
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You will track the department’s response to your FOIA request using the “E” number (E##H##H##-HiH#HHE)
initially provided to you in your submittal confirmation notice. This important number will guide you to
the status of your request, allow you to view and pay invoices, as well as receive responsive records.

How will | know when my request is complete?

After selecting View My Requests in My Request Center, the bar on the right side of each request will
indicate whether the request is in progress or if it is complete (see below). You will also receive a final
email notice.

FOIA Request
E002213-120319
TEST FOIA
Status : Received

L1 Ms. Leigh Copen

View Files Details

FOIA Reguest O—O—O

E002201-111819 Completed
All records pertaining to the following address
Status : Records Released

L Ms. Leigh Copen

Details

How will | know if a fee is required?

Invoices will be provided to a requester via the EGLE FOIA Request Center through the View My Invoices
tab. A requester will also receive an email about the fee(s) that will contain important information such
as the date by which payment is required along with a link to the payment center. Any FOIA fee(s) will
be paid through the online payment center.

FOIA Request
E002213-120319

TEST FOIA

Status : Waiting for Payment

1 Ms. Leigh Copen

B View Invoices View Files Details

How do | view responsive records?
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To view records responsive to your request, go to the EGLE FOIA Request Center, log into My Request
Center and locate the FOIA that you have received documents for. Remember to use the “E” tracking
number (EH##HtH#-HiHHHH]) assigned to your request, to find responsive records. Once there click on
View Files.

Documents available for download will be identified as follows.

3
UPLOAD DATE S
12/12/2019 GovQA foia_document_for_test.docx
Files: =5 -
12/12/2019 }Ejlan k_document_to_add_to_GovQA_for_testing.doc

How can | ask a question about my request?

To ask a question about your request, go to the EGLE FOIA Request Center, log into My Request Center
and locate the FOIA that you wish to ask the question about. Select the details button for that FOIA and
towards the bottom of the new screen that opens you will see the below buttons, simply click the new
message button to prepare and submit a question about your FOIA request.

FOIA Request o—0—O
E002201-111819 Completed

All records pertaining to the following address

Status : Records Released

L Ms. Leigh Copen

Details

New Message X Cancel

Messages @)

How can I cancel my request?

To cancel your request, go to the EGLE FOIA Request Center, log into My Request Center and locate the
FOIA that you wish to cancel. Select the details button for that FOIA and towards the bottom of the new
screen that opens you will see the above buttons, simply click the new message button to prepare and
submit a note asking to cancel your FOIA request.

Or, you may cancel by sending an email to egle-foia@michigan.gov that contains your FOIA tracking
number (Ef###tH#-HiHH#H##]) and your request to cancel.

How long will my records be available?
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FOIA requests and associated responsive records will remain in the public portal for 365 days.

How do | open records with different file types?

If you are having difficulty opening different file types due to a Mac user or software not available on
your computer, please go to online-converting.com/document. This is a free and easy software to use
that will convert most file types. If you are a Mac user, Apple also supplies its own downloadable free
software to convert Microsoft Office products.
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