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In This 

Guide… 
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o Manage 

letters 

o Generate 

and edit 

letters 
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o Comment on 

assignment 

o Track 

payments 
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o Create multi-

record 

referrals and 

consults 

o Full consult 

workflow 

There are several new, interesting features 

available in FOIAonline. This quick guide serves 

as an introduction to these features and how 

they can help FOIA processing in the system.  

 

With these new features, you can: 

o Manage PDF letters to be used with 

requester communication. 

o Generate and edit PDF letters attached 

with emails to the requester. 

o Comment on assignments made to 

organizations or individuals. 

o Track payments made on a request. 

o View requesters who are delinquent in 

paying their invoices. 

o Create referrals or consultations with 

multiple records. 

o Perform the full spectrum of 

consultation processing activities. 
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Did you know...? 

You can now create letter 

templates to be used within a 

level 1 or 2 agency?  

Create letters on the 

Administration – Letters tab 

which can then be used when 

corresponding with a requester. 

 

New Feature!     Create and Manage Agency Letters 

Did you know...? 

You can now generate and edit 

emails and letters including 

information directly from the 

request? 

 

Look for the insert dropdown 

next in the formatting bar to 

input request information 

(tracking number, requester 

name, etc.). 

New Feature!    Generate and Edit Letters When Corresponding 
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Did you know...? 

Did you know…You can now save 

invoices AND track multiple 

payments? 

Clicking the Generate Invoice 

action saves the invoice to the 

Financing tab. The new Payments 

section tracks the date and 

amount paid against the invoiced 

amount. 

New Feature!       Track Multiple Payments 

Did you know...? 

Did you know.....You can now 

comment while assigning the 

case file? 

Let an organization know which 

individual you believe should 

receive the assignment. All 

comments created within a case 

file are now identified within the 

Comments tab. 

New Feature!     Create Comments While Assigning 
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Did you know...? 

Did you know.....You can now 

associate multiple records to a 

single consultation or referral? 

Both participating and non-

participating referrals and 

consultations can be created 

with one or more records 

attached. 

New Feature!                             Create Referrals and Consultations with Multiple Records 

Did you know...? 

Did you know.....You can now 

manage the consultation work 

products throughout the life of a 

consultation? 

The expanded consultation 

functionality mimics functionality 

available on requests and 

referrals. 

New Feature!     Full Consultation Processing 


