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= Quick steps is an automation
tool available in Microsoft
Outlook that allows you to
perform multiple actions to
an email at the same time
with just one click.

= |n the FOIA Inbox, Quick
Steps is used to quickly reply
to emails, forward emails to
another agency, and move
emails to the archive folder.
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Create © , & , to R

Viove Email to the Archive

Step 1

Make sure the FOIA Inbox is ~ [rome sena/rece
open in Microsoft Qutlook. f

= On the Home tab in Outlook,
locate the Quick Steps area.

Step 2

= Click the Create New option in
the Quick Steps box.

= A new window will open where
you will configure the Quick
Step.
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Create Q

Step 3

= Copy and paste the name of the
name Quick Step from the Quick
Step Language Guide.

Add actions below that will be performed when this guick step is clicked o

Step 4

= In the Choose an Action
dropdown menu, select R

and click on Show Options.

Step 5

= In the input box labeled text, copy
and paste the reply section from
the Quick Step Language Guide

o Change

Phaone: {800} 375-5282
Faw (818} 358-5785
‘Emath USCIS FI&@uscis.dhs, goy
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Reply to Requester,
d Move Em

ail to the /

\rchive

Text:

‘Fax [818) 3505785
{Emath USCISFOIE @uscs. dhs.goy

= In the “Choose an Action”
dropdown menu, select Forward
and copy and paste the email
address from the Quick Steps
Laﬂguag@ GUid@_ wwmard .................................................................................................................................................................................... iﬁj‘

1 UsasFolBusdsdhsaoe |

= Clickon 8§
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C rea %e 7 7 @ gy t@

Step 8

= |f the Quick Steps Language
Guide includes a Cc email
address, click Add Cc, then copy
and paste the email address into
the Cc section of the Quick Step.

Step 9

= In the input box labeled text, copy
and paste the forward section
from the Quick Step Language
Guide.

Step 10

= Check the box for automatically
send after one minute delay

Viove Em

\rchive

L EUUSCIS FOLA@uscs dhs gow

"""""""""""""" . - USCISFOAGuscs dhs.gow e

Subjech

Flag

importance: |

Text

purvizw. Please respond directly ta the requestee. The
requester has been notified of this transfer. f you have
any qguestions concerning this matter, please contad
this office at IWCE-FOlARdhs, goy,

At omatically send after 1 minute delay,
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Step 11
Click on Add A

Epuwizew, Please respond directly to the reguester, The
raguester has been notified of this transfer. If you haw
any questions concerning this matter, please contadt
this affice at ICE-FO{AE dhs.gow,

Automatically send after 1 minute delay.

Step 12
= |In the “Choose an Action”

dropdown menu, select M
Folder.

= |n the secondary dropdown menu,
select Other Folder.
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UsCIS

Create C

13

= Scroll down and click on the
arrow next to the ICE FOIA
Inbox (ICE-FOIA)

= Click on Archive to highlight
the word

Step

= Click on OK

Step to R

Sdd actions bebow that will be performed when this guick step is chicked on.

£ e

+ Folders:

s EFax

’ ICE-FOIA

d Archiwe (1119

Inbox (21

5 Quarantined

s Deatts

5 10 Deleted Hems {342}
fi] Sent [tems

¢ Jundk Emall 11233

¥ g Conversation History
m Cutboy

;\3 F55 Subscriptions

QFR Archive
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Email

Step 14

= Click Finish and your new Quick
Step will be located in the Quick

Steps section of your toolbar in

Outlook.

Y by ?zg ine Reph

 Sharete o
: : 4

: Team

2 DRIL Reply

}. Irek Party

MOE??F SPH
‘*{*@3@

e [

g
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equester, Forward

g the Quick Step to Reply to
' | ail to the Archive

ail to USCI¢ ove E

Once you have identified an email

that needs to be referred to USCIS, |
make sure it is selected and then L e
click on the USCIS Quick Step. e

By

EENE 4]

ick hereto dosnipad pioh

smai orlpmated from Hutsids of S DO 0T click

| SRibne nEtRECEO:
1230 M
i This email oviginated frove aitside of BHS. DOROT click
hﬂ Cear bir or Msadam,

Thank you for taking the time to review our clienf

i

ERGE M Atteched are 8 form G-25 naming
b
) WWe hope that we have provided vou with suffics
1246 4 informatian.

Thark vou,
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= With one click,
Outlook will forward the email
to USCIS, move the email to
the archive folder, and open a
new window to reply to the
requester.

imu have directed 8 FOIA request to LS. Immigration and Customs Enforcement (ICE} seeking either (1) copies of your erdire immigration fi

* *
a8 § h e eg ! Ea ! g WE ! E b e @ g‘ve § Q a d ed i documents or other information that is maintained in an individual's immigration file, Complete immigration files are maintained by LS, C.ig

§ Upon receigt of your FOM request, USTS will provide you with a tracking nurabey and respond directly to your request.

With th e Eﬂe q u g E"e d p ENQ m p‘é ° if you have any gquestions regarding your reguest, please contact USTIS at the address bislows

3 488 Citizenship and imumdgration Services

= Ensure the requester’s email | N, o e
address is in the “To" section. | memusee
The email address must be | |mitome
changed for requests
submitted via webform v

submission m& me

1 Subject: Freedom of information Act Reguest-

@ HALTION: This emai sriginated from cutside of DHS. DO NOT click finks of open atiachments unless you recognize sndfor truzt the sender Plessr Lse

1 RALTION: This emoll originated from cetside of DHS. B0 ROT dick fnks or open attachments unless you recognize snd?or trust the sender. Contact your

Dear Sir or #adam,
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Reply to Requester, Forward
ove Email to the Archive

Forwarded emails will be held in
your outbox until Microsoft Outlook
IS ready to send them.

These emails will be sent
automatically, but larger emails may
take more time 1o send.

........... Do not @é%@ Microsoft Qutlook if
m@m are emails in your outbox.

Outlook will not send
icrosoft O mmgk

Microsoff
m ese emails if M
is closed.

. You have messages in your Cuthox
E @r@s @fﬁ g waiting to be sent. If you exit now,
s they won't be sent until the neyt time

If you try to close M

Outlook while there are emails in you start Gutioat:

Exitinvg in 19 seconds

m@ outbox a warning will a
Always click on Don’t Exit.

Dpear.
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Create Quick Step to R

Third Party Email and |

ply to Requester with
Jlove Fmail to the Archive

Step 1

= On the Home tab in Outlook,
locate the Quick Steps area.

2 Teanm Breail

i Rephe & Delete

Step 2

= Click the Create New option in
the Quick Steps box.

Team Drngd

= A new window will open where
you will configure the Quick Step.

» 3 Baphe & Delete
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Create Quick Step to R

Third Part

Step 3

= Copy and paste the name of the
name Quick Step from the Quick
Step Language Guide.

Step 4

= In the Choose an Action
dropdown menu, select R

and click on Show Options.

Step 5

= In the input box labeled text, copy
and paste the reply section from
the Quick Step Language Guide

7 Add actions bebow that will be performed when this guick step is dicked an.

Sufbsject

Flag:

500 12th Street, 3, Stop 5009
SWashington, B 20528-500%
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Create Quick Step to Reply to F

ty Email and

wrchive

Text Freedam of Information Act Offics

. 500 12th Street, 5.4, Stop 5008
@ c§ A@'& ion \Washington, DD, 20536-5008

= Click on £

[:] Setomaticatly serd after 1 minute delay.

fff’;z %@ p ?

2 |In the “Choose an Action”

5:] Automatically send after 1 minute delay.

dropdown menu, select Move to

Folder.

= In the secondary dropdown menu,

select Other Fol

Chaoose folder
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Requester with
nail to the Archive

Create Quick o R
Third Par Email and M

Sdd actions bebow that will be performed when this guick step is chicked on.

i Folders:
8 Scroll down and click on the subje (VS O
arrow next to the ICE FOIA - r

2| Archive 11179

- : Inbox 271
Inbox (ECE FO IA) Impo ] Quarantined
Textt 0 Drafts

8 Click on Archive to hsghésgm 5 1] Deleted ltems (342)
th@ W@rd ]‘ ffj Sent ltems

¢ Jundk Emall 11233

Cancel

¥opg) Conversation History

w CEECK on i Cuthox
s "o RS Subscriptions

1 OFR Archibve
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Create Quick Step to R
Third Party Email and M

Step 9

= Click Finish and your new Quick
Step will be located in the Quick |
Steps section of your toolbar in -~ | i
Outlook.

€41 Cart

 Shareto | g,
: : ; ;
D Teams D LTI

- Mdove

p for Certification

ps to create an additional Q
of Identity (ID Cert).

The language for each is included Quick Steps Langua

hese ste
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Once you have identified an email
that needs 1o be replied to with the
31 party prompt and forms, make
sure it is selected and then click on
the 3 Party Quick Step.

SOVET BT o otk of TR DO

i oripinated from autside o S IO 0T click

os-and IRl EtRiCHon:

‘:;\ FEON: Thisemal o:ig__mét-zr] Frore nistside of BHS DO NOT click

Cear Bir or Madam,

Thank you for taking the time to review our clienf

Atteched are 8 form G-25 naming

WWe hope that we have provided vou with suffics

information.

Thark vou,
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With one click, Microsoft Outlook
will move the email to the archive
folder and open a new window {0
reply to the requester.

The new window will be preloaded
with the required prompt.

Include the 3@ Party Consent
Form as an attachment.

Ensure the requester’s email
address is in the “To” section.
The email address must m
fm’ req
via wemm' submission and
)J EOIA Portal.

Contact Infsrmaticn}

Name {First, M, Last)y: Requester's name

Address: Requester's agdress

Citys Requester's city
Requester's email addrass

Statel Requester's state

Zipcode: Reguester's zip code

Daytinie Phone Number: Requester's phore number

Fax Mumber: §equester's fax number

/to-Read Format
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Creating Quick Step

RO Detention Reportin
and Information Line (DRIL)

Incidents of sexual or physical assault or
abuse;

Serious or unresolved problems in detention;

Reports of victims of human trafficking and
other crimes:

Reports on individuals with serious mental
disorders or conditions;

Separation of minor child or other dependent
and other parental related issues;

Inquiries from the general public, law
enforcement officials, and others;

Assistance with legal access issues when your
local ERO field office is unable to assist;

Requests for basic case information; and

Reports that someone in detention has a
serious mental disorder or condition.

ICE Tip Line (HSI)

Child Pornography/Exploitation
COVID-19 Fraud

Cyber Crimes

Document and Benefit Fraud
Drug Smuggling

Gang-Related Crimes

Human Trafficking/Smuggling
Human Rights Violators

lllegal Immigration
Import/Export Violations
Intellectual Property Rights Violations
Money Laundering

Terrorism

Worksite Enforcement
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Creating Quick Steps to F Requester

Step 1

= On the Home tab in Outlook,
locate the Quick Steps area.

D7 Teams Fraail

i Rephe & Delete

Step 2

= Click the Create New option in i
the Quick Steps box. 1 Tearn, Emai

ey N i
* 3 Bephy & Deldte

= A new window will open where
you will configure the Quick Step.
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Creating Q ‘ I~

Step 3

= Copy and paste the name of the
name Quick Step from the Quick
Step Language Guide.

Addd acttons below that will be performed when this gpuick step i clicked on.

Step 4

B Eﬁ the an /
dropdown menu, select R

and click on Show Options.

Step 5

= In the input box labeled text, copy
and paste the reply section from subject
the Quick Step Language Guide Bisg:

Impaortanoe Mo Change

Faxt: ?Freedam of Infarmation Act Office
g (500 12th Strest, 54V, Stop 3
“Washington, B.C 20536-330%

[ automaticaly semd after 1 minute delay,
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uick Steps to Reply to the Requester

RIL Hotline Information

Creating Q

Text Freedam of Information Act Offics

. 500 12th Street, 5.4, Stop 5008
@ c§ A@'& ion \Washington, DD, 20536-5008

= Click on £

[:] Setomaticatly serd after 1 minute delay.

fff’;z %@ p ?

Washington, BT PO 365000 &

2 |In the “Choose an Action”

5:] Automatically send after 1 minute delay.

dropdown menu, select Move to

Folder.

= In the secondary dropdown menu,

select Other Fol

Chaoose folder
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Quick S

Reply to the Requester

Hotline Information

Add actions below that will be performed when this guick step is dicked on.

= Scroll down and click on the
arrow next to the ICE FOIA
Inbox (ICE-FOIA)

= Click on Archive to highlight
the word

[ Junk Email 11723
f g | Conwversation History

= Click on OK

1 QPR Archive
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Creating Q

m@

m emy m m Requester

Step 9

= Click Finish and your new Quick
Step will be located in the Quick

Steps section of your toolbar in

Outlook.

; ‘ Ired Party
RN TS s ’
: Shars to ; &  SCHE § B e B

: Team

__________ Repeat these step
Quick Ste @S for ICE Tip Line (HSI), S
Described

The langua

I HS Tip Line Repl :a DL Rephe

3-884, and

ge for each is included in the Q

MOE??F SPH wd
‘*{*@3@
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Once you have identified an email
that needs 1o be replied to with the
DRIL hotline prompt, make sure it is
selected and then click on the DRIL
Reply Quick Step.

i aonviginatad favm piaaide of BHEOEE

oiginatad from aitside of BHS. DO ROT click

e i st cHon:

+This emaif osiglaated frore autside of DHS. DOROT click

Cear bir or Madam,
Thank you for taking the time to review our clienf
Atteched are 8 form G-25 naming

WWe hope that we have provided vou with suffics

information.

Thark vou,
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Stepto R
ail to the £

eply to
\rchive

With one click, Microsoft Outlook
will move the email to the archive
folder and open a new window {0
reply to the requester.

i 8 Requester emall addess

The new window will be preloaded | cww
Wéth th e r@ q u E E‘e d p ENG m pt . You have reached the ICE Freedom of information Act offica, For conceras pertaining to ICE detainees, please conf

To incate 3 detainee in an ICE facility, please visit the Orline Delainee tecstor Systam at htips:/flocator dce.govfodg

Ensure the requester's emalil
addre% S in the “T@” Sectmﬂ

i Sincerely,

| ICE FOIA Office

prnigration and Customs Enforcement
i fFreedom of Information Act Office

500 1Zth Streat, 8%, Stop 5009
Washington, D.C 20535—50@

From:

| Sent: Tuesday, june 21, 2022 1131 P
Tos ICE-FOAA <ICE-FOIAE ce. dhs.gove
Subject: RE:
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When you are finished setting

there should be a total of 8 Q i
toolbar.

» USCIS Forward & Reply to Requester
= CBP Forward & Reply to Requester
» OBIM Forward & Reply to Requester

= State Dept. Reply to Requester
= 3@ Party Reply to Requester
= |D Cert Reply to Requester

= DRIL Hotline Reply to Requester

= |CE Tip Line (HSI) Reply to Requester

= | ESC Reply to Requester

= Not Reasonably Described Reply to Requester
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