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Public Record Request Manual for Public Users

1 Purpose/Overview

This User Manual provides guidance for managing and maintaining the newly developed “Public
Record Request” module for the Ohio Department of Commerce, Division of State Fire Marshal,
Bureau of Fire Prevention.

The document is intended for use by Public Users (non-logged-in users). It covers essential functions
by which Public Users may request and receive copies, in accordance with R.C. 149.43, of Ohio Fire
Incident Report Management System (OFIRMS) public records and/or data maintained by the Ohio
Department of Commerce, Division of State Fire Marshal, Bureau of Fire Prevention.

The OHIO State Fire Marshal Portal enables users to search and get the basic details of any Fire
incident in the State of OHIO using the Self Service Public Records Request. If a detailed Incident
report is required, the user can use the Escalated Public Records Request from the Portal.

The OHIO State Fire Marshal Portal enables users to search and get the basic details of any Fire
incident in the State of OHIO using the Self Service Public Records Request. If a detailed Incident
report is required, the user can use the Escalated Public Records Request from the Portal.

1.1 Links to Portal
1.1.1 Production Portal URL

® \Web Portal — https://sfmengage.com.ohio.gov/

3Di Engage © 2025 3Di, Inc. Do not distribute without permission. 3|Page
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2 OHIO Fire Incident Report Self Service Public Records Request

To search for an incident, the public user can click on the “Search” button in the OHIO Fire
Incident Report Self Service PRR section located in the bottom-left card, as shown in the image
below.

8 English v

TO REPORT AN EMERGENCY CALL 9-1-1

Ohio reaus v ister n
W State Fire Marshal Bursau 2

Welcome to
Ohio State Fire Marshal Portal

Click here to login Ohio State Fire Marshal App.

Online Services

Citizens/Business or Facility Fire Academy Student Fire Department Resources SFM Public Records Request (PRR)
OHIO Fire Incident Report Search My PRR
Self Service PRR
Search for Fire Incidents in the state Find the PRR requests that are
of OHIO and get a print of the created by you using Service Request

incident Number and PIN number.

Figure 1: Home Page

Public users can search for incidents using the Incident Self-Service Request filter, as highlighted in
the image below. The user can select Incident Type, County, Fire Department, etc.

If the user knows the exact incident date, they can click “Yes” for “Do you know the incident date?”
and enter the date. If the User clicks “No”, then it can enter the date range.

After filling in the search filters, when the user clicks on the “Search” button, it will list the incidents
that match the search criteria.

Note: The search results can show up to 50 records. If the limit exceeds, then it will ask the public
user to refine the search.

3Di Engage © 2025 3Di, Inc. Do not distribute without permission. 4|Page
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OHIO Self Service PRR
IMPORTANT INFORMATION REGARDING USE OF THIS PORTAL. PLEASE READ CAREFULLY:

+ The purpese of this service is to provide the public an efficient anline system option by which they may request and recelve copies, in accordance with R.C. 149.43, of Ohio Fire Incident Report Management System (OFIRMS) public records and/or data
maftained by the Ohio Department of Commerce, Division of State Fire Marshal, Bureau of Fire Prevention ('SFMFP?).

« Other methods by which you may request public records include regular mail, email, and in person,

+ Upan submitting your request, you will be provided a Public Request Number and a PIN number to access replies from SFMFP regarding your public records request. Da not lose your Request and PIN numbers.

o If your request can be processed, any records that are responsive to your request will be uploaded to the portal. A typical request usually takes up to 10 business days. If you have provided an email address, you will receive an emafl notifying you that
a response has been uploaded. You may access the responsive records by accessing the portal using your Request and PIN numbers.

« Note, if you did not provide an email address, you will not receive any direct communication from SFMFP. Check the portal to determine if your request has been fulfilied

o If your requiest cannot be processed, SFMIFP will contact you via the email address you pravide or, if none provided, this portal, SFMFP may ask you to clarlfy your request. If you do not respond to the request for clarification, your request will be closed
after twenty-one (21) days. (You may submit a new request thereafter,)

« The State of Ohio, Department of Commerce, Division of State Fire Marshal, and/or the Bureau of Fire Prevention does not assume anry legal liability for the occuracy, completeness, or usefulness of any information, program or process shown herein.

+ Please note, for self-service results, if @ responsive document Includes an OFIRMS repert, the narrative and “persons invalved” partions of the OFIRMS report are excluded from any respanse via this portal. If you are seeking one or both of these
OFIRMS sections, please escalate your request by clicking here

* Fire incident data Is not necessarily reported in real-time. Fire incident reporters typically report incidents up to thirty (30) days after the incident. For example, if you request data on May 1st, April's data will most likely be incomplete.

If you need help with the specific details then click here o go to FAQs

Incident Self Service Request Filter
Incident Type FD County FD Name

161 - Outs

2 storage fire v iDiTestCounty 3di Test New Fire Department - 13197 v

House Number Street City State

Da you know the date of the Incident?

Yos ' No
[@ Exporttofxcel €
Incident Number Incident Type Address County FDID FD Name Incident Date
) 2531, AVALON, COLUMBUS, OH, ) 09/13/2024
24987 (¢ age fire T 9 3di Tes ow Fii E
01249 161 Dutside storage fire proo 3D TestCounty 13197 di Tost New Fire Department 1200 AM
2024909 161 Outside storage f 7506, CAMDEN, CLEVELAND.OH. 41 estCount 13197 3di Test New Fire Department 9yevaon
61 Outside storage fire P iTestCounty di Test New Fire Departmen e
8202, Ohio 37, Sunbury, OH, 07/10/2024
4338896 161 Outside storage fire 074 nio 31 Smound 3D/ TestCounty 13197 3dli Tast New Fire Department ”;“]’;\M

oo« - ] 10 ~  items per

ESCALATE the request.

Please note, for self-service results, If a responsive document includes an OFIRMS repart, the narrative and “persons Involved” portians of the OFIRMS report are excluded from any response via this portal. If you are seeking one or both of these OFIRMS
sections, please escalate your request.

1-3of 3 items

®

3Di Engage V2.0.2061 ® 2025 3Di Inc.

Figure 2: Ohio Self-Service PRR

After clicking on the Incident number, the user will be redirected to the print preview of Incident
details, wherein the user can view the data of various incident modules like Basic, Fire, Structure
Fire, etc., as shown in the image below.

NFIRS-1 Basic

A FDD St Ineident Number Erpraue Incident Oate: Staten
a7 OH 1% 00 08302022 15
B Location Type
Loeation Type Sireet Address: Number Milapost:
i Stret address 180, TOM BROWN, Ofiver (Township of), OH, 45657 180
Profix Stoat or Highmay Sultx Aot SuiteRoom
TOM BROWN
Street Type: cy St County
"D Oliver (Township of) oH Adams
Diswict 2P Code 2 ackdon caes: Consun Troct
L) 45697
c Incigent Type:

111.Bullding fire

D Ald Given o Received

4 Given o Recsived
¥ 2 Automatic aid received

E1 Dates and Times

Figure 3: Incident Detail Page
3Di Engage © 2025 3Di, Inc. Do not distribute without permission. 5|Page
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The preview screen will contain below modules:
1. Basic without sections K, L.

2. NFIRS-2 Fire

3. NFIRS-3 Structure Fire

After clicking on the “Print PDF” button, it generates a link to download the Incident PDF.

Create a Case  OHIO Self

PRR  OHIO Fire Incident Data

Search My PRR

Your Incident PDF is ready for download

load Incident PDF

After clicking on the “Download Incident PDF” button, it will download the Incident PDF.

= incident2543 pdi

3Di Engage

Figure 4: Download Incident PDF Screen

NFIRS-1 Basic

FOID. e Incident Numbes Exposure:
o007 128 000

Lacation Type

Lacation Type Street Address:

[ Strest skiress 180, TOM BROWN, Giiver (Township of), OH, 45697
Profix: Street or Highway:

TOM BROWN

Sweet Type: cay:
RO Olivor (Township af}

Dastrict: 2P cove:

8 asest

Suffc

State:
oH

Zip act-on coges:

NumberMiepast
180

Apt SSuseRocm:

Incident Type:
111-Buiding fire

Aid Given or Recelved
it Gaven o Received
[ 2-Automatic sid received

Datos and Times

Asarm:
0B30/2022 03:15

Last unit clearedt
08/30/2022 11:08

Shifts and Alarms
Shiftar Piatoon

Special Studies

Soecial SoviD scial SILOv Vaue:

Figure 5: Print Incident PDF

© 2025 3Di, Inc. Do not distribute without permission.
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Escalated Public Records Request by Non-logged-in / Public Users

To create an Escalated Public Records Request, the public user needs to click on the “ESCALATE”
button at the bottom right, as highlighted in the image below.

OHIO Fire Incident Data  OHIO OTTER

OHIO Self Service PRR

IMPORTANT INFORMATION REGARDING USE OF THIS PORTAL. PLEASE READ CAREFULLY:

o The purpose of this service is to provide the public an efficient online system option by which they may request and receive copies, in accordance with R.C. 149.43, of Ohio Fire Incident Report Management System (OFIRMS) public records and/or data
maintained by the Ohio Department of Commerce, Division of State Fire Marshal, Bureau of Fire Prevention ("SFMFP).

« Other methods by which you may request public records include regular mail, email, and in person.
« Upon submitting your request, you will be provided a Public Request Number and a PIN number to access replies from SFMFP regarding your public records request. Do not lose your Request and PIN numbers.

o If your request can be processed, any records that are responsive to your request will be uploaded to the portal. A typical request usually takes up to 10 business days. If you have provided an email address, you will receive an email notifying you that
a response has been uploaded. You may access the responsive records by accessing the portal using your Request and PIN numbers.

« Note, if you did not provide an email address, you will not receive any direct communication from SFMFP. Check the portal to determine if your request has been fulfilled

 If your request cannot be processed, SFMFP will contact you via the email address you provide or, if none provided, this portal. SFMFP may ask you to clarify your request. If you do not respond to the request for clarification, your request will be closed
after twenty-one (21) days. (You may submit a new request thereafter,)
« The State of Ohio, Department of Commerce, Division of State Fire Marshal, and/or the Bureau of Fire Prevention does not assume any legal liability for the accuracy, completeness, or usefulness of any information, program or process shown herein.

« Please note, for self-service results, if a responsive document includes an OFIRMS report, the narrative and “persans involved® portions of the OFIRMS report are excluded from any response via this portal. If you are seeking one or both of these
OFIRMS sections, please escalate your request by clicking here

« Fire incident data is not necessarily reported in real-time. Fire incident reporters typically report incidents up to thirty (30) days after the incident. For example, if you request data on May 1st, April’s data will most likely be incomplete.

If you need help with the specific details then click here to go to FAQs

Incident Self Service Request Filter
Incident Type FD County FD Name

161 - Outside storage fire v 3DiTestCounty 3di Test New Fire Department - 13197 v

House Number Street City State

Do you know the date of the Incident?

Yes No
=
M Exportto bxcel &
Incident Number Incident Type Address County FDID FD Name Incident Date
2531, AVALON, COLUMBUS, OH, 09/13/2024
1124987 e 5 N e
012 161 Outside storage fire £20 3DiTestCounty 15197 3di Test New Fire Department 1040
7506, CAMDEN, CLEVELAND, OH, 05/08/2022
2024909 161 Outside storage fire 44“;7 3DiTestCounty 13197 3di Test New Fire Department II./g.?/AM
" 8202, Ohio 37, Sunbury, OH, " " 07/10/2024
4338896 g
161 Outside storage fire 43074 3DiTestCounty 15197 3di Test New Fire Department 1200 AM
w o« - > » 10 v items per page 1-3 of 3 items

| ;: lﬂe request.
fease rote, for self-service results, if @ responsive document includes an OFIRMS report, the narrative and “persons involved” portions of the OFIRMS report are excluded from any response via this portal. If you are seeking one or both of these OFIRMS
sections, please escalate your request.

=\

Figure 6: Self Service PRR

After clicking on “ESCALATE” it will redirect the public user to the “Public Record Request” form.

3Di Engqge © 2025 3Di, Inc. Do not distribute without permission. 7|Page
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Ohio u .
State Fire Marshal

e Iwantto w SearchMyPRR OHIO

Service Request Type

Public Recard Request ~

Are you looking for a specific Incident?

Yes No

Additional incident information:

Incident Type Fire Department
None selected - - None selected -
Contact Details

Praviding contact infarmation is aptional. Nate, If you do not provide an email address, a carrespandence Is via this portal and you must check the portal to acqulre such comespondence, Including responsive recards. If you provide cantact Information, you will be notified via emall
that clarification is required and/for responsive documents have been uploaded. Do not lose your Request and Pin number.

Full Name Email Address Phane Number

* What general information do you want from the Data?

0 of 2000 characters used

Please give us specific details about the data that you are looking to help us fulfill your request.

0 of 2000 characters used

If you need help with the specific details then click here o go to FAQs

‘What format do you want your Data? @

Raw Data ® Visual Representation @ Single Incident @ List of incidents @

coneet

3DI Engage V2.0.2061 © 2025 301 Inc.

Figure 7: Public Record Request form

“What general information do you want from the Data?” is a mandatory field that needs to be filled
in by the Public user.

If the user wants to know about a specific Incident, then they can select “Yes” for the “Are you
looking for a specific Incident?” question. After clicking on “Yes”, the public user has to enter the
Street and County as these options are required.

Are you looking for a specific Incident?

O Yes No

If you are looking for a single incident report, please give us specific address information (Please provide as much information as possible).
House Number * Street * County City

None selected v Select -

Figure 8: "Are you looking for a specific Incident?" with the "Yes" option selected

For the question “Are you looking for a specific Incident?”, if we select the “No” option, then the
user can select All of Ohio, County, or Municipality. These are optional.

Are you Looking for a specific Incident?

Yes O o
All of Ohio
County

Municipality

Figure 9: "Are you looking for a specific Incident?" with the "No" option selected

3Di Engage © 2025 3Di, Inc. Do not distribute without permission. 8|Page
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If the user wants to know about a specific Incident type, then it can select the Incident type.

Providing contact details is optional. If the public user does not provide an email address, all
correspondence will be via the portal. The public user has to check the portal to acquire such
correspondence, including responsive records. If the public user provides contact details, they will
be notified via email about the response.

If the user needs help, they can click on the “click here” option to go to the FAQs page.

If you need help with the specific details then click here to go to FAQs

Figure 10: PRR FAQs

Ohio .
State Fire Marshal

Search: Q

FAQ's - Public Record Request ~

Q: What records does Fire Prevention have? ~

The Fire Prevention Bureau is responsible for collecting emergency incident data from fire departments throughout the state of Ohio. These reports are in electronic format and in the format of the Ohio Fire Incident
Reporting Management System.

Q: How can | obtain general information about fires in my area or request a specific fire report? ~

You can use our self-service portal if you are looking for general information or a specific report on your own, or you can contact our office at SFMPrevention@com.ohio.gov, or call us at B88-243-1443

Q: What happens when | escalate a public record request? ~

Escalated public records request are fulfilled by Fire Prevention Bureau staff locking at the request and interpreting what the requestor is looking for. Sometimes additional information is required.

Q: Does my request expire? .

Requests that have been sent back for clarification and have not been answered within 21 days will be closed. You can always put your request in again through our self-service portal or contact our office at the contact
information above

Q: How can | check the status of my public record request? ~

Search My PRR for non-logged-in users

If the user has created the Escalated PRR without logging into the Portal, then to search for the public record request. the public user can click on the “Search” button located in the bottom card in the "Search My PRR

After clicking on the "Search” button, it will redirect to the “Search My PRR" screen as shown in the image below.

The public user has to enter the "Service Request Number” and the "PIN Number” that was visible to the public user while submitting the case.

After clicking on the "Search” button, it will display the PRR case in the grid

After clicking on the Request Number, it will redirect to the case details page, where the public user can view the status and other details of their public record request

Q: What happens if | didn't get the information | wanted? ~

You may need to give more details of what information you want to see. Please be detailed in your requests, it's important for our staff to understand what you are looking for to fulfil your request.

Figure 11: FAQs page

After filling in all the information, when the public user clicks “Submit”, the public record request
case will be submitted to the Bureau chief. The status of the case will be “Under Review”.

The public user will see a case submission confirmation screen. The public user should keep the
Public Record Request Number and the PIN safely with them so that they can use it for searching
their PRR requests.

3Di Engage © 2025 3Di, Inc. Do not distribute without permission. 9|Page
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Success

Your request has been submitted successfully.

Please refer to the Public Record Request

Number PRR-25563304
and

PIN 524762 for future reference.

Do not lose your Public Records Request Number and
PIN

Note: After a public record request is submitted by the public user, if the email was entered in the
form, it will send an email to the public user, as shown in the image below.

Figure 12: PRR case submission confirmation screen

Public Record Request PRR-25563304

From: No.Reply@com.ohio.gov
To: carol.doe@3diemail.com
Date: 03/19/2025 6:53 PM

Your public records request has been received. This is your case number PRR-25563304 and pin number 524762. You may access the request any time using this
information, please check back often to see the status of your request

Thank you

Figure 13: Public Record Request email for public users

3Di Engage © 2025 3Di, Inc. Do not distribute without permission. 10| Page
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2.1.1 Search My PRR for non-logged-in / Public Users

If the Public user has created the Escalated PRR, then to search for the public record request, the
public user can click on the “Search” button located in the bottom card in the “Search My PRR”
section, as shown in the image below.

TO REPORT AN EMERGENCY CALL 9-1-1 8 English v

Ohio us v | Sign In
[~ R — &

The portal will be down for Maintenance on 5th April 2025, from 12:00 AM EST to 6:00 AM EST.Thank you

Welcome to
Ohio State Fire Marshal Portal

Click here to login Ohio State Fire Marshal App.

Search

Online Services

Citizens/Business or Facility Fire Academy Student Fire Department Resources SFM Public Records Request (PRR)
OHIO Fire Incident Report Search My PRR
Self Service PRR
Search for Fire Incidents in the state Find the PRR requests that are
of OHIO and get a print of the created by you using Service Request
incident Number and PIN number.

Figure 14: Home Screen

After clicking on the “Search” button, it will redirect to the “Search My PRR” screen, as shown in the
image below.

Createa Case  |wantto ~ [ESHGNENEREE File est  OHIO Self Sery R OHIO Fire Incident Data ~ OMIO OTTER Self Service PRR  OTTER Search My PRR  Resp

Search My Service

Service Request Number * PIN Number *

PRR

Figure 15: Search My PRR

The public user has to enter the “Service Request Number” and the “PIN Number” that was visible to
the public user while submitting the case.

After clicking on the “Search” button, it will display the PRR case in the grid.

3Di Engage © 2025 3Di, Inc. Do not distribute without permission. 11| Page
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s Iwantto v [COROTEMELLY Filea Request  OHIO Self Service PRR  OHIO Fire Incident Data  OHIO OTTER Self Service PRR ~ OTTER Search My PRR  Resp

Search My Service
Service Request Number * PIN Number *
PRR-25563304 24762
@ Exporttofxcel &
Request Number Incident Type Last Status Requested On Last Updated On
PRA-25563304 New Public Record Reguest I procass 031972025 031972025 N
“ - . oom 10 v items per page 1-10f 1 items

Figure 16: My PRR List

After clicking on the Request Number, it will redirect to the case details page, where the public user
can view the status and other details of their public record request.

Search My PRR File a Service Request  OHIO Self Service PRR  OHIO Fire Incident Data  OHIO OTTER Self Service PRR ~ OTTER Search My PRR  Response Resource
Case Detail
Case Number : PRR-25561304 | Type : Mew Public Record Request | Address Status : Pending Approval: Resolution - Partially Fulfilled
g . — ¥ ra Address N/A
Map et O m— 4 _ ganduakyAvem— [ ]
B— Footumbunarp Caregory Service Request
P Priority Normal
P Submitted By Anonymous
vis Ratletf Park @ <0»
Created Date 03/15/2025 09:23 AM
T Updated Date 03/19/2025 09:38 AM
Keybount harcuts Map s 82028 Geogle Terms  Report & mag aren
- - — Assignee(s) FP - Public Records Ticket Management, FP - Bureau Chief
m o
New Public Record Request (PRR-25565304) v
Are you laoking for a specific Incident? : No
Email Address : corol.doe 3diemailcom
What general information do you want from the Data? : Need specific Incldents Information from the year 2023
I you need help with the specific details then lick here to go to FAQs
Raw Data : Yes
Visual Representation : Yes
Single Incident : Yes
List of incidents : Yes
L+)
301 Engage V20,2061 © 2025 31 Inc

Figure 17: PRR Case Detail Screen

Once the Public record request is approved by the bureau chief, the public users can see the reason
and status of their request from the case details screen.

3Di Engage © 2025 3Di, Inc. Do not distribute without permission. 12 |Page
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2 OHIO OTTER Self Service PRR ch My PRR

Case Detail
Case Number : PRR-25563661 | Type : PAR Public Record Request | Status : Closed with Resolution - Partially Fulfilled

£

& .
Map v P— g o Solid Rock ra Address N/A

DrscovanCEnten Baptist Church canduskyrAvess [ ]
s P | aptist Church Nt
W * Columbus Ave Category Service Request
(3) @
& Priority Normal
- Submitted By Three's Di Test User One
Lewis Ratleff Park (v’

Created Date 03/24/2025 11:16 AM
by Updated Date 03/25/2025 06:03 AM
e g i L Assignee(s) FP - Public Records Ticket Management, FP - Bureau Chief, FP - Asst Bureau Chief

The Division of State Fire Marshal, Fire Prevention Bureau, ("SFMFP") received your public records request via the Ohio Fire Incident Report Management System (OFIRMS) anline portal. Responsive record(s) and/or data are uploaded for your retrievol.
Please note, If a responsive document contains any of the following information, such information has been redacted as follows:
i. Social Security Numbers: in accordance with R.C. 149.43; State ex rel. Office of Montgomery County Pub. Defender v. Siroki, 108 Ohio St. 3d 207, 2006-Ohio-662, at ¥4 17-18; State ex rel. Beacon Journal Publishing Co. v. Akron (1994),
70 Ohio St.3d 605, 610, 1994-Ohio-6;

ii. Personal Information: in accordance with R.C. 149.43(A)(1)(dd) which includes:
1. An individual’s social security number;
2. An individual’s state or federal tax identification number;
3, An individual's driver’s license number or state identification number;
4. Certain bank and money account numbers;

iii. First Responder information or other designated public service worker's resi ial and familial i ion: in with R.C. 149.45(A)(P).

However, SFMFP is unable to respond to your request in its entirety for the following reason(s):
OVERLY BROAD or UNCLEAR

with regards to the ination for SFMFP to not respond fully to your records requests, SFMFP is not required to respond to requests that lack reasonable clarity or are overly broad. See R.C. 149.43(B)(2); State ex rel. Glasgow v. Jones, 119
Ohio St.3d 391, 2008-Ohio-4788, 1 17, quoting State ex rel. Morgan v. New Lexington, 112 Ohio St.3d 33, 2006-Ohio-6365, Y1 29: and 1 19; State ex rel. Consumer News Serv., Inc. v. Worthington City Bd. of Edn., 97 Ohio St.3d 58, 2002-Ohio-5311, Y 42;
State ex rel. Morgan v. Strickland, 121 Ohio St.3d 600, 2009-Ohio-1901; State ex rel. Zauderer v. Joseph, 62 Ohio App.5d 752 (10th Dist. 1989); State ex rel. Zidonis v. Columbus State Community College, 135 Ohio St.3d 122, 2012-Ohio-4228; Salemi v.
(Cleveland Metroparks, 8th Dist. No. 100761, 2014-Ohio-3914, W 26-27, aff'd, 145 Ohio St.5d 408, 2016-Ohio-1192.

A request is ambiguous or overly broad when it identifies correspondents only as belonging to offices, titles, groups or categories, for which research is required to recognize membership.” (Emphasis added). State ex rel. Oriana House, Inc. v. Montgomery,
10th Dist. Franklin Nos. 04AP-492, 04AP-504, 2005-Ohio-3377, % 9, overturned on other grounds, 107 Ohio St. 3d 1694, 2005-Ohio-6763, 840 NE.2d 201; Gannett GP Media, Inc. v. Ohio Dept. of Pub. Safety at Y 11. Kanter v, City of Cleveland Heights,
2018-Ohio-4592, P8

Please find your documents above and don't forget to check the comments section for any additional descriptions of the data provided.

pocments fomments

PAR Public Record Request (PRR-25563661) v

Are you looking for a specific Incident? : No

All of Ohio : No

County : No

Municipality : No

Email Address : mark.thomas(@ 3diemail.com

What general information do you want from the Data? : test

If you need help with the specific details then click here to go to FAQs
Raw Data : No

Visual Representation : Yos

Single Incident : No

List of incidents : No

Figure 18: Case Details Screen after Bureau Approval

3Di Engqge © 2025 3Di, Inc. Do not distribute without permission. 13|Page
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2.1.2 Action Performed by Public User for “Additional Information Requested” PRR Case
Status

2.1.2.1 Case Status: Additional Information Requested

When the Bureau staff asks for additional information, the public user will see the “Send Additional

Information” Action on the case detail page, as shown in the image below.

Case Detail

Case Number : PRR-2479716 | Type : Public Record Request || Status : Additional Information Requested || Address : Case Action ~

Submit Additional Information

Figure 19: Submit Additional Information Case Action

After clicking on “Submit Additional Information”, it will open a popup, wherein the Public user has
to enter the PIN (required field), add comments, upload files, and then click on “Submit”.

Submit Additional Information

* Enter PIN
Comment
“
0 of 3000 characters used
Upload Files
Select files...

Figure 20: Submit Additional Information popup

After clicking on “Submit”, the case will be assigned back to the Bureau staff. The status changes
from “Additional Information Requested” to “In process”.

The documents sent by the Bureau staff for additional information will be visible in the case details
screen, under the documents tab, in the “Additional Information tab.

3Di Engqge © 2025 3Di, Inc. Do not distribute without permission. 14 |Page
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Figure 21: Additional Information document submitted by Bureau Staff

Note: If the public user provided an email ID while submitting the form, then they will receive an
email if additional information is requested.

2.1.2.1.1 Close after 21 days

If the public user does not submit additional information, the PRR case will automatically close after
21 days.

The case status changes from “Additional Info Required” to “Close with Resolution - Expired”.

Note: Once the public record request is approved, if the public user had submitted an email id while
filling out the form, then they will receive an email with the reason of denial or approval. If the email
ID is not provided, then the public users can see the status of their PRR request by searching their
PRR using the PRR case number and PIN.



