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This is the guide for the e3 electronic redacting process. The e3 team
currently use Adobe Acrobat X Pro to complete subject access
requests. '

This guide will initially show you the functions and features of Adobe.
This will help you with the job role.

The latter part of this guide will show you the end to end process of
electronic redacting, from allocation of a case to securlng the bundle for
uploading and updating SABRE and CID.
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This is a screenshot of Adobe
once the file has been opened.
I'm now going to go through
basic functions of Adobe.
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You can increase the size
of the thumbnail grid. By
hovering over the arrow
pointed line and then
drag the grid left or right.
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Click the desired page.
You can also select a
range of pages by
holding down the shift
key and last page.
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Page number has now
been renamed. This
could be useful when
organising the case and
to easier to identify a
document via thumbnail.
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Then click the Delete > OK. You
can also delete more than one
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You can also select various pages at different
positions by holding down the Ctrl key on the
keyboard and then clicking on the page. Make sure

you click the page.
Caution: Do not drag any document when

holding down the Ctrl key as this will produce
duplicates.
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You can add sticky
notes to a document
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Optical Character Recognition (OCR) is an approach that provides a full
alphanumeric recognition of printed or handwritten characters, the OCR
system interprets the images and turns images of handwritten or
printed characters into ASCII data (machine-readable characters).

This enables the caseworker to search for specific words.

Only CID records are OCRd.

Home Office files and other paper files can be OCRd, however,
caseworkers will have to complete this action themselves.

Please see the following....

l q?;‘n UK Visas & Immigration




‘ File Edi “iew Windos Help

i Click Comment

omiment

Created BH GCID - Case Record Sheet
reated On THhUsGay February 13 2014 16:47 . :

>

&

Main Applicant's Details

HO Ref:

Full Name:

Gender: Male

Date Of Birth:

N'mionalit‘-;:

Applicants Address:

Sponsoring Organisation Details




4| Fle Edi_View Window Help -

4 Create ~ 1 @ L;I

i
i
i
|
.

WO

Tools

Dutzome Tate

Police Code

ﬁ

15CID - Case Record Sheet Fage | 33
BEIFRL » Pages ..
» Content
tain Applicant's Details » Forms
» Action Wizard
e Recognize Te){t
Hssonality: » Protection
Applicants Address: » Sign & Certify
Click Recognize > Print Production
Text » Accessibility
Sponsoring Organisation Details
Dutcome Action X
Applic’Raised Date:  30-May-2006 Arrival Rumber:
Z33¢ Type [Criminal Case - Conducive Grounds ]
G358 Duieame [Berved with APP104 ]




Commient

- 3CID - Case Record Sheet Fage 1 ot
: raary 33 2014 36T : i Page; ]

» Content
Kain Applicant's Details s Forms
ki Rt : : : )
- » Action Wizard
u Namg . ] -
Coe i 1 v Recognize Text
ationality In '|;hi" File o ) I
Apphcants Address. =
@] In Multiple Files [Recognize textint
~] OCR SUSPECLs e
. (D Find Firet Suspect

Sponsoring Organisation Details Ao

(l;I Find All Suspects

Click In This File | > Protection

» Sign & Certify

_» Print Production

Cutcome Action . . Sl
Dutcome Action » Accessibility
ApphoFased Date.  [A0-May-2006 Artival Kuatber,

n3se Tipe [Criminal Case - Conducive Grounds |

Berved with APP 104

outome Tare 1-Jun-2005

Polics Ceos:




Main Applicant's Details
HD R

Fud Name,
Cate T Binth:
Natioraling:

fpplicante Azdress

‘ Primary OCR Language: English (US)

Sponsoring Organisation Details

 * Pages

» Content

+ Forms

» Action Wizard

* Recognize Text

POF Qutput Style: Searchable Image
Downsample Te: 600 dpi

Outcome Action

ApplicRaised D

[30-May-200% Arrval Humiber

\

el I Multiple Fites

OCR Suspects =

c:_I Find First Suspet

& Find 2 su:

» Protection:

» Sign & Certify

» Print Production

» Accessibility.

Case Tipe Eriminal Case - Conducive Grounds C I ick

Tase Srets [Berved with APP104

Outzome Diate Edit- «n

Police Coas:




Main licant's Details

Paggs

Content

Forms

' :Action Wizard

Find First Suspect

Finel &l Suzpects

Change Primary OCR
Language to English
(UK) from the drop
down menu.

Change PDF Output
Style to Searchable
Image (Exact)

Then press OK

vPrctec:tiqn T N

Sign & Certify

4

Prjnt Production

] Arrival Humber

e Grounds

1

Frice Foroe:

»

Accessibility




QDBDD

Tools Comment

Ay 331714 82T

RO R

Fal Kame

R3uonabty,

Applicants Address

Main licant's Details

[Eh|

» Pages

» Content

Click OK. This

complete the
OCR process.

$pansoring Organisation Detaity

Clutcome Action

ApplicFa sed Dt

Case T

e Files

ind First Suspect
& Find a1 Suspests,

» Protection

» Sign & Certify

» PHint Production

» Accessibility

[0-May-2006 Lyl Hurroer

Crinunal Case - Conducive Grounds

[Berved with AFPT34

Soce Terce

Cautlon The OCR feature is not 100%
accurate please double check your work.




Pages

» Content o

Main Applicant's Details
HC Rt

Fud Name:

Matoenality:

Applicants Agdress

» Forms’

Action Wizard

-Acrobat Sould not’perférm recognition (OCR)on'this;

ontains renderablé text

e

First Suspect

Bl Suspects

» Protection

> Sign & Certify

» Print Production o

Outcome Action

ApplicRaised el

Lase Twe:

If this pop appears do not
swone | panic it just means the
weme | document has already

| heen OCRd.

e Accessibility

» Analyze
iy




UK Visas & Immigration




\l Create v \

GCID - Case Record Sh

reated On Thursday February 13 2014 15:47

Crwimient
Show Tocls pane

This tool allows
you to locate and

remove specific

words, characters

Gender: [Male

and phrases. Click

Sponsoring Organisation Details




Fle Edt View Window Help

[Served with APP104

Bofice Ferce:

Create ~ I d
Tools Comment
P B
23
» Pages
» Content
-Main Applicant's Details » Forms
O Ref - -
: » Action Wizard
Fuft Hame: - - -
. » H
| mie — Recognize Text
Mzionality: » Protection
Lpplizante Address » Sign & Certify
» Print Production
» Accessibility Lo
. E - “t » Analyze ?
Sponsoring Organi C|ICk [} : -
Protection.
. ¥
7
Cutcome Actign
ApplicRased Date:  B0-May-2008 - Ammval Humbet:
332 Tope: Eriminal Case - Conducive Grounds ]




File Edit View Window

Help

T
A%

Tools

340 &

y
2140 21 Tawrs2ay Fepraan +3 2114 187

GCID . Case Record Sheet

Y Pager

» Content

RR
P N

Cawe

Apotcantt Address

I L

Main Applicant's Details

» Forms

» Action Wizard

1
T —
]

Spongoring Organisation Detaits ¢

.

Text

Click Search & Remove

ETCRECE
a3k Dutatme
tsor e Date:

Potick Zods

Eriminal Case - Conducive Grounds

[Berved with APP10%

1-Jun 2008

Foce Foroe

™ Recognize Text

1 v Protection

@ Encrypt v

Eil) kere Protection v
Black Out & Remove Content

@ Mark for Redaction -

@ Klark Pages to Redact

&/{) Apply Red-ﬁction-:»‘. \

ction Properties

2 ;ﬁ; Search & Remove Test

Hidden Information  |Find text tc permi

Remove Hidden Informeation




e

i

eenhbbB

]

Minute!Case Notes

GCID . Case Record},@? P 5 0T

» Forms

Nizard

za Text

on

it
e Prodection
k Remove Content -

 for Redaction

Mark Pages ti Redact

%}, .zl‘p p I)l Redactinns

% Redaction Properties

Click OK

ation -




‘ ; Arrange Windows

' Where would you like to search?
& Inthe current document
Al PDF Documents in

o

l}. Documents
i
Search for:
@ Single word or phrase
€ Multiple words or phrase
C Patterns

i

! Whatword or phrase would you like to search
for?

Harm Matrix

™ Whole words only
™ Case-Sensitive

" Search & Reraove Text

Choose ditferent tocale for pallerns

1. Specify where you
would like to search.
Make sure “In the
current document” is
checked.

2. Single
word or

phrase is
checked.




; m Arrange Windows

Where would you like to search?
& Inthe current document
€ All POF Documents in

' :3 Documents _:J

~ Search for:

& Single word or phrase
€ Multiple words or phrase
 Patterns

What word or phrase would you like to search
for?

| Harm Matvi){

¥ Whole words only
™ Case-Sensitive

%y, Search &Remove gxt B

1. Type in the word or
phrase you are
searching for.

2. Check
Whole-
words only

3. Click Search
& Remove Text

Choose Sflerantiocate jor paiiseng




S

esults:

1

© NewSearch | 3 -

. Resuits;

Xi

Arrange Windows

documents with 10 instances

K]

i = Checkall ’ . .

This will produce the
results of your search.

e

Redaction Mark Options--
& Mark whole word(s) for redaction

Mark partial
€ word(s) for
redaction

[ Collapse file paths

Begina Now Seurch




i
|

j
i
i
|
|

1. Check which
words you would
like to be redacted.

| .

-Redaction Mark Options-— - ~
" @ Markwhole word(s) for redaction

Mark partial
 word(s) for
redaction

2. Click Mark Checked

‘Mark Checked Results for Redaction

Results for Redaction to

W Collapse file paths

apply redactions.




ep9
[ _

: 1documents with 10 instances

:. New Search } =~

i Results:

Untheck All” |

W ‘

ST S

This would be the
end result after
applying redactions.

oS E S e,

b e I
AT

- The Searéh and“Remove Text ’fulnctib’n only
. works if the document has been through the
- OCR process.

Sl L
r-Redaction Mark Optignsy e !

i & Mark whole word(s) for redaction

Mark partial
;  word(s) for
{ redaction

However, please do double check what text
* Adobe has indentified. |

H
LR Cheih
VSl Clreniy

¢ W Collapse file paths

Bagin o Meve Soargh




&3 UK Visas & Immigration




- Adobe Acrobat Pro -]ﬁm B‘j
%

Tools

Comment

GCID - Case Record Sheet

Creammt Onemu Il February .20 2014 0953

Click the Thumbnail
icon to open the
thumbnail grid.
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select a range of documents hold down the shift key
and click the beginning of the document and then the
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pages between 395 — 398. ‘
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To extract drag the document to
its destination, make sure the
folder you wish to extract the
file too is open. Drag the
document to the folder and
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The Redaction tool will be used frequently in this job role.

The following how to use the redacting tool and how to remove
hidden information from the PDF.

Pleése see the following....
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The Repeat redaction option is quite useful especially when
redacting IT records.

This will reduce the time spent on redacting names and
concentrating more of the content. '

Please see the following....

% UK Visas & Immigration
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OK
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End result will look like this (notice the red redaction box).

Do double check to make sure the data has been
redacted.
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Acrobat can combihe various files into a PDF Binder. A PDF Binder is a
single, multiple page PDF document. A useful way to start the merging
process would be to access the folder which contains the files you

would like to merge. Do make sure Adobe is open.
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Once you are comfortable with the tools and facilities of Adobe. You can
now begin working on a case.

The following slides will show you the end to end electronic SAR
process.

UK Visas & Immigration




" Refresh Workspace

. Corporate Applications

&, Microsaft Office 2003
ticrosoft Office 2007
Non Shortcut Applications

Per

i

L. Res Powerfuse
j-1. Sta

- Windows Media Player
Accessories

. Adobe Aaobat X Pro

. 10w Applications
. SABRE 3.06

sonat Applications
CiD

2% SABRE 3.0.6
ScanPsT ’

Seavus Project Viewer

riup

;i . |
ogrems andg files Y & 3

2. Click Personal
Applications

3. Click
SABRE.3.0.6
(also open CID)

1. Click Start

- 5 i AR



09,201

'|DpUDRe

20081201

03012

e

[peuoe

QOpenCase.* | .. Repaits:~

‘Home screen of

SABRE. Click Search




Enter DPU ref.
Then press

Search.

[

- ore

-

e



Status - i IsA

algamated to |

Not ready g

Checked - bassport photo jeceived |

Received -

- lidenified

\Warehouse *

Check the .
records to make:
sure all the
document have
been received.

Landing Card ...

T lentified

Finger Print Recore ,:‘; o

SYS




UK Visas & Immigration




Microsoft Office Outlook 2007

23 Internet Explorer 8 (General
Browsing)

I Adobe Acrobat X Pro

wicrosoft Office Communicator
2007

Cpicrosoft Office Word 2007
ticrosoft Office Excel 2007

i1 Microsaft Office PowerPoint 2007
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s, Adelohi Client

All Programs

Click Start.
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You now have access
to the DPU shared
drive. To access the
electronic SARs.
Click the Electronic
SARs folder.
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155704
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File folder

Fite foldor




UK Visas & Immigration




te

T

Qrganize v

Egit

Favorites
gz Deskion
s Downloads

Recent Places

' tinraries

Documents

Music

kS

5. Pictures
B viceos

After accessing
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5. Electronic Cases
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k. Extracted Fites

L. Guides

. In House Scanning
E. Move to Copy Room
B

i. Temp

% imagel1607

Click e3 or In House Scanning
depending on the case. In this
example | will select the e3
folder.
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¥ Deskton

. Downloads
‘L Recent Places
"3 Litraries

Documents

Music
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&, viceas

A Computer

Once you have opened the e-SARs
folder, you will have a list of DPU
reference numbers. Each folder
represents a case. When a case
has been allocated to you, click the
relevant folder to access the case.
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Edit View Toois Help
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# Downiocads .. Disciosure Final
. 2ia £
-~ Recent 2laces . EQ Ready
L. e-SAR

o Livraries

- Documents

£, Music
. Pictures
ﬁ, Videos

ALY Computer

To access an electronic
copy of the DPU file
click the e-SAR folder.
This only applies to e3
cases not iron mountain
cases. The copy of the

file will usually be kept
in the EO Ready folder.
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Fibe foldes

Frie folder

Hila |
fite ok

Fite toider
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« Tools Help
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% Desktop Sudject e-SAR PILOTWilsons A

Ack tetter all apolications
Authority letter 201408190923
Detention Records request

bject e-SAR PILOTWIilsons AL

%3 Downloads

i Recent Piaces

I Livraries
i Documents

2.0nceyou |
| have ' ' ,
' | reviewed | 1. The e-SAR folder will consist of
' | the subject | the DPU file. This should include
.| access the request for the subject access.
i | request Read the SAR letter to identify what
| i click the documents the subject requires.
" | back button Also double check the ID of the
\‘f to return to subject, to make sure it’s the
| | the DPU | correct person.
|| folder.
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Fite Edit View Toois ‘Help
Organize o Open
i Favorites
B Deskton
3 Downloacdis
i Recent Places
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e Documents
& Music
o Pictures
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© i Computer

New folcer

MEme

. Audit Final

k. Disctosure Final
B EO Fleady

B e-SAR

5. Final Dispatch

b Records
k. Temptate - Copy (2}
!

working Cooy

Click EO Ready. This contains
the master copies of the data

. :’.‘!“
fder
Fila: Tobeder
F iobites
Filex fohiden

e Toider

on the subject. For In House

Scanning cases the DPU folder
L will be stored here.
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B Desktop
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_U1091260_H0O file
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s Recent Piaces

i tivraries

Documents
& Music

W Pictures

B videos

& Computer

| : ' ‘ This folder will contain the electronic
1‘ ' ' | version of the HO file and IT records.
| Cross reference with SABRE records
‘ . page to make sure you have all the
“ ’ documents. :

‘ Copy and paste these in the Working
| Copy folder.
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i Organize ~

.y Favorites
2 Desktop

. Libraries
4. Music
Lo Pictures

B, videos

& Computer

4 Downtoads
23 Recent Places

% Documents

fite Edit View Tools Help

New folder

MName’

. Audit Final

. Disclosure Final
i» £O Ready

k. e-SAR

Final Dispatch

[A—

Records
i Working Copy

S

Copy and paste these in the Working Copy folder.
You can now start working on your case.
Remember the files to work on are the files in the
Working Copy folder and not the EO Ready folder.

You can now start redacting. When you have
finished your redactions, DO NOT APPLY FINAL

REDACTIONS AT THIS. STAGE.

e s st e et i o
== e — =







o

After making your redactions.(Do not apply redactions). You will
now produce the letter to complete the bundle.

o CpEn New foider

i3 Downloads
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. Documents
. Music

© . Plctures
.
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» A& Computer

Via the Shared
drive access
the LETTERS
folder.

B0 e

EEHSFK SRS




1S

Fite  Edit V

Urgantze v

Favorites

-t

Deskiop
i3 Downloads

iw Recent Jlaces

oraries

Documents

Music

4w Pictures
B, vigeos

Computer

+o 3rd party letters
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I Rejection ietters
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Rejection fetters - Shorteut 12)
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Stock letters - Shortcut (37
Stock tetters - Shortcut (4)
Stock fetrers - Shorteut

Sherloud
Shortout
Shericut

Shortout

Shartoui

Click the Stock
letters folder.
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¥ Partial disciosure tetter - 2010.09.09 - V4 - DY

i} Request comoleted - No trace - 2010 07 22 - V2 - DAU_

¥ Request completes - No trace BF - 20101124 - v5 - DPU

¥4 Reguest comoleted fetter - 2010.09.09 - vé_
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i Request completed letter - Additional data disciosed - 2007.. Microsoit Offia.
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Save a copy of the document

Word Document s
Save the fife a5 a Word Document,

1 Word Template
Save the document as a fat can
be used to format futy, & &

‘ ifL?’iJj Save

Heachng 1

! Tablz Tools

_Help | Acrobat

P Design E La;fcx;r%' )

AaBbCcl AaBbCcl AaBbCcl - A

Chang
Styles

¥ Mormal f Mo Spadi..

Word 97-2003 Docum
Save a copy of the dogumer
compatible with Word 97.2

Save 35 ¥

Brint ' Adobe POF

OpenDocument Text
H Py | Save the document in the C
I Format. /

Records Management
) #Data Protection Unit
puse

Prepare  *
N Dacument

Once opened click read only. Amend the [sieyRoad
letter were required and then save the ¢
letter as a Word document. Save the
letter in the Working Copy folder.

100 Mo 0005]

Dear SirfMadam

Re: Name, DOB, Mationatity

was received in the Home Office on [innerl date].

Fax 08703369522
www.ukba homeoffice.gov.uk

Qurref: DU
Yourref: Theit 1el N

Disclosure from Home Office records under the Data Protection Act 1998

Thank you for your Subject Access Requestconcerningthe abo‘ve named subject which




Name Daté modifisd ~ Type

[ _VISA 23/09/2014 1403 Adabe Acrabat X .
r"— Bl 230942014 1401 Adobe Acrobat X
[> c1240 ?éEe 23/09/2014 1430 Adobe Acrobat X,
f:‘: C1240  Mins 2304972014 1404 Adobe Acrobat X .
& LC , A ' 23/09/2014 1349 . Adobe Acrobat X
M Request completed letter - 2010.09.09 -v.. 1 45

5

Glossary of Abbreviations ©09/11/2013 6944 iobe Acrobat X,

Size

The Working Copy folder should now consist of all
PDFs that are ready for dlsclosure letter and glossary
of abbreviations.

Merge all these documents in the following order letter,

glossary, ho files, IT, Landing Card, NASS and ASYS.




Toois | Comment ) ~ Tools | Comment Tools Comment
gi . o5 . Pages
» Pages -
. > Content
-» Content - | e Forms
» Forms .~ Action Wizard
- » Action Wizard o ¥, Create New Actien
_+ Recognize Text ' EEh Edit scrions
,’ Protection ' ) Actions
N Slgn & Certify ) E e3 Encl Pwocess
> Document Processmg Zycittve Paper Docurments
» Print Production .Create Accessible POFs
Geat Scan Doc from PAFP
Prepare for Ristribbution
St . !
R hre for Renieas
Once the files have been merged (Letter, e for el Publishing
glossary etc...) this will generate a Binder1 file. fsticns -

> e3 End Process.

remove hidden information.

The save option will pop up automatically.

To finish the process click Tools > Action Wizard .+,

»2al

:enify

nt Processing

This will apply watermark apply redactlons and  Gauction

\




Savein |

g

Recent Places

Deskton

h:;ranta e Locate the
b Elecpric SA6s Disclosure final
Eoed
. - il folder for the

boeSARs

relevant DPU ref
folder.

1] - .

Save astyps: %AdobeF_’DF Files *.pdf) L e vl é“»‘cenc}-ﬂ ‘ f

Locate the Disclosure final folder save the file in this convention subject’s
surname, DPU ref, initials from legal representative’s ref, numbers at end of

legal representative’s ref then save in the disclosure final. As an example: John
Smith DPU123456 Reps Ref: SF/AM/Smith/76543-00007 this will be saved as

Smith DPU123456 SF 76543-07. This name saving convention only applies to e3
cases. For In House Scanning cases the same process applies except the

naming convention.




clectromc Cases 25/06/20150743  Hile folder
i | eSAR Stats o 2B/082015 1448 File foider
I Exiracted Files ' 31/03/201510:04  File folder
E Guides 14/08/20151724  File folder
i T 1 Tmiimam U ommsmmrin = Y IO I D Y A ALD [0S O S =
b Backup 2870872015 1408 File foider
b, Caseworker Stats 2570872015 Fiie folder
{. Individual e3 Stats 13/08/2005 0803 Fie foider
A Ca<ev-‘orker Stats - Shortcut 17;’08;_&91‘3 1619 Shortcut
ebAR Workflow Sheet ConfirmedUpdated  23/08/2015 14:22 Microsaft Office E..
B/08 /2005 1223 Vicrpsoft Office £

; 1 Fast Track IT Workflow Sheet

Once case completed you will have to update the spreadsheet.
To access the spreadsheet locate the Electronic SARs via the
SAB folder. Then open the eSAR Stats folder.

Once Opened open the excel spreadsheet titled eSAR workflow.




Find and Replace

Find ‘; Replace .

Find what: : ' ’ [

|_options >

Hold down the Ctrl key and press the F key. This will generate
the find tool. Use this locate your case. S

Type in the case ref here. :
| I B

Then click the Find Next
button. Once the case is found

click Close.




2196

In House (In Time| | Ready
T e e ; 1964
In House [In Tim| el 253
In House (In Tim gsr:'t‘ffte - Ongong % 794
Fast Tack IT |heegr® s s
Fast Track IT Compfite - For Dispatch 15 215

For In House Scanning cases use the drop down menu to the
change the status from Ready to Complete - For Dispatch.

Status is located in column J.




P

21/08/2015

21/08/2015

21/08/2015

24/08/2015

2170872015

21/08/2015

21/08/2015

24/08/2015
21/08/2015

21/08/2015

21/08/2015

24/08/2015

24708/2015

28/08/2015

28/08/2015

19/08/2015

19/08/2015

24/08/2015  26/08/2015
24/08/2015  26/08/2015
24/08/2015  26/08/2015
24/08/2015  26/08/2015
24/08/2015 26/08/2015
o8/08/2015
25/08/2015  26/08/2015
(24/08/2015  24/08/2015
26/08/2015  26/08/2015

26/08/2015

8/2015

26/08/201

Enter the completed date here.

This is located at column O. Do
not enter the dispatch date.
This will be left to the dispatch
team. - '




! f

In House (Ir?fTime] Ready - gli“: 2196
 Wisony  [omeetsnin QA e 1964
In House (In/Tim Ej;f;liﬂ - Ongona 253
.- o2 | Printed ’
; !n House (in Tm Awaiting 1D 794
Fast Track IT |52 15 83
i !
P
’

For e3 cases use the drop down menu to the change the status
from Ready to Complete and Uploaded. Status is located in
column J.

e




<

[ 20/08/2015
21/08/2015

21/08/2015M”

21/08/2015
21/08/2015

20/08/2015

21/0872015

21/08/2015
21/08/2015

21/08/2015

21/08/2015

51/08/2015
21/08/2015
21/08/2015

21/08/2015

21/08/2015
21/08/2015
21/08/2015

21/08/2015

24,08,2015
28/08/2015
19/08/2015

21,708,201 5
24,08/2015

28/08/2015
12/08/2015

24/08/2015

26/08/2015

24708/2015
24/08/2015

24/08/2015

26/08/2015

2&6/08/2015

26/08/2015

24/08/72015

28/08/2015

25/,08/2015

26/08/2015

26/08/2015

2a4/08/2015

24/08/2015

R&E/OB/2015
24/08/2015

246/08/2015
25/08/2015

2&6/08/2015
2&6/08/2015

R26/Q8/2015
26/Q08/2015

26/08/2015
27/068/2015

27/08/2015

Enter the cbmpleted date in
column O and the uploaded
date in column P.

For e3 cases caseworkers will
be uploading case to MOVE:it.

28/Q8/2015

z2s/08/2015 |




- Asylum Case Information Dat

Update CID :
e.g.. 0PU Ref [ G

Subject Access Request-received from this subject under Data Protection Act
on 12/04/2014. All paper HO Files and CID records, redacted and dlspatched
electronically to Reps address App s address below

K




Update Sabre in the"
caseworker notes section

e.g.. 14/03/2014- Wilsons
case. Bundle completed
along with covering letter to
rep. Exemptions under 29a
in exemption folder (Harm
Matrix and SCS). Case
redacted electronically.
Case ready for dispatch.

\

For In House Scanning
cases change the
Caseworker to IM For
Dispatch. This enables the
dispatching team to identify
cases on SABRE that are
completed and ready for
dispatch.




Ty

i

i

o

. .7
A N
“

éﬁ UK Visas & Immigrétion




Rest breaks

Fundamental to the protection of those who use computers is the prevention of '
injury through long continuous periods of keyboard/mouse usage. In respect to rest
breaks, only general guidance can be given here. It is the nature and mix of
demands made by the job which determine the length of break necessary to reduce
the risk of injury, however, these general points should be taken into account:

*Rest breaks should be taken before the onset of discomfort. The timing of
breaks is more important than the length of the break; )

Periods of rest should be included in working time and not result in longer
hours;

«Short, frequent breaks are more beneficial than occasional, longer breaks;
e.g. a b.minute break after 50-60 minutes is likely to be better than a 15
minute break every 2 hours; ,

*If possible, take a break away from the DSE screen;

«Informal breaks, that is time spent not viewing the screen e.g. working on
other tasks, appear from evidence to be more effective in relieving visual

fatigue than normal rest breaks.

*When practicable, 'Users’ should be allowed some discretion as to how they
carry out tasks; individual control over the nature and pace of work allows
optimal distribution of effort over the working day; :

If "Users’ when given total discretion forego breaks in favour of a shorter working
day, they are likely to be more at risk of injury. Supervisors may wish to lay down
mirimum requirements for the frequency of breaks while allowing "Users’ some

flexibility.

UK Visas
& Immigration
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IMOVEit is a secure file transfer server. It is a vital component of
r ‘the MOVEIit of secure file processing, storage, and transfer. MOVEit
¥ provides comprehensive, integrated, standards-based solutions for
‘isecure handling of sensitive information, including flnanC|aI files, medical
records legal documents and personal data.
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Welcome to”MOVEit, the web based application allows users to share files securely between internal and external networks.

Your user defails and how to access the application are shown below:

Please use the following fink 0 open the website”.

Ugernamae:

Once you have registered with MOVE it. You will receive this email.

Click the link within the email to access MOVE:it.

Keep this email safe as this is the only means of accessing MOVEit.




N et Z‘
] Sign On
b Username: | | sy
"t i
/
t 7"
Password: sy

)

Sign On I

[

The Sign On page is the first page you will see from the MOVEit site.
This page contains fields for your Username and Password and a “Sign
On" button to send this information to MOVEit.




4 AT B -

A {Upir] ar 4012/2014 1:13:58 FU;
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{iipke. 2014 1201
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Upload a File Now...

Disclosurs

Solact a fo

Click the Browse button to locate the file you wish to upload. This only

applies to e3 cases.




" Favonte Links

: Desktop

¢ ffuColleagues Password..  §  1KEB ’Shoncll;.

1 (A8 Intemet Explorer 21G... i2KB  Shotgut 2240 A
; T Sef Service . HKE Shotdu 23/ A
iriMicrasoft Office Outlc... 2K Shoteu # 22702/
; : ZKB Shettaut 18/02/2012 10221 A
i 1K Shotteut 1940872011 1612 A
) KB Shotcout C2/11/2613 1647 A

Once you click the browse button it the above screen will pop up.
Locate the file and double click on the file. You can review the file by
clicking on the file once and then clicking Open.




Upload a File Now...

Select a folder: l-olicitors LLP Disclosures _v_]

Fick a file with the "Browse" button: |S:\Sable3le-SARs

Enter anv applicable notes: |

.and then press the "Upload” button:

Once you have double clicked on the file it will take ydu back to this
above menu. Click Upload to finish. ’ :

The file will be uploaded for the customer to download.






