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Inspector General Action Request System (IGARS)
Database Version 5.10.1

Introduction

1. Purpose: This handbook provides instructions on how to navigate the IGARS
database and create new -- or open existing -- cases. The Inspector General Action
Request System (IGARS) Handbook implements AR 20-1, Inspector General Activities
and Procedures, and The Assistance and Investigations Guide only in relation to data
entry in IGARS. The handbook is an illustrated roadmap, organized into 12 chapters, to
help Inspectors General familiarize themselves with IGARS features and common tasks.
The handbook provides specific instructions for the use of IGARS. The appendix
contains a glossary of terms commonly used in IGARS.

2. Overview: IGARS allows IGs to enter Assistance cases, completed Reports of
Investigation, and information from IG Inspections into a Windows-based database that
is easy to use and understand. The IGARS database facilitates the identification of
trends, helps IGs monitor and track open cases, and helps IGs refer back to closed
cases as necessary. IGs may also use this database to run reports to capture trends, to
determine workload, and to balance caseloads. The IG will open a case in IGARS prior
to completing Step Two, Preliminary Analysis. This database has several entry fields to
identify and track pertinent information for each case.

3. Current Version: This manual replaces the Inspector General Action Request
System (IGARS) Handbook, dated January 2012.
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Chapter 1

Logging In to IGARS
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Window's Home Page
From the desktop, locate and double-click on the IGNET Login’ icon
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Figure 2
IGARS Warning Banner
An initial warning banner will appear. Select ‘Ok.’
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IGNET-Pentagon (B)

Log on using IGNET Credentials

Log on using Common Access Card (CAC)

Figure 3
IGNET Log-on

There will be two options for logging in at this point. The first is using IGNET

Credentials. At TIGS, you will use your credentials. In the field, you will typically use
your CAC card to log into the production IGARS database.
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Figure 4
IGNET Log-on (continued)

Selecting the credentials link will bring up the prompt for the login and password screen.
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Figure 5
IGNET Log-on (continued)

Type in your log-in and password.
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Hint Click Disconnect to pause any running resources started from this computer. X

Figure 6
IGNET Log-on (continued)

While at TIGS, select ‘IGARS Training'.
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IGNET Log-on (continued)

A warning banner will appear. Select ‘Ok’.
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Figure 8
IGNET Log-on (continued)

One final warning banner will appear. Select ‘Ok’. You will then be logged into IGARS.
For purposes of illustration in this handbook, we will use the IGARS Training database.
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Main Page Overview
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Figure 1
Logged in to IGARS

This screenshot displays the final warning banner that the IG must acknowledge prior to
accessing the individual user's home page.

The ‘Home Page’ is the first page presented to an IG once logged into the IGARS database.
The upper left banner identifies the database in which the IG is working. In this view, our IG is
in the training (OTR) database. After the IG’s name, the office in which the IG works is
identified.

The ‘Functions’ column presents options for the IG to ‘Add a new Standard or Information
IGAR’, ‘Search’, ‘View’, run ‘Reports’ in IGARS, and review look-up tables in the ‘Utilities.’

Notice at the lower left that there are 157 cases open in this particular IG office. The number of
cases that your office works or has open at any given time will vary by size. Priority cases are
listed at the top of the OPEN CASE list and are displayed in RED. In this view, case number
OTR110006 has been identified as a HIGH PRIORITY case for our office to work by DAIG
Records-Screening Office. Listed next are cases that are ‘Referrals’ to our office that we can
either ‘Accept’, ‘Decline’, or ‘Link’ to another case in our office. Below the cases listed as
‘Referral’ are cases that we are working listed by case number.
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Figure 2
Home Page

The case numbers and ‘Referral’ hyperlinks can be selected to take the user to the ‘Case
Information’ screen for each case.

The column titles listed under the heading of ‘Open Cases Office: OTR’ will sort each of the
columns when selected.

Under the IG crest, the ‘Updates’ hyperlink will bring the user to a listing of updates for each
version of IGARS. Version updates are prepared and added by SAIG-IRMD as changes are
made to the software.

The ‘FAQSs’ link will provide a word document of Frequently Asked Questions. FAQs are also
prepared and updated by SAIG-IRMD as the capabilities of the software or procedures for
execution of tasks within IGARS are changed.

The ‘Home’ hyperlink will bring the user back to the ‘Home Page.’ The ‘Home Page’ will display
the last screen viewed by the user. To return to the original view displayed when the 1G logs
into IGARs, click “Default” under the ‘View’ option. ‘Logout’ will log the IG out of the IGARS
database.

10



IGARS Handbook July 2017

AL

ipactor General Action Request System (IGARS) Training & *

Updates FADH Home Logied

“Thmedimee:
Chart Biocked Raferral Chan
Anceymous Casa [lo ! e
. T
S i et E GARS Daté Opened 172372002
% |5 ooy ~ Suspense [W2772012
T § Eatednl Sutpense
— sioncal Sagrabcance | o ]
Hgh Prorty [+ v Hothcaen
souiot P [l Diys o Prioaty Szatus. SRR Acknawleagement
Gontrol Nomber: | Date Placedin Prorty. [TRRE0 VGARS Date Closed —7
*Recept Mode [W sk n ™~
Tatsl Man Hours 1 hoxgais) 3t mumubols]
Won §G Redesrad | Eipended
EEHEW—' Ma.:mu.nmn;:li
Prcrty Flag |Setec |
Location [Forvon Seuben Vapna [ Add Trnaiee Event |
T
"Profien Ares
Usses it |

Figure 3
Case Information tab for Case number OTR 11-0006

This is the case information page of the Whistleblower (WBR) Case OTR110006.

Notice the "Office of Record Referral Only" above the Case Number. This label indicates that
our office is giving the case away to another office. The other office will become the Office of
Record. In this case, our IG office is trying to refer this case to the 804th as the Office of
Record. If the 804th accepts the case, it is their case to work.

Our IG office is at the local IG level and cannot refer to another IG office as an Office of Inquiry.

Based on changes to IGARS v5.10.2, when cases are identified as High Priority, IGARS will
now track the date that the case is placed in the priority status and days open in that status.

11
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Case Number Explanation - OTR110006

’ OT R Office Code for 'Our Office' - DAIG Training Division

1 1 Fiscal Year 2011
O O 0 6 Sixth Case Opened in FY 11

The Case Number is displayed in 'Red’ because the case has been made a "Priority Case.” The
Blue " P> " indicates the OTR office is trying to 'refer’ the case to another IG Office.

Figure 4
Case Number Explanation — OTR 11-0006

» First Characters are the 1G office code, which is unique to each IG office.

* The next two numbers are the fiscal year of the date the case was opened.

* The last four numbers are a running sequential numbing of the cases as they are
opened in IGARS. While an IG office can manually assigned case numbers, it's easier
to let the system 'Auto Generate' the numbers. However, manually assigning case
numbers is a tool a Command IG may choose to employ — similar to the assignment of
target block numbers — to manage cases by type or by organization. SAIG-AC, for
example, assigns all Whistleblower Reprisal (WBR) cases a -6000 series case humber,
while cases received from the DoD Hotline are assigned an -8000 or -9000 series
number based on case type (Action or Information Only.) SAIG-AC Assistance and
Investigations cases begin at -0001 each fiscal year.

e On 1 October of each year, the FY will change, and the last four digits will start again at
0001. In an FY, each office has 9999 available case numbers.

12
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Figure 5
Referral Window

By selecting the blue triangle in Figure 5, the referral window will appear. This window allows
the IG office that is referring a case to another IG office to quickly review the status of the
referral. Figure 5 depicts the referral data for case OTR110006. This case was referred to the
804" Medical Brigade IG office on 12/12/2012 from the Training Division IG office of SAIG. The
804" Medical Brigade has not taken action yet since the ‘Case Number’ field still reflects
‘Referral.’ If the case had been accepted, the 804™ Medical Brigade case number would be
visible. If the case had been declined, the referring office would see a box labeled “Declined
Referrals.” The case status is ‘AO’, which is Open. As the Training Division has no IG offices
under it, this referral is an Office-of-Record referral to the 804" Medical Brigade as reflected in
the ‘OOR’ and ‘O0I,’ ‘Yes’ remarks. The 'Yes' in both 'OOR' and 'OOI' indicates that the 804"
Medical Brigade would be accepting this case as the Office-of-Record, and the Training Division
would not have further oversight of this case. If a higher level IG office desires oversight of a
case, that office can refer cases down as Office-of-Inquiry referrals. If this were the case, the
‘OOR’ would be ‘No’ and ‘OOI’ would be ‘Yes'.

When a case is accepted, the last name of the IG accepting the case will appear in the
‘Accepted by’ column.

Upon completion of the case, the Office-of-Inquiry will submit the case for review to the higher
IG offices that holds either Office-of-Inquiry or Office-of-Record status. As the Office-of-Record
maintains final responsibility for the case, that office must approve the processes and findings of
the Office-of-Inquiry. When the case is submitted for review, the ‘Review Requested’ field is
populated on the ‘Active Referrals’ screen and on the Case Information page for the higher level
Office-of-Inquiry and Office-of-Record. Further, when the higher level offices have reviewed the
case, that office can acknowledge the review, and the ‘Acknowledgement’ field will be populated
with the date of acknowledgement.

13
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Inspector General Action Request System (IGARS) Training
Web v5.10.2

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

CaseInfurmation|Imtiator,"cump|amant Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Referrals | Print | Cancel |
‘ General Information ‘ Status Timeline
Chart Blocked Referral Chart List
\ Office of Record Anonymous Case: [No
N . *IGARS Date Opened: |7/23/2012
*Case Number: |Referral Status: |AO-Open
"G: Ige\em M Suspense: |9/27/2012
Whistleblower (P)
Historical Significance: INn N Extemnal Suspense:
"Case Label:
High Priority: |10 v Notifcation: [
*Received From: |M4\m'1y|‘3 Days in Priority Status: I Acknowledgement:
Control Number: I Date Placed In Priority: | fGARS Date Closed:
*Receipt Made: IW—WaH(fIn ol M 1
Case Referred By: OTR-SAIG - Training Division al Man Hours .
Non 1G Referral” I 1G: Griffith Expended: 0 hour(s) 0 minute(s)
: Date: 12/12/2012 Additional Man Hours (in
IG Office: |8041h MED BDE Case Number: OTR110006 minutes).
Priority Flag: |Select ¥
. Office of Record: 71D-804th Medical Brigade
*Location: |Fnrt\.'nn Steuben, Virginia [1} Case Number: Add Timeline Event I
Whistleblower reprisal Close Date:
*Problem Area:
User Info:

Figure 6
Referred Case (As viewed by the receiving office.)

If you select the ‘Referral’ hyperlink from the referral window in Figure 5, the referring 1G will be
able to view the case file as seen by the receiving IG office. If the 804™ Medical Brigade had
accepted the case, the Training Division IG office would be able to select the case number listed
and see the case file.

14
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Inspector General Action Request System (IGARS) Training
Web v5.9
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Figure 7
Referrals Button

Selecting the Referrals button from the ‘Case Information’ screen will bring up another referral
window. In this case, the referring IG office information is visible.

Inspector General Action Request System (IGARS) Training

Web

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

i
10/17/2013 M
10/17/2013 M
1041772013 M
10/17/2013 M
10/17/2013 AO M
10/17/2013 AO M
10/17/2013 AO M
10/17/2013 A M
10/17/2013 AOD M
10/17/2013 A M
Beferral 10/17/2013 AO L
Referral 10/17/2013 AD M
. Refegal  10/17/2013 AD M
’: :QIBJ-MZ 10/17/2010 RV M Anon - DO Test Guertin Whitman  Insufficient Pa
= 0 05/15/2014 AO x HHG Delivery Torrescruz HHG Delivery
* OTR110004 0927/2011 AC M Non-Support (2) Haughton Capps Non-Support (2)
F OTR110008 09/27/2011 AO M Non-Support (3) Guertin Jones Non-Support (3)
» OTR110087 09/12/2012 A M MEB (C) Werdejo Casay Untimely MED Pr
» OTR120128 08/15/2012 AO M  AGR Program (M) Griffith Manns AGR Program
Figure 8

Main Page Showing Active Cases
Cases are listed on the Home Page. The High Priority cases appear first, followed by Referrals

for action, and then open cases by fiscal year and sequence number at the bottom of the
screen.
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»OTR109562 (DO)

(DO)" - or 'Directed Open. Once a case is closed in IGARS some data can be changed
to ‘RO’ the field 1G is still limited regarding the data that can be changed locally.

At the SAIG (DAIG Assistance Division) level, cases can be ‘Direct Opened’. The resultis
the case is set back to ‘AQ’ status and all data fields can be changed and / or updated.
Field IGs must contact DAIG-AC to coordinate this action.

Figure 9
Directed-Open Status

The Directed-Open case on the IGARS training database is also a case that is being referred to
another IG office.

16
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LTC Gary Duff, SAIG - Training Division, OTR

Opened Closed StatusPriority Type
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Referral 10/17/2013 AD C
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Referral 10M17/2013 AD M
Referral 10/17/2013 AO M
Refarral 10/M17/2013 AO M
Referral 10172013 AD 5
Referral 10M17/2013 AO M
Rafarral 10/17/2013 A M
Refarral 10/17/2013 AO M
Referral 10172013 A i
Referral 10/17/2013 AO M
1 Refarral 10/17/2013 AQD M
Print Current View Referral 10/17/2013 AO M
Referral 10/17/2013 AD M
e Referral 10/17/2013 AC M
Blank 1559 Referral 10/17/2013 AOD M
Standard Referral 10M17/2013 AO M
Statistical Referral 10/17/2013 A M
Referral Referral 10/17/2013 AO M
Man Hour/Days Open Referral 10M17/2013 A A
Ad Hoc Query Referral 10/17/2013 AQ M
Refarral 10/17/2013 A M
Utilities Referral 10/17/2013 AO M
Referral 10/17/2013 AD M
Change Office Referral 10/17/2013 AQ M
Iden Referral 10/17/2013 AO M
o Referral 10M17/2013 AD M
DIH Referral 10/17/2013 A M
Referral 10/M17/2013 AD M

Figure 10

Change Office Identity

The Change Office Identity selector allows Dual-Access Users to view cases in a different IG
office. This permission is given by SAIG's Assistance Division and allows the IG to have full
access to the 1559s of the other IG office. Typically, this permission would be given to a higher
echelon IG office over a subordinate IG office that might not have |G personnel. If you do not
have ‘Dual Access,’ you will not see the ‘Change Office Identity’ option under the Utilities
function.

Figure 10 shows the ‘OTR’ office cases. Selecting ‘DIH’ will bring up the cases for the ‘DIH’
office.

17
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Chapter 3

The Information Inspector General Action Request (IGAR)

18
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Inspector General Action Request System (IGARS) Training
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

» oTR110006  07/23/2012 AQ M  Whistleblower (P) D
Referral 1011772013 AOQ G Case L1
Referral 10/17/2013 AO €C Caseli
Referral 10/17/2013 AQ C Casel1
Refarral 1NM77013 AD M (aze AT
Figure 1

‘Information IGAR’ Hyperlink

The ‘Information IGAR’ has four main purposes. First, it is a means for the 1G to document
requests for information from complainants. These requests for information do not contain
issues or allegations, and as such are associated with function code ‘1A." An example of a
routine request for information is a request for a local Standard Operating Procedure, or
perhaps information concerning how to register to vote. Second, the information IGAR is a
means to record 1G-to-1G technical support. An example of this type of tech-channel
coordination might be coordination between an IG that needs subject-matter assistance from
one of the regional medical command IGs. The support provided by the regional medical
command |G would then be documented in an Information IGAR. The third purpose is to
document receipt of allegations made against senior officials. Before submitting an Information
IGAR, contact SAIG's Investigations Division (SAIG-IN) to confirm you have actually received a
senior official allegation. Remember, do not enter the name of a senior official subject / suspect
or any allegation information in the Information IGAR or the IGARS database. SAIG-IN has
their own version of IGARS they use to record their cases. Finally, the Information IGAR input
screen has been revised to capture the 18E Inspector General non-case activity codes.

The ‘Information IGAR’ does not contain all the information fields used to prepare the electronic
1559. (But, when printed, it looks no different.)

Select the ‘Information IGAR’ hyperlink under the FUNCTIONS menu on the IGARS main
page.

19
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tor General Action Request System (IGARS) Training

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

[save M Cancel
|| Auto Generate

112012015

d F % ' Select [=]
'C-Cal-in [=] *IG: | Duff, Gary [~]

Figure 2
Information IGAR Window

Selecting the ‘Information IGAR’ hyperlink will bring up the ‘Information IGAR’ window for data
input. There is only one screen for an ‘Information IGAR.’

Inspector General Action Request System (IGARS) Training :
Web v5.¢ .ﬁ%ﬁ—"\

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

| Ao Generne |
Select v | M2 L
e - 1120/2015
! inction Code: | Select [=]
pt Mode: | C-Calkin ~] 1G: | Duff, Gary [=]
’
Figure 3

Anonymous Information IGAR

The Information IGAR allows the IG to document receipt of complaints from anonymous
sources. By selecting the ‘Anonymous Case’ drop-down arrow, the local IG can select ‘No’ or
‘Yes.” Not selecting ‘No’ or ‘Yes’ will default the Information IGAR to ‘No,’ thereby requiring a
‘Last Name’ of the complainant. Selecting “Yes’ will negate the mandatory ‘Last Name’ field
requirement.
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Inspector General Action Request System (IGARS) Training

Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout
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Figure 4
Name and Receipt Mode

The ‘Last Name’ is a mandatory field, but the ‘First Name’ and ‘Middle Name’ are not. The
‘Receipt Mode’ is a mandatory field that allows the IG to document how the IG received the
Information IGAR. The selections are the same as in the ‘Standard IGAR'.

a 4 0 = - o Y=
o
[) g D on, O pd () D Q0
Save Cancel
Auto Generate

No v 30
Doe 111172015

{ John AR 600-20

’fRBI:él'pl MD&B—: C-Calin e I 1A-Routine Request for Information

1B-Request for IG to I1G Support

. u 18E-IG Staff Support of Installations / Commands
Synopsis: 18E1-1G - led Training

18E2-IG - Staff Coordination

18E3-IG Technical Supervisory Coordination
18E4-IG-executed "Due Process” Reviews
18E5-1G Inspections

Figure 5
Man Hours, Date, Case Label, and Function Code

The ‘Additional Man Hours (in minutes)’ field is a mandatory entry to document the amount of
time the IG spent on the ‘Information IGAR.” When the ‘Information IGAR’ ‘Case Number’ is
generated or saved, the ‘Total Man Hours Expended’ will be updated with the appropriate time
in hours and minutes.

The ‘Date Opened / Closed' field, when selected, will present the I1G with a calendar allowing the
IG to select the date that the ‘Information IGAR’ was received. The system will allow back-
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dating but not selection of a date in the future. The ‘Information IGAR’ is not meant to be kept
open. As such, an ‘Information IGAR’ is closed on the same date it was opened, and the
reports modules will only reflect that these cases have been open for one (1) day.

The ‘Case Label’ is not a mandatory field, but it is recommended for purposes of trends analysis
to include a brief description of what the ‘Information IGAR’ concerns.

There are multiple ‘Function Codes’ to choose in the ‘Information IGAR’, but two are primary in
nature. The first is ‘1A (Routine Request for Information),” which is the primary reason for the
‘Information IGAR’. The second is ‘1B (Request for Support IG-to-IG), which is the function
code to select when providing technical-channel support to another IG office. The ‘1B’ function
code should also be used when documenting senior-official allegations.

A recent addition to the Function Codes is the ‘18E’ series intended to allow the IG to
document time spent either performing inspections or executing non-case IG functions.

Extract — IGARS Function Code Table
Code Category 18E

DO NOT select 18E as a function code. Use one of the sub-
codes below to document IG staff support of installation or
command activities. (18E is for roll up purposes only). Use
Determination Code 'A’' only. Codes are primarily to be used to
document man-hours expended to provide staff support.
PLEASE NOTE: IGARS has been upgraded to provide for input
of these codes using the INFORMATION IGARS input screen to
18E IG Staff Support of Installations / Commands reduce the number of screens required to record this data.

Training events led by Inspectors General that are not part of a

TRADOC / Training Mission event, such as participating in local

Pre-Command and 1SG courses, or conducting AR 15-6 10

training. Includes local installation or unit inprocessing
18E1 IG - led Training briefings.

Events requiring members of the |G Staff to participate in

coordination with the Commander's Staff. These include routine

staff meetings or any other meeting requiring IG presence as a
18E2 IG - Staff Coordination staff officer outside of IG actions or functions.

Events in which a higher echelon IG office conducts its oversight
18E3 IG Technical Supervisory Coordination mission of lower level IG offices within its area of responsibility.

18E4 IG-executed "Due Process" Reviews Execution of "Due Process" reviews by |G personnel.

Inspector General inspections executed IAW AR 1-201. Use
18E5 - New this code ONLY to document man-hour execution in all phases
Code IG Inspections of an IG inspection - Preparation, Execution, and Completion.
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Inspector General Action Request System (IGARS) Training

P

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

(" Save W Cancel |
|| Auto Generate |

30
112012015
~ John | AR 600-20

] I E ’ :rl 1A (Routine Req for Information)
*Receipt Mode: C-Call-in = oo =

The complainaint, SPC John Q. Doe, an active duty member of the 3-79th AR, Fort Von Steuben, VA called into the Fort Von Steuben IG ~ »
Office requested a copy of current AR 600-20, "Army Command Policy”. SPC Doe did not know where to find the current copy of
regulations.

SPC Doe had access to the internet while on the phone. He was directed to the Army Publishing Directorate website:
http:/fwwwr.apd.army.mil/ and further how to find AR 600-20. SPC Doe confirmed he was in possession of the current regulation dated &
November 2014,

SPC Doe did not need any further information from the Fort Von Steuben IG Office |

Figure 6
IG and Synopsis

The ‘IG’ drop-down menu will default to the IG entering the ‘Information IGAR,’ but any IG in the
office can be selected. This feature allows any IG to document an ‘Information IGAR’ for
another IG who might be unable to record the IGAR.

The ‘Synopsis’ is a mandatory field. While there is no prescriptive format for the synopsis in the
‘Information IGAR,’ the ‘Synopsis’ must capture much of the same information as in the
‘Synopsis’ information captured in a Standard IGAR. It must document the initial contact with
the complainant and the actions of the IG to resolve the request for information. See Part One,
Section 2-8-2, of The Assistance and Investigations Guide for elements of the Synopsis.
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In“pecto. General Action Request System (IGARS) Training

Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

Updates FAQs Home Logout

| Save |

30

12012015

| AR 600-20
i g | 1A (Routine Req for Information) [ |
*Receipt Mode: ' C-Cali-in = e o =
*Synopsis:

The complainaint, SPC John Q. Doe, an active duty member of the 3-79th AR, Fort Von Steuben, VA called into the Fort Von Steuben IG -
Office requested a copy of current AR 600-20, "Army Command Policy”. SPC Doe did not know where to find the current copy of
regulations.

SPC Doe had access to the internet while on the phone. He was directed to the Army Publishing Directorate website:
http:/iwew.apd.army.mill and further how to find AR 600-20. SPC Doe confirmed he was in p ion of the current regulation dated 6
November 2014.

SPC Doe did not need any further information from the Fort Von Steuben IG Office |

Figure 7
Auto Generate Case Number

After all mandatory fields have been filled in, select the ‘Auto Generate’ button.

Incpector General Action Request System (IGARS) Training
Web

A

Updates FAQs Home Log

LTC Gary Duff, SAIG - Training Division, OTR

[seve W cance |

30
172002015
John i ' AR 600-20
Q il J C | 1A (Routine Req for Information) v
*Receipt Mode:  C-Calln =] “1G: Duf, Gary [=]
The complainaint, SPC John Q. Doe, an active duty member of the 3-79th AR, Fort Von Steuben, VA called into the Fort Von Steuben IG -

Office requested a copy of current AR 600-20, "Army Command Policy”. SPC Doe did not know where to find the current copy of
regulations.

SPC Doe had access to the internet while on the phone. He was durected to 1he Army Publlshing Directorate website:
http:/iwww.apd.army.mill and further how to find AR 600:20 | ssession of the current regulation dated 6
November 2014.

Message from webpage

SPC Doe did not need any further information from tl

-v’f—i! OTR150139 has been created.

Figure 8
Auto Generate Case Number (continued)

Another small window will appear confirming that a case has been created. The ‘Case Number’
will be visible in this window. Select ‘Ok.’
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Inspector General Action Request System (IGARS) Training
Web v5.9
e e

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

*Synopsis:

The complainaint, SPC John Q. Doe, an active duty member of the 3-79th AR, Fort Von Steuben, VA called into the Fort Von Steuben IG =~ »
Office requested a copy of current AR 600-20, "Army Command Policy”. SPC Doe did not know where to find the current copy of

regulations.

SPC Doe had access to the internet while on the phone. He was directed to the Army Publishing Directorate website:

http:/fwww.apd.army mil/ and further how to find AR 600-20. SPC Doe confirmed he was in possession of the current regulation dated 6

November 2014,

SPC Doe did not need any further information from the Fort Von Steuben IG Office.

Figure 9
Delete, Total Man Hours Expended, and Add New Document

After selecting ‘Ok,’ the ‘Case Number’ will now be visible. ‘Total Man Hours Expended’ will be
reflected. Any additional or subtraction of time can be made in the ‘Additional Man Hours (in
minutes)’ field and the update made by selecting the ‘Save’ button.

The ‘Delete’ button will delete the ‘Information IGAR.’

The ability to upload document option is now available by selecting the ‘Add New Document’
button. This feature affords the 1G the ability to document exactly what information was
provided to the complainant for future reference.

172012015

~ John
Middle Name: @ !
*Receipt Mode: C-Call-in [~ IG:

I File |[_Delete
—_ - - - -
& https:/fignetpentc2wB.ignetarmy.mil/rom=informationigar - Add New Document - Windows Internet Explorer

\ *Document
I Description:
1 -
“Select File: [ Browse... | (Maximum File Size is 30MB per Document)
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Figure 10
Add New Document Window

Selecting the ‘Add New Document’ button will bring up another window with document upload
capabilities. Select the ‘Browse...’ button to find the file for upload.

MEeCeIpl Moge; (e T 1= na: wun, Dary 1]

Document Description || DatelTime Uploaded || File [ Delete

| Add New Document ]

@ hps/fignetper & Choose File to Upload s i

@—Qv[& » Computer » Local Disk (C:) » v | 45 ] | Search Local Disk (C 2|
| Organize = New folder = - 1 8
*Documeq’ i Name 5 Date modfied =
Descri 4 o Libranies AGML
-y ) ogs -
t| Documents
\. DCR
o Music Dl
|. De
*Select Filf: & Pictures
B vid \. DEPLOY
aee |, Files for Transfer to IGARS
oG i I HP Universal Print Driver
™ Computer
L Intel
o G Local Disk (C:) =] Sty
Figure 11

Chose File to Upload
Under the ‘Computer’ icon, find and select the ‘Local Disk’. The IG is now reaching back

through the network to the local drive on his computer to find the file to be uploaded to the 1559.
Find the folder containing the file you are looking to upload.
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&9\ )= | « Local Disk... » Filesfor Transtes o IGARS

Search Files for Transfer to IGA... O |

Organize * New folder =+ 0l @

-
-

F Mame Date modified
| | 4 Libraries - -
d.lla ; ; [# AR 600-20_6 NOV 14 10/28/2014 7:07 A
¢| Documents -
| : %L Doc1 - Stough DA 1559 7/8/2014 8:30 AM
&' Music
*Select = Pictures

ﬂ Videos

(M Computer
@ Local Disk (C:)

L4 gary.duff§ (WIGNETBELVATER) (F
&% saig-trCS (\GNETBELVATF2) (G:)
C# gary.duffS \\IGNETBELVATF2) (P
8 tigsCS (\IGNETBELVATF2) (Q:)
# SAIG-ALL-BS (\\IGNETPENTATFZ

m

Gh MNetwork v 4| " "

L

| Cpen I[ Cancel J

File name: AR600-20 6 NOV 14 v | AlFiles () -

Figure 12
Select File

Select the file for upload and then select ‘Open’.

Document Description |[ DaterTime Uploaded || File [ Delete
[ Add New Document |

*

T 2 https:/fignetpentc2w8.ignet.army.mil/?from=informationigar - Add New Document - Windows Internet Explorer o —

I

p——— -

IAR 600-20 Army Command Policy dated 6 November 2014

S
h *Document
Ne¢ Description:

SH

*Select Flle:IC:\FiIes for Transfer to IGl Browse... |(Maximm1 File Size is 30MB per Document)

I_Upload ][ Cancel |

Figure 13
Select File, Document Description, and Upload

The file selected is now reflected in the ‘Select File’ field. The ‘Document Description’ is a
mandatory field and should clearly reflect what document is attached. ‘Document Description’
guidance for Standard IGAR documents is provided in Part Three of The Assistance and
Investigations Guide. Select ‘Upload’.
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Document Description | DatelTime Uploaded || File | Delete
[ Add New Document |

-
&) https:/fignetpentc2wiignetarmy.mil/?from=informationigar - Add New Document - Windows Intemet Explarer lﬂ‘@gl
:
AR 600-20 Army Command Policy dated 6 November 2014
“Document
Description:
*Select File: Browse... | (Maximum File Size is 30MB per Document)

[ Upload ] Cancel ]

File Upload Successful, Click Browse to Select Another File or Cancel to Return

[h:‘tps:;‘_ ignetpentc2wd.ignet.army.mil/igarstraining/AddNewDocument.aspx.., }

Figure 14
Upload Successful

Once the file has been uploaded, and depending on is size, the ‘Selected File’ field will be blank
and the message ‘File Upload Successful. Click Browse to Select Another File or Cancel to
Return’.

Selecting ‘Upload’ will bring the IG back to the screen as seen in Figure 9.

Selecting ‘Cancel’ will not cancel the upload of the current upload but will simply bring the IG
back to the ‘Information IGAR’ main page.

OTR150139
No ‘Additional Man Hours (ir
*Last Name: Doe "Date

Opened/Closed: 1112012015

First Name: John Case Label: AR 600-20
Middle Mame: Q *Function Code: 1A (Routine Req for Information) [ = |
*Receipt Mode: C-Calk-In [*] 1G: Duff, Gary [*]
Document Description Date/Time Uploaded File Delete
AR - mmand P November 98-
5014 1202015 9:26:00 AM || OTR150133 AR 600-20 _6 NOV 14 pof

[ Add New Document ‘

Figure 15
Upload Successful (continued)

The uploaded file is now visible in the ‘Add New Document’ area. Clicking on the ‘Document
Description’ hyperlink will let the IG change the ‘Document Description’. The ‘Date / Time
Uploaded’ will indicate when the file is uploaded but will not drive how the documents are
sorted. Selecting the ‘File’ hyperlink will allow the IG to see the uploaded document. Finally,
selecting the ‘Delete’ box will delete the file from the ‘Information IGAR’ file. Select ‘Home' to
return to the main page.
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| s pe Genaral Action Reques x raining %IUE“'-.!
Bt A

LTC Gary Duff, SAIG - Training Division, OTR Updates FAGs Home Logout

Wr2wan2 AD M

Beleral T3 AD G Casell Slough HHG

[ | WO AD G Casali Stough HHG

Raherra 10172013 AD C Casell Stough HHG

Ealers T3 AD M Case Al Linfair promotio.
Referal PO T TR0 AL M CasgAZ Lirair promoto
Ealems W TS AG M Case A3 Uinéair promoio.
Refera W1 T2013 AD M Case Ad Uiriair promols
Balera W3 AD M Case AS Lirdair promotio
Feferal T3 AD M Case A8 Urdair promotio
Ralema w3 A M Case AT Lrdair promaotio.

Figure 16
IGARS Main Page and Go To Case

Once the ‘Information IGAR’ is closed, it will not appear in the listing of cases on the IGARS
main page. ‘Information IGARS’ are meant to be opened and closed at the same time.

In order to modify the ‘Information IGAR’, select the ‘Go To Case’ hyperlink, input the ‘Case
Number,” and the ‘Information IGAR’ screen will appear.
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Chapter 4

Standard Inspector General Action Request
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ctor General Action Request System (I

AN

LTC Gary Dult, SAIG - Training Divison, OTR Updates FAGs Home Logout

“Opsned Clomd StaesPriority Type
212 M
W TN C
T3 ] C
W172013 C

Pk

Figure 1
Standard IGAR Hyperlink

Once the IG has logged into IGARS, a Standard IGAR is started / opened by selecting the
hyperlink 'Standard IGAR' under the 'FUNCTIONS' column.

SRT08

Figure 2
Individual with the Complaint

There are three options for submitting an IGAR. The default and most versatile is the 'Type of
Case' / "Initiator is the Individual with the Complaint." The other ‘Type of Case’ options are
discussed later in this chapter. The 'Date Opened' will default to the current day. If the IGAR
was received before the date the IG was able to open the case in IGARS, use the date the
complainant submitted the DA Form 1559 to the IG or the date the complainant signed the DA
Form 1559. Select ‘Continue.’

— = .
Biocked Referral Chart
. .lmmmp.p El m L — l'-‘
“Case Mumber OTR 16 [ Auto Gererate | st [0 = GARS Date Openad. [BZ320%
e 1736 G [Du, Gaey > Seipenie 1
e Lot Hrgtoncal Segnilscance | W Extornal Suspense 17
High Prority | w Hotshc atson ﬁ
R Fror [ —
o | A-Secretary of tve Army Days in Priorty Status. | Aikaguledpemaii
m:ﬂdﬂh Daie Piaced in Prority | : IGARS Dafe Ciosedt | ¢
Recept Mode | cocovtary of Deterse
Meon IG Redearal: | E-COCamenandes
| FCham of Commana 'Tdﬂ:rlmn 5} 0 minediets)}
1C Dffee: | H-DOD Hatine ] an
I-SNG MWHNMJnji
Pronty Flag | J.DOD Hetline Congresmonal et |
K-DDD HoSne OCLL
Loraion |y g e
LG CA T T Agerni Ty A Temedine Event l
Po¥ihile House
X-Hon-srmy D

Figure 3 Case Information — General Information
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After selecting the type of Standard IGAR, the ‘Case Information’ screen will appear. As with
other screens in IGARS, those fields with an asterisk ** must be filled in before the IG can close
the case. Leaving these fields empty initially will not stop the IG from moving forward to the
other tabs once the case number has been generated.

General Information

*Case Label: There is no prescriptive guidance for this field within IGARS, AR 20-1, or The
Assistance and Investigations Guide. The Command IG, Division Chief, or Branch Chief should
establish labeling criteria. At a minimum, sufficient information must be entered to allow the
reader to identify the case when reports are produced. A common practice is to use the
complainant’s last name, and local SOP might also require the complainant’s unit, if military.

*Received From: The default for the Local IG is ‘M — Army IG;’ that is, your office received the
IGAR. Other options in the drop-down menu identify other offices where complaints may be
generated and sent down to a field 1G.

Case Informaton
General Information Status Timeline
— Blocked Refermal Chart
Anonymoss Case 1‘-‘:: > Shart List
“Case Numbsr. OTR 16 Auto Generate | “status | = IGARS Dale Opened. z32006
[Dos 158 +: [o. Gan ] supense [
—_—— | Histoncal Signiicance | w Extonal Suspense
: High Pronty | - Notdcataon |
“Riecesd F M Aermy G w
o ol = e Derys in Prioty Status: | Acknowtedgement [
Cipnirgl Numies:
R I Oiade Piaced In Pty | 1GARS Do Closea [
ecep Wose |
' | A riiene Vsl
o IG Rl | Coatian “Total Man Hows
) S O housls) O menatals )
|EE ]
IG Ofice :;_F::MI Expondad
| Additional Man Houes (n li
Proegy Flag :JW - mifes]
| L-Lenier
Locmon | Wl

Figure 4
Case Information — General Information (continued)

Control Number: This is an optional field. It may be used to enter information used to manage
or track a case, such as the control number for a Congressional case routed to your office.

*Receipt Mode: Select the method by which the IG office initially received the IGAR.
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*Received From: |M-Army IG [+]
Control Number:
*Receipt Mode: | Select [=]
Nan |G Referral:
IG Office: |SAIG - Training Division
Priority Flag: | Select [=]
*Location:

C-Congressional

P-White House

R-Red Top/Sec Army/CSA
S-Senior Officer Referral
W-WB/MHE

*Problem Area:

Figure 5

July 2017

Acknowledgement:
*IGARS Date Closed:

*Total Man Hours

Expended:

Additional Man Hours (in
minutes):

Add Timeline Event

0 hour(s) 0 minute(s)

Case Information — General Information (continued)

Non-IG Referral: Used to record the location of a case referred outside of IG channels, such as
referral of a complaint to the garrison commander for inquiry and return of a command product.
The field may also be used to record where the case or complainant was directed to seek

redress. This entry does not absolve the IG from noting referral actions in the case notes or the

synopsis.

IG Office: Defaults to your IG office.

Priority Flag: These codes indicate the source of a Priority action. At the field IG level, cases
with these ‘Priority Flag’ codes will usually be referred down for action by a higher level IG

office.

*Case Number OTR 16 |

Puin Generale
[voe 1166 |

*Cirsn Label

*Recewed From: [M-Amy G ]
Conrol Numiber |

*Feceipt Mode: [Selea B2}
Hon 1G Releral | |

IG Ofice [SAIG - Training Dision
Priovty Flag [Hﬁeu El

“Location [For en Steuten, Wigins W]

Dty Resler F‘1-:u:mh.m-..|-

Llﬁ-:f'rrlnl

'-!h -.l‘

Anprymous Case [No

*Slalus |

G |Elu! Gary

Historical Signiicance |1

High Prionty |1/

¢ <|[E <|[E

Days in Pricety Status: |

Date Placed In Prionty- |

Figure 6

Timeline

Chart Blpcked Refomal Chart Lis
IGARS Dale Opened. fuzons
SUSPRINSE li
Extemal Suspanse li
Wotdeation: [
Acknowledgement [
IGARS Date Closed [

Total Man Howrs e
Expended 0 Bours ) 0 menuie(s)

Agidilional Man Hours (in
]

Add Timebine Evert |

Case Information — General Information (continued)
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General Information

*Case Number: The originating IG's office code will be listed along with the fiscal year. While
the last four digits of the case number can be manually inputted, simply selecting the Auto
Generate button will assign the number. If you put in your own number, select ‘Save’ to record
the case number.

See Figure 4, Chapter 2, for a discussion of options for case number procedures.

*Location: The default is your location, but there is an option for the local IG to select other
locations if the complainant and case occurred at a remote site without an 1G.

*Problem Area: A short description of the issues and / or allegations associated with the case.

User Info: There is nothing prescriptive in AR 20-1 or The Assistance and Investigations Guide
concerning how to use this block. It is a free-text block, the use of which should be based on
guidance from the Command IG or local SOP. Information in this field could be used to
prioritize cases or to identify the location of a complaint. When running a ‘Standard Report,’ this
data field can be used sort how the IG wants to retrieve information or as a filter to retrieve data
in the 'Ad Hoc Query.'

Status

Anonymous Case: If the IG uses the default Standard IGAR button, the IG is able to select
‘Yes’ or ‘No’ to record whether the complainant was willing to identify himself or if he desired to
remain anonymous. By selecting Anonymous: 'Yes', the IG can close the case without
completing entries in the “Initiator / Complainant Info” screen.

*Status: Upon opening the case, the default will be ‘AO — Open’. After the case number has
been assigned, the drop down will allow the IG to select ‘RV — Review’. In practice, when an 1G
has completed all fact-finding during an investigation, the IG can change the case status to ‘RV
— Review’ to signal that the case is being reviewed, perhaps by the Staff Judge Advocate for
legal sufficiency or by the Directing Authority for signature. The case could be left in ‘AO —
Open'’ status throughout the process and closed without ever being changed to ‘RV — Review'.
If a case has been closed and then for some reason re-opened, the display in the Status field
will show ‘RO’.

*|G: The default will be the IG that opened the case in IGARS. All other IGs that work in that
office will also be available in the drop-down menu for selection. ‘IG’ is a sorting option in the
Standard Reports menu and can be used to manage caseloads by the Command IG or
supervisor.

Historical Significance: This selection is available only for SAIG to select. If a case is of such
significance, but does not contain an allegation that has been substantiated, a Historically
Significant ‘Yes’ case will not be removed from the database after three (3) years but will remain
indefinitely.

High Priority: This selection is available only for SAIG to select. When a case becomes a matter
of senior-leader interest, one of the offices within SAIG can change this selection to ‘Yes’. This
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selection in turn will change the color of the case number and other select data on the home
page from black to red. These cases will also be listed at the top of an IG office’s case listing
screen.

Day's In Priority Status: IGARS will track the number of days a case has been in the high priority
status.

Date Placed in Priority: IGARS will note the date that the case was placed in the high priority
status.

Timeline

*IGARS Date Opened: This is the date that the complainant presented or the IG became aware
of the complaint. The date selection functionality allows for back-dating when the IGAR is not
immediately put into IGARS for whatever reason. All attempts should be made to input the
IGAR into IGARS at the soonest time possible.

Suspense: This is an internal suspense assigned by the local IG office (or by the Office of
Record (OOR) in a referral situation.)

External Suspense: This is a suspense date assigned by a higher level IG office.

Notification: This is the notification of a subject / suspect and the commander conducted during
Step 3 of the IGAP. If all notifications are not conducted on the same date, note the times of
each notification in the case notes and, as a technique, note when the last notification was
completed in this field. In certain cases for which SAIG is the OOR, this is the date when final
subject / suspect notifications are made and recorded in the OOR 1559 only.

Acknowledgement: This is the acknowledgement to the complainant conducted in Step 2. In
the case of certain cases for which SAIG is the OOR, this is the date when the case is referred
to a lower level Office of Inquiry (OOI) and is recorded in the OOR 1559 only.

*IGARS Date Closed: This is the last field that is completed to close the case in IGARS. All
fields with an asterisk **” must have been filled in before the system will officially close the case.
If any mandatory field is not filled in, the system will bring the |G to another screen listing those
fields that require attention.

*Total Man Hours Expended: 0 hour(s) 0 minute(s): As case work time is recorded by the Action
Officer on the “Casenotes” and “Synopsis” screens, or after the IG enters a value in the
“Additional Man Hours (in minutes)” field and either generates the case number or subsequently
hits save, this area will reflect the total man hours expended in hours and minutes. The input
field must be provided in minutes. If the IG makes a mistake, minutes can be subtracted by
putting the minus symbol ‘- in front of the minutes to be subtracted and click on save.
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r
Message from webpage ﬁ

_lﬁ OTR150229 has been created.

Figure 7
Case Created

Upon selecting the 'Auto Generate' button or the ‘Save’ button if the case number is entered
manually, a message box will appear notifying the IG that the case number has been generated.

Select 'Ok’ to continue.

Inspector General Action Request System (IGARS) Training

Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | Initiator/Ci lai Subjects/Suspects
Save | | Referrals I Delete ] [ Print | Cancel
General Information Status Timeline
Chart Blocked Referral Chart List
| Office of Record II Anonymous Case: No =]
- . "IGARS Date Opened: 5/27/2015
*Case Number: [OTR150229 | Status: [AO-Open =]
*|G: Duff, Gary E Suspense:
Doe 1/66 Historical Significance: Nc _ External Suspense:
Case Label: High Priority: [ 115 _ Nolification:
Figure 8

Office-of-Record / Case Number

After selecting 'Ok’, the case will automatically be opened as an 'Office-of-Record' case for your
IG office. The case number will now appear under the 'General Information’ column.

Additional tabs are now available for the IG to populate. Working from left to right, information

can be populated in the IGARS case file as it becomes available. Enter as much information as
is available in IGARS upon receipt of the IGAR to avoid loss of information due to delay.
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Inspector General Action Request System (IGARS) Training
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | I tor/ Ut | Subj; /Suspects | All Issues | Case Notes | Synopsis | Documents

. p b
Add New Initiator [ Add New Complainant| [ Print | [ Cancel | =
(Case Number: |OTR150229 Label: [Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Figure 9

Initiator / Complainant

Selecting the 'Initiator / Complainant' tab brings up additional buttons; ‘Add New Initiator' and
‘Add New Complainant.' In this example case, we opened an IGAR in which the initiator is the
complainant. For this type of IGAR, the IG will have to enter data for both an initiator and
complainant in order to close the case in IGARS.

Select the 'Add New Initiator' button to identify the initiator.

Case Number: [OTR150229 Label: [Doe 1/66 Date Opened: |05/27/2015 Date Closed: |
1 @ https://ignetpentc2w8.ignet.army.mil/?type=Initiator - IGARS Add New Initiator - Windows Intemnet Explorer = |elE)
*Last Name: Doe First Name: John
M Q SSN (no hyphens):
*Gender. Select *Race: Select [~]
*Component: (=2 *Grade: Select (]
Duty Phone: |M-Male Contact Phone:
U-Unknown
Email: Home UIC: Select []
\
Figure 10
Initiator

The 'Add New Initiator' window will appear. Items marked with an Asterisk (*) are mandatory
entries.

The first is the ‘Initiator / Complainant’ tab. When you select this tab, you can input the Initiator,
who presented the IGAR to the IG. The initiator could be the complainant who is affected by the
matter submitted or a third-party.
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Select the button, ‘Add Initiator’ to add the initiator data.
*Last Name: The last name of the initiator.

First Name: The first name of the initiator.

MI: The middle initial of the initiator.

SSN (no hyphens): This is the Social Security Number of the initiator. As a general rule, we do
not record the SSN of the initiator. If the IG does not believe that the SSN is necessary to
resolve the case, then do not press the initiator for a SSN. If the SSN is recorded, the complete
SSN is required, not just the last four digits.

*Gender: Entry values are Male, Female, or Unknown.

Case Number: |0TR150229 Label: Doe 1/66 Date Opened: |05/27/2015 Date Closed: |
f (& https://ignetpentc2wB.ignet.army.mil/?type=Initiator - IGARS Add New Initiator - Windows Internet Explorer @Eﬁ‘ﬂ_hr
“Last Name: Doe First Name: John
MIi: Q SSN (no hyphens):
*Gender: I1-Male -] *Race: Select [~]

*Component: Select -] *Grade: f N

Duty Phone: Contact Phone: |M-Asian/ Pacific Islancer
N-Black

Email: Home UIC: |R-American Indian/Alaska Native
U-Unknown
X-Other
Save i [ Cancel

Figure 11
Initiator (continued)

*Race: Select the ‘Race’ of the ‘Initiator’ if known. Although this is a mandatory entry, the

default selection is ‘Unknown’ unless the Initiator states his or her race or a verified source
document is presented and the data is made available to the IG.
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@ hitpsy/ignetpentc2wignet armymil/type=Initiator - IGARS Add New Initator - Windows Internet Explorer [0 (51 )

H-Army National Guard AGR
I-Army National Guard Retiree
J-Army National Guard Technician
K-Contractor

L-Local National Employee

W-State Employee
X-Other Services-Military

Y-Other Services-Civilian

Figure 12
Initiator (continued)

*Component: Select the appropriate component / organization for the Initiator.

*Grade: The grade options will be driven by the component selected.

39



IGARS Handbook July 2017

Figure 13
Initiator (continued)

‘Grade’ entry options available for all military components and services.
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.
& https:/fignetpentc2w8.ignet.army.mil/ - IGARS Add New Initiator - Windows Internet Explorer E‘m

*Last Name: Doe First Name: John
MI: Q SSN (no hyphens):
*Gender: M-Male [=] *Race: U-Unknown [«]
*Component.  C-DA Civilian (=] *Grade: Select

Duty Phone: Contact Phone: CC2-Caregiver Personnel Pay Program [—
. . |CC3-Caregiver Personnel Pay Program
—— Home UIC: CC4-Caregiver Personnel Pay Program | _
CC5-Caregiver Personnel Pay Program | =
GM13-Civilian
| Save || Cancel GM14-Civilian
GM15-Civilian
GS01-Civilian
GS02-Civilian
GS303-Civilian
GS04-Civilian
GS05-Civilian
GS06-Civilian
———————————— GS07-Civilian
GS08-Civilian
GS09-Civilian
GS10-Civilian
GS11-Civilian
GS12-Civilian
GS13-Civilian
GS14-Civilian
GS15-Civilian

KMAY _Cadaral Wkana Suetam

Figure 14
Initiator (continued)

DA Civilian and available 'Grade'. Note: There are a number of other pay systems not listed
under the Civilian Grade drop-down menu. There are charts available that identify the General
Schedule (GS) equivalent for non-GS pay systems. If you are unable to identify an equivalent,
and the Initiator does not volunteer this information, select ‘Unknown.’
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( (= https:/fignetpentc2wi.ignetarmy.mil/ - IGARS Add New Initiator - Windows Internet Explorer lilﬂﬁ1
“Last Name: Doe First Name: John
Ml: Q SSN (no hyphens):
*Gender. M-Male [=] *Race: U-Unknown ]
*Component: A-Active Army [=] *Grade; E4-Enlisted B3
Duty Phone: Home (123)456-7390 Contact Phone: Cell (061)555-1515
Email: john.g.doe@mail.mil Home UIC: Select -
Select
W12345-99TC
save [ Cancel | 335iss T62amco

Wa4556C-555TH TC
WCPAQQ-HQ, 66TH PSB
WCUZA1-418T MP DET (CID)
WDQCB0-B CO, 100TH BSB
WEZUAA-2ND BRIGADE CBST
WFKBAA-HQ, 66TH IN

- WFSPAA-368TH CTC
WHNAA-USARNORTH
WHUA11-TTH SIGNAL COMMAND

|

Figurel5
Initiator (continued)

Duty Phone: This is the work phone the initiator requests the I1G to call. This is a free-text area
and will accept any characters or notes in reference to the phone number

Contact Phone: This is perhaps the preferred phone number the complainant wishes the IG to
use for contact purposes. Note that this is a free-text area and will accept any characters or
notes in reference to the phone number.

Email: Enter the preferred email for the initiator.

Home UIC: If the Initiator is a military member and the local IG Office has uploaded UICs into
the Utilities Function of IGARS, the initiator's UIC may be selected. This functionality can aid
the IG office in gaining greater visibility of where the issues are occurring in the command. If the
Initiator is not a military member or is not associated with any unit with a UIC in the drop-down
menu, no selection should be made.

Once complete, select 'Save'.
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i -

@ https://ignetpentc2w8.ignetarmy.mil/ - IGARS Add New Initiator - Windows Internet Explorer =68 =
“Last Name: Doe First Name: John
Mi: Q SSN (no hyphens):
*Gender: M-Male (=] *Race: U-Unknown [=]
*Component: A-Active Army [~] *Grade; E4-Enlisted [~]
Duty Phone: Home (123)456-7890 Contact Phone: Cell (061)555-1515
Email: john.q.doe@mail.mil Home UIC: W12345-99TC E|

Message from webpage

y l; Initiator has been added.

Figure 16
Initiator Added

"Initiator has been added."

Inspector General Action Request System (IGARS) Training
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

[ Add New Complainant] | Print | [ Cancel |
Case Number: |OTR150229 Label: |Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Initiator Grade Email || Duty Phone Contact Phone Delete
Doe, John E4 liohn.q.doe@mail.mil _||Home (123)456-7890 | Cell (061)555-1515
Figure 17

Add Complainant

At this point, the Initiator has been added, and we must add the Complainant. IGARS will nhot
allow the IG to close the case without an Initiator and Complainant. If the Complainant is not
the Initiator, the IG should select the 'Add New Complainant' button.

But, if the initiator is the complainant, then select the hyperlinked Initiator name and select the
“Copy to Complainant” option. IGARS will copy the data entered on the ‘Initiator’ screen into the
‘Complainant’ screen.
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I Issues I Case Notes ] Synopsis ] Documents

Case Information | Initiator/C | Subi f I Alleg:

Add New Complainant| [ Print | [ Cancel |
Case Number: [OTR150229 Label: [Doe 1166 Date Opened: [05/27/2015 Date Closed: |
Initiator Grade Email Duty Phone Contact Phone
Doe, lohn E4 IJo!‘n‘l.q.::loeorrlail.ﬂ':ll Home (123)456-7890 |/Cell (061)555-1515
f & httpsy/fignetpentc2w8.ignetarmy.mil/?type=Complainant - IGARS Add New Complai - ! Exp |L uliE) §1
*Last Name: First Name:
MI: SSN (no hyphens):
*Gender Select [=] *Race: Select =]
*Component. Select [~] *Grade: Select ]
Duty Phone: Contact Phone:
Email: Home UIC: Select =]
Figure 18

Add Complainant (continued)

Selecting 'Add New Complainant' will allow the IG to add the Complainant's data if different from
the Initiator.

The Initiator may have been a third party. If the Complainant is not the Initiator, input the
Complainant’s data just as you did for the Initiator and select 'Save.'

Note: If Complainant data is input first, and the Complainant is also the Initiator, the same
functionality of copying the Complainant data to the Initiator data screen is available.

Case Information | Initiator/Complainant | Subjects/Suspects ] Allegations ] Issues ] Case Notes ] Synopsis [ Documents

Add New Complainant| | Prnt | | Cancel |
Case Number: [0TR150229 Label: |Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Il Initiator Grade Email I Duty Phone Contact Phone Delete
|w E4 liohn.q.doe@mail.mil _|Home (123)456-7890 ||Cell (061)555-1515

Figure 19
Add Complainant (continued)

If the initiator is the complainant, select the hyperlinked name of the initiator.
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| [[Add New Complainant| [ Prnt | [ Cancel |
Case Number: IOTR150229 Label: ]D_o_e 1166 Date Opened: |mtm1‘5 Date Closed: |
Grade Email Duty Phone ||  Contact Phone Delete
E4 |iohn.q.doe@mail.mil | Home (123)456-7890 ICell (061)555-1515

[ Save

]] Cq-)_y IoCamplamam || Cancel |

Figure 20

Add Complainant (continued)

After selecting the hyperlinked name of the initiator, the IG can correct any data that is incorrect.

(@ httpsu/ignetpentc2wBignetarmy.mil/2type=Initiator - IGARS Edit Intiator - Windows Internet Explorer = |8
*Last Name: Doe First Name: John
M Q SSN (no hyphens):
*Gender: M-Male [+] *Race: U-Unknown [+]
“Component: A-Active Army (=] *Grade: E4-Enlisted [~]
Duty Phone: Home (123)456-7890 Contact Phone: Cell (061)555-1515
Email: john.q.doe@mail.mil Home UIC: W12345-99TC [=]

Simply make the changes and select the 'Save' button. If you make changes that were not

intended, select cancel.

If all of the initiator data is correct, simply select '‘Copy to Complainant." IGARS will not allow the

IG to close the case without an initiator and complainant added. (Unless the IG selected the
Anonymous IGAR or Anonymous selector.)

Fase Number: |0‘I’R150229 Label: |Doe 1166 Date Opened: ﬁs&'ﬂ!ﬂ‘lﬁ Date Closed: |
(l Initiator Grade Email Duty Phone Contact Phone Delete
[[Boe.30nn E4 john.q.doe@mail.mil  |[Home (123)456-7890 ||Cell (061)555-1515
(_'\-;'l https:/fignetpentc2w8.ignet.army.mil/ - IGARS Edit Initiator - Windows Internet Explorer = B8 )
*Last Name: Doe First Name: John
MI: Q SSN (no hyphens):
*Gender: M-Male ~ [+] *Race: U-Unknown [+]
o lestidad £ f Message from webpage - g EJ
Duty Phone: Home (123)456-7890 -1515
Email: john.q.doe@mail.mil (=]

g l&‘ Initiator has been copied,

Figure 21

Initiator Copied to Complainant
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Case Information | Initi fi lainant | Subj /Susp I#" g ] Issues I Case Noles] Synopsis I Documents
[ Print | [ Cancel ]
Case Number: [0TR150229 Label: [Doe 1166 Date Opened: [05/27/2015 Date Closed: |
I Initiator [ crade Email |[ Duty Phone Contact Phone
[[20e. 30hn |es iohn.q.doe@mail.mil _||Home (123)456-7890 ||cell (061)555-1515
I Complainant [ crade Email |[ Duty Phone Contact Phone
[2oe.30nn [[es |iohn.q.doe@mail.mil ||Home (123)456-7890 ||cell (061)555-1515

Figure 22
Initiator and Complainant Added

The 'Initiator / Complainant' tab now has Initiator and Complainant data. Notice that either can
be deleted.

If the IGAR is an Issue, move over to the 'Issues' Tab.

Inspector General Action Request System (IGARS) Training

Web v5.9
LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout
Case Information iti 'l i Subjects/Suspects | Allegati Issues | Case Notes | Synopsis | Documents
| AddNewlssue | | Print | | Cancel |
Case Number: IOTR150229 Label: [Doe 1/66 Date Opened: 105127}2015 Date Closed: I
Function Type of
Cod Description “Determlnaﬂon| T Delete
Figure 23
Add Issue

Selecting the 'Issues' tab will allow the IG to '‘Add New Issue.’
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Updates FAQs Home Logout

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues = Case Notes | Synopsis | Documents

AddNewlssue | Print Cancel |
[Case Number: [0TR150229 Label: [Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Function P L Type of
Code Description Determination Issue Delete
€ IGARS Add New Issue - Microsoft Intemet Explorer provided by IGNET SMARTInk @ i
*Function Code:
*Determination: | Select Comments: |
Organization Code: |Select *Characterization Code: [Select E
*Type of Issue: | Select [v] Against UIC: [Select [v]
Figure 24

Add Issue (continued)

The 'Issue’ screen will appear.

_Cace Information [ Intiator/Complainant I Subjects/Suspects I Allegations } lesues | Case Noees[ Smo_psus] Documents

(AddNewissue | [ Punt | [ Cancel |
Case Number: [OTR150229 Label: [Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Function Type of
Cod. Description ”Mermlnaﬁoﬂ Tasie

& httpsJ/fignetpentc2wlignetarmy.mil Ttype=issue - IGARS Add New Issue - Windows Internet Explorer
““Function Code: Seiect ~ .

T Select
*Datermination: | 1 A.Routine Request for Information
o . | 18-Request for IG to IG Support

Organization Code: thnFanlu@ 1o Treat Subordinates with Dignity & Respect
"l'm of Issue; i?B-Fa:iute 1o Foster a Healthy Command Climate

| 2C-Failure to Take Appropnate Action

| 2D-Failure to Obey an Order or Regulation

| 2E-Dereliction of Duty

Figure 25
Add Issue (continued)

Issues

*Function Code: The drop-down menu will allow for the selection of all function codes loaded
into IGARS. If you select the ‘?’ button, another window will appear with another drop-down
menu that will allow the IG to select from the categories of codes. Once you select one of the
categories, the function codes under each category will become available for selection.

If the IG has an issue or allegation with an unfamiliar function code, select the ‘Search’ button.
A free-text field will appear in which the IG can type the topic. IGARS searches for the exact
wording the IG puts into this field. It would be better to search for ‘NCOER’ instead of a

‘Noncommissioned Officer Evaluation Report.’
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Once your search brings back the function codes, the IG must read the associated descriptions
and then verify that the regulation noted is in fact the appropriate standard to use in association
with the allegation.

Case Information l Initiator/Complainant I Subjects/Suspects [Alleqations I Issues | Case Notes] Synopsis ] Documents

Add New Issue | Print ] | Cancel |
ICase Number: Fiiﬁ150229 Label: |Doe 1/66 Date Opened: |l)5a'2712015 Date Closed: |
Function Type of

F Description ‘lnetermlnaﬂon" TS5t ”Delete

2 https//ignetpentc2wB.ignet.army.mil/Ttype=issue - IGARS Add New lssue - Windows Internet Explorer = 8 ®
“Function Code: | Select [=] '

*Determination: Select [=] Comments:
Organization Code: Select > Characternization Code: Select -

{2 https:/fignetpentc2w.ignetarmy.mil/ - IGARS Function Cade Help - Windows Internet Explorer- -
Select Function Code Category:

Select

BC!
1-ROUTINE REQUESTS
2-COMMAND/LEADERSHIP ISSUES
3-PERSONAL MISCONDUCT
4-ETHICAL MISCONDUCT
5-TRAVEL VIOLATIONS
6-MISUSE OR ABUSE OF GOVERNMENT RESOURCES
T-REPRISALIMPROPER MENTAL HEALTH EVALUATION (MHE)

Figure 26
Add Issue (continued)

Selecting the "?" will then display all 35 broad categories of function codes. By selecting one of
the 35 categories from the drop-down screen, the display will provide a listing of all function
codes in the selected function code category the IG may select.
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Function Type of
~od Description Determination Feetin ||Ml:e
£ hitpss//ignetpentc2wllignet.army.mil/ Ttype=issue - IGARS Add New [ssue - Windows Internet Explarer = @ =
*Function Code: | Selact =] ﬁ
“Determination: Select [=] Comments:
Organization Code: | Select [=]  Characterization Code: Select =
*Type of Issue: Select [=] Against UIC: Select £
LA
(& Ritpsi/fignetpentc2wB.ignet.army.mil/ - IGARS Function Code Help - Windows Intemet Explorer Lo | e S|
Cat
-] Cance!
N T e e T T T T cilgrnly respect, faimess, and S |
2A with Dignity & Respect consistency. AR 600-100, Paragraphs 2-1 =
Failire o Foiter  Healtby Failure of a leader to blish and in positive expectations and |AR 600-100, Paragraphs 1-6 and 2-1; AR !
2B C ok A Climats attitudes, m:hp‘nducemesemnghrpmmammsmdeﬂum 600-20, Paragraph 1-5; Title 10 USC,
cabloll work behaviors. Includes situations of toxic leadership. Section 3583
. Allegations that a leader was aware of alleged misconduct by a ; W
2 Fai_l.u': to Take Appropriate bordinata and the lsader Failed io take sclion 1 add the alleged .;Rﬁog—fﬁa;éa‘l-& and 4-4; AR 600-100,
Aictio misconduct. e Fiss
. Article 92, UCMJ; 5 CFR 735.203, Conduct
Eaﬂurei eyl CEREEY Failure to obey any lawful general order or regulation. Prejudicial to the Government; AR 600-20,
egu Para. 4-2. iF
Ealliirn b - el S iahmm ha s had s aalia
Figure 27

Add Issue (continued)

Selecting one of the hyperlinked function codes from this point will populate the 'Function Code'
field with that function code.

If the IG does not know which category or function code best represents the issue or allegation
presented to the IG, after selecting the '?', select the 'Search' button.

A free text search window will appear. As IGARS searches for exactly what the user puts in the

search box, less is better. Key words that are representative or associated with your issue /
allegation should be used to search for the appropriate function code.
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rﬁ https:/fignetpentc2w8.ignet.army.mil/ Ytype=issue - IGARS Add New Issue - Windows Internet Explorer
eseect -1

Figure 28
Add Issue (continued)

If the IG does not know which category or function code best represents the issue or allegation
presented to the IG, after selecting the '?', select the 'Search' button.

A free-text search window will appear. As IGARS searches for exactly what the user enters in
the search box, less is better. Use key words that are representative or associated with your
issue / allegation to search for the appropriate function code.

After you have put in that key work, select 'OK'. IGARS will display all function codes that have
that word in the description or definition.

@& hitps/fignetpentc2wignetarmy.mil/Ttype=issue - IGARS Add New [ssue - Windows Intemnet Explorer

Figure 29
Add Issue (continued)
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The first column is the specific function code. To select a function code, click on the hyperlinked
code.

The second column is the short description of the code followed in column three by the
definition that provides a little more information.

The fourth column provides the regulatory citation used as a basis for the function code. The IG
must confirm through the Army Publishing Directorate website (apd.army.mil) or other sources
that the regulation, policy, or code is in fact the correct one that applies to the issue or allegation
presented. Although the regulatory citations are validated periodically, the list is not intended to
be all-inclusive but rather a start point for regulatory research.

SAIG's Assistance Division reviews the function code listings periodically. Those codes that are
not used extensively over a period of time may be archived and no longer available for
selection. If a code is archived, it will still be available for use in trends analysis and reports. If
a command has a specific issue or allegation not covered in the Function Code Table, a request
may be submitted to Assistance Division to recommend an update to the Function Code Table.

Function S T Type of
Code Description Determination| "/ " |[Delete
2 https:/fignetpentc2w.ignet.army.mil/Ttype=issue - IGARS Add New [ssue - Windows Intemet Explorer = | O ||
*Function Code: | 2M3-Details/Duty Roster [=]
*Determination: Select - Comments:
Organization Code: 3= ee | Characterization Code: Select [~]
*Type of Issue: |F-Founded | Against UIC: Select [~]
U-Unfounded
Figure 30

Add Issue (continued)
Once selected, the function code will populate the 'Function Code' field.

*Determination: There are only three authorized findings for an Issue - Founded, Unfounded, or
Assistance.

Comments: There is no prescriptive standard for how this field is used. The field is available to

record a short comment for IG / Action Officer use. This information is not displayed on the
printed 1559.
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! Case Number: |OTR150229 Label: |Doe 1/66 Date Opened: |05/27/2015 Date Closed: | F
‘ e Description Determination iypeloy Delete
Code Issue
& https://ignetpentc2w8.ignet.army.mil/Ttype=issue - IGARS Add New Issue - Windows Internet Explorer l = | 5 g
i *Function Code: 2M3-Details/Duty Roster =]
| *Determination: Select (=] Comments:

Organization Code: Select . Characterization Code: Select
N Select
“Type of Issue: F0 e 031G Expecitionary Sustainment Command (102ESC))

134bct(1/34bct)
177MPB(177th MP Brigade)
184ESC(124th Expeditionary Sustainment Command (134ESC))
18MDSC(18th Medical Deployment Support Command)
1Z (First U.S. Army)
1ZA(First U.S. Army) -
1ZB(Maneuver Training Center, Camp Atterbury, IN)
1ZE(First Army Division East)
_— . |1ZS(Camp Shelby Joint Forces Training Center, Camp Shelby, MS)
Discussion: | 17,y(1ST Army Division-West)
310ESC(310th Expeditionary Sustainment Command (310ESC))

» (B0

"lssue:

Figure 31
Add Issue (continued)

Organization Code: The Organization Code identifies the Post, Camp, Station, or Organization
associated with the location of the issue presented to the IG by the complainant. The
Organization may or may not have an IG assigned.

ICase Number: |0TR150229 Label: |Doe 1/66 Date Opened: [05/27/2015 Date Closed: | F
Function Type of
Code Description Determination (i — Delete
[ ; i i B
2 httpsy/fignetpentc2w8.ignet.army.mil/Ttype=issue - IGARS Add New Issue - Windows Internet Explorer =
*Function Code: | 2M3-Details/Duty Roster E|
*Determination: Select E| Comments:
Organization Code: | CTR{(Other Training, Ft. Von Steuben) [*]  Characterization Code: Select (=]
*Type of Issue:  Select = Against UIC: Select (=]
Select s
C-Command
IHnstallation
*lssue:
Figure 32

Add Issue (continued)

*Type of Issue: The entry options are ‘Command’ or ‘Installation.” While not rigidly defined in
policy or regulation, ‘Command’ generally pertains to matters of concern to mission
commanders that affect accomplishment of their core mission, including matters directly
affecting their Soldiers. AR 600-20, paragraph 2-5 states: “The Senior Commander’s mission is
the care of Soldiers, Families, and Civilians, and to enable unit readiness. The SC uses the
garrison as the primary organization to provide services and resources to customers in support
of accomplishing this mission.”

‘Installation” matters, therefore, pertain to matters of concern regarding the execution of
services and resources to customers in support of accomplishing this mission, functions
typically executed under the supervision of the Garrison Commander.
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I }'-wﬁuﬂa Labei: Doe 17846 Date Opened: DSZT2016 ~ Date Closed: | '
il Description E»-«---Elim-!l
F e By Cocdey [.'1-' Dt by Fisrber :_:H
“Dhpdermranation [ F oo W Comments. |
Crganczation Code [DTRIr=r Tramrg 1t vom Sarter ~| | "Crassctenzaton Gooe: [ E— .
“Type of bsun [C oot = Agamst AC: [rar

i
R 1) Fedated b P Hepeal of DADT
A i Attt Frpras Helsiaton

NOTE As of 20 October 2015, hakts betow: no longer

[Dencumaion

Figure 33
Add Issue (continued)

*Characterization Code: Selecting a Characterization Code is now mandatory. The IG must
select a Characterization code for the complaint received if it relates to one of the identified
codes; otherwise, select NA None. For example, if the issue has a nexus to Sequestration, the
IG would associate the selected function code with Characterization code ‘SQ’.
Characterization Codes (which were originally called Operation Codes) are used to associate
individual function codes in a case with specific named events, named operations, and / or
programs monitored by DAIG. By associating individual function codes with a Characterization
Code, trends data can be generated in an efficient manner. IGARS Users can easily extract
reports that group cases and function codes that have been associated with these codes using
the Ad Hoc Query, which allows DAIG (as well as other Inspectors General) to communicate to
both the IG community and to senior leaders (within DAIG, to entities at DoD, and to Members
of Congress, as necessary). Characterization Codes also support periodic reports such as the
Civil Liberties Tasker Report rendered by DAIG Legal to the Defense Privacy and Civil Liberties
Office (DPCLO) on a periodic basis. Use the Ad Hoc Query to generate reports of this type
using the filter "Issue / Allegation Characterization" to specify the Characterization Code in
guestion.
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w ||:m Number: [OTR150229 Label: [Doe 1/66 Date Opened: |05/27/2015 Date Closed: |

Function ti inati Type of i
Code Description Determination e Delete

” - -

= https:/fignetpentc2wBlignet.army.mil/Ttype=issue - IGARS Add New Issue - Windows Internet Explorer =B M
*Function Code: 2M8-Details/Duty Roster [~]
"Determination: Select E2 Comments:

Organization Code: OTR(Other Training, F1. Von Steuben) [»]  Characterization Code: Select [*]
*Type of Issue: C-Command [+] Against UIC: Select -

Select
W12345-04TC
W22334C-T8TH IN BN
“lssue: W334455-102 QM CO

W44556C-555TH TC

WCPAQQ-HQ, 66TH PSB

| WCUZA1-415T MP DET (CID)

WDQCB0-B CO, 100TH BSB

WEZUAA-ZND BRIGADE CBST
"Discussion: WFKSAA-HQ, 66TH IN

WFSPAA-368TH CTC

Figure 34
Add Issue (continued)

Against UIC: If the subject / suspect is not currently assigned to the command in which the
alleged allegation took place, and the local IG office has uploaded the UICs in the Utilities
Function of IGARS, then that UIC can be associated with the subject / suspect as well.

Note: The ‘Issue’, ‘Discussion’, and ‘Conclusion’ blocks depicted in the above screen shot are
legacy fields and no longer available for data entry.

I iCase Number: [0TR150229 Label: [Doe 1/66 Date Opened: [05/27/2015 Date Closed: | I
LFT:::)" { Description ”Determination” Type f Delete"
[ 5 1GARS Add New Tssue - Microsoft Internet Explarer provided by IGNET SMARTInk @ |2 RS i w I
2 >
= “Function Code: [2M8-Details/Duty Roster T~
"Determination: |Select Comments: |
Organization Code: | OTR(Other Training, Ft. Von Steuben) *Characterization Code: |NA-None
“Type of Issue: | C-Command v Against UIC: [Select [v]
| Message from webnage x |l
xl
Her I, Issue has been added.
1] oK
Figure 35

Add Issue (continued)

The 'Issue’ information can be saved at any time during the process. All fields with an "*' must

have data before the IGAR can be closed. Select ‘Save’ and the issue has been added. Select
'OK'.
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Inspector General Action Request System (IGARS) Test
Web v5.12

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

W
Add New Issue | Print cancel |
iCase Number: [0TR150229 Label: [Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Function P L Typeof | . o
Code Description Determination Issue
2M8 C
Figure 36

Add Issue (continued)

The issue has been added. If the complainant presents more than one issue to the IG, select
'‘Add New Issue' again and record the next issue.

Regardless of the number of issues presented, only one IGAR should be opened in this case.
The two notable instances in which a separate IGAR would be opened based on one initiator's
complaint is for a complaint involving a senior official, which would result in an Information
IGAR, or a Whistleblower Reprisal case, which would result in its own Standard IGAR.

Otherwise, all issues and allegations presented by a complainant are recorded on one Standard
IGAR.

Note: The Description column is a legacy field and is no longer populated. Disregard.

In the logical progression from left to right working across the tabs available, the next tab is the
‘Case Notes'".

Inspector General Action Request System (IGARS) Training
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home

Case Information | Initiator/C inant | Subjects/Suspects | Allegations | Issues | Case Notes \

Save l I Pnnt ] [ Cancel ] @

Case Number: |OTR150229 Label: [Doe 1/66 Date Opened: [05/27/2015 Date Closed: |

Case Notes

5/27/2015 (LTC Gary Duff): SPC John Q. Doe, an active duty member of the 1/66 assigned to Fort Von Steuben, walked into the FV3 IG Office B
requesting assistance with the proper application of the Duty Roster, DA Form & within his organization. SPC Doe believes he is showing up on the =y
roster more often than other Soldiers in his unit. SPC Doe has not gone to any other agencies and does not feel comfortable going to his chain of

command with this issue. SPC Doe was not able to provide a copy of the DA Form & or any other supporting documents.

SPC Doe completed a DA Form 1559. He was briefed on the Privacy Act and consented to the release of his personal information in order to resolve
this case.

Figure 37
Case Notes
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The system will auto-populate the date and name of the IG opening the case in IGARS under
the Case Notes Tab. (Unless the IG closes out of the case file completely, the date / name will
not auto-populate automatically.)

The first case note must document the initial contact with the complainant. As a starting point,
the suggested format of that first case note should follow that of the First Part of the Synopsis.
The case note should capture the fact that the IG explained the Privacy Act to the complainant
and document whether the complainant consented to release of his or her personal information
in order to resolve the complaint.

Any other IG who opens the case file in IGARS that comes to the ‘Case Notes’ tab will also
have his or her name auto populated in the ‘Case Notes’ tab.

If IGARS is inaccessible, the IG can keep case notes in a word document and later cut and
paste those notes into IGARS. Every action taken by an IG in the process of resolving an IGAR
should result in a case note in order to show the work and thought process of the IG in
addressing the issues and allegations.

army.mil needs some information

Script Prompt:

Cument man hours expended: 0 houn(s) 0 minute(s). Enter additional man hours
expended in minutes: Cancel

iy

Figure 38
Man Hours Expended

When the IG selects the button ‘Save,” IGARS will ask for an update to the Man-Hours
expended in minutes. Remember: if the IG entering the Man-Hour data and makes a mistake, a
subsequent entry using a negative value can be made to take time away from the erroneous
entry.

g 4
Message from webpage ﬁ

I, Casenotes and man hours have been updated.

0K

Figure 39
Case Notes and Man Hours Updated
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"Case notes and man hours have been updated.” Select 'OK'.

Adding Case Documents to a Standard IGAR is accomplished in the same manner as
presented in Chapter 3, The ‘Information IGAR’, Figure 10 (Add New Document Window)
through Figure 14 (Upload Successful (Continued).

Inspector General Action Request System (IGARS) Training
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | Initiator/C lainant bjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents I
[ Add New Document | [ Print | [ Cancel |
Case Number: |OTR150229 Label: Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Case Documents ::’;
Document Description || Date/Time Uploaded || File || Delete

Figure 40
Documents

Uploading Documents — General Comments

If you select the hyperlinked 'File," it will open the document. Regardless of when you upload
the documents in time, they will sort alphabetically by the '‘Document Description'.

File Names with certain syntax, i.e. an apostrophe ('), will not upload into IGARS. The system
will advise you if the file name is incompatible for upload into IGARS. File size is currently
limited to 30MBs. Certain file types such as 'zip' and 'html' files are not compatible with IGARS.
For procedural guidance concerning the organization of uploaded documents in IGARS, see
Part Three, Chapter 2, Page IlI-2-1, The Assistance and Investigations Guide.

Inspector General Action Request System (IGARS) Training
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

[(Add New Subject/Suspect | | Prnt | [ Cancel |

Case Number: [OTR150229  Label:[Doe1/66  Date Opened: [0527/2015  DateClosed:|
It Subject/Suspect [ ssn | Grade | Component | race || Allegalions || pelete ||
Figure 41

Adding Subjects / Suspects
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If the complainant makes an allegation or identifies a subject / suspect during the IGAP process,
select the 'Subjects / Suspects' tab and 'Add New Subject / Suspect' to add a subject / suspect.

Easelniorma_hon_ [ﬂilalo_nfCim?iilninl Subjects/Suspects 1 All_e_g_atnms Issges _Case Nutes_ S_yn_oiog I?o_curnenis

Add New Subject/Suspect | Pint | [ Cancel |
iCase Number: [OTR150229 Label: [Doe 1/66 Date Opened: [05/27/2015  Date Closed: |
Il Subject/Suspect |l ssN |[ Grade || component || Race |  Allegations | Delete ||
f & httpsy//ignetpentc2w8.ignet.army.mil/ - IGARS Add New Subject/Suspect - Windows Internet Explorer L‘_’?_M1
M SSN( )

Gender Select iv’ : Select E3)

-Componer -_I"I|e .' *Grade: Select [+
- Email: M-Maie *Final Subject Notification: ‘
Current Unit ' Swe: " - Against UIC: Select =]
Level of Command: [=]

If the Subject/Suspect is a Commander/C SM/15G, then select Level of Command.

Figure 42
Adding Subjects / Suspects (continued)

*Last Name: The last name of the Subject / Suspect.
*First Name: The first name of the Subject / Suspect.
MI: The middle initial of the Subject / Suspect.

*SSN (no hyphens): The Social Security Number of the Subject / Suspect. Note: The entire
SSN is required, not just the last four digits of the SSN.

Gender: Male, Female, or Unknown.
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Inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

Case Information | Initiator/Complainant | Subjects/Suspects || Allegations | Issues | Case Notes | Synopsis | Documents

Add New Subject/Suspect | | Print | | Cancel |
Case Number: [OTR160008 Label: |Doe 3-79 Date Opened: [11/17/2015 Date Closed: |
" Subject/Suspect || SSN || Grade ” Component ” Race ” Allegations || Delete "
f Y
(2 https:/fignetpentc2wlignetarmy.mil/ - IGARS Add New Subject/Suspect - Internet Explorer @M
“Last Name: |Doe | *First Name: |Jce |
MI: | | *SSN (no hyphens): | 123456769 |
Gender: [M-Male v Race: _
*Component: |Select v “Grade: a—_iz;cnajs;aar;mc Islander
Email: | | “Final Subject Noification: |N-Black
. X R-American Indian/Alaska Native
Current Unit: [Select M Against UIC: | J_Unknown
Command Type: [Selsct v] X-Other

If the Subject/Suspect is a Commander/CSM/15G, then select Command Type.

| Save || Cancel

Figure 43
Subjects/Suspects (continued)

Race: Caucasian, Asian / Pacific Islander, Black, American Indian / Alaska Native, Unknown or
Other.

Like the entry of race for an Initiator / Complainant, the default selection is ‘Unknown’ unless the

Subject / Suspect states his or her race or a verified source document is presented and the data
is made available to the IG.
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Case Informabion | Inssator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Dotuments

| Add New SubjectSuspect Print | cancel
Case Number: [OTR150229 Label: [Doe 1166 Date Opened: [05/27/2015 Date Closed:
I| Subject/Suspect I | crade | Component [ mrace || aliegations || Delete |l
- T — ™
& hitps/ignetpentcZwdignetarmy.mil’ - IGARS Add New Subject/Suspect - Windows internet Explorer (= )
"Last Name: Doe *First Name: Joe
Mi: *SSN (no hyphens): 123456759
Gender. h-liaie =] Race: U-Unimown -l
w A-Active Ammy [=] “Gradat) Ec-Eniisted -
Current Unit: Seie:t - Against UIC. Select -
Lavel of Command: [-r- o 1103 Expeanonary Sustainment Command (103ESC)) =
134bCH(17340c1)
17TMPB(177h MP Brigade) mmand.
1B4ESC{184th Expeditionary Sustainment Command (184ESC))
18MDSC{18th Medcal Deployment Support Command)
1Z (First U.S. Army)
1ZAIFirst U5, Al

Figure 44
Subjects / Suspects (continued)

*Component: Select the appropriate component / organization for the Subject / Suspect. See
Figure 12 for the elements of the Component drop-down menu.

*Grade: Select the grade of the Subject / Suspect. The selected component will drive grade
options.

Email: Enter the e-mail address of the Subject / Suspect. Although this is not a mandatory
entry, it is useful to obtain the Subject / Suspect’s e-mail address to facilitate notifications or to
contact the Subject / Suspect at some time in the future as necessary.

*Final Subject Notification: This is the date on which the final subject notification confirmation is
received. As there may be more than one subject / suspect, each mailing date of the
notification will be noted in the case notes and synopsis as well as a copy of the notification
memorandum uploaded in IGARS. The individual return receipts should also be noted by date
in the case notes and if possible uploaded in IGARS to document the proof of receipt by the
subject / suspect. Then, the final date of receipt by all subject / suspects should be noted in the
‘Final Subject Notification’ field in IGARS.

Current Unit: This is not a mandatory field. The options available are at the IG Command Code
Level.
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Case [nformation | [nitiator/ Complanant | Subjects/Suspects | Allegations | [ssues | Case Hotes | Synopas | Documents

[ Add Mew SubjectSuspect | | Pnnt | | Cancel |

Case Number: [OTR150229 Label: [Doe 1/66 Date Opened: (052712015 Date Closed: |

| subject/suspect | ssu | Grade | compoment || Race ||  Allegations | Delete |

rahuwrgmm.w-mmmmw-wmmw = &
“"Last Name: Doa *First Mame: Joe
Mi: *SSH (nc hyphens): 123456789
Gender: \-\aie -] Race: U-Uninown [=]
*Component: | A-Actve Amy (=] *Grade: E3-Enistea [=]

Currant Unit: | OTR(Ctner Training. FL Vion Steuben) v
Level of Command. Select

aaj

Sedect

WIZHE-GETC

W22ARMC-TATH IN BN

f the SubjectSuspect is a Commander’CSM/1SG, then select L #234455-102 Ol CO

the L He 56, L W445E8C-585TH TC
WCPAGQ-HO. 88TH PS8
[ Save ][ Cancel WCUZA1-413T MP DET (CID)

WOQCED-8 CO, 100TH BSB

WETLAAINM RARIGANF CRAT

Figure 45
Subjects / Suspects (continued)

Against UIC: If the Subject / Suspect is not currently assigned to the command in which the
alleged allegation took place, and the local IG office has uploaded the UICs in the Utilities
Function of IGARS, then the that UIC can be associated to the Subject / Suspect as well.

*Last Name: |Doe | *First Name: |Joe |
ML | | “8SN (no hyphens): | 123456759 |

Gender: [M-Male " Race: [U-Unknown v
*Component: | A-Active Army v| 1*Grade: E3-Enlisted v|
Email: | | *Final Subject Notification: | |
Current Unit: [OTR(Other Training, Ft. Von Steuben) v| Against UIC: |W12345-99TC v

Figure 46
Subjects / Suspects (continued)

Command Type: “If the Subject / Suspect is a Commander / CSM / 1SG, then select Command
Type.”
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*Last Name: |Doe | *First Name: |Joe |
MI: | | *SSN (no hyphens): 123456789 |
Gender: [M-Male V| Race: [ U-Unknown v
*Component: | A-Active Amy v| *Grade: | E8-Enlisted v|
Email: | | *Final Subject Notification: | |
Current Unit: [ OTR(Other Training, Ft. Von Steuben) V| Against UIC: [W12345-09TC v
Command Type: |20
Mot a First Sergeant
First Sergeant
T the SubjectiSuspeciis a Commander/CSM/15G, then select Command Type.

Figure 47
Subjects / Suspects (continued)

In this case, the IG selected a grade of ‘E-8 Enlisted.” The Command Type options are ‘Not a
First Sergeant’ or ‘First Sergeant.” Selecting an officer in the Grade selection will present the
options of ‘Not a Commander,’ ‘Company Commander,’ ‘Battalion Commander,’ or ‘Brigade
Commander’ depending on the grade selected.

CAUTION: The Local IG WILL NOT document allegations against Senior Officials in IGARS
through a Standard IGAR.

Select “Save” after selecting the ‘Command Type,’ if appropriate.

2 httpsi//fignetpentc2wd.ignetamy.mil/ - IGARS Add New Subject/Suspect - Windows Intemet Explorer = @ =

*Last Name: Doe

Mi:
Gender: M-Male
*Component:  A-Active Army
Email:

Curent Unit.  OTR(Cther Training, Ft. Von Steuben)
\Level of Command: O3

If the Subject/Suspect is

4
4 Message from webpage

"First Name: Joe
“SSN (no hyphens) 123456739
[+! Race: U-Unknown
E| *Grade: ES8-Enlisted
*Final Subject Notification:

12345-99TC

l . Subject has been added.

E1/Q

"Subject has been added."

Figure 48
Subijects / Suspects (continued)
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Case Information | Initiator/Complaii All

t | Subjects/Suspects Issues | Case Notes | Synopsis | Documents

Add New SubjectSuspeet | | Print | | Cancel |

Case Number: |OTR150229 Label: [Doe 1/66

Date Opened: |05/27/2015 Date Closed: |

Subject/Suspect SSN

Doe, Joe

Component

123456789 Active Army

Figure 49
Subjects / Suspects (continued)

The subject / suspect has been added in this case but not linked with an allegation.

Note: The ‘Allegations’ column is a legacy field.

Inspector General Action Request System (IGARS) Training

Web v5.9 7
LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout
Case Information | Initiator/Complainant | Subjects/Suspects | Allegations .h. Issues | Case Notes | Synopsis | Documents
[ Add New Allegation | [ Print | [ Cancel |
Case Number: |6TR150229 Label: IDoe 1/66 Date Opened: IM‘HZMS Date Closed: |
Type
Function Description Hl)eterminalion of Subject/Suspect Delete
Code
Issue
Figure 50
Allegations

An allegation can be added by selecting the 'Allegations’ tab and 'Add New Allegation'.

Case Information | Initiator/Complainant | Subjects/Suspects Allzgatinns | Issues | Case Notes | Synopsis | Documents

Add New Allegation | | Print | | Cancel
Case Number: EI R150229 Label: |Du 1166 Date Opened: Wimm Date Closed: |
Type
F":uml Description |‘Dﬂtﬂﬂlllnﬂ|iﬂll of Subject/Suspect Delete
Issue
& hitpsy/ignetpentc2wd.ignet.army.milTtype=allegation - IGARS Add New Allegation - Windows Intemet Explorer @M
*Function Code: EEEZ I ~ | E *Subject: Select [=]
*Determination: Select [=] Comments:
Organization Code: Seiect [*]  Characterization Code: Seiect [=]
Type of Issue: Seiect =] Against UIC: Select [=]

Figure 51
Allegations (continued)
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The allegation window will appear and can be filled out in the same manner as the “Add Issue”
window. See Figures 23 — 36 in this chapter.

This main differences between the two entry screens are the linking of the *Subject’ to the
allegation and the *Determination’ will reflect ‘Substantiated’ or ‘Not Substantiated.’

& hitpsy/ignetpentc2wBignet.amy.mil Ttype=allegationBallegationid= 12453 - IGARS Edit Allegatic - Windows Intemet Explorer Lo 5 ]
*Function Code: 2M3-DetaiisDuty Roster 53] 7| *Subject: Doe. Jos =] |
“Determination: Select |- Comments:

Organization Code: i e Characterization Code: Select
Type of Issue: | S-Substantiated = . Against UIC: Sewect

aa

Figure 52
Allegations (continued)

During the IGAP, a Subject / Suspect may be identified when only an issue was initially
presented. In this instance, the IG can convert the Issue to an Allegation within IGARS without
retyping all of the data already loaded in the 'Issue’ tab.

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes Synopsis | Documents

Add New Issue | [ Print Cancel |
Case Number: |OTR150229 Label: |Doe 1/66 Date Opened: |lﬁ.l’2?.l'2015 Date Closed: |
Function Type of
Code Description Determination Tesue Delete
Complainant is inquiring into the application of the Duty Roster, DA Form 6 within his \
2M8 unit.p q 9 PP ty . c

Figure 53
Convert Issue to Allegation

Select the 'Issues' tab and select the hyperlinked 'Function Code' associated with the issue that
needs to be converted to an allegation.

Note: The ‘Description’ column is a legacy field.
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|
F""d:'l on Description Determination ';"" of (| helete
el Complainant is inquiring into the application of the Duty Roster, DA Form & within his -
gmg  [Com c
& https:/fignetpentc2wB.ignet.army.mil/ Ttype=issuefiallegationid= 12453 - IGARS Edit Issue - Windows Intemet Explorer =iE
*Function Code: 212-DetaisDuty Roster [=]
*Determination: Seect (=] Comments:
Organization Code: OTR{Other Training, Ft. Von Steuben) E Characterization Code- Select z|
*Type of Issue: C-Command =] Against UIC: Select 2
[ canol |
[ Convert to Allegation ]

(AR 201

Figure 54
Convert Issue to Allegation (continued)

An issue can easily be converted to an allegation by selecting the ‘Convert to Allegation’ button
located at the bottom of the Issue window.

Select ‘Convert to Allegation'.

Note: The grayed out fields ‘Issue’, ‘Discussion’, and ‘Conclusion’ are legacy fields.

—

Figure 55

Convert Issue to Allegation (continued)

"Issue has been converted to an Allegation." Select 'OK'.

Case Number: [OTR150229 Label: Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Function Type of
Cod: Description Determination| Delete
----- = Complainant is inquiring into the application of the Duty Roster, DA Form 6 within his r
2ne unit.p quiring ppli ty c
£ hitpssfignetpentcwl.ignet.army.mil/ - [GARS Edit lssue - Windows Internet Explorer = 8 =B
*Function Code: 2M3-Details/Duty Roster EI E
*Determination: Seiect [=] Comments:
Organization Code: | OTR(Other Training, F1 Von Steuben) [*]  Characterization Code: Select (=]
*Type of Issue:  C-Command P e St Eﬂ
A -
Complainant is inquinng into the appii Message from webpage - . — Y
"lssue:
|, [Issuse has been converted to an Allegation.
< 3
*Discussion

Notice that while it appears as though you are in the Issue tab, a 'Subject' field has appeared.
The window is in fact now an allegation. If you selected 'Convert to Allegation’ by mistake, an
allegation can also be converted to an Issue by selecting 'Convert to Issue.'
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l ICase Number: |OTR150229 Label: Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Function Type of
Code Description Determination| " -_ - ||Delete
EEE E:Irtnplainant is inquiring into the application of the Duty Roster, DA Form 6 within his c
[ & nitpsy/fignetpentc2wdignet.amy.mil/ type=allegationBallegationid=12432 - IGARS Edit Allegatio - Windows Intermet Explorer Lo B el
*Function Code: 2M3-DetailsDuty Roster [=] E *Subject: | Select [=]
*Determination: Select [=] Comments:
Organization Code: OTR(Other Training, Ft. Von Steuben) |z| Characterization Coda: Select B
*Type of Issue: C-Command [=] Against UIC: | Select [=]
Figure 56
Convert Issue to Allegation (continued)
l ICase Number: |OTR150229 Label: Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Function Type of
Code Description Determination| Issue Delete
EEE E:Irtnplainant is inquiring into the application of the Duty Roster, DA Form 6 within his c
[ @ hetpsu/ignetpentc2w.ignet.amy.mil/Ttype <allegationgallegationid=12453 - IGARS Edit Allegatio - Windows Intemet Explorer [E=EEE )
*Function Code: 2M3-DetailsDuty Roster [=] E *Subject: | Select [=]
*Determination: Select [=] Comments:
Organization Code: OTR(Other Training, Ft. Von Steuben) IZ‘ Characterization Coda: Select B
*Type of lssue: C-Commang [=] Against UIC: Select [=]
20-1.

| Convert 1o Issue J

Figure 57
Convert Issue to Allegation (continued)

If you selected ‘Convert to Allegation’ by mistake, an allegation can also be converted to an
Issue by selecting 'Convert to Issue.'
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Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

i Add New |ssue | | Prnt ] [ Cancel
Case Number: [OTR150229 Label: [Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Function Typeof || .
code Description Determination| /o0 o lete
i Complainant is inquiring into the application of the Duty Roster, DA Form 6 within his
unit. =

& https/ignetpentc2wilignetarmny.mil Ttype=allegationfallegationid = 12451 - IGARS Edit Allegatio - Windows Internet Explorer

*Function Code: 2M&-Details/Duty Roster EB *Subje
*Determination: Select [=]
Organizalion Code: | OTR{Other Training, Ft. Von Steuben) [*]  Characterization Code: Sekct
*Type of Issuer C-Command [=] Against UIC: Seect
Figure 58

Link Subject and Stated Allegation

Notice that the 'Subject' dropdown now contains the name of the subject / suspect that was
previously identified in the 'Subjects / Suspects' tab.

Multiple subjects / suspects can be identified in one IGAR for multiple allegations.

*Subject: A subject / suspect must first be loaded under the ‘Subjects / Suspects’ tab in order for
the IG to link the allegation to the subject / suspect in IGARS. Once the subject / suspect is
loaded, the individual’s name will be available for selection in the drop down. Note that multiple
subjects / suspects can be loaded into one case with different allegations for each. The IG must
verify that the proper subject / suspect is linked to the correct allegation in IGARS.

Case Information | Initiater/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

| Add Newlsswe | | Pont | | Cancel |
Case Number: [0TR150229 Label: [Doe 1/66 Date Opened: |05/27/2015 Date Closed: |
Function T of
“M Description ‘ Determination| 'YP® © 1 Delete
E gzlzzplainam is inquiring into the application of the Duty Roster, DA Form 6 within his c

&2 httpsy/fignetpentc2wi.ignet.army.mil/*type=allegationfallegationid =12453 - IGARS Edit Allegatio - Windows Internet Explorer

*Function Code: | 2M8-Details/Duty Roster [=] H ubject | Seiect [w]
[+l Dos, Joe_
|

i
| Select

'ﬂ‘OTR[CSiner Training, Ft. Von Steuben) [=]

%&hﬂnﬂ C-Command [=]

Figure 59
Allegations (continued)

*Determination: Substantiated or Not Substantiated. After the investigation has been approved,
the determination of the allegation is recorded in this field.

Comments: There is no prescriptive requirement for this field. This is solely for local IGs use.
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Characterization Code: See discussion of Characterization Codes on page 52. Not a
mandatory field; but, if the allegation is associated with one of the named categories, select that
category to allow for query.

*Type of Issue: See discussion of issue types on page 51. Select either Command or
Installation.

Against UIC: If the subject / suspect is not currently assigned to the command in which the
alleged allegation took place, and the local IG office has uploaded the UICs in the Utilities
Function of IGARS, then the that UIC can be associated to the subject / suspect as well.

Note: Even though the 'Issue’ tab is still highlighted, the complaint has in fact been converted to
an allegation.

Case Information | Intiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

[mmm| [ Print ] [CmaF_'

Case Number: [(OTR150229 Label: [Doe 1/66 Date Opened: [05/27/2015 Date Closed: |
Function Type of
Code Description Determination Asie Delete
EB Complainant is inquiring into the application of the Duty Roster, DA Form 6 within his c
unit. i
& https:/fignetpentc2wBignet.army.mil/ - IGARS Edit Allegation - Windows Internet Explorer =@ &
*Function Coda: IM3-Oetails/Duty Roster - n *Subject: Doe. Joe [=]

*Determination: | Select = Commants:
Organization Code. | OTR(Cther Training, Ft. Von Steuben) ' 2

*Type of Issue: C-Command
That 15G Joe Doe improperty adminis!

*Stated Allagation: /B Allegation has been updated.

“Discussion: E

Figure 60
Allegations (continued)

"Allegation has been updated." Select 'OK'.
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Case Information | Initiator/C bj fSuspects

'| Issues | Case Notes | Synopsis | Documents

Add New Allegation | [ Print | [ Cancel |

Case Number: [OTR150229 Label: |Doe 1/66 Date Opened: |MT!2015 Date Closed: |

Type
Flac:::m Description Determination|| of Subject/Suspect Delete

in violation of AR 220-45, Duty Rosters.

m That 1SG Joe Doe improperly administered the Duty Roster ﬂ m

Figure 61
Allegations (continued)

The allegation now appears under the 'Allegations’ tab with the Subject / Suspect.

Note: The ‘Description’ column is a legacy field.

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

[ Add New Subject/Suspect | [ Print | [ Cancel |

Case Number: [(-)TR‘ISGZ!S Label: |DM 1/66 Date Opened: |05.I'Zi’l2015 Date Closed: |

That 1SG Joe Doe improperly

123456789 |E8 m‘;f u R administered the Duty Roster in
= violation of AR 220-45, Duty
Rosters.
Figure 62

Subjects / Suspects Linked to Allegations

Going back to the 'Subjects / Suspects' tab, the view will now reflect the ‘Allegation’ associated
with the subject / suspect.

Note: The ‘Description’ column is a legacy field.
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I ICase Number: Iﬁmmm Label: |Elon 1166 Date Opened: Insmm15 Date Closed:
[ 2 htpssignetpentc2uBignetarmy.mil Tsubjectid=414 - IGAF ect - Wind ol [P=SpER)
*Last Name: Doe *First Name: | Joe
MI: *SSN (no hyphens): 123456789
Gender; M-Male [=] Race: U-Unknown [=]
*Component: A-Active Army [=] *Grade:  EB-Enlisted =]
Email; *Final Subject Motification:
Current Unit: | OTR(Other Training, F1. Von Steuben) [=] Against UIC: W12345-95TC =] |
Level of Command: O3 [=]
If the Subject/Susy isaC der/C SM/15G, then select Level of Command.
Allegations
Function Type of
Code |_ Description Determination AR Delete|
That 15G Joe Doe improperly administered the Duty Roster in violation of AR 220-45, Duty
M8 i C
rs.
|| Add New Allegation
Figure 63

Subjects/Suspects Linked to Allegations

By selecting the subject / suspect name hyperlink, additional data will be visible. Additional
Allegations against the subject / suspect can be added here by selecting 'Add new Allegations'.
If any changes are made, ensure you select 'Save' to save your work.

Note: The ‘Description’ column is a legacy field.

Inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, SAIG - Training Division, OTR

Case Information Issues | Case Notes | Synopsis l Documents

Save | | Print | [ Cancel |
iCase Number: B‘I'R‘IEDDD‘B Label: |Doe 3-79 Date Opened: |11ﬂ7.|‘21}15 Date Closed: |
Synopsis (See Section 2-8-2, Part 1, A and | Guide for Content Guidance)
‘Guidance on compl g the synopsis is | i in “The A and | g Guide”, Section 2-8-2, Part |

X

Figure 64
Finalize the Case — Complete the Synopsis

After opening the case in IGARS, the IG will continue through the IGAP process. Upon
addressing all issues and allegations, the IG will complete the synopsis in Step 7 of the IGAP.

In order to close out the case, the IG will ensure all case notes are completed, all relevant

documents have been uploaded, determinations for issues and allegations recorded, final
subject / suspect notifications completed, and the case is closed in IGARS.

70



IGARS Handbook July 2017

Complete the ‘Synopsis’ section and select ‘Save.’

Marzage fom webpage

- Synopsks has been changed but HOT weved, 13ARS is returning 1o the
A Synopsic tab. To cave the updated Synopais <lick the Save button

e ]

Figure 65
Finalize the Case — Complete the Synopsis (continued)

Select ‘Ok.’

Case Number: Biﬁm ~ Label: ﬁ 379 - Date Opened: ﬁ‘lﬂ-ﬂ'ﬂ‘l! Date Closed: |

Synopsis (See Section 2-8-2, Part 1, A and | Guide for Content Guidance)

| Guidance on completing the synopsis is located in "The A and | Guide”; Section 2-8-2, Part |

army.mil needs some information

et
e oo R %}\I

Ihours expended in minutes:

Figure 66
Finalize the Case — Complete the Synopsis (continued)

Select ‘Save’ again and enter any addition time expended in minutes. Select ‘Ok.’
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Message from webpage “
'l_\ Synopsis and man hours have been updated. ‘

Figure 67
Finalize the Case — Complete the Synopsis (continued)
Select ‘Ok.’
Case Information | 1 i i i Issues | Case Notes | Synopsis | Documents
Save | | Refarrals | | Delete l | Print | | Cancel |
General Information Status Timeline
Anonymous Case: | No o - e
[Office of Record l P [N 2 “IGARS Date Opened: [11/1772015_____|
W [OTRiGOO0 : F’:!:_ L ik
Case Number: [N — G- | R¥:In Review Suspense:
Doe 3-79 | Historical Significance: | Na v External Suspense: [:I
*Case Label | High Priority: | No v Notfication: [ |
J Y T 1

Figure 68
Case ‘Status’

When the local IG has completed the case, there may be a review process. This review could
be a legal-sufficiency review or a review by the Directing Authority for approval or concurrence.

While the IG is waiting to close the case, change the status to ‘RV — In Review.” This status will

allow those with visibility of your cases to know that the case is nearing completion and that a
review is in progress in preparation for closure.
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_ Case Informasan | Inllator Complainant | SubjectsSuspacts | Alagasons | Lisued | Case Sotes | Synopad | Documents

= Blocked Refemal Chart
|- e e Anony case [}io = Chart Lin
. IGARS Date Dperod: (11702014
“Case Nunber [GTRIBOOBT Stat: [AG.Open ™ "
T [ T = Suspense
| fic F B2 Extaémal Sus
"Casa Labet Histoncal Sageficance | L] parar
High Pricety. |* W Motfic alson
*Racaived From [Seect ™~ Diys in Prionty Status: |15 Achmowiedgernent l-—
Cortich Number [ Date Macedin Pricrty. | IGARSDuteConea [ |
" ' Aupurst, 2018 v |
B > Tetal Man Mours| %u Mo Ta e T fr S
Moew 15 Raderrat. | Experd 1 1 2 3 & 3 & |
m-r Adcltonal Man Hows in TR T HE LB D
" mended) | o5 W BB X
oy Fig: [t =) nElaNsxD|
Locatiorn: [Far Vien Steuben, viginia [w] Add W B Pt |
kT = Yo
y Fioribir Procedues
Tl Jpnt 30, 2008
Frpebionm Ao
[ |
Figure 69

IGARS Date Closed
Once the review process is completed, return to the ‘Case Information’ tab.

Select the date that the case was closed from the ‘IGARS Date Closed’ field and select ‘Save.’

ctor General Action Request System (IGARS) Training

LTC Gary Duff, SAIG - Training Division, OTR

Tris detstisse contsine information EXEMET FROM
m_vwmmmmumm For Official Uise Oniy =] on & Bt by AR 20-1,

Figure 70
IGARS Close Out Report

IGARS will notify the IG if there are mandatory fields that are not completed before the case can
be closed. In this case, three fields must be completed prior to closing the case. The
hyperlinks will take you to those respective fields for completion. Or, by selecting the ‘Case
Number,” the hyperlink will return you to the case.
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r General Action Request System (IGARS) Tra

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Ho

Figure 71
IGARS Close Out Report

Once all mandatory fields have been completed and the ‘IGARS Closed Date’ has been
submitted, the IGARS ‘Close Out Report’ will reflect ‘IGAR Closed.’

or General Action Request System (IGARS) Training

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

Figure 72
Initiator is Anonymous or Requests Anonymity
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Inspector General Action Request System (IGARS) Training
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

' Case Information |

Save | [ Cancel |
General Information Status Timeline
—_— Anonymous Case: [Yes_ .||l Chent BlockedReforralChant List
*Case Number: OTR 15 *Status: [A0-Open = *IGARS Date Opened: 5/27/2015
- *IG: | Duff, Gary [~] Suspense:
*Case Label: Historical Significance: | Mo Zl External Suspense:
- High Priority: [0 Z‘ Natification:
*Received From: | M-Army IG =] Acknowledgement:
Control Number: *IGARS Date Closed:
*Receipt Mode: | Select [=]
Figure 73

Initiator is Anonymous or Request Anonymity (continued)

While the Initiator / Complainant tab is still visible and reflects that it's a mandatory data field,
IGARS will allow the IG to close the case without any Initiator or Complainant if the ‘Anonymous
Case’ selection is ‘Yes’ under the ‘Status’ column. Selecting the ‘Initiator is Anonymous or
Request Anonymity’ radial button will automatically change the status to ‘Yes.’

Other functionalities in IGARS are the same as previously described.

Inspector General Action Request System (IGARS) Training

Web v

LTC Gary Duff, SAIG - Training Division, OTR

Figure 74
Initiator is Inquiring on Behalf of Someone

Selecting the ‘Initiator is Inquiring on Behalf of Someone’ is no different from the default
selection; ‘Initiator is the Individual with the Complaint.” The only exception is the initiator is a
third party.

Other functionalities in IGARS are the same as previously described.
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Chapter 5

Search
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Inspector General Action Request System (IGARS) Train
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

Case = Opened Closed

StatusPriorit
P OTR110006  07/23/2012 AO

Refarral 101772013 AQ
Referral 10/17/2013 AO
Referral 10/17/2013 AQ
Referral 101772013 AQ
Refarral 101772013 AQ
Referral 10/17/2013 AO
Referral 101172013 AQ
Referral 101772013 AQ
Referral 101772013 AQ
Referral 101772013 AQ
Refarral 1072013 A

Figure 1

Search

The 'Search' function allows the 1G to quickly find cases containing select information.

_____________

| Refemal 10011772013 AO M Case Al Unfair promotio...
Referral 101772013 AD M Case A2 Unfair promotio._.
Referral 10011772013 AO M CaseA3 Unfair promotio...
Refarral 1001772013 AD M Case A4 Unfair promotio..
Referral 10011772013 AO M  CaseAS Unfair promotio. .
Referral 10011772013 AO M  Case A6 Unfair promotio
Referral 101172013 AOD M  Case AT Unfair promaotio...
Referral 10/17/2013 AD M Case A8 Unfair promotio
Referral 10172013 AD M Case A9 Unfair
Referral 10/17/2013 AD M__ Case A0 Unfair promotio.
Referral Unfair promotio...
Referral Unfair promotio...
Referral Unfair promotio....
Referral Unfair promotio..

Figure 2
Search Subject

The 'Subject’ search functionality will allow the 1G to find a subject / suspect by last name or
Social Security Number (no hyphens).

Selecting the 'Subject’ hyperlink, a search window will appear. Input the last name or SSN of
the subject's / suspect's case for whom you are looking and select, 'Ok."'
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Inspector General Action Request System (IGARS) Training

Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

OTR140242 07/29/2014 Duff - HHG

E
iE
i
E

OTR140248 07302014 07302018 DU 98N prmy Reserve AGR Du
09/2372014 Duff Army Reserve AGR Duff
0972472014 Duff 3-79 Army Reserve AGR Duff
0972572014 Duff3-79  Ammy Reserve AGR Duff
12/16/2014 Duff 379 Army Reserve AGR Duff
1211772014 Duff 3-79  Army Reserve AGR Duff
12/18/2014 Duff 3.79 ___Army Reserve AGR Duff

@
&
-

cecoos o o

Figure 3
Search Subject (continued)

Any case that has that 'Subject’ or 'Suspect' last name will be returned. SSNs are preferable in
this search functionality as it will definitively bring back the 'Subject' or 'Suspect' sought after.

Note: Case information for only those case numbers that originated or were referred to your
office will be available for further review.

I Complainan!  Froblom Area
a2 AD M Wihistieblower (F) [udl, Gary Do W histlsbiowar
101 013 A € Caseld Stough HHIG
W0NTIA3 0] C Casali Gtough HHG
10712013 AD C  Caseld Steugh HHG
WTI2013 ALy M CaseAl Urkair promatio.
10172013 AQ M CaseA2 Urfair promatio
WATE03 Ay M Casa Al Urfair promatio
1072013 Al M CaseAd Urfaif promatic
TR0 Al M CaseAS Urfait promatio...
101013 A0 M CaseAf Urfair promotio
W T013 1] M Case AT Urfair promatio.
01712013 AD M CaseAB Urfail promatio
Heftird i m x| Ui oo
Aetermal 1001 712013 : Urfair promatio
Refperal A0 A7f2043 St Pt 5 | Urfair promafia.
Reterra 01772017 | Bt Commplmrnar sl e P Urtair promotio
Fo G Yiew Reteral 0 Urtait promatio
| Aetermal 101 712013 Urfair promatio
Reporis || Redoeral AT BT T LT Ulekait eomnetin
Figure 4

Search Complainant

The 'Complainant' search functionality is similar to that of the 'Subject’ search; however, it will
not search by a complainant's SSN.
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Opened  Closed  Label Component LastName  FirstName M| GenderGradef-

| 061712014 06172014 DEiee¥ ' Business stough MoV
DIH112001 101772010 IGO1L Active Army Stough Toni E Ed
FZ112001 10M17/2010 IGO1L Active Army Stough Toni F E4
jF2112001 10172010 IGO1L Active Army Stough Toni F E4 =
DIH112002 10/17/2010 IGO2L  Active Amy Stough Toni F E4 '
FZ112002 101772010 1GO2L Active Army Stough Toni F Ed
F2112002 10/17/2010 1GoZL Active Army Stough Toni F E4
DIH112003 1011772010 1GO3L Active Army Stough Toni F E4
FZ112003 10/17/2010 IGO3L  Active Amy Stough Toni F E4
F2112003 101772010 IGO3L Active Army Stough Toni F Ed
DIH112004 101712010 IGO4L  Active Amy Stough Toni F E4
FZ112004 101712010 1G04L Active Army Stough Toni F Ed
F2112004 10/17/2010 IGOAL  Active Army Stough Toni F E4
DIH112005 101772010 IGOSL Active Army Stough Toni (3 E4
FZ112005 10/17/2010 IGOSL  Active Amy Stough Toni FE4
F2112005 10/17/2010 1GosL Active Army Stough Toni F Ed
DIH112006 10/117/2010 IGOGL Active Army Stough Toni E E4

Figure 5

Search Complainant (continued)

The last name search of the ‘Complainant’ will bring back all cases in IGARS with that last
name. The IG will have to carefully review the cases to determine if any of them are his or her
complainant.

Again, only those cases that originated in your office with the underlined case number hyperlink
will be available for selection and view of case information. If the IG believes the complainant
has filed a complaint with another IG, using the office code of the case, the IG can find out who
the owning IG office is and call them to determine if the complaint has already been presented
and / or resolved.

Notice that most of the cases are not hyperlinked and did not originate from the OTR office. 1Gs
in the OTR office are not privy to the details of any case other than OTR140139.

Opsned Clessd StatusPricrity Tvpe Labsl Problem Area
¥ OTR 110006 Oz AD M Whistieblower (F) Pufl, Gary Doe Winticbdower 1 &

Hedperal 12013 Al c Case L1 Stiough HHG
Reterial RFALE] AQ G Capall Blough HHG
Redisrial 1001 7/7013 AL ¢ Caselt Stouph HHG
Riderral W01 AQ M Case Al Unfair promiatio.
Hedarral 2013 AL M CaseAZ Urfair prommalio
Retorral 10T AD M Case A3 Urfair promaolio
Hetprral 0TI AL M CaseAd Urfair promalic
Beteral WA [ats] M CaseAS Urfair premalio...
Risorral 2013 AD M Caso Al Urfair promialo
Bitirnal T AD M Casa AT Urfair promatic.
Histprial QM T2013 A M Case AR Urair promatio
Hedprral 07013 AD M CaseAD Unfair promotia.
Rdurid o T A Urfair promatio
Beteral 1 Unfair promatio.,
Ristorral 10 ““- ,?'-: Py E Untair promotio
Hedorial [ o Uirdair promatio. .
Heterial LU Urfair promalio

0 Unfair promalio.
et A T AL M Caae 8% Linkair penemcdie i

Figure 6

Search Case Number
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The 'Search’ function will also allow the IG to search by 'Case Number.' By selecting the
hyperlinked '‘Case Number' under 'Search,' a search window will appear. Any or all of a case
number can be put into the search box. Perhaps the IG only wants to see cases from a specific
fiscal year. Inthe example provided, the IG would type in "OTR14" and select 'Ok.’'

Closed StatusPriorityType Label
10/01/2015 10/01/2015 CL AR 350-1 APPX H Duff

11/03/2015 11/03/2015 CL AR 600-20 Duff Duff
11/04/2015 11/04/2015 CL AR 600-20 Duff Duff
11/04/2015 AQ M Duff 3-79 Duff Duff pay, not enough
11/05/2015 11/05/2015 CL AR 350-1 Duff Duff
S | 11/05/2015 AO M Duff 3-79 Duff Duff duty roster
i OTR160007 11/17/2015 11/17/2015 CL AR 600-20 Duff Doe
torsplawant Duty Roster
Case Number OTR160008 11/17/2015 11/17/2015 CL M Doe 3-79 Duff Doe Y
Proceedures...
Case Label
Problem Area
Document Description
|8 cases
Figure 7

Search Case Number (continued)

In the search for cases numbers that began with "OTR16," that is, cases for the OTR office in
fiscal year 2016, the search resulted in 8 cases.

Opsned Closed StatusPriodty Tvpe Labsl IG  Complainant  Problem Area
(A A M Whestleblewer (P) Dwft, Gary Dowr W Fest oo 1
WT2013 AL C Casalt Slough MG
W01 AD € Casel? Slough HHG
W 1T/2013 AD C Casell Slough HHG
AT AD M CaseAl Uninir promeotio
W1 2013 AD M CaseA2 Lirdar g¥ cmenlas
WIT2013 AD M CasoAd Uniasr promeote
W01 AL M CaseAd Unlas pcemedlas
172013 AD M CaseAS Unfnir promotic
W T2013 Al M CaseAS Limdair g comelld
HTI01 AD M CaseAT Uninls promelio,
W1 2013 AD M Case AR Lindair gm0l
. | Beferal WATA Al M Casn AR Uniir promotic.
m {| Roferal it o [ T = Lindaie gromaole
| Baleiral b UL I E Uinaer prcemeotao
Extenal Supeigg Fiterral o T e Uindner groemeoti
Pt Cument Vigs Fiadpiral WA T e | Uninin promolio
| Reteral WX i Unilasr grosmesta
= Retera W _ — Unéas promats
Figure 8

Search Case Label

The 'Case Label' is a mandatory field in IGARS, but there is nothing prescriptive in AR 20-1
or The Assistance and Investigations Guide directing what the local IG office must put in that
field. Typically, the complainant's last name and unit of assignment (if military) are put in that
field. Sometimes IG offices also put a short description of the problem area. Regardless,
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whatever the standard is for your office, you can search the database for cases based on key
words put into the 'Case Label field.

Select the 'Case Label' hyperlink. The search window will appear. Put the key word for your
case label in the search box and select 'Ok.’'

AD . HHG Delivery HHG Delivery
Delivery of HHG Verdejo Delivery of HHG
: HHG Delivery

Delivery of hou. ..
Duff - HHG HHG
HHG HHG
HHG Mon-receipt of .
Duff 3-79 HHG HHG
Duff 3-79 HHG HHG

Opened
0571572014
09/282011 09/28/2011 CL
09/29/2011 09/29/2011 CL
05/14/2014 05/14/2014 CL
06/17/2014 06/17/2014 CL
07/29/2014 AQ
0713172014 AQ
0172772014 RO
11/05/2014 11/05/2014 CL
11/06/2014 11/06/2014 CL

>

Verdejo
Bashaw

TEZTEZE E=X

Figure 9
Search Case Label (continued)

In this case, we were looking for any 'Case Labels' containing "HHG," which brought back 10
cases.

b TR L0005 VA2 A M Whristebiower [F) Oul. Gary Doe W P Delonnes ¢ A
Referal 0O 1 Tr N3 AD C  Casell Shough HHG
Beferal WTRO3 L C  Casell Stough HHG
Referra 1 TN A C Cassld Stough HHG
Bl TR AD M CaseAt Uiy proemobo.
Fiaforal WA T3 ad M CaseAZ Unfair promoto
Bebeital T3 AD M CaseAld Ubnfait promol
Fefera A3 A M CaseAd Ubnfair promato:
Hefera W A3 AD M CaseAS ‘Uniair presmsobio.
Referal W T3 AD M Case AS Unfair promobo
me Beferal WAT213 Al M CaseAT Usifaiv gremvolan
| Faferal W3 A M CaseAB \iniair proamobo.
View Retery w10 Tt Urfar promote.
Default Referal BV 7720t Pt E Unfair promiotio
ExpendRefersi Dats || Rafery T g b e . Unisir promotio.
External Suspence | Psferal W 1 710§ Cires | Uniair promobo
oA Corse Vi I | Befors WA = Unfair promotio.
A L oS — Sl

Figure 10
Search Problem Area

The "Problem Area' is also searchable for key words. After you select the 'Problem Area’

hyperlink, a search box will appear. Type in the key word you are searching for in the 'Problem
Area’ and select "Ok."
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Opened Closed StatusPriorityType Label 1G Complainant Problem Area

02/09/2016 02/09/2016 CL M Duff 1-66 Duff Duff pay

07/30/2015 AO M Duff 1/66 Duff Duff Pay

07/29/2015 AOQ M Duff 1/66 Duff duff pay

07/28/2015 AO M Duff 1/66 Duff Duff pay

051122015 AOQ M Duff 1/66 Duff Duff pay

0211212015 AO M Duff 379 Duff duff not enough pay
OTR150145 02/10/2015 AOQ M Duff 379 Duff Duff Not enough pay
OTR150087 12/18/2014 AO M Duff 3-79 Duff Duff Pay, not enough
OTR150066 121172014 AOQ M Duff 3-79 Duff Duff Pay
OTR140288 09/24/2014 AO M Duff 3-79 Duff Duff Pay
OTR140286 09/23/2014 AOQ M Duff Duff Duff Pay

Figure 11
Search Problem Area (continued)

In this scenario, we were looking for cases that had the key word "pay" in the 'Problem Area.'

Opened Closed StatusPriority Time Label IG  Complainant  ProblemArea
o2z A M Whisthetdower (F) Duff, Gary  Doe Whistleblower 1.
WTr2013 A C Caseld Slough HHG
W3 Al G Caselt Slough HHG
T3 AD ¢ Caseld Sough HHG
W0MTIEA3 a0 M CaseAl Unfair promeote.
WiTr2013 AQ M CaseA2 Untair promedsa
WITIEN3 A M CaseAl Unfair promatio...
107013 A M Case Ad Usdaif promdle
W T3 Al M CateAs Urtair promtio.
Pr1Tr2013 A M CazeAS Uniair prometo
WATIAN3 a0 M CaseAT LUnfair promatio.
1012013 A M Caze Al Uiaii proemaled
| Ruliesral 072013 AQ M CaseAS Uriair promalio,
Defaut Rsteral 10172 T — % | réat romae
Expand Reforg) Dalg Refemal Wi - Uit promalio
Extemal Suspense Fiafearal 10172 ""’B"" Unitair peomatio
Prod Ciatrert View Releral 77 T R Cares Urfair promolic.
g orzh Hafearal WA s Undair promotm
1559 Beleral WiT2 Uritnir promalio.
i 1A TR [ Tal 1Al Coco &40 Airdaic 1]
Figure 12

Search Document Description
The ‘Document Description' is also searchable for key words. After you select the ‘Document

Description' hyperlink, a search box will appear. Type in the key word that you are searching for
in the 'Document Description' and select "OKk."
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DOC 1 - DA Form ‘_23‘2 OTR140250_Doc 1 - Stough DA
OTR140250 07/31/2014 AD M HHG 1559 :ﬂ&un 1559 pdf

972372014
OTR140286 09723/2014 AQ M Duff Stough_DA_1559.pdf 10:41:00
AM

972472014
OTR140288 09/24/2014 AO M Duff3-79 1559 ;:‘m:nu

92572014
OTR140290 09/25/2014 AO M  Duff 3-79 Stough_DA_1559.pdf 10:43:00 QTR140290_Stough_DA_1559.pdf

A

412412014

Doc 1-Stough DA 1~ OTR149000_Doc 1 - Stough DA
OTR149000 01/27/2014 RO M HHG 1559 |1:%"_‘13:I1I:I' 1558 paf
Duff 3-79 11672014

QTR150034 11/06/2014 11/06/2014 CL M H:G 2 DOC 1 1559 1%45'00 QTR150034_ Stough DA_1559 pdf

Al
Eﬂ cases

Figure 13

Search Document Description (continued)

This 'Search' brought back 9 cases that contained the number "1559." The IG can select the
hyperlinked case number to view the entire case or the hyperlinked 'File' name to view the
document.
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Chapter 6

View
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The *View’ Function allows the user to see a variety of case information in several levels of
detail.

GARS) Training Stz
3

LTC Gary Duff, SAIG - Training Divison, OTR Updates FAQS Home Logout

Cam ;
b OTR10006 Wrzsaiz &0 ]
Rederral WT2013 AD G
Reteral WTEAY AD [+
Fosliert WMHT2013 AD C
Beferrd WT013 AD [}
Rfera WITA013 AD 1]
Betersl WA AD M CaseAl Ustasr promcto
Rotorral W13 AD L] Case Ad Urifar promoto
Rederral W3 AD M CxseAS Usiar promcts
Heterral W73 A M CaseAb Uritaw promoto
Reterral WiT013 AD M CaseAT Urfiir promatio
Hatersl W13 AD M CaseAS Unfair promiotio
m Figferral Wit AD M CaseAd I ——
Bferry WT2013 AD M CaseAN Uik provmobn
Eapand Referral Dtz Referal WA AD M CaseAti Urlasr promotio.
Externad Surpomg Fieteral W T2013 AD M CaseAl? Ustas promctn
Pt Corrgr Vgm Aetery WTE13 AD M CaseAld Urntar promots
Figure 1
View

Under ‘View,’ select the ‘Default’ hyperlink if you want to return the screen to the main page. If
any of the data is manipulated or sorted on the main screen, selecting ‘Default’ will return it to
the main page as viewed when you normally log in.

Selecting ‘the Home’ hyperlink located under the IG crest will also return you to the main page
but will not refresh the data viewed in the middle of the screen as the ‘Default’ will.

Inspector General Action Request System (IGARS) Training

Web v3.10.1

LTC Gary Duff, SAIG - Training Division, OTR

10/1772013 M Case D46
Referral 10/17/2013 AD M Case D47
Referral 10/17/2013 AD M Case D48
Referral 10772013 AO M Case D49
Referral 10/17/2013 AD M  Case D50
Referral 10/17/2013 AO M Case D51
Refemral 10/17/2013 AD M Case D52
Refemral 10/17/2013 AQ M CaseD353
Referral 10/17/2013 AD M  Case D54
® O1R109562 (DO) 10/17/2010 RV M Anon - DO Test Guertin~ Whitman  Insufficient Pa. .
b OTR110003 05/15/2014 AO X HHG Delivery Torrescruz HHG Delivery
' OTR110004 09/27/2011 AO M Non-Support (2) Haughton Capps Non-Support (2)
P OTR110005 09/27/2011 AD M Non-Support (3) Guertin  Jones Non-Support (3)
» DIR110087 09/12/2012 AD M MEB(C) Verdejp  Casey Untimely MED Pr...
P OTR12012 08/15/2012 AD M  AGR Program (M) Duff Doe AGR Program
03/18/2014 RO M help Bashaw  x help
QTR140071 03/02/2014 AD M ORB Bashaw Personnel Issue
OTR140072 04/2372014 AD C Caselt Bashaw  Stough HHG
Figure 2

Expand Referral Data
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The blue sideways-leaning triangle identifies a case that the local IG office is referring to
another IG Office. As discussed in another section, clicking on the blue triangle will bring up the
referral window. Selecting the ‘Expand Referral Data’ hyperlink under ‘View’ will present the
referral data on the main page.

Select the hyperlink, ‘Expand Referral Data.’

10172013 Case D46

M
10172013 AO M  Case D47
101772013 AQ M  CaseD48
101172013 AQ M  Case D49
10172013 AD M  CaseD50
10172013 AQ M CaseD51
10172013 AD M  CaseD52
101772013 AQ M Case D53
1011772013 AD M  CaseD54
_ 10M7/2010 RV M Anon-DO Test Guertin ~ Whitman Insufficient Pa. _
l 1011772010 AQ c Shillingford RV: ACK:
05/15/2014 AD ¥ HHG Delivery Tomescruz HHG Delivery
RV M  ToDOFromOTR  Lovell RV: ACK:
A0 M ~_Haughton Capps Non-Support (2)
9/27/2011 AD ML _Bashaw RV: ACK:
09/27/2011 AOQ M Non-Support (3) Guertin Jones Non-Support (3)
Rﬁ'&f"‘" OTR110087 09/12/2012 AOQ M MEB(C) Verdejo  Casey Untimely MED Pr...
Blank 1559 OTR110087 09/12/2012 AQ M  OOR Refer Only Verdejo
Standard Referral 09/12/2012 AO M  To:103ESC From:OTR Bates RV: ACK:
Statistical OTR120128 08/15/2012 AD M  AGRProgram (M)  Grifith  Manns AGR Program
ﬁgﬁﬁ?ﬂ@i\fi@m Referral 08/15/2012 AQ M To:NFL From:0OTR Griffith RV: ACK:-
Figure 3

Expand Referral Data (continued)

The referral data is now expanded and presented in an abbreviated fashion on the main page
under the local IG's case data for quick reference. The expanded referral data will allow the IG
to quickly review all cases that are on the main page out for referral.

Select ‘Default’ and the expanded referral data will disappear and be replaced by the blue
triangles again.

o2
WTF013
WA
R WITr2013
W3
WY 177
WTraa
W 1772013
W3
W13
WIT013
Reborral W13
WA
W13
T
WITrA13
WA

ki

RERERER

il

Case A12 Untax gromoto
~M_ CaseA13 Unfasr promobio '

BEBEB5B5B2BEE25820

Figure 4
External Suspense
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Selecting the ‘External Suspense’ hyperlink under ‘View’ will reveal the open cases with an
external suspense on the main page. Select ‘External Suspense.’

Case Opened -MsPriorith!E Label IG  Complainant Problem Area
Duff,
Gary
Duff,
Gary

Doe Insufficient Pa...

P OTR109562 (DO) 10/17/2010 11/30/2012 RV M Anon-DO Test

OTR150229 05/27/2015 08/01/2015 AO M Doe 1/66 Duty Roster Pro...

Figure 5
External Suspense (continued)

Of the open cases in our office, only one has an external suspense. To return to the main page
showing all open cases, select ‘Default.’

QTR D008 a2 AD ]
Bl WITE013 AD C Cageli SHimagh HHG
Beforrgl W3 a0 € Casell Sough HHG
Pt WT2013 AD C Caseld Shimagh HHG
Bederral WA AD M CaszAl Urfasr promotas
Referrs LR Ty ] AD M CaseA? Unfasr promioto
Beters WHTA13 &D M CaseA3 Uinfzsr promotio
Redprral WITrA3 A M CateAd Unfasr promob
Biederral LU P Lt M CaseAS Unfas pramato.
Heterry W 1113 Al M CaseAS Unfasr promota
Freteral TN A M CaseAT Usfiger promotio
Riaterral W73 A M Casedd Unfas promolo
Reterral WA AD M CaseAD Urlasr promato.
Bederral WITr013 AD M CassAN Unlder promolan
Heferal AT L] M CaseAl) Unfasr promgtn.
Rederal W172013 A M CaseAl2 Uil proamolal
Rsdeeral TR AN M Caes AT 1 nffar ronranan
Figure 6

Print Current View

If the IG wants to export all of the 'Open Cases' from the Main Page to view the data in Excel,
select the 'Print Current View' hyperlink.

All cases located on the Main Page will be returned in the Excel spreadsheet.
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Redesral

Rdsrral 1001772013 40 M CaseA2 Unfak premstons in 373 AR

Rebgrt e 2

Rosterral 101772013 40 M Casead Unlak promations in 3.7 AR
Mo CmeAs

Raterral 1872013 AD ] CIIO{G. Unlaie prometions in 3.79 AR r

Rederral TR0 3 AQ L Case A3 Unlai promstions in 3-79 AR

Redesral A0 M Casmds

Rederral WTR013 AQ k Case A0 Unfai promotions in 3-79 AR

Radeersl 10172013 AD u Case A12 Unfai i 3-79 AR

Rabwral L =

Raterral 1WT2013 AD L) Case A14 ‘Unfakr promations in 3.79 AR

Ratormal AL M

Rederral 72013 AQ - Case A6 Unfak prometions in 379 AR

Print Current View (continued)

The basic case data as seen on the main page will be listed as represented in the figure. The
data is not searchable in this format or easily viewed.

Select the 'Export' button in the upper left of the screen.

Reserral 172013 AD M Cask A4S Unfai in3-19 AR

Rdosral WT013 A0 M Case A48 Unfai promaotions in 3.79 AR

e T e P L
A M Case ASZ

Rdesral AT Unfakr premstions in 3.73 AR
A M CaseAss

Raderral 1072013 Unfak premotions in 3.79 AR

Rgtaeral 10172013
-

Figure 8
Print Current View (continued)

A warning banner may appear at the bottom of your screen.

Select 'Open'.

Figure 9
Print Current View (continued)

Another warning banner will appear; select 'Yes.'
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L e =T

o B B[ W e e [ | e S (E) e gy g

(o A e 0 s o] (3 - % 030 ) tontmonn rema [TETTTTI [impat Nate o | e Oote e,
T gt s Metar g stys cen
< 2] i 3 ' & i L] ! I

x e
2 Cloted Statut riarity Type: Labe} ] Lomplainint Brohiam Aea
3 OTRL1000G o7/ an M ‘Whistieblowes (¥ Demery Peters ‘Whistieblower reprisal
4 Weteral Wiz A0 c caselt Sough HbG
5 Referral 1017203 A c Casa Ll Sanugh HHG
& Referral 10f17/2018 Al < Carerd Sough G
ERCT 16T Ay " Caseal Unfair pramotscers in 7 Al
B Referral 11772008 an M Case A3 unfiair promations in 373 AR
3 Referral 1w/17/2003 #0 " Caze a3 Unair promotions In 373 AR
10 Refesral W/17/2003 s0 " casead Unfair promatices In 373 AR
11 Refermal 1617203 an M case A% Unfair promotioes in 379 AR
33 Referral 18/13/2018 Ag " Cave df Unfaif promoticen in -2 AR
13 Referral w0 an " Casma? Untair promaticn in 37 AR
34 Referral 1170 A " unfaif promobions in 3- 79 AR
15 Referral w20 A0 " Unfair promations in 373 AR
16 Referral 10172003 Ao " Unfair promatioes in 379 AR
17 Referral 10f17/2013 A0 ™ unfair promotions in 375 AR
18 Beteral 10i/2003 A0 " Untair pramoticers in -7 Al
19 Relaeral 10072018 e " Linfair promatsces in - AR
20/ Reterral efuT00 acy " Untair promatice in 37 AR
2 Retesmal w17/2003 A0 " Unair promotices in 373 AR
22 Referral 10/17/2003 an L) Unfair promotions in 3-79 &R
23 Reterral 1172003 a0 " Unfair promotices in 373 AR
38 Referral a0 an " Untair promation in -7 AR
25 Rufeeral oA Ag " Unfair promation in 33 AR
26 Referral /172008 an " unfair promotscer in -7 AR
27 Referral 1017/2003 AD " Unfair promotions in 379 AR
8 Referral w20 a0 " Unfair promaticns in 373 &R
29 Referral 10f17/2003 a0 L) Unfair promotsons in 373 AR
30 Refaeral W0f72008 a0 " Linfair promatsces in - AR
9 Retersl LT A " Untair promaticns in 373 AR
12 Refarral iefi/2018 A M Unfair promoticed in -7 AR
33 Refermal 10/17/2003 an L) Unfair promotions in 379 &R
38 Refernal 1172003 a0 " Unfair promotices in 373 AR
33 Refermal 10/17/2003 #0 " Unair promotions in 379 AR
18 Referral Wi A ') Unfair pramaticns in 1-7 AR
17 Referral /1372008 Fe] " unfair promotscer in -7 AR
18 eferral 18/13/2018 A " uinfuir promotscer in 3 AR
39 Refermal 10/13/2013 A0 ) Unfalr promations in 373 AR
30 Referral 10/17/2003 a0 L) Unfair promotsons in 373 AR
41 Reterral Wi/ A0 " Unfair promations in 373 AR
42 Refeeral 1017203 A ') Unbair pramatices in 3- 73 AR
43 haferral 18/i7/2018 A M Unfair promotion in -7 AR
44 Referral AT A " uinbair promaticen in -7 AR

10/17/ 2008 A M unfair promations in 379 AR

" Unair promtions in 373 AR

_Linfair promatscersin 2T AR

Figure 10
Print Current View (continued)

The case number and associated information from the main page are now available in an Excel
format that can be saved to the desktop or searched.

The 'Print Current View' functionality works the same way throughout IGARS.
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Chapter 7

Standard Reports - Individual Case 1559; Blank e1559; Predefined
(Standard) Reports
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Opened Closed StatusPriority Type Label
07/23/2012 AD M Whistleblower (P)

10/17/2013 AO C Case L1

Referral 10/17/2013 AOC C Casel1
Referral 10/17/2013 AO M Case A11
10/17/2013 AO M  Case A33
Referral 10/17/2013 AO M Case A34
Referral 10/17/2013 AO M  Case A35
Referral 10/17/2013 AO M Case A36
Referral 10/17/2013 AO M  Case A37
Referral 10/17/2013 AO M Case A38
Referral 10/17/2013 AO M  Case A39
Referral 10/17/2013 AO M Case A40
View Referral 10/17/2013 AO M  Case A41
Default Referral 10/17/2013 AO M Case A42
Expand Referral Data Referral 10/17/2013 AO M Case A43
Mﬁﬁﬂ Referral 10/17/2013 AO M Case Add
Prnt Current View Referral 10/17/2013 AO M  Case A45
Referral 10/17/2013 AO M  Case A46
15_5_9_' o Referral 10/17/2013 AO M  Case A47
Blank 1559 Referral 10/17/2013 AO M Case A48
Standard Referral 10/17/2013 AD M Case A49
Statistical Referral 10/17/2013 AO M Case A50
Referral Referral 10/17/2013 AO M  Case AS1
n el Referral 10/17/2013 AO M  Case A52
Ad Hoc Query Referral 10/17/2013 AO M  Case A53
B afarral ANMATIMON1 A kA oacae AEA

Figure 1

Reports — Individual Case 1559

The most basic report in IGARS is the electronic 1559 for an individual case. In order to return
this report, the IG must know the number of the case he or she is seeking in the database.
Select the hyperlink ‘1559.

Cpened

OFiZaa02 Lt L] WY histlptiowes (F) Dt CGaary Do
Haferral 091 PN A ALy = Cano LY S
Eafatmal PO T2 D A C CasolLil =t
Hatarral 100172013 ALY C Casell Sid
WHATI2013 Al M Case Al
Fefarral PO A FEADA3 ACH [X] o A2
Refeiral WATIZ0NT A M CaseAd
Heforral
Bafarral
Bafeial .
Hefeimal
e
Dafaul Refeial
Expand Roferal Data
Exteinal s e Hetaral
Heferral
it Heferal
Biaak 1559 Reterral
S Hatamral
Statistical Fataral
Heferral
il Hatgrral METIATY A M tameAo
Ad Moo Guerny WAT0ND _ A M Case A1
Figure 2

e1559 without Case Notes
After selecting the ‘1559 hyperlink, a selection window will appear. Type in the case number of

the case you are seeking and select “Continue.” Note that in this case, we did not select the
toggle to include the case notes in this report.
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Department of the Army
Inspector General Action Request System
08-24-2018 Elec II'OI]i(: 1559 CTR120128
Case Number: OTR 120128 | Open Date: | 08152012
Complaint Made To: Army 16 Close Date:
Case Status: Open Suspeuse:|:|
Priority Flag: External Suspense: I:l

Receipt Mode: Call-In Notification: I:l
NonIGReferral: Acknowledg ement:

CaseLabel: AGE Program (M)

Home 1G: [ 1

1G: D, LTC G ary |
Location: Fort Von Stavben Virginia
Problem Area: AGE. Prozam

Priority Date/Days: I 0

Initiator (s} Infor mation
Name Component Gender Grade Facs
[De= 1ane |s | | B Ju
Complainant(s) Information
Name Componsnt Gender Grads Race
Dos T | IF Jes Ju

Other Issues or Allapations:

Function: 27A5 | AGE Progam

Stated Allegation: |23G Jans Do= mquesting assistanee with her AGR application

Discussion:

Conclusion:

Organization:

D atermination: UsarData: | |T]ILI Category: |C

Characterization:

Svnopsis

Figure 3
€1559 Individual Case without Case Notes (continued)

This is the electronic 1559 for an individual case without case notes produced by the report
requested.

92



IGARS Handbook July 2017

Figure 4
e1559 with Case Notes

Through the same process, selecting the toggle ‘Print Case Notes?’ will return the same report,
but this time it will include the case notes for the case. Select ‘Continue.’
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08-24-2016 Electrﬁ[lic 1559 OTR120128
Case Number: OTR 120128 | Open Date: | 08/152012
Complaint Made To: Aemry 15 Close Date:

Case Status: Open Suspeuse:lIl
Priority Flag: External Suspense:|:|
Receipt Mode: Calt-In Notification: I:l
NondG R eferralk Aclmuwledgemenl:

Case Lahel AGE. Program (M)

Home 1G: [ 1]

1G: Duf, LTC Gary |
Location: Fort Von Stevben, Virginia
Problem Area: AGE. Program
Priority Date/Days: I 0
Imitiator(s) Infor mation
Name Comp onsnt Gender Grads Race
[Dos Tane | | | |
Complainant(s ) Information
Name Comp onsnt Gender Grads Race
Dos Jans |= | |es | &
OtherIssues or Allegations:
Funetion: 27A5 | AGR Progmm
Stated Allegation: |£3G Jan= Dos requesting assistance with her AGR application
Discussion:
Conclusion:
Organization:
Determination: User Data: | |T]]LI Category: |C
Characterization:
Synopsis
Casenotes

8132012 (LTC Gargy Duff): Recaivad acall from 388G JaneDos currantly assimed to the 355 Chemical Comparry, 2aUS Army Feserve
vnit located in Lynchburs, VA She claims that her AGR packet isnt being procssad ina imely manner and 1s requasting assistance.

=== | i T T — T — T T

Figure 5
e1559 with Case Notes (continued)

Now, the electronic 1559 has the case notes included. (Notice the “Synopsis” field has not yet
been completed.)
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Case Opened Closed StatusPriority Type Label
» OTR110006 07/23/2012 AO M Whistleblower (P) D¢
Referral 10/17/2013 AO C Case L1
Referral 10/17/2013 AO C Case L1
Referral 10/17/2013 AO M Case A11
Referral 10/17/2013 AD M Case A33
Referral 10/17/2013 AD M Case A34
Referral 10/17/2013 AO M Case A35
Referral 10/17/2013 AO M Case A36
Referral 10/17/2013 AO M Case A37
Referral 10/17/2013 AO M Case A38
Referral 10/17/2013 AO M Case A39
Referral 10/17/2013 AO M Case A40
Referral 10/17/2013 AO M Case A41
Detault Referral 10/17/2013 AO M Case A42
%{M Referral 10/17/2013 AO M Case A43
s smraies Referral 10/17/2013 AO M  Case Ada
Print Cument View Referral 10/17/2013 AO M  Case A45
Referral 10/17/2013 AQO M Case A46
Referral 10/17/2013 AO M Case AAT
Referral 10/17/2013 AO M Case A48
Referral 10/17/2013 AO M Case A49
Referral 10/17/2013 AO M Case A50
Referral 10/17/2013 AO M Case A51
Referral 10/17/2013 AO M Case AS52
Referral 10/17/2013 AOD M Case AS3
Referral 10/17/2013 AO M Case AS4
Figure 6

Main Page — Reports

From the home page, select the ‘Blank 1559 hyperlink under ‘Functions’ under ‘Reports.” The
blank 1559 is a reproduction of the e1559 that an IG office can use in the event of difficulties of
inputting an IGAR into IGARS. In case of a computer or network outage, these manually
completed 1559s can then be coded into IGARS once the system is again available or
submitted to DAIG for input into IGARS (as directed). The blank electronic 1559 (or coding
sheet) is also referred to as the “back side” of the DA Form 1559; complainants use the “front
side” to submit an IGAR.
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Inspector General Action Request System

08-24-2018

Electronic 1559

Case Number:
Suspense Date:

Close Date:

I Open Date:
External Suspense Date:

Complaint Made To: [

| Receipt Mode:

Case Status: [

| NonlGReferrali[ ]

Priority Flag: [

Initiator(s) Information

MName

Complainant(s) Information

MName

Case Label:

Notific ation Date:

L ocation:

Problem Area: |

Subject Information

Name:

Component:

Race:

Organization:

Mobilization:

Function Information

Function: |

Stated Allegation:

Discussion:

Conclusion: |

Determination: |

|UserData: [ | TMCategory: [ |

Characterization: |

Other Issues or Allegations:

Function:

Stated Allegation:

Discussion:

Conclusion:

Determination:

| User Data: |:| TIM Category:

Charac terization:

Synopsis

Cas enotes

A single page of the e1559.

Figure 7
Blank Electronic Form 1559
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Department of the Army

Inspector General Action Request System

068-02-2015

Electronic 1559

Case Number: Close Date: Open Date:

Suspense Date: External Suspense Date:

Complaint Made To: Receipt Mode:

Casze Status: Non-IG Referral:
Priority Flag:

Initiator(s) Information

Name Component (Gender Grade Race

[ | | [ I I

Complainant(s) Information

Name Component Gender Grade Race

| | [ I |

Case Label: ]

Notification Date: l Home IG: [ ] IG: [
Location:

Problem Area:

Figure 8
Case Information and Initiator / Complainant Data

All of the data on the top portion of the e1559 is used to populate the ‘Case Information’ and
‘Initiator / Complainant’ tabs in IGARS.

Note: The ‘Home IG’ is a legacy data field.
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Subject Information

Name:

Component:

Race:

Organization:

Mobilization:

Function Information

Function:

Stated Allegation:

Discussion:

Conclusion:

S55N:
Grade:
Gender:

Consent:

Determination:

Characterization:

User Data: TIM Category:

Other Issues or Allegations:

Function:

Stated Allegation:

Discussion:

Conclusion:

Determination:

Characterization:

Synopsis

User Data: TIM Category:

L1

l

Casenotes

Figure 9

I

Subject / Suspect, Allegations / Issues, Synopsis, and Case Notes

The bottom portion of the e1559 is used to populate the ‘Subject / Suspect’ and ‘Allegations’

and / or ‘Issues’ tab. Initial ‘Synopsis’ and ‘Case Notes’ information may be recorded at the
bottom of this form.

Note that the ‘Stated Allegation,’ ‘Discussion,’ and ‘Conclusion’ sections are legacy fields.
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Case Opened Closed Status Priority Type Label
P OTR110006 D7/23/2012 AOC M Whistleblower (P)

Referral 10/17/2013 AO C Case L1

Referral 10/17/2013 AO C Case L1
Referral 10/17/2013 AO M Case A11
Referral 10/17/2013 AO M Case A33
Referral 10/17/2013 AQC M Case A34
10/17/2013 AOC M Case A35
Referral 10/17/2013 AO M Case A36
Referral 10/17/2013 AO M Case A37
Referral 10/17/2013 AC M Case A3S8
Referral 1011 7/2013 AO M Case A39
Referral 10/17/2013 AO M Case A40
10/17/2013 AO M Case Ad1
Defauli Referral 10/17/2013 AO M Case A42
Expand Referral Data Referral 10/17/2013 AC M Case A43
SSEE e S e m Referral 10/17/2013 AOC M Case Ad4
EnntCument Wiew Referral 10/17/2013 AO M  Case A45
Referral 10/17/2013 AOC M Case Ads
Referral 101 7/2013 AO M Case AAT
Referral 10/17/2013 AOC M Case A48
Referral 10/17/2013 AO M Case A49
Referral 10/17/2013 AOC M Case AS50
Referral 10/17/2013 AO M Case A51
Man Houera::S Ogen Referral 10/M17/2013 AQO M Case A2
Ad Hoc Query Referral 10/17/2013 AO M Case A53

Figure 10

Standard Report Selection

From the 'Home Page' in IGARS, under the 'Functions' Column, under 'Reports,' select the
hyperlinked word 'Standard’ for the 'Standard Report.'

The main selection page for the 'Standard Report' will appear. Any number of selections can be
made.

Some general notes about the standard report. It is perhaps one of the more versatile of the
reports, allowing the IG to filter and sort case data in a number of ways. Unlike statistical
reports, which only return data from cases that are in a CLOSED status, information extracted
from the database through the use of Standard Report queries may include cases in all
available statuses: Open, Closed, In Review, and Re-opened. Reports generated from the
menu of Standard Reports should not be used for statistical or trends analysis because, other
than cases that are CLOSED, the function codes and determinations are not final. Also, the IG
must keep in mind that when using the Standard Reports menu for historical review purposes,
cases that do not include a substantiated allegation associated will be removed from the data
base 3 years after the closure date.
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Reset Selactio Run Report

All Values All Values All Values  |[[All Values QTR = SAIG - Training Division All Values

A 1 Secretary of the Army A Il A-Acti Aberdeen Proving Ground, Mar A

F 1A Chief of Staff of the Army -Busil Adelphi Laboratory Center, Mar

N 1B Congress C-DA Civilian Afghanistan - Other

S 2 Secretary of Defense E-Active Army Retiree Akasaka Press Center, Tokyo, .

) 2A CG/Commander F-Army Reserve Retiree Akizuki Army Ammunition Depo

X 2B Chain of Command G-Army National Guard Al-Udeid Airbase, Doha, Qatar
2C DOD Hotline H-Army MNational Guard AGR Alabama Army Ammunition Plar
2D SAIG I-Army National Guard Retiree Alabama National Guard, Alaba
2E V) DOD Hotline Congressionaly, |||J-Army National Guard Technic Alamo ASA, Korea v
2F DOD Hotline OCLL K-Contractor Alaska National Guard, Alaska

Open Date Close Date

From From . .
I I Cor Iast,(space)first) Initiator Inspector General |AII Values

To To [(ast or last (space)fivst) User Info I

Approval Type Case Type
@® All Cases O Only Office of Inquiry Cases @® Al Cases R;p'l‘zltgr::::slwhere:
O Only Office of Record Cases O Only Office of Inquiry Cases(Further Referrals Exist) O Exclude Information IGARS
O Only Office of Record Cases(QOI Referrals) O Only Office of Inquiry Cases(No Referrals) O Only Information IGARS
O Only Office of Record Cases(No Referrals) O Office of Record and Office of Record Referred Cases O Only Priority Status Cases
O Only Office of Record Refer Only QO Only DOD Referral Cases

Figure 11
Standard Report Main Page

Between running reports, the IG should select the 'Reset Selection’ button in order to clear the
data selected. This action will prevent unwanted data from the next report or the creation of
confusion. It will also lessen the chance that conflicting data requests are made resulting in an
error screen.

After opening the 'Standard Report', and without making a selection, the IG could select the
'Run Report' button, bringing back a basic standard report for all cases.

ctor General Action Request System (IGARS) Training @ ‘»‘f‘

o
LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

| Reset Selectorfl _Run Report_|
[Seect __________lx]

Figure 12
Standard Report Main Page (continued)

For basic reporting purposes, the 'Standard Report' can return data on 'All Cases,’ 'Closed
Cases Only," or 'Open Cases Only." Use of these options to define the population of cases to be
included in the report does not require further definition of the query using the filters found
further down the report screen.
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H-Armmry
I-Asmy National Guard
J-Army Mational Guard Technici,=|

Figure 13
Standard Report Main Page (continued)

The 'Current Report Site' will default to your organization’s office code. If the IG has dual
access, or has been granted a certain level of authority within IGARS, selecting ‘Report for
Different Site’ will allow a further selection of the other sites where access has been granted.

Figure 14
Standard Report Main Page (continued)

If the IG has authority to access multiple sites, a drop-down menu will open and allow a further
selection of the other sites where access has been granted.

=LA values

Figure 15
Standard Report Main Page (continued)

Selecting the Office Code ‘DIH’ refreshes the offices that the IG can then select. In the instance
of ‘DIH’, all offices are available for selection.
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(Case Number (Descending)
Inspector General (Ascending)
DIE inspector General (Descending)

= Compilaint Made To (Ascending)
Complaint Made To (Descending)

: Open Date (Ascending)
g:naafolShﬁofbeArmv | Open Date {Descending)

| gress 3 : |Case Label (Ascending)
Secretary of Defense & Case Label (Descending)
CG/Commander b User Info (Ascending)

Chain of Command |User Info (Descending)

DOD Hotline MH- : > Case Status (Ascending)

DOD Hofine Congressionsl [|-Army National Guard Technici %‘“c 5‘3“‘3“;‘?"’;“:’;‘*"9‘

_— DOO Hotine OCLL ICotmcor 1G Code Descandng)
] - (] o I (] 1l

Figurel6
Standard Report Main Page (continued)

The 'Sort By' feature allows the IG to sort the data using the field selected in ascending or
descending orders as desired.

Figure 17
Standard Report Main Page (continued)

The 'Standard Report' can return varying amounts of data from the IGAR. From left to right,
'Function Data,' 'Function Data Details,' '‘Case Notes,' and 'Synopsis' progressively return more
details from the IGAR. Each can be selected independently, in any combination, or all. That
said, the logical build of data is from left to right as viewed on the screen.

tor General Action Request System (IGARS) Training

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Hom

Figure 18
Run Basic Report
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As previously mentioned, a 'Standard Report' can be run from the main screen without making
any selections. In this case, we have decided to only request a standard report for one case in
order to provide a representation of what the report will return without the other selection.

Select 'Run Report.'

Department of the Army
Inspector General Action Request System

08-24-2016 Standard Report All Cases

Report Criteria: All Cases , (CaseNumber = "otr150229") . OTR order by Case Number

Case Number

Inspector General

Complaint Made To

Open Date/Priority Date

Case Label User Information Status/Days Priority Close Date
IG Code/Case Location Problem Area Man Hour s/Days Open Info/Standard IGAR
OTR150229 ¢ Duff, LTC, Gary Amy IG 05/27/2015
Doe 1/66 Red/Amber/Green AO day(s) 0
OTR/Fort Von Steuben, Virginia Duty Roster Proceedures 0 hrs 30 min day(s) 456  Standard IGAR
Total Cases: 1 Information IGARs 1] Standard IGARs 1
Average Days Open 456 day(s)

Average Days Priority 0 day(s) High Priority Cases 0

Figure 19
Run Basic Report (continued)

This is a representation of the Standard Report without any filters or criteria. (Note: if we had
not selected one specific report, the report would still look like this but would contain all of the
cases in IGARS for this office.)

The report heading reflects the date this report was run and that it is a 'Standard Report',
looking at 'All Cases' (as opposed to closed or open cases only).

The next banded row is the 'header data' for the case information returned. The left column
from top to bottom lists 'Case Number', 'Case Label', and 'IG Code / Case Location." Continuing
to look down the left column, the '‘Case Number' seen is OTR150229, the 'Case Label' is Doe
1-66, and 'IG Code / Case Location'is OTR / Fort Von Steuben, Virginia.

The other column can be read in a similar fashion.

The final row reflects the total cases returned in the report; how many are Information or
Standard IGARs; and, finally, the Average Days Open for the cases returned.
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Updates FAQs Home Logout

OTR [Select [~
CREZ

Figure 20
Standard Report — With Function Data

The Basic Report returned may not provide the IG with enough information to discuss the case.
Selecting 'Function Data’ will return additional information for the cases selected.

Again, while not necessary for the local IG, we have selected one case to keep the data
consistent and in order to show the progression of information returned.
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Department of the Army
Inspector General Action Request System

08-24-2016 Standard Report All Cases

Report Criteria: All Cases , ( CaseNumber ='0OTR150229" ), OTR order by Case Number

Case Number OTR150229 Complaint Made To Amy IG
Open Date 05/27/2015 User Infor mation Red/Amber/Green
Close Date Problem Area Duty Roster Proceedures
Case Label Doe 1/66 Inspector General Duff, LTC, Gary
IG Code OTR Case Location Fort Von Steuben, Virginia
Info/Standard IGAR Standard IGAR Man Hours/Days Open Ohrs 30 min  day(s): 456
Status AO Date Priority/Days day(s). N/A
Complainants Component Gender Grade Race
Name Comp onent Gender Grade Race
Doe John A |_\-I |E4 |L'
Function Code IME Details/Duty Roster
Determination 0
Allegation/Issue Location Other Training, Ft. Von Steuben

Figure 21
Standard Report — With Function Data (continued)

By selecting the 'Function Data' toggle, the 'Standard Report' will return more data on the case.
The basic data has changed in format a bit, but it is still present in the report.

Added to the basic report display is the Complainant's basic data (name, component, gender,
grade, and race), 'Function Code' data associated with the issue or allegation, 'Determination,’'
and the 'Allegation / Issue Location.'

The 'Determination’ for the complaint has not been made and is reflected as "0."

Note: if there were more than one issue / allegation in this case, a multiple listing of 'Function
Data’ would be returned.
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OTR

[ | FYTEY =T

Figure 22
Standard Report — With Function Data and Details

In this report, we are requesting more detail about the case, including 'Function Data' and
adding the 'Function Data Details' option, in addition to the basic data for a 'Standard Report.'

Select 'Run Report.’
Department of the Army

Inspector General Action Request System

08-24-2016 Standard Report All Cases

Report Criteria: All Cases , ( CaseNumber ='OTR150229" ), OTR order by Case Number

Case Number OTR150229 Complaint Made To Army IG

Open Date 05/27/2015 User Information Red/Amber/Green

Clos e Date Problem Area Duty Roster Proceedures
Case Label Doe 1/66 Inspector General Duff, LTC, Gary

IG Code OTR Case Location Fort Von Steuben, Virginia
Info/Standard IGAR Standard IGAR Man Hours/Days Open Ohrs 30 min ~ day(s): 456
Status AO Date Priority/Days day(s) N/A

Complainants Component Gender Grade Race

Name Comp onent Gender Grade Race
Doe John A M E4 U
Function Code M8 Details/Duty Roster
Stated Allegation: That 1SG Joe Doe improperly administered the Duty Roster in violation of AR 220-

45 Duty Rosters.

Discussion:
Conclusion:
Determination 0

Allegation/Issue Location Other Training, Ft. Von Steuben

Figure 23
Standard Report — With Function Data, and Details (continued)

By adding the 'Function Data Details', the report will now include the 'Stated Allegation’,

‘Discussion’, and 'Conclusion’ data, which are all legacy fields. Whether the complaint is an
issue or allegation, the report will reflect a title of 'Stated Allegation' for both.
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OTR

Figure 24
Standard Report — With Function Data, Details, and Case Notes

In this case, we are requesting the report include 'Function Data,' 'Function Data Details," and
‘Case Notes' in addition to the basic data for a 'Standard Report.'

Select 'Run Report.'

K] L 1 of 1 |» (] 100% =] Find | MNext Select a format [=] Export 4]
Department of the Army

Inspector General Action Request System

ps-22-2015 Standard Report All Cases

Fepert Criteria- A1l Cases . ( CaseMNumber = 'OTR1IS0225 ), OTR order by Case MNumber

Case Number OTR130229 Complaint Made To Army LG =
Open Date 05/27/2015 User Information
Close Date Problem Area Duty Roster Proceedures
Case Label Doe 1766 Inspector General Duff, LTC, Gary
I Code OTE. Case Location Fort Won Steuben, Virginia
Info/Standard IGAR Standard IGAR. Man Hours/DaysOpen 0 hrs 30 min day{=): 2
Complainants Component Gender Grade FRace
MName Component Gender Grade Race
[Doe. John A [Xi E4 U
Function Code ZME Details/Duty Foster
Srated Allegation: That 185G Joe Doe improperly administered the Duty Roster in violation of AR 220
-45, Duty Rosters.
Discussion:
Conclusion:
Determination a

Allegation/Issue Location Other Training, Ft. Vion Steuben

Caszenotes

/272015 (LTC Gary Duff): SPC John Q. Doe, an active duty member of the 1/66 assigned to Fort Won Steuben, walked
into the FWS IG Office requesting assistance with the proper application of the Duty Roster, DA Form & within his
crganization. SPC Doe believes he is showing up on the roster more often than other Scldiers in his unit. SPC Doe has
not gone to any other agencies and does not feel comfortable going to his chain of command with this issue. SPC Doe
was not able to provide a copy of the DA Form & or any other supporting documents.

SPC Doe completed a DA Form 1559, He was briefed on the Privacy Act and consented to the release of his personal
information in order to resclve this case.

[ Total Cases: 1 Information o Standard 1
IGARs IGARs

Average Days Open 2 day(s)

Figure 25
Standard Report — With Function Data, Details, and Case Notes (continued)

The case notes for this case are now visible in this 'Standard Report." Note that this is only one

case with an initial case note. If a 'Standard Report' included a series of cases, the 'Standard
Report' containing 'Case Notes' could be quite lengthy.
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OTR

OTR150229

Figure 26
Standard Report — With Function Data, Details, Case Notes, and Synopsis

In this case, we have asked for 'Function Data,' 'Function Data Details,' '‘Case Notes,' and the
'Synopsis' in addition to the basic data for a 'Standard Report.'

Select 'Run Report.’

Note: While we have shown a progression of data in the last few figures, any combination of
these data fields can be selected to present the data in a 'Standard Report." It is up to the IG to
determine the amount or type of data required in the report.

i< ] 1 of 1 > ] 100  [ES Find | Mext Select a format [=] Export =
Department of the Army

Inspector General Action Request System

95282015 Standard Report All Cases

Report Criteria: All Cases . ( CaselMumber = "OTRLIS022% 3, OTR order by Case MNumber

Case Number OTR150229 Complaint Made To Army IG
Open Date 0S/2T/20LS User Information
Close Date Problem Area Duty Roster Proceedures
Case Label Doe 1/66 Inspector General Duff, LTC, Gary
IG Code OTR Case Location Fort Von Steuben, Virginia
Info/Standard IGAR  Standard IGAR NMan Hours/DaysOpen 0 hrs 30 min  day{s): 2
Complainants Component Gender Grade Race
Mame Component Gender Grade Race
[Do=. Jobn =Y T Ed &)
Function Code 2nas Details/ Duty Roster
Stated Allegation: That 1SG Joe Doe improperly administered the Duty Roster in violation of AR 220
-45, Duty Rosters
Discussion:
Conclusion:
Determination o
Allegation/Issue Location Other Training. Ft. Von Steuben

Casenotes

S2T/2015 (LTC Gary Duff): SPC John Q. Doe. an active duty member of the 1/66 assigned to Fort Won Steuben, walked
inte the FWS 1G Office requesting assistance with the proper application of the Duty Roster, DA Form S within his
organization. SPC Dos believes he is showing up on the roster more often than other Scoldiers in his unit. SPC Doe has
not gone to any other agencies and does not feel comfartable going to his chain of command with this issue. SPC Doe
was not able to provide a copy of the DA Form & or any other supporting documents.

SPC Doe completed a DA Form 1559, He was briefed on the Privacy Act and consented to the release of his perscnal
information in order to resolve this case.

SPC John Q. Doe, an active duty member of the 1/66 assigned toc Fort Won Steuben, walked into the FWS 1G Office
requesting assistance with the proper application of the Duty Roster. DA Form € within his organization. SPC Doe
believes he is showing up on the roster more cften than cther Scldiers in his unit. SPC Doe has not gone o any other
agencies and does not feel comfortable going to his chain of command with this issue. SPC Doe was not able to provide a
copy of the DA Form S or any other supporting documents.

SPC Doe completed a DA Form 1559, He was briefed on the Privacy Act and consented to the release of his persconal
information in order to resolve this case

Part 2:
Part 3:

Fart 4

Complainant Address-

Figure 27
Standard Report — With Function Data, Details, Case Notes, and Synopsis (continued)
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As the 'Synopsis' is completed in Step 7 of the Inspector General Action Process, including the
'Synopsis' in the 'Standard Report' may only have validity in ‘Closed Cases'.

Rese Solcto

Figure 28
Standard Report by ‘Case Number Range’

While we have entered only one case number in the 'Case Number / Range' field in the previous
examples, the '‘Case Number / Range' fields can be used to produce a Standard Report for a
specified range of case numbers as well.

The next series of illustrations demonstrate how the numerous filters can be used to extract
information from the IGARS database. The drop down menu categories allow an IG to precisely
define what information is to be included in the output. Keep in mind the information is returned
in the standard report format (expanded as necessary based on which fields are selected).
Remember, too, that certain values — primarily Determination, Function Code, and Component —
are subject to change until the case is in CLOSED (CL) status.

Chief of Staff of the Army

Congress C-DA Civilian

Secretary of Defense E-Active Army Retiree
CG/Commander F-Army Reserve Retiree
Chain of Command G-Army Natienal Guard
DOD Hotline H-Army National Guard AGR
SAIG I-Army National Guard Retiree
DOD Hotline Congressional J-Army National Guard Technici
DOD Hotline OCLL « || K-Contractor

- ! II\ !I

Figure 29
Selecting one ‘Determination’ value

In addition to discriminating between open and closed cases and the amount of case data, the
IG can further filter the cases requested in a Standard Report.

To filter by a particular Determination, simply click on the determination code you want to have
in your report. The screen will briefly flash, and the determination code will appear in the
selection area. Based on the selection above, only cases with a '‘Determination’ of "A" or
Assistance will be returned in the report.
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F-Army Reserve Refiree
G-Army National Guard
H-Army National Guard AGR

|-Army National Guard Retiree
J-Army National Guard Technici

DOD Hotline Congressional
DOD Hotline OCLL

Figure 30
Adding one ‘Determination’ value (continued)

Selecting a different determination code will replace the previous code. In this case, the
determination code of "A" was replaced by the determination code of "F" when we selected "F"

above.

- [JAIl Values 4 llOTR = SAIG - Training Division
A-Active Army
B-Business

C-DA Civilian
£ || E-Active Army Retiree
F-Army Reserve Retiree
G-Army National Guard
H-Army National Guard AGR

Il 1-Army National Guard Retiree
DOD Hotline Congressional J-Army National Guard Technici
DOD Hotline OCLL « [|K-Contractor

Figure 31
Multiple ‘Determination’ Selections

To select more than one determination code, first select one code, hold down the 'Ctrl' key, and
select the second or as many other determination codes as required.

This selection functionality applies to the other fields in this row.

[AllValues  ||Al Values - ||All Values || < [[ArValues
=il AO A-Active Army
1A i B-Business

F-Army Reserve Retires
G-Army National Guard
H-Army National Guard AGR
|-Army National Guard Retiree
DOD Hotline Congressional J-Army National Guard Technici
LJOD I:I:.llline OCLL - K:Contlr?::tqr . =

Figure 32
‘Function Code’ Selections
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As with the 'Determination’ field, the IG can select one of multiple 'Function Codes' to review in
the 'Standard Report." If no selection is made, all function codes will be brought back based on
the criteria set for the report.

Determination F"én:dh:n _I Complaint Made To Component © Your Office Only  All Offices _ Select Office(s)

All Values - [ Al Values -
Secretary of the Army A-Active Army
Chief of Staff of the Army B-Business

Congress C-DA Civilian
Secretary of Defense = (If E-Active Army Retiree

All Values All Values
1

1A

m

CGI/Commander F-Army Reserve Retiree

Chain of Command G-Army National Guard

DOD Hotline H-Army National Guard AGR

SAIG |-Army Mational Guard Retiree

DOD Hotline Congressional J-Army National Guard Technici
DOD Hotline OCLL - |[K-Contractor -

HOCWHWZTME
5]

Figure 33
Case ‘Status’ Selection

The IG can also filter the cases by those with the follow 'Status':

AO - Open Cases. This will not include cases that are technically not 'Closed' but in a Re-
Opened or Review status. The IGAR must be coded at 'AQ' on the 'Case Information’ screen to
be returned in the report based on this code.

CL - Closed Cases

RO - Re-Opened Cases. These are cases that have been re-opened by the local IG. They are
open but coded on the 'Case Information' screen as RO.

RV - Review. These are cases that the |G is preparing to close but has changed the status of
the case to 'RV' in order to indicate that the case is being reviewed. The review could be a peer
review, review by the CIG or Directing Authority, or a legal review.

Determination | | Unction JI Status Component 9 Your Office Only | All Offices ' Select Office(s)
All Values All Values » (Il All Values JJAIl Values » I Al Values -
A 1 = Secretary of the Army A-Active Army
F 1A CL Chief of Staff of the Army B-Business A
N 1B RO Congress C-DA Civilian 3
S 2 RV Secretary of Defense =(ff E-Active Army Retiree
U 24 CGICommander F-Army Reserve Retiree W
X 2B Chain of Command G-Army National Guard

2C DOD Hotline H-Army National Guard AGR

2D SAIG |-Army Mational Guard Retiree

2E DOD Hotline Congressional J-Army National Guard Technici

2F = DOD Hotline OCLL - [|K-Contractor =

Figure 34
‘Complaint Made To’ Selection

This selection draws from the input made on the 'Case Information' tab. Selecting any or one of
these values will generate a report that provides data only on those cases that match the criteria
of to whom the complaint was made. Some offices, such as SAIG's Assistance Division, use
multiple entries (illustrated above in Figure 31) to generate reports that originate from one
source but have different case types. Cases that originate with the Defense Hotline — DoD
Hotline — can be received as one of three types (DoD Hotline, DoD Hotline Congressional, or
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DoD Hotline OCLL) but must be grouped when running reports to ensure all three sources are
included in the output.

[AllValues - ||All Values ||

CG/Commander
Chain of Command
DOD Hotline

SAIG

DOD Hotline OCLL

=il A
1A CL Chief of Staff of the Army
1B RO Congress
RV Secretary of Defense

DOD Hotline Congressicnal

~ [[Ail Values
A-Active Army
B-Business

F-Army Reserve Retiree
G-Army National Guard
H-Army National Guard AGR
|-Army National Guard Retiree
J-Army National Guard Technici
= K-IConllr?::to_r . -

Figure 35
‘Component’ Selection

This selection is for the component of the complainant. This information is drawn from the
‘Initiator / Complainant' tab, more specifically from the complainant data.

All Values - || All Values
1 =

=l AC

DOD Hotline OCLL

DOD Hotline Congressional

« (|All Values

A-Active Army
B-Business
C-DA Civilian
E-Active Army Retiree
F-Army Reserve Retiree
G-Army National Guard
H-Army National Guard AGR
|-Army National Guard Retiree
J-Army National Guard Technici
- || K-Contractor -

Figure 36
‘Office’ Selection

The local 1G will typically only be able to review standard reports for the office to which he or
she is assigned. Higher levels IG offices that have the proper privileges assigned in IGARS are
able to select an IG office in their Directing Authority’s down trace.

As previously noted, if the IG has dual access or higher level privileges, selecting ‘Report to
Different Site’ will allow the IG to see the other offices available.

All Values

Secretary of the Army

Chief of Staff of the Army
Congress

Secretary of Defense
CG/Commander

Chain of Command

DOD Hetline

SAIG

DOD Hotline Congressional =

All Values

A-Active Army

B-Business

C-DA Chvilian

E-Active Army Retires

F-Army Recarve Retiree

G-Army National Guard

H-Army Mational Guard AGR

I-Army Mational Guard Retiree
J-Army National Guard Techniciix] ||

h Military Police Brigade
C = 184th Expeditionary Sustainment Command (ESC)
S, Army
lanewver Training Canter
rst Army Dmision East

=

||l Values

-
Abardeen Preving Ground, Mary— |
Adelphi Laboratory Center, Mary
Afghanistan - Other

Akasaka Press Center, Tokyo, .

| Akizuki Army Ammunition Depo
Al-Udeid Airbase, Doha, Qatar

|| Alabama Army Ammunition Flar

(Alabama National Guard, Alaba
Alamo ASA, Korea -

Figure 37
‘Office’ Selection (continued)
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Selecting ‘DIH’ returns all office codes available to that level of IG office. Normally, it will only
return the office code for which the IG has dual access.

Figure 38
‘Office’ Selection (continued)

Selecting “Your Office Only’ will bring back a report based only on those cases that include your
IG office code. In this example, those cases that have a ‘DIH’ case number.

[An Values

Secretary of the Army 1 T

(Chief of Stafl of the Army any ngade \Adelphi Laboratory Center. Many,
(Congress nary Sustanment Command (ESC) | Afghanistan - Other

Secretary of Defense i |Akasaka Press Center, Tokyo, .
(CG/Commander | Akizuki Army Ammunition Depo

Training Center

inment Command (ESC)

Figure 39
‘Office’ Selection (continued)

Selecting ‘All Offices’ will bring back a report, including all offices under the purview of the
specified office, in this case ‘DIH.” Notice that the option to select ‘Case Notes’ or ‘Synopsis’
outputs are NOT available under this report filter.

[103ESC = 103 Expeditionary Sustainment Command (ESC) -
134BCT = 1/34BCT

177TMPEB = 17Tth Military Police Brigade
1B4ESC = 184th Expeditionary Sustainment Command (ESC)
E-Active Army Retiree 1Z = First U.S. Army
F-Army Reseve Retiree 128 = Maneuver Training Center
G-Army National Guard 1ZE = First Army Division East
H-Army National Guard AGR 1Z5 = Camp Shelby Joint Forces Training Center
|-Army Mational Guard Retiree 12W = 18T Army Division-West
DOD Hotline Congressional x| |[J-Army National Guard Technici;®] |310ESC = 310th Expeditionary Sustainment Command (ESC)

Figure 40
‘Office’ Selection (Continued)
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Selecting ‘Selected Office(s)’ will allow the IG to specify the IG offices available to run reports.
Again, notice that the ‘Case Notes’ and ‘Synopsis’ selections are not available.

CL Chief of Staff of the Ammy B-Buginess 1TTMPB = 177th Military Police Brigade Adelphi Laboratory Center, Mary
1B RO Congress C-DA Civilian 1B4ESC = 184th Expedi v G d (ESC) Afghanistan - Other
E-Active Army Retiree 1Z = First U5 Army (Akasaka Press Center, Tokyo, .

2 R y of Defense

24, CG/Commander F-Army Resere Retires 128 = Maneuver Training Center Akizuki Army Ammunition Depo

All Values Al Values [ values 103ESC = 103rd Expeditionary Sustainment Command (ESC) Al Values Al
A 1 AD Secretary of the Army A-Active Ay 134BCT = 1/34BCT | Aberdeen Proving Ground, Mary.

F

N

s

u

X

28 (Chain of Command G-Army National Guard 1ZE = First Army Division East Al-Udeid Airbase, Doha, Qatar

2C DOD Hotline H-Army National Guard AGR 1Z8 = Camp Shelby Joint Forces Training Center (Alabama Army Ammunition Plar
20 SAIG |-Army National Guard Retiree 1ZW = 15T Army Division-West (Alabama National Guard, Alabar
26 = DOD Hotline Congressional =] |[J-Army National Guard Technici: x| ||310ESC = 310th Expeditionary Sustainment Command (ESC) x| ||Alamo ASA, Kores =l

Figure 41
‘Location’ Selection

Selecting a particular 'Location' will return only data for cases reported in those locations. The
‘Location’ selection is found on the 'Case Information' tab of the Standard IGAR.

| Values || All Values  JJAll Values =~ [fAll Values
1 =) Secretary of the Army A-Active Army
CL Chief of Staff of the Army B-Business
RO Congress ivili

RV Secretary of Defense
CGICommander F-Army Reserve Retiree
Chain of Command G-Army National Guard
DOD Hotline H-Army National Guard AGR
SAIG |-Army National Guard Retiree

DOD Hotline Congressional J-Army National Guard Technici
DOD Hotline OCLL - |||K-Contractor =
| I ~ Pt iR

omplainantisst or last,{spacelfirst) Initiator Inspector General |All Values

or last (space]first) User Info

Figure 42
Date Range Selection

A Standard Report can be generated using date ranges for “Open Date” or “Closed Date.”
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(Open Date Close Date i
From From
1112012 ]
To To il
Figure 43

‘Open Date From’

By only entering a 'From’ date, the report will return all cases opened on or after that date to the
present. The default ‘To’ date is the date the report is generated.

Open Date Close Date
From From
1/112012 |
To To
512812015
Figure 44

‘Open Date From To’

By entering an open “From date” with an open “To date,” the report will return cases that were
opened during that date range.

Open Date Close Date

From From
11172012
To To |
R128712015
Figure 45 -

‘Closed Date From’
The “Closed Date” filter works like the “Open Date” filter. By entering only a ‘close date from’

value, the report will bring back cases closed on or after that date. By entering a “Closed Date”
from — to range, the report will return all cases that were closed between the two dates.
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Open Date Close Date i
From From
1172012 ‘
To To il
512812015
Figure 46

‘Open Date From’ to ‘Closed Date To’

In this scenario, the Standard Report will return all cases that were opened on or after the date
given and all cases closed on or before the date given.

‘Open Date lose Date
From From . -
IComplainantias: or tast (spacejfest) Initiator ispector General All Values
() o fiast or st {space)first) ser Info
Figure 47

Complainant or Initiator Selection

A 'Standard Report' can be run using the “Complainant” or “Initiator” name. The entry value can
be last name only, or last name, followed by a space, then first name. This could be useful in
identifying previous complaints made to an IG. This report can be used as an alternative to a
Search by Complainant presented in Chapter 5.

Open Date lose Date
From From —
Complainantias or last. (spaceifiest) Initiator Inspector General All Values |=
T (i o st {apmcn)ling) User Info -
2 2 i Danette =
101, TIGS Student

_— )2, TIGS Student —_
|Approval Type ase Type Report Of Cases Where: |03, TIGS Student

@ Al ® Al 104, TIGS Student
Lo o |05, TIGS Student
Only Office of Record Cases Exclude Information IGARS 06, TIGS Student
Only Office of Record Referrred Cases Only information IGARS 07, TIGS Studan!

08, TIGS Student
09, TigsStudent
1, Ronald

10, TigsStudent

Only Office of Inquiry Cases
Office of Record and Office of Record Referred Cases

11, TigsStudent =
12, TigsStudent
13, TigsStudent | |

Figure 48
‘Inspector General’ Selection

A 'Standard Report' can be run by name for each IG in the local office. Such a report is a useful
management tool for Command Inspectors General or Division / Branch / Team Chiefs to
manage individual IG caseloads or monitor work production. This report is useful to facilitate
periodic meetings to review casework.
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Open Date Close Date

From From
| l ‘Complainant fas: o last {space)fest) I Initiator Inspector General All Values

To To fast of last {space)fiss) | User Info

.|. I

I«

Figure 49
‘User Info’ Selection

‘User Info' is a free-text field on the 'Case Information’ tab of a Standard IGAR. There is nothing
prescriptive about this field. It is available for any IG office to determine local requirements for
the cases that may require filtering beyond what is available in IGARS.

Approval Type i
@® All Cases O Only Office of Inquiry Cases
O Only Office of Record Cases O Only Office of Inquiry Cases(Further Referrals Exist)
O Only Office of Record Cases(00I Referrals) O Only Office of Inquiry Cases(No Referrals)
() Only Office of Record Cases(No Referrals) O Office of Record and Office of Record Referred Cases
O Only Office of Record Refer Only

Figure 50
‘Approval Type’ Selection

A Standard report may be generated using the level at which a case may be approved —
referred to as “Approval Type.” These Standard report selection criteria are generally not
reports that have value in a local IG office but are useful at DAIG, as well as ACOM / ASCC /
DRU offices that exercise an oversight responsibility. These approval levels fall into the
following categories:

All Cases - All cases (no discriminators).

Office-of-Inquiry Cases - Cases marked as office of inquiry where the case is NOT the office of
record. The case either is being worked or serving as an oversight case.

Only Office-of-Record Cases - Cases designated as office of record where there may or may
not be a referral as office of inquiry (does NOT include cases where the office-of-record
responsibility was referred to another office).

Office-of-Inquiry Cases (Further Referrals Exist) - Cases marked as office-of-inquiry where the

case is NOT the office-of-record. The case is acting as an oversight case as case was referred
to another office.
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Only Office-of-Record Cases (OOl Referrals) - Cases designhated as office-of-record where a
referral as office-of-inquiry exists (does NOT include cases where the office-of-record
responsibility was referred to another office).

Only Office-of-Inquiry Cases (No Referrals) - Cases marked as office of inquiry where the case
is NOT the office-of-record. The case is being worked as case was NOT referred to another
office.

Only Office-of-Record Cases (No Referrals) - Cases designated as office-of-record where NO
referrals exist (This is the only office working this case.).

Office-of-Record and Office-of-Record Referred Cases Only Office-of-Record Refer Only -
Cases designated as office-of-record where a referral exists regardless of type of referral
(Cases where they remain office-of-record OR pass office-of-record to another).

Office-of-Record Refer Only - Cases designated as office-of-record where a referral exists
passing the office-of-record responsibility to another.

Approval Type Case Type
@ All Cases O Only Office of Inquiry Cases @ All Cases R;izlocfnct::::s e
O Only Office of Record Cases O Only Office of Inquiry Cases(Further Referrals Exist) O Exclude Information IGARS
O Only Office of Record Cases(0QOI Referrals) O Only Office of Inquiry Cases(No Referrals) O Only Information IGARS
O Only Office of Record Cases(No Referrals) O Office of Record and Office of Record Referred Cases O Only Priority Status Cases
O Only Office of Record Refer Only O Only DOD Referral Cases

Figure 51
‘Case Type’ Selection

The default is for 'All Cases' which includes Standard and Information IGARS.

'Exclude Information IGARS' will return data that only includes Standard IGARs. 'Only
Information IGARS' will return only Information IGARSs. 'Only Priority Status Cases' will return
only those cases in a priority status. The remaining case type selections are reserved for SAIG-
AC use.

Entries in this filter field are often combined with other filter selections, such as “Opened from”
(date) “To“(date) when generating a report on individual 1G workload to separate work on
Standard cases from Information IGAR work. This filter can also be used to segregate Standard
IGARSs from Information IGARs for an entire office, which might be useful when an office has a
large case load each fiscal year and there is interest in reviewing time expended on each type
of case.
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Figure 52
‘Report Of Cases Where’ and ‘Query String’

The 'Report-Of-Cases-Where' field will be reflected in the report title when run. Prior to
selecting, 'Run Report,' the IG can select the 'Show Criteria' button to show the title before
running. After the report is run, the field will automatically populate.

The 'Query String' will populate at the same time as the 'Report-Of-Cases-Where' field. The
'‘Query String' can be captured if the IG runs into programming issue that the IGARS
programmers need to resolve.

The 'Query String' cannot be used to regenerate a report in the 'Standard Report'. Some data
fields, such as ‘Function Data,” will not be captured in order to run the same report again.

Using the Standard Report for Case Management Purposes

In addition to using the Standard Report function to review open cases, the Standard Report
function can be used by Command IGs, Branch Chiefs and Supervisors to analyze how cases
have been managed in their office or branch. Using the ‘Export’ function an IG can extract the
data from the standard report and create an Excel spreadsheet. Once the data is in a
spreadsheet format, the data can be sorted to meet the supervisor’'s needs. The functionality of
Excel can be maximized to examine how case work has been executed and potentially identify
where bottlenecks in case execution occurred and can be addressed.

Please note: For purposes of the next three illustrations (Figures 53 — 55) the data was
produced from the Operational IGARS database but was edited to protect the confidentiality of
the nature of the complaint, the location of the case (as recorded in the User Information field)
and the problem area.
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Department of the Army

Inspector General Action Request System

05-03-2016

Standard Report All Cases

Report Criteria: All Cases | Status(s) CL, Complaint Made To(s) DOD Hotline or DOD Hotline Congressional or DOD Hotline OCLL, DIH, Closed cases
between 1/1/2013 and 12/31/2013, Standard Cases order by Open Date (Ascending)

Case Number Inspector General Complaint Made To Open Date
Case Label User Information Status Close Date
IG Code/Case Location Problem Area Man Hours/Days Open Info/Standard IGAR
DIH098057/ Coates, Ms, Catherine DOD Hotline 04/20/2009
HL # XX Command L 02/13/2013
DIH /Arlington, Virginia ]
Soldiers degraded 19 hrs 30 min  day(s): 1396 Standard IGAR
DIH098088/ Smith, Mr, Joel DOD Hotline 06/25/2009
HL # XX Command CL 01/06/2013
DIH/Arlin Virginia
gton, Virg Abuse of Authority, Records 49hrs32min day(s): 1292 Standard IGAR
Falsification/Fraudulent
Enlsmnt/Tmproper Pay/AT
Orders Abuse/
DIH098120/ Coates, Ms, Catherine DOD Hotline 09/03/2009
HL#/ 33{ Command CL 01/10/2013
DIH /Arlington, Virginia TDY abuse, abuse of 49 hrs 26 min  day(s): 191 Standard IGAR
government time and
personnel
DIHO098117 Smith Mr Toel NOD Hotline 09/03/2009
Figure 53

Standard Report - DIH, Closed cases between 1/1/2013 and 12/31/2013, Standard Cases order
by Open Date (Ascending)

From this Closed Case Report (which, when executed the output was 126 pages in length, and
included data on 689 cases) the data only, exported into an Excel spreadsheet appears below:
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A B C

D E

CaseNumbe textbox38 textbox34 textbox9

689 0

textbox49 textbox59 textbox61 textbox63

DIHO98057 Coates, Ms, DOD Hotlin
DIH098088 Smith, Mr, . DOD Hotlin
DIHO98117 Smith, Mr, DOD Hotlin
DIHO98120 Coates, Ms, DOD Hotlin
DIH108013 Coates, Ms, DOD Hotlin
DIH108031 Clemons, v DOD Hotlin
DIH108036 Smith, Mr, . DOD Hotlin
DIH108038 Coates, Ms, DOD Hotlin
DIH108043 Clemons, I DOD Hotlin
DIH108054 Coates, Ms, DOD Hotlin
DIH108058 Clemons, v DOD Hotlin
DIH108062 McFadden, DOD Hotlin
DIH108063 Coates, Ms, DOD Hotlin
DIH108065 Coates, Ms, DOD Hotlin
DIH108094 Taylor, SFC, DOD Hotlin
DIH108129 Coates, Ms, DOD Hotlin
DIH108146 Clemons, v DOD Hotlin
DIH108155 McFadden, DOD Hotlin
DIH108157 Coates, Ms, DOD Hotlin
DIH108172 McFadden, DOD Hotlin

689 164 day(s)

4/20/2009 109565/NY CL
6/25/2009 110953/WiCL
9/3/2009 110659/M: CL
9/3/2009 111421/ NCL
11/2/2009 112756 Br.CL
1/19/2010 112926/Lol CL
2/1/2010 110745/ P CL
2/2/2010 112059 StiCL
2/22/2010 114164 Be CL
3/23/2010 112122 Kal CL
3/24/2010 112581/ CCL
3/29/2010 113059/Po CL
3/29/2010 113148 BaCL
3/29/2010 113263 Ful CL
4/15/2010 114948/W1CL
7/12/2010 115845 Ft1CL
8/23/2010 116157 RoCL
/31/2010 116000/Bu CL
9/13/2010 115489 Pie CL
9/30/2010 116164/Ba CL

DIH118008 Taylor, SFC, DOD Hotlin 11/23/2010 115395/Ba CL

textbox57 textbox54 textbox56

8/15/2013 DIH /Arling Improper L 21 hrs 50 r day(s):
4/19/2013 DIH/Arlingt Misuse of ¢ 7 hrs 0 min day(s):
4/30/2013 DIH /Arling Time card fi 8 hrs 20 mi day(s):
5/22/2013 DIH/Arlingt Failure To F 9 hrs 10 mi day(s):
1/15/2013 DIH/Arlingt Failure of c(12 hrs 15 m day(s):

4/4/2013 DIH/Arlingt Ex-spouse L 15 hrs 0 mi day(s):
6/28/2013 DIH/Arlingt Improperly 30 hrs 30 mr day(s):
3/22/2013 DIH /Arling Misuse of N6 hrs 0 min day(s):
6/26/2013 DIH /Arling Improper H 15 hrs 50 r day(s):
8/28/2013 DIH /Arling Conflict of | 6 hrs 37 mi day(s):

Figure 54

July 2017

caselocatiol textbox66 textbox70 textbox10 textbox4  textbox72
2/13/2013 DIH /Arling Soldiers deg 19 hrs 30 i day(s):

1/6/2013 DIH/Arlingt Abuse of At 49 hrs 32 i day(s):

2/5/2013 DIH /Arling' Abuse of Au35 hrs 20 r day(s):
1/10/2013 DIH /Arling TDY abuse, 49 hrs 26 m day(s):
6/28/2013 DIH /Arling Supply Misi 6 hrs 25 mi day(s):
5/20/2013 DIH/Arlingt Inefficient £ 10 hrs O mi day(s):
1/24/2013 DIH/Arlingt Headcount 17 hrs 30 m day(s):
4/18/2013 DIH /Arling Forging doc 11 hrs O mi day(s):
3/22/2013 DIH /Arling Pay stoppe: 14 hrs O mi day(s):
5/22/2013 DIH /Arling Inappropriz 9 hrs 30 mi day(s):

)
)
)
)
)
)
)
)
)
6/11/2013 DIH/Arlingt DA Civilian 15 hrs O mi day(s):
)
)
)
)
)
)
)
)
)
)

1396 Standard IGAR
1292 Standard IGAR
1252 Standard IGAR
191 Standard IGAR
1335 Standard IGAR
1218 Standard IGAR
1089 Standard IGAR
1172 Standard IGAR
1125 Standard IGAR
1157 Standard IGAR
1176 Standard IGAR
1236 Standard IGAR
1118 Standard IGAR
1129 Standard IGAR
1134 Standard IGAR
919 Standard IGAR
956 Standard IGAR
1033 Standard IGAR
922 Standard IGAR
1001 Standard IGAR
1010 Standard IGAR

DIH, Closed cases between 1/1/2013 and 12/31/2013, Standard Cases order by Open Date
(Ascending) Data Only Unsorted

In this sample, Column F, which identifies the Command in which the case was located, was
hidden to maintain confidentiality of the case. Cell 2A reflects the total number of cases
returned by the report. Cell 2B identifies the number of Information Only cases contained in the
report and Cell 2C identifies the number of Standard cases. Column A displays the DIH case #;
Column B displays the name of the Action Officer/IG responsible for the case; Column C
identifies the complaint source (in this report, all are DOD Hotline cases); Column D — Open
date; Column E — Case Label; Column F — User Info (hidden); Column G — Case Status;
Column H — Closed Date; Column | — Case Location; Column J — Problem Area; Column K —
Man Hours; Column L & M — Days Open; Column N — Type Case (Info/Standard).

Once the IG has this report in the raw data format, the spreadsheet can be arranged based on
the needs of the Command IG or supervisor analyzing the data.
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A B C D E F G H 1 J K L M N
Compl

Case Number Inspector General Made to Open Date Case Label Userinfo Status Closed Dat  Case Location Problem Area  Man Hours Days Open Info/Std IGAR

DIH108031 Clemons, MAJ, John DOD Hot  1/19/2010 CL 5/20/2013 DIH/Arlington, Virginia 0 hrs 45 min  day(s): 17 Standard IGAR
DIH108043 Clemons, MAJ, John DOD Hot  2/22/2010 CL 3/22/2013 DIH /Arlington, Virginia 1hrs 15 min  day(s): 27 Standard IGAR
DIH108058  Clemons, MAJ, John DOD Het  3/24/2010 CL 6/11/2013 DIH/Arlington, Virginia 1hrs 24 min  day(s): 36 Standard IGAR
DIH108146 Clemons, MAJ, John DOD Hot  8/23/2010 CL 4/4/2013 DIH/Arlington, Virginia 0 hrs 45 min  day(s): 35 Standard IGAR
DIHD98057 Coates, Ms, Catherine DOD Hot  4/20/2009 CL 2/13/2013 DIH /Arlington, Vi 2hrs 28 min  day(s): 51 Standard IGAR
DIHD98120 Coates, Ms, Catherine DOD Hot 9/3/2009 CL 1/10/2013 DIH /Arlington, 1hrs 10 min  day(s): 36 Standard IGAR
DIH108013  Coates, Ms, Catherine DOD Het  11/2/2009 CL 6/28/2013 DIH /Arlington, Virginia 0hrs 40 min  day(s): 49 Standard IGAR
DIH108038 Coates, Ms, Catherine DOD Hot  2/2/2010 cL 4/18/2013 DIH /Arlington, Vi Ohrs 40 min  day(s): 20 Standard IGAR
DIH108054 Coates, Ms, Catherine DOD Hot  3/23/2010 CL 5/22/2013 DIH /Arlington, Vi 0 hrs 50 min  day(s): 29 Standard IGAR
DIH108063 Coates, Ms, Catherine DOD Hot  3/29/2010 CL 4/19/2013 DIH/Arlington, Virginia 10 hrs 8 min  day(s): 515 Standard IGAR
DIH108065 Coates, Ms, Catherine DOD Hot  3/29/2010 CL 4/30/2013 DIH /Arlington, Virginia 0hrs 30 min  day(s): 61 Standard IGAR
DIH108129  Coates, Ms, Catherine DOD Het  7/12/2010 CL 1/15/2013 DIH/Arlington, 0hrs 48 min  day(s): 30 Standard IGAR
DIH108157 Coates, Ms, Catherine DOD Hot  9/13/2010 CL 3/22/2013 DIH /Arlington, Virginia 0hrs 37 min  day(s): 35 Standard IGAR
DIH108062 McFadden, Mr., Zane DOD Hot  3/29/2010 CL 8/15/2013 DIH /Arlington, Virginia 18 hrs 37 min  day(s): 716 Standard IGAR
DIH108155 McFadden, Mr., Zane DOD Hot  8/31/2010 CL 6/28/2013 DIH/Arlington, Virginia 1 hrs 7 min day(s): 49 Standard IGAR
DIH108172  McFadden, Mr., Zane DOD Het  9/30/2010 CL 6/26/2013 DIH /Arlington, Vi 0hrs 37 min  day(s): 16 Standard IGAR
DIH118034  McFadden, Mr., Zane DOD Hot  1/7/2011 cL 6/14/2013 DIH /Pentagon, Virginia Ohrs 44 min  day(s): 29 Standard IGAR
DIH118055 McFadden, Mr., Zane DOD Hot  2/23/2011 CL 2/3/2013 DIH /Pentagon, Virginia 2hrs 14 min  day(s): 3 Standard IGAR
DIH118065 McFadden, Mr., Zane DOD Hot  4/1/2011 CL 3/8/2013 DIH /Pentagon, Virginia 1hrs 26 min  day(s): 15 Standard IGAR
DIH118029  Minott, Mr, Phillip DOD Het 12/21/2010 CL 9/27/2013 DIH/Pentagon, Virginia 0hrs 35 min  day(s): 14 Standard IGAR
DIH098088 Smith, Mr, Joel DOD Hot  6/25/2009 CL 1/6/2013 DIH/Arlington, Virginia 1 hrs 15 min  day(s): 51 Standard IGAR
DIHD98117 Smith, Mr, Joel DOD Hot 9/3/2009 CL 2/5/2013 DIH /Arlington, Vil 1hrs 42 min  day(s): 35 Standard IGAR
DIH108036 Smith, Mr, Joel DOD Hot 2/1/2010 CL 1/24/2013 DIH/Arlington, Virginia 1hrs 45 min  day(s): 41 Standard IGAR
DIH118042  Smith, Mr, Joel DOD Het  1/24/2011 CL 6/12/2013 DIH /Pentagon, Virginia 0hrs 37 min  day(s): 29 Standard IGAR
DIH118044  Smith, Mr, Joel DOD Hot  1/24/2011 cL 9/13/2013 DIH /Pentagon, Virginia Ohrs 42 min  day(s): 31 Standard IGAR
DIH118071 Smith, Mr, Joel DOD Hot  4/4/2011 CL 10/8/2013 DIH /Pentagon, Virginia 0hrs 33 min  day(s): 8 Standard IGAR

Figure 55
DIH, Closed cases between 1/1/2013 and 12/31/2013, Sorted by Action Officer

This is an example of the same report, sorted by the user to display case information by Action
Officer/Inspector General. (Again the Case Label, User Info, and Problem Area columns are not
displayed to maintain case confidentiality. From this report the data can be resorted or
rearranged as needed by the supervisor.

Similar reports can be prepared from all the various Standard Report outputs — Open Cases,

Closed Cases — any permutation of data that can produced using the Standard Report output
can be exported into a spreadsheet format for use in case management.
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Chapter 8

Referrals: Accepting, Submitting for Review, Declining, and Linking

124



IGARS Handbook July 2017

Depending upon the nature of the issues, Inspectors General may decide during preliminary
analysis that their best course of action for resolution is to refer them to the chain of command,
outside the chain of command, or to other Inspector General offices.

IGs referring issues to other IG offices will use the referral function in the IGARS database.
Referrals will include thorough case notes of all actions taken to document the historical record
of the case for the receiving IG office. Any supporting documents will be uploaded and attached
to the case file prior to referring it. Although these electronic referrals ease the referring of
cases, IGs must still communicate via encrypted email and / or telephone with each other
before completing the referral. The IGARS electronic referral process was not created as
a fire-and-forget system that allows an IG to manage his or her caseload by referring all
work to other IGs.

Remember that the referral to other IGs is an extension of IG technical channels and that the
receiving 1G office must agree to accept the referred case. Only DAIG may directly task another
IG office to work an issue or conduct an investigation. This tasking authority does not exist
among IGs, regardless of echelon, below DAIG level. If a disagreement between two |G offices
occurs with regard to a referral, DAIG Assistance Division will adjudicate (prescriptive
provision in AR 20-1, paragraph 6-1d (3)(d)).

Inspector General Action Request System (IGARS) Training

Web v5.10.1 A
LTC Gary Duff, SAIG, DIH Updates FAQs Home Logouf
Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents
o
Save | Refemals | Delete |  Pint |  Cancel |
[ General Information | Status Timeline
Blocked Referral Chart Li
‘ Office of Record | Anonymous Case INo -] Chant List
“Case Number |DIH150IJIJ1 *Status- [A0-Open = *IGARS Date Opened |T1!23I2015
*IG: | Duff, Ga - Suspense |
Doe 379 B - I i =
Historical Significance |I._w ;l Extemal Suspense I
*Case Label: ) . |
;I High Priority II.: ;I Motification I
*Received From: [W-Army IG =l Acknowledgement. |
Contral Numher:l *IGARS Date Closed I
Figure 1
‘Referrals’

From the ‘Case Information’ screen in IGARS, the IG can refer a case to another IG office by
selecting the ‘Referrals’ button.
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Inspector General Action Request System (IGARS) Training

Web v5.9

~

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

Case Information i| Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

s& ferr ind et Explorer :| SMART Ink
Referrals for Case Number: OTR150229 (Office of Record) = |
[ Print Referral List I =]
N || - |
[ Refer Case —
 Referral Type: —
" Office of Inquiry -
R " Office of Record —
Cc
Refer To:
F ] L‘
Ne (s)
Refer | Cancel | |

Figure 2
‘Referrals’ (Continued)

The referrals window will then appear. There are two ‘Referral Type’ options: ‘Office-of-Inquiry’
and ‘Office-of-Record.” Selecting the ‘Office-of-Inquiry’ means that you want to retain ownership
of the case and maintain ‘Office-of-Record’ status. Selecting ‘Office-of-Record’ means you want
to give the ‘Office-of-Record’ status to another IG office and not maintain any ownership of the
case.

Inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, 5AIG, DIH Updates FAQs Home Logout

Case Information ” Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save | Referrals Delete I Print | Cancel
] General Information | Status ‘ | Timeline
|— £ nternet Explores - [m] I X |
; R for Case ber: DIH160001 (Office of Record) =]
a L
Print Referral List I -
~ Refer Case |
*Re
Cor ;
R " Office of Record
Mot
Refer To: |
l Select =]
103ESC-103rd Expeditionary Sustainment Command (ESC)
134BCT-1/34BCT
177MPB-177th Military Police Brigade
184ESC-184th Expeditionary Sustainment Command (ESC)
12 -First U.S. Army

Figure 3
‘Office-of-Inquiry’ Referral
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Selecting the ‘Office-of-Inquiry’ toggle and then the drop-down arrow will reveal the IG offices to
which the originating Office-of-Record can refer the case as an Office-of-Inquiry. If the IG office
attempting to refer the case had no IG offices under their Directing Authority's command, no IG
offices would be displayed in the drop-down menu.

Note: We opened this case under the IG code ‘DIH,” which is the DAIG's Assistance Division,
and as such, we can retain Office-of-Record Status and refer it to any other office directly as the
Office-of-Inquiry.

Inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, SAIG, DIH Updates FAQs Home

Case Information || Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Delete | Print | Cancel |
formation | | Timeline
[ yws Internet Explorer _J_I- g —]x
. Referrals for Case Number: DIH160001 (Office of Record) L]
a —
Print Referral List I I
Refer Case -
Rel Referral Type: -
Cor " Office of Inquiry
R @ Office of Record
Not
Refer To: |
| select Ea
=
103ESC-103rd Expeditionary Sustainment Command (ESC) 'l
134BCT-1/34BCT
1TTMPBE-177th Military Police Brigade

184ESC-184th Expeditionary Sustainment Command (ESC)
1Z -First U.S. Army
1ZB-Maneuver Training Center
1ZE-First Army Division East

Figure 4
‘Office-of-Record’ Referrals

Selecting the ‘Office-of-Record’ toggle and then the drop-down arrow reveals all of the IG offices
that are active in the database. The local IG will be able to refer cases to other IG offices.
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Inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, SAIG, DIH

Case Information\ Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save | | Referals |  Delete |  Prnt |  Cancel |

[ General Information | Status [] Timeline

7|_ & rals - V rnet Explorer - o x|
a Referrals for Case Number: DIH160001 (Office of Record) ;I |

Refer Case -

"Re -
Cor
*Ri
Nor

Figure 5
‘Office-of-Inquiry’ Referrals

Select the ‘Refer’ button and the case will be referred in IGARS. On the gaining IG office main
page, they will see a case appear as a ‘Referral.’” On our screen the case will have the blue
triangle appear.

We are going to refer case DIH160001 to OTR-SAIG — Training Division.

Case Information .‘ Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save I Referrals I Delete | Print | Cancel |
| General Information l | Status | I Timeline
- | 3 | X | -
“Ca Referrals for Case Number: DIH160001 (Office of Record) j‘
Print Referral List | —
| Active Referrals B
. Referral Case | Case Accepted | Review I
Re | D ‘ Referred To ‘ Referred From Number | Stat ‘ OO0OR I 00l ‘ By ‘Raq i ‘m:knowledged -
Con SAIG - Traini : : : ' !
R |1 1/23/12015 T ing SAIG Message from webpage X I
Noy Refer Case ¢
l_‘; Case has been referred to OTR-5AIG - Training Division. L
oK |

Figure 6
‘Office-of-Inquiry’ Referrals (continued)

The case has now been referred to OTR-SAIG — Training Division as an Office-of-Inquiry
referral.
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Case Information || Initiator/Complainant ] Subjects/Suspects ] Allegations [ Issues [ Case Notes] Synopsis [ Documents

Sae |  Refenals Delete |  Print Cancel |
|

| General Information

Status | | Timeline

_logxi
[=|

Case

. Case Accepted | Review —
Re Number Stams‘ (L ‘m| By ‘quemd‘hk"md —
Cor
x

i o o ¥ B |
No ~Refer Case

Referral Type:

¥ Office of Inquiry

" 10ffice, ofRecord.

Refer To:
Select =

P - N

Refer Cancel I

Figure 7
‘Office-of-Inquiry’ Referrals (continued)

This display shows all Active Referrals for DIH160001. Acceptance of the OOl referral is
pending by SAIG Training Division.

Select Cancel to return to the Home Page.

inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, SAIG, DIH Updates FAQs Home Logout

DIH ) P DIH120002 12/01/2011 M Johnson
Performance Metrics DIH122001 10/17/2013 AO C Caseld Duf  Stough HHG
cunrent Workload DIH122002 10/17/2013 AO C Caseld Duf  Stough HHG
T Reped ~ DIH12200 10/17/2013 AO C Casell Duffi  Stough HHG
Change Office Identity | | * 01 AO M Duff Non-Support |
|sE|ec1 = | B
I|Ji? racee
Figure 7

‘Office-of-Inquiry’ Referrals (continued)

Notice that the blue triangle has appeared next to the case number we are trying to refer.
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Inspector General Action Request System (IGARS) Training
Web v5.10.1 S

LTC Gary Duff, SAIG, DIH Updates FAQs Home Logout

= IGARS Referr is Internet Explorer |
Referrals for Case Number: DIH160001 (Office of Record) [=|
15 z =
‘ ‘ Number | Status ‘ el 1 il ‘Requmd ““""""""""’-‘*"

SAIG - Training
Division

o 8w |

Figure 9
‘Office-of-Inquiry’ Referrals (continued)

e ‘11:23;2015 ‘SAIG

Al

Selecting the blue triangle (displayed in Figure 8, above) will bring up the ‘Active Referrals’
screen. Our office, DIH, referred the case on 11/23/2015 to SAIG — Training Division [Office
Code OTR]. It has not yet been accepted. If it had been accepted, the Case-Number column
would have an OTR case number instead of ‘Referral.” Further, the IG’s last name would
appear in the ‘Accepted By’ column. The case is in Open Status, ‘AO’. We referred this case
as an Office of Inquiry, hence the ‘Yes’ in the ‘OOI' column and ‘No’ in the ‘OOR’.

10/17/2013 AOQ M  Case D36

10/17/2013 AO M  Case D37

Referral 10/17/2013 AD M Case D38

Referral 10/17/2013 AO M  Case D39

Referral 10/17/2013 AOD M Case D40

Referral 10/17/2013 AO M  Case D41

Referral 10/17/2013 AD M Case D42

Referral 10/17/2013 AD M Case D43

Referral 10/17/2013 AD M Case D44

Refemral 10/17/2013 AQ M Case D45

Referral 10/17/2013 AO M Case D46

Referral 10/17/2013 AQ M  Case D47

View Referral 10/17/2013 AD M Case D48
Default Referral 10/17/2013 AQ M  Case D49
Expand Referral Data Referral 10/17/2013 AO M Case D50
External Suspense Referral 10/17/2013 AO M  Case D51
Print Current View Referral 10/17/2013 AD M  Case D52
Referral 10/17/2013 AD M  Case D53

Reports AOQ M  Case D54

Figure 10
‘Accepting’ a Referral

Viewed not from the main page of the Training Division (OTR), the referral from DIH now
appears as a ‘Referral’ for our office to accept.

Select the ‘Referral’ hyperlink for the case you want to review.
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Inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

Case Information || Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Accept | Decline I Link | Print | Cancel I
[ General Information \ Status Timeline
Chart Blocked Referral Chart List
| Office of Inquiry ‘ Anonymous Case: | No |
* . = *IGARS Date Opened: [11/23/2015
*Case Number: |Referal Status: [ A0-Open =
*IG: | Duff, Gal - Suspense:
Doe 3778 B H | Signifi I . = External S
i igni ;| No = ernal Sus nse'l—
«Case Label: istorical Signi c?nce f =l pe
El High Priority: [ 1o = Notification:
*Received From- |M-Army|G 3 &b Acknowledgement:
Control Number: | \G: Duff : *IGARS Date Closed:
o - . Date: 11/23/2015
Receipt Mode: |C—CaII-In j C Number: DIH160001 Total Man Houre .
MNon IG Referral: | of DI Expended: 0 hour(s) 0 minute(s)
IG Office: |SAIG-T Number: [i||.|-|5mm Additional Man Hours (in l—
' Close Date: : minutes):
Priority Flag: | Select | :
*Location: | Fort Von Steuben, Virginia x| To request 3;:&: m\}h;-pr:f:li'::g ﬂﬁc_ﬂ change the Add Timeline Event |
[Non-Suppon =
Figure 11

‘Accepting’ a Referral (continued)
Notice under the ‘General Information’ column that this case is being referred to our office as an
‘Office of Inquiry’. Currently, no case number is assigned as we have not completely accepted
the case. You have just received an IGAR so, you should conduct IGPA before you accept it to
ensure it is appropriate for you to work.
The *Status’ column reflects the referral data from the Office of Record.

To accept this case, select ‘Accept.’

essage from webpage | X I

Referral accepted, enter case number and click save or auto generate.

.f_-l_-\ The Date Opened for this case is 11/23/2015.

Figure 12
‘Accepting’ a Referral (continued)

Select ‘Ok.’

131



IGARS Handbook July 2017

Case Infermation | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save I Cancel |

| General Information | Status Timeline
Chart Blocked Referral Chart List
| Office of Inquiry | Anonymous Case: [No |
s . = *IGARS Date Opened: |11/23/2015
*Case Number TR 16 I Auto Generate | Status: | A0-Open =l .
*IG: [ Duff, Gary =] Suspense:
Doe 3/79 = S
*Case Label Histarical Significance: |N-: _-| External Suspense:
ase Lal -
"~ High Priority: [110 | Netfication: |
“Received From: | M-Army IG =l e Acknowledgement:
Control Mumber: I 1G: Duff *IGARS Date Closed:
. Date: 11/23/2015
Receipt Mode: | C-Call-in =] Number: DIH150001 erotal M Houre
. - 0 hour(s) 0 minute(s)
Non IG Referral: | - - . Expended:
IG Office: [SAIG - Training Division Number: DIH160001 Additional Man Hours (in =
lose Date: minutes):
Priority Flag: | Select =l
*Location: | Fort Von Steuben, Virginia To request a review from the referring office change the AR R
! gia | Status to RV and click Save. LT |
INon-Supporl d
Figure 13

‘Accepting’ a Referral (continued)

Select ‘Auto Generate’ to complete the acceptance process by generating a local IG office
‘Case Number.’

Selecting ‘Cancel’ will cancel the acceptance process.

Message from webpage | X I

L OTR160009 has been created.

Figure 14
‘Accepting’ a Referral (Continued)

The local IG office has now accepted the case.

Select ‘Ok.’
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Inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save | Referra\sl Delete | _F'nm_l Cancel
C 1

| Status Timeline
Chart Blocked Referral Chart List
[ Office of Inquiry | Anonymous Case: [No |
* . = "IGARS Date Opened: |11/23/2015
| o omoer TR St [5G £
o379 B "1G: [Duff, Gary =] Suspense: I
oe -
*Case Label Historical Significance: |10 = External Suspense:l —
ase Label:
=l High Priority: [11o =l Notification: |
*Received From: | M-Army IG =l e Acknawledgement‘_l
Control Number: | - Duff ’ *IGARS Date Closed: |
- Date: 11/23/2015
Receipt Mode: | C-Call-In | e o o o
Non IG Referral: | » - Expended. 0 NoUT(s) 0 minute(s)
G Office: |SAIGT Number: DIH160001 Additional Man Hours (in I
- lose Date: minutes):
Priority Flag: | Select |
*Location: [Fort Von Steuben, Virginia | To request a review from the referring office change the Add Timeline Event |
Status to RV and click Save.
Nen-Support z‘

Figure 15
‘Accepting’ a Referral (continued)

The referred case now has a local IG office ‘Case Number’ and will appear on the main page by
this number.

At this point, if this IG office was an intermediate OOI and the office that needs to work the case
is at a lower level, the case should be referred again as an OOI referral as previously described.

Inspector General Action Request System (IGARS) Training
W v5.10

5.10.1 A N

LTC Gary Duff, SAIG, DIH Updates FAQs Home Logout

ernet Explorer

Referrals for Case Number: DIH160001 (Office of Record) _‘.l

| A ‘ Referred To ‘ Referred From
SAIG - Traini 3

‘ ’111'23;24115 ‘DM.S.m ng ‘SA!G

P 1ant
Cas er
Case Label
Problem Area
Document De

Figure 16
‘Accepting’ a Referral (continued)

The Active Referrals window now viewed from the DAIG's Assistance Division main page

reveals the case number for the Office-of-Inquiry Case and the last name of the I1G that
accepted the referral in that office.
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Selecting the hyperlink ‘OTR160009’ will allow the Office-of-Record to see the case file in
IGARS.

Inspector General Action Request System (IGARS) Training ;

Web v5.10.1 A
Y

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

Case Information| Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save I Referrals I Delete | Print | Cancel I
| General Information [ Status Timeline
1 Chart Blocked Referral Chart List
| Office of Inquiry I Anonymous Case: [No =l ==t
*Case Number: IOTR16I]009 *Status: IAO—Open ;I IGARS Date Opened: |11/23/2015
"G [A0-Open Suspense:
Doe 3/79 = } o [RV-I L
Histerical Significance: |10 - External Suspense:
*Case Label: i
=l High Priority: [ 1o = Notification:
*Received From: [M-Army 1G = 2 T Acknowledgement:
Control Number: I 1G: Duff : *IGARS Date Closed:
. ) Date: 11/23/2015
Receipt Mode: [ C-Call-in = Case Number: DIH160001
*Total Man Hours .
MNen |G Referral: " 0 hour(s) 15 minute(s)
Office of Record: DIH-SAIG Expended.
IG Office: [SAIGT Case Number: DIH160001 Additional Man :::::Sa g}n |
Close Date: -
Priority Flag: [Select =1 ose
“Location: |Fort Von Steuben, Virginia | Add Timeline Event |
[Non-Support -]

Figure 17
Referral ‘In-Review’

Once the case has been completed at the Office-of-Inquiry level, the IG working the case should
change the status to ‘RV-In Review' to notify the Office-of-Record IG that the case is ready for
review.

The ‘In-Review’ status may also be used to signify that an SJA, CIG, or Commander is locally
reviewing a case before closing.

Select ‘In-Review’ and ‘Save.’
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Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Referrals | | Print | | Cancel |

| General Information | | Staws Timeline
Chart Blocked Referral Chart List
v | Anonymous Case: [No |
" . *IGARS Date Opened: [11/23/2015
“Case Number: [OTRIBI00ET Status: [RV-In Review = |
e 379 H *IG: [Duff, Gary =l Suspense: I
oe B
Historical Significance: | Mo ;l External Suspense: |
*Case Label:
= High Priority: [110 =l Notification: [
*Received From: [M-Army IG =] b Acknowledgement: I
Control Number- I 1G: Duff . *IGARS Date Closed: |
N - . Date: 11/23/2015
Receipt Mode: [C-Call-n = Case Number: DIH150001 rotal Man Houre -
Non IG Referral: | of - Expended. 0 10ur(s) 30 minute(s)
IG Office: [SAIGT Case Number: DIH160001 Additional Man Hours (in ="
L Close Date: minutes):
Priority Flag: [Select =
*Location: [Fort Von Steuben, Virginia | RadmmeinaErent ]
an-Suppor 2l Changed | Changed By
RV 11/23/2015 Duff
*Problem Area:
Figure 18

Referral ‘In Review’ (continued)

Notice that there is now a ‘Case History’ entry documenting the case has been submitted for
review.

ctor General Action Request System (IGARS) Training S

Updates FAQs Home Logout

B Mon-Support
DIH112001 10717/2010 IG01L Grifith  Stough HHG
DIH112002 10/17/2010 C IGo2L Grifith ~ Stough HHG
DIH112003 10M17/2010 C IG03L Grifith ~ Stough HHG

Figure 19
Referral ‘In Review’ (continued)

Once the Office-of-Inquiry has submitted the case for review, the Office-of-Record case number
will move to the top of the list of cases on the Office-of-Record main page and a blue flag will
appear next to the case number.

Click on the blue flag.
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{2 IGARS Referrals - Windows Internet Explorer
Referrals for Case Number: DIH160001 (Office of Record) =l
| Active Referrals
Referral Case Accepted
‘ D ‘ Referred To ‘ Referred From Number E| 0O0R | 00l | By o,

SAIG - Training

‘11:’234"2015 Division ‘SAIG ’E‘R\f ’Nﬂ

Yes ‘Duﬁ' ‘11.“23!2015 ‘

Figure 20
Referral ‘In Review’ (continued)

The referral screen will appear noting when the Office of Inquiry requested the review. The
Office-of-Record IG may select the Office-of-Inquiry case number hyperlink from here or from
the main page.

Case 1nfurmatinn| Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Referrals | Prnt |  Cancel |
| General Information [ _ Staws Timeline
Chart Blocked Referral Chart Li:
| Office of Inquiry | Anonymous Case: [No = List
. . n = *IGARS Date Opened: |11/23/2015
*Case Number: [OTR160009 Status: [RV-In Review = I
Dos 3779 | *IG: [ Duf, Gary | Suspense: |
oe -
istori igni : |No < External Suspense: I |
*Case Label- Historical S.|gn|ﬁc.anf:e | _| p
- High Priority: [0 | Notfication:|
*Received From: [M-Army IG x| rod By Di Acknowledgement: |
Control Number: | 1G: Duff ’ “IGARS Date Closed: I
o . Date: 11/23/2015
Receipt Mode: IC-CaII—In ;I c Number: DIH160001
*Total Man Hours 0h 30 minut
Mon |G Referral: | of o Expended: our(s) 30 minute(s)
IG Office: [SAIGT Case Number: DIH160001 Additional Man :;;::.Lrtsegip Ii
Priority Flag: | Select =l Eloss .
- — ‘ _ Acknowledge Review | _
Location- I Fort Von Steuben, Virginia ;l Add Timeline Event |
Mon-Support -]
‘ Case History
| Status | Date Changed | Changed By
“Problem Area: RV [11/232015 [Duft
Figure 21

Referral ‘In Review Acknowledged’

The Office-of-Record should review the case file for completeness and then click on
‘Acknowledge Review.’
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Message from webpage X I

;;-.Ié\ Case review has been acknowledged.

Figure 22
Referral ‘In Review Acknowledged’ (continued)

‘Case review has been acknowledged.” Select ‘Ok.’

Case Infurmatlon} Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Motes | Synopsis | Documents

Referrals Print Cancel |
[ General Information  Status Timeline
Blocked Referral Chart
Anonymous Case: |N0 d Chart List
= . *IGARS Date Opened: [11/23/2015
*Case Number: | Status: [ A0-Open | |
"IG: | Dul, Ga - Suspense: |
Ooe 378 - Hi | Signifi I - = External S
istori i : |No - emal Sus nse.li
~Case Label- istorical I\gm clanT:e [Mo =l pe
- High Priority: [0 | Notificaton: |
*Received From: [M-Army IG =l Acknowledgement: |
Case Referred By: DIH-SAIG . ) l—
Control Number: | IG: Duff IGARS Date Closed
*Receipt Mode: ]C}Call—ln ;l ml:: f:l:rl;lzl?rezl'l:“[s)lH'lGUOM
*Total Man Hours 0h 30 minut
Non IG Referral: I Expended- our{s) 30 minute(s)
Office of Record: DIH-SAIG . -
IG Office: [SAIGT Case Number: DIH160001 Additional Man mﬁ 2;1 —
Priority Flag: | Select =] Eoebae:
*Location: | Fort Von Steuben, Virginia ¥ | To request a review from the refering office change the Add Timeline Evert |
Status to RV and click Save.
Non-Support _:_‘
[ Case History
*Problem Area’ | Status | Date Changed | Changed By
[Rv 11/23/2015 [Duft
AO 111/23/2015 [Duft
Al
Figure 23

Referral ‘In Review to AQO’

After the acknowledgment by the OOR, the case history displayed on the OOI case information
tab will change the status back to ‘AO — Open.’
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Inspector General Action Request System (IGARS) Training

Web v5.10.1

LTC Gary Duff, SAIG, DIH Updates FAQs Home Logout

DIH _ DIH120002 12/01/2011 M Johnson

Performance Metrics DIH122001 10/17/2013 c Duff  Stough

Current Workload DIH122002 10/17/2013 AD C Casell Duf  Stough

Trip Report 10/17/2013 AOD C Casel Duf  Stough
11/23/2015 AD M Doe 379 Duff

Change Office Identii
|Selet:t =l

Figure 24
Referral ‘In Review Acknowledged’

The Office-of-Record case number has now returned to its sequential position on the main
page. The blue flag is gone and replaced by the blue referral triangle.

~

Updates FAQs Home Logout

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save I Raferralsl Delete | Print | Cancel |

[ General Information | Status Timeline
Blocked Referral Chart Li
[ OfficeofRecord Anonymous Case: [No =l — —
" . *IGARS Date Opened: [11/23/2015
“Case Number: [DIRTB00OR Status: [A0-Open =l
Dos 3179 5 *IG: [ Duff, Gary | Suspense:
oe =
Historical Significance: INj _vI External Suspense:
*Case Label: )
e High Priority- [11o =l Notiication- |
*Received From: IM-Amy [Ie] | Acknowledgement:
Control Number: | *IGARS Date Closed: 11!‘23!201&
*Receipt Mode: [ C-Call-in =l
*Total Man Hours ;
Non 1G Referral:l Expended: 0 hour(s) 0 minute(s)
IG Office: |saig Additional Man :;:nuurlseg; I—
Priority Flag: ISe\eCl =l
*Location: IFoann Steuben, Virginia ;I Add Timeline Event |

Figure 25
‘Closing the OOR Case’

If the Office-of-Record attempts to close the case before the Office-of-Inquiry closes out the

case, a window will appear to notify the Office-of-Record that the Office-of-Inquiry has not
closed the case.
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This case cannot be closed until all Office of Inquiry (OO referral cases
have been closed.

Figure 26

‘Closing the OOR Case’ (continued)

‘This case cannot be closed until all Office of Inquiry (OOI) referral cases have been closed.’

Caselnforrnation | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Referals | Delete |

i

Print |

Cancel |

[ General Information

Status

Timeline
Chart Blocked Referral Chart List

I O || e =
* . *IGARS Date Opened: |[11/23/2015
T — Saus [FoGn 3
T H "IG: | Duff, Gary ~| Suspense: I
oe -
Historical Significance: | No - External Suspense: I
*Case Label: Ig o I | pe
- High Priority: [11o =l Netfication: [
*Received From: [M-Army 1G =l Acknowledgement: |
Control Number: I *IGARS Date Closed: [11/23/2015]
*Receipt Mode: | C-CallIn =l
Non IG Referral: | “Total hé‘:n Hour.? 0 hour(s) 30 minute(s)
: pended:
IG Office: [SAIGT Additional Msn Hours (in [——————————
) minutes):
Priarity Flag: | Select B
*Location: | Fort on Steuen, Virginia x| Add Timeline Event I
[Non-Suppart =

Figure 27
‘Closing the OOR Case’ (continued)

The OOl enters the ‘IGARS Date Closed’ date and “Saves” the case.

Figure 28
‘Closing the OOR Case’ (continued)
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If all required fields have been properly completed, IGARS will confirm that each section of the
1559 has been completed and will display “IGAR Closed.” At this point, the Office-of-Inquiry
case is closed and the Office-of-Record can complete the 1559 and close the OOR case.

Case Infermation | Initiator/Cemplainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save | Referrals Delete | Print | Cancel
| General Information ‘ | Status ‘ | Timeline
I Chart Rlackad Dafarral Chart | et
[ /= IGARS Referrals - Windows Internet Explorer - | B I X I —
*C | Referrals for Case Number: DIH160001 (Office of Record) ;] —
Print Referral List I

| Active Referrals —
‘R|| Referral Case Case Accepted Review
. ‘ D Referred To ‘ Referred From e s OO0R ‘ 00l ‘ By ‘Raqu i ‘Mknow]edged —
C
d ‘11,.23,2015 e ‘SA,G |g]3m‘%m5 No |Yes ‘Duﬁ ‘11.'2312015 ‘11}23;2015
N ¢)

Figure 29

‘Closing the OOR Case’ (continued)

The case has been closed by the Office-of-Inquiry. The referral window from the Office-of-
Record notes the case status as ‘CL’ - closed and the date it was closed.

Also, notice that the date of the ‘Acknowledged’ column is populated. This is the date that the
Office-of-Record acknowledged the review request.

If the Office-of-Record agrees with the Office-of-Inquiry findings, the case can be closed by the
Office-of-Record.
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The procedure for referring a case as Office of Record is very similar to referring a case to an
Office of Inquiry.

Inspector General Action Request System (IGARS) Training
Web v5.10.1

LTC Gary Duff, 5AlG, DIH Updates FAQs Home Logout

Case Information I Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save I Referrals Delete | Print | Cancel |

[ General Information | Status Timeline
— Chart Blocked Referral Chart List

Anonymous Case |No ;l
= *IGARS Date Opened: |1 1/24/2015

*Case Number: |DIH Status: | A0-Open =l

Bos 3778 :| “I6G: | Duf, Gary =] Suspense:l
oe -
*Case Label- Historical Significance: [0 =l Extemal Suspense: |
= High Priority: [11o =l Netification [

*Received From: | M-Army IG = Acknowledgement: I

Control Number: | *IGARS Date Closed: |

*Receipt Mode: [ C-Call-In
Mon |G Referral: |
IG Office: |saig Additional Man Hours (in l—
minutes):

Priority Flag: | Select

L

*Tatal Man He )
. Ei'ﬂenﬁﬁ 0 hour(s) 15 minute(s)

*Location: | Fort Von Steuben, Virginia Add Timeline Event |

[ ENNEN

MNon-Support

Figure 30
‘Office-of-Record Referral’ ‘Accepting’

In this scenario, case number DIH160002 is being referred as an Office-of-Record Referral.
The office referring the case does not want to maintain oversight or direct visibility on the case.

Select ‘Referrals.’

Case [nformatlon]‘Inltiator{Cnmplalnant Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Referrals Delete | Print | Cancel |

Referrals for Case Number: DIH160002 (Office of Record)

€& [~ Print Referral List | —

Refer Case —
*Rec Referral Type:
" Office of Inquiry —
Con =
*Re
Non )

Figure 31
‘Office-of-Record Referral’ ‘Accepting’ (continued)

141



IGARS Handbook July 2017

In this scenario, we are going to refer this case from SAIG-AC (DIH) to ‘OTR-SAIG — Training
Division’ as the Office-of-Record. The office referring this case — DIH — does not want to
maintain oversight of the case. As a local IG office, you will likely only use this function to refer
a case to another IG office as Office-of-Record.

Select the Office-of-Record button, find the IG office to which you want to refer the case, and
then select Refer.

Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save | | Referrals Delte |  Print | | Cancel |

| =" IGARS Referrals - Windows Internet Explorer = I O | X I
| [Referrals for Case Number: DIH160002 (Office of Record) El=
C&| bt Referral List | —

| Active Referrals -
Referral = _ Case Case Accepted Review
ik | it |y | G | 008, | oo g S it -
Con || 11/24/2015 |SAIG |Bata.u:l |A0 |p \B ‘ | ‘
*Re
)
hlon W from webpage X I

i h Case has been referred to OTR-SAIG - Training Division.

*Dr

Figure 32
‘Office-of-Record Referral’ ‘Accepting’ (Continued)

The ‘Case has been referred to OTR-SAIG — Training Division.’

Notice that the OOR and OOI columns reflect ‘Yes,” meaning that the referring office is
transferring all responsibilities for this case to the gaining 1G office.

Select ‘Ok.’

10/17/2013 A0 M
10/17/2013 AOQ M
10/17/2013 A0 M
10/17/2013 AOQ M
10/17/2013 A0 M
10/17/2013 AQ M
10/17/2013 A0 M
10/17/2013 AOQ M
10/17/2013 A0 M
10/17/2013 AOQ M Case D50
10/17/2013 Ao M Case D51
10/17/2013 AO M Case D52
10/17/2013 A0 M  Case D53
10/17/2013 AO M Case D54
[ {3 panl Refoned Dola » Referal  11/24/2015 AO M Doe 3/79 Duff Doe Non-Support
- . ) b ATnaanren A ANMATIANAN mr ha N LALR R Mmie Maa lom ma fFmimamt Ml
Figure 33

‘Office-of-Record Referral’ ‘Accepting’ (continued)
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Viewed from ‘OTR-SAIG — Training Division’, the ‘Referral’ is now visible for viewing.

Select the ‘Referral’ hyperlink to review the IGAR.

Case Information || Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Accept l Decline | Link | Print | Cancel |
[ General Information | Status. Timeline
Blocked Referral Chart Li:
‘ Office of Record ‘ Anonymous Case: INu E‘ Chart List
*Case Number- | *Status: [A0-Open = *IGARS Date Opened: |1 1/24/2015
5oc3s :] 1G: IDUIT. Gary LI Suspense: |
oe —
G Label Historical Significance: |N-: ;l External Suspense:l
ase Label:
I~ High Priority: Il‘l-t z‘ Motification: li
"Received From: [M-Army IG = —r Acknowledgement: |
Control Number. | IG: Duff : G "IGARS Date Closed: |
- ] Date: 11/24/2015
Receipt Mode: [C-Call-In | e e A
: - 0 hour(s) 0 minute(s)
Non IG Referral: | Ep— Expended:
Office of Record: OTR-SAIG - Training Division Addi I Man H )
IG Office: [SAIGT Case Number: itional Man m;:,uurtse g)n —
Priority Flag: | Select =l Close]iiate:
*Location: [Fort Von Steuben, Virginia +| Add Timeline Event |
MNon-Support ;]

Figure 34
‘Office-of-Record Referral’ ‘Accepting’ (continued)

Notice under the ‘General Information’ column that this is an ‘Office-of-Record’ referral. Also,
the referral information is listed under the ‘Status’ column.

Select ‘Accept.’

Message from webpage X I

. Referral accepted, enter case number and click save or auto generate.
_f_l&_ The Date Opened for this case is 11/24/2015.

[ |

Figure 35
‘Office-of-Record Referral’ ‘Accepting’ (Continued)

IGARS confirms the referral has been accepted.

Select ‘Ok.’
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Case Information | Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save I Cancel |

| General Information \ Status Timeline
Blocked Referral Chart Li
T 5 | G =
" . = "IGARS Date Opened: |11/24/2015
*Case Number: OTR 16 Auto Generate | Status: |AC-Open =
Doe 379 = 1G: | Duf, Gary = Suspense:
0e -
«Case Label Histancal Significance: | No Ll External Suspense:
as5e Label”
;l High Priority: [Ho ;l Notification: ﬁ
*Received From: [M-Army IG =l Acknowledgement:
Control Number: | FIGARS Date Closed:
*Receipt Mode: [C-Callin =]
*Total Man Hours ’
Non |G Referral: | Expended- 0 hour(s) 0 minute(s)
IG Office: [SAIG - Training Division Additional Man r:flnt:]rfeg; li
Priority Flag: | Select =]

Figure 36
‘Office-of-Record Referral’ ‘Accepting’ (continued)

Just as with the Office-of-Inquiry referral, select ‘Auto Generate’ to assign a case number and
complete the acceptance.

y llj OTR160010 has been created.

Figure 37
‘Office-of-Record Referral’ ‘Accepting’ (continued)

Select ‘Ok.’
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Case Information || Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Save | Refarals |  Delete |  Prnt |  Cancel |

| General Information | © Stams Timeline
Blocked Referral Chart Li
| OficeofRecord Anonyrus Case: [ S =
" *IGARS Date Opened: |11/24/2015
*Case Number: [OTR160010 | *Status: | A0-Open =l
Dos 3779 H *IG: | Duff, Gary =l Suspense.l
oe -
Historical Significance: | No ;I External Suspense- |
*Case Label: N
I~ High Priority: [0 =l Notification: |
*Received From: [M-Army IG | — - Acknowledgement I
Control Number: I 1G: Duff By: *IGARS Date Closed: I
*Receipt Mode: ]C‘fCaII-In ;I Laiz Tlatierl Total Man H
Non IG Referral'l otal Man ours hour(s) 0 minute(s)
X Expended
IG Office: E Additional Man Hours (in Ii
) minutes):
Priority Flag: | Select =l
*Location: [Fort Von Steuben, Virginia x| Add Timeline Event |
Non-Support 5|

Figure 38
‘Office-of-Record Referral’ ‘Accepting’ (continued)

The case now belongs to ‘OTR-SAIG — Training Division.’

dows Internet Explorer

Referrals for Case Number: OTR160010 (Office of Record) Z‘

| ~ Active Referrals
Referral Case Case Accepted Review
| Date ‘ Referred To ‘ Referred From | Number ‘Swms ‘ (00R. ‘ ool ‘ By |Requmed l""‘“""”"“""
Compla | ‘SNG ‘ |ﬁ‘m i No ‘ | ‘
S amYATe:
Document Descrip
Figure 39

‘Office-of-Record Referral’ ‘Accepting’ (continued)

The case is now available for the local IG office to work. Selecting the blue triangle beside the
case number will bring up the referral window.

Notice that from the OTR-SAIG — Training Division’ perspective, this case is not an OOl referral;
it is an OOR ‘Refer-Only’ case (that is, it's being referred as an OOR).
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S Referrals - Windows Internet Explorer - I ] I X I
Referrals for Case Number: DIH160002 (Office of Record Refer Only) ;l
| Active Referrals

Referral Case Case Accepted | Review
‘ D ‘ Referred To ‘ Referred From ‘ s ‘SI " ‘ O0R ‘ 00l ‘ By ‘Roequ ¢ l‘Actnuwledgsd
‘11.'24,'2015 SAIG - Training ‘SNG ‘m‘msom ‘AO Yes  |Yes ‘Duif ‘ ‘
Division
Figure 40

‘Office-of-Record Referral’ ‘Accepting’ (continued)

Now viewed from SAIG, the referring IG office, notice that the case number for OTR is listed
under the case-number column; the last name of the IG from that office that accepted the case
is listed. The referring IG office case can now be closed without further action.

Declining a Referral: The ‘referral to other IGSs’ process is an extension of Inspector General
technical channels, and the receiving IG office must agree to accept the referred case. Only
DAIG may directly task another IG office to work an issue or conduct an investigation. This
tasking authority does not exist among IGs below DAIG level, regardless of echelon. If a
disagreement between |G offices occurs with regard to a referral, DAIG’s Assistance Division
will adjudicate.

e — I L R S
¥ Retaral 112472015 AD M Dos 379 Duff Dos Hon-Suppon
Raferal 10MTR013 AD G Casalt Saough HHG
Ratairal 101772013 AL C Case L1 Stough HHG
Rsfermal WHTR03 AD ¢ Casell Stough HHG
tal 1072013 AL M Case Al Uriair promiatio
Figure 41

‘Declining a Case’

Select the ‘Referral’ hyperlink of the case you want to review.
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Inspector General Action Request System (IGARS) Training

Web v5.10.1

LTC Gary Duff, SAIG - Training Division, OTR

Case Information iti. /! Jai j /! A t Issues | Case Notes | Synopsis | Documents
| [ Status Timeline
7 Anonymous Case: [No ~| Chag W—M 71'“ -
i *IGARS Date Opened: |11/24/2015
*Case Number. m Status: | AD-Open =] ; pen |
T *IG: |Duft, G uspense-|
Doe 3779 = T =

*Case Label: Historical Significance: |10 =l External Suspense: I

High Priority- [110 =l Notifcation: [

=
=] Acknowledgement: |
‘IGARS Date Closed: |

*Received From: [M-Army IG

Control Number: |

*Receipt Mode: [C-Call-in ~] ——
olal an Hours
Non IG Referral: Expended. 0 NoUr(s) 0 minute(s)
1G Office: W_'T Additional Man H_ours (in I—
— minutes)
Deinsites Elan: [Gatan =

Figure 42
‘Declining a Case’ (continued)

You have just received an IGAR; conduct IGPA. If this case is not appropriate for your office to
work, you need to decline the case.

Inspector General Action Request System (IGARS) Training

Web v5.10.1

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | Initiator/Complai jects/! Allegats Issues | Case Notes | Synopsis | Documents
i e | e | | caeol |
| General Information [ Status Timeline
[ 7 5 Anonymous Case | No = Chan Blocked Referral Chant List
*Case Number. *Status: |-10-09en = "IGARS Date Opened: W
[Doe 3779 =] 1G: |Dutt, Gary = Suspense: |
*Case Label: Historical Significance: |10 =l External Suspense: I
= High Priority: |10 = Notifcation: [
*Received From: [I-Army1G = Acknowledgement: [
Control Number: | IGARS Date Closed [
“Receipt Mode: |C-Call-in -
Non JG:eferraL' : = il g:;;::::; 0 hour(s) 0 minute(s)
IG Ofice: BAIGT Additional Man Hours (in [—————
Deinsites Elan: [Gatan =] | mmUtes}

Figure 43
‘Declining a Case’ (continued)

Select ‘Decline.’
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x|
S o
Cancel I

Enter the reason the referal is being declined:

|L|pon further review, this case does not belong to our office |

Figure 44
‘Declining a Case (continued)

Provide a brief explanation of why your office is declining this case. Select ‘Ok.’

Message from webpage

0K I Cancel

Figure 45
‘Declining a Case’ (continued)

Select ‘Ok’ to confirm the decline or ‘Cancel’ to stop the decline action.

Message from webpage: X |

_ I_\ Referral declined.

Figure 46
‘Declining’ (continued)

Select ‘Ok’ and the case has been removed from your queue.
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Inspector General Action Request System (IGARS) Training
Web v5.10.1

AQL;{ .

LTC Gary Duff, SAIG, DIH Updates FAQs Home Logout

10/17/2010 C IGHL Griffith ~ Stough HHG
10/17/2010 AO C IG15L Griffith  Stough HHG
10/17/2010 AO C IG16L Griffith  Stough HHG
12/01/2011 AO M Johnson

10/17/2013 AD C Casell Duff Stough HHG
101772013 AOQ C Casell Duff Stough HHG
10/17/2013 AQ C Casel1 Duff Stough HHG

| 1172472015 AO M Doe 3/79 Duff Doe Mon-Support -

[47 cases

Figure 47
‘Declining’ (continued)

Viewed from the referring office, the blue triangle has been removed from the case that DIH
tried to refer to OTR.

Case Information i Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Sae | Referals Delete |  Pint |  Cancel |
\ General Information | Status ‘ Timeline
Blocked Referral Chart
L Office of Record | | Anonymous Case: [No = Chaa List

*C f 16 ferrals - W s Intemet Explorer 1 - 1ol x| =7
Referrals for Case Number: DIH160003 (Office of Record)
Print Referral List I ——
R | . —
Ci 5 - — Refe
Date = . ;
*|| Declined Date
N Enter the reason the referral is being . o = (s)
‘11."24-»'2015 Tocih Hett ‘Du‘ﬂ' ’SNG-Tlalnhg Division ‘11!24«‘2015 iy
 Refer Ca
Referral Type:
 Office of Inquiry
; C Offica of Rarard
Figure 48

‘Declining a Case’ (continued)

Selecting ‘Referrals’ again, the office that attempted to refer the case initially will see when the
case was declined, the reason for the declination, and the IG that declined the case.

The owning office can then attempt to refer the case again.
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Linking to an Existing case — Office-of-Record

112472015 AD M Dos X789 Dhuff Do= Mon-Suppert

WAT2013 A C Casell Stough HHG

10172013 AD C Case L1 Stough HHG

WAT2013 A0 ¢ Caselt Stough  HHG
Figure 49

Linking a case — Office of Record

A case may be referred to your office that is very closely related to a case you currently have
open or may in fact be the same issue or allegation.

Select the ‘Referral’ hyperlink of the case you want to link to one of your open cases.

Inspector General Action Request System (IGARS) Training
w 1

LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

Case [nformalion] Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

Accept I Decline | Link | Print | Cancel |
General Information Status Timeline
Chart Blocked Referral Chart List
| OfceofRecod Anonymous Case 1 =
" "IGARS Date Opened: |‘I112.4f2015
*Case Number: F Status: [ A0-Open =l P
*IG: | Duff, Gary - Suspense: I
Doe 3/79 = o I =l
Historical Significance: |Nc= Z‘ External Suspense: I
*Case Label-
=l High Priority: [110 =l Notifcation: |
*Received From: [M-Army 1G = Acknowledgement: |
Control Number: | *IGARS Date Closed: I
*Receipt Mode: | C-Call-In -
I _I *Total Man Hours 0h 0 t
Non IG Referral: | Expendeg. © N0Ur(s) 0 minute(s)
IG Office: m Additional Man Hours (in l—
minutes):
Priority Flag: | Select K|

Figure 50
Linking a case — Office-of-Record (continued)

Select the ‘Link’ button AFTER you have conducted IGPA. You must have the local ‘Case
Number’ identified in order to execute the link.
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Explorer User Prompt X |
s
Enter an existing case number to link:
Cancel |
{0TR160008]

Figure 51
Linking a case — Office-of-Record (continued)

Type in the ‘Case Number’ to which you want to link the ‘Referral’ and select ‘Ok.’

Select ‘Ok.’

Select ‘Ok.’

Message from webpage X |

:I Are you sure you want to link to case OTR1600067

oK I Cancel

Figure 52
Linking a case — Office-of-Record (continued)

Message from webpage X I

y l: Referral linked to existing case: OTR160006

Figure 53
Linking a case — Office-of-Record (continued)
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Inspector General Action Request System (IGARS) Training

Web v5.10.1

LTC Gary Duff, SAIG - Training Division, OTR

Case Information | Initi fC lai j Il i Issues | Case Notes | Synopsis | Documents
Save |  Referrals Delete |  Prnt |  Cancel |
| General Information | Status Timeline
- - : " . Blocked Referral Ct
3 Anonymous Case: |No =l Chart  List
. : *IGARS Date Opened: |11/5/2015
*Case Number: |G Status: [AO-Open =l .
*IG: | Duff, G - uspense:
et | — == - Extemal S [
istori i o - ernal Suspense:
S i istorical .|gn| c.anlce | =l pe
| High Priority: | tlo =l Notification:
*Received From: [M-Amy |G | Acknowledgement: [
Control Number: [ *IGARS Date Closed:
*Receipt Mode: | W-Walk-In =

*Total Man Hours ;
Expended: 1 hour(s) 30 minute(s)

Non IG Referral- |

IG Offic Additional Man Hours (in [—
minutes):
Priority Flag: [ Select =]
"Location: [FortVon Steuben, Virginia =] Add Timeline Event |
rNon-Support =]
Figure 54

Linking a case — Office-of-Record (continued)

The cases have now been linked. Notice that the Office of Record remains with Training
Division — SAIG.

Linking to an Existing Case — Office of Inquiry

A case may be referred to your office that is very closely related to a case you currently have
open or that now has DAIG or DoD visibility. This is often the situation with cases received by
SAIG-AC from the Defense Hotline (DoD Hotline) as Action referrals. The linking process is the
same as “Linking as Office-of-Record,” except Office-of-Record ownership remains with the
referring 1G office.

102412015 AD M Dos 3T8 Duff Doe Mon-Suppert

WTR013 AD C  Cesell SHeugh HHG"

10172013 AD C Casell Stough HHG

WATR013 A0 ¢ Caselt Siough  HHG
Figure 55

Linking a case — Office-of-Inquiry

Select the ‘Referral’ hyperlink of the case you want to link to one of your open cases.
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TR242015 AD M Do 273 el Do Haon-Suppart

=10l x|
A
| e Swemate | memsron | S35 | 0% | oo [teged SO0
| SAIG [ DRI A0 ves Yes | ! I
Figure 56

Linking a case — Office-of-Inquiry (continued)

This is an Office-of-Inquiry referral.

Notice that this is an ‘Office-of-Inquiry’ referral. Linking it to an open case that is ‘Office-of-
Record’ will change your case to an ‘Office-of-Inquiry’ case.

| Case Information | iti /Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents
Accept | Decline | Link I Print | Cancel |
[ General Information \ Status Timeline
Chart Blocked Referral Chart Li
| Office of Inquiry | Anonymous Case: [No =] List
x . *|GARS Date Opened: |11/24/2015
*Case Number: —— Status: [ AO-Open =l <
*IG: | Duff, Gary - uspense: |
Doe 3/79 =] - | =
"Case Label: Historical Significance: [INo =] External Suspense: |
- High Priority: [1o | Notification |
*Received From: [M-Army IG | Acknowledgement: |
Control Number: | *IGARS Date Closed: |
“Receipt Mode: | Select |
*Total Man Hours .
Non IG Referral: | Expended: 0 hour(s) 0 minute(s)
IG Offce: [SAIGT Additional Man Hours (in —
i minutes):
Priority Flag: | Select =]
*Location: | Fort Von Steuben, Virginia = To request a review from the referming office change the Add Timeline Event
! =l Status to RV and click Save. imelne Event_ |
Non-Support =]
Figure 57

Linking a case — Office of Inquiry (continued)

Select the ‘Link’ button AFTER you have conducted IGPA. At this point, you must have the
‘Case Number’ identified to link the case.
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Explorer User Prompt X
S
Enter an existing case number to link:

Cancel |
|OTR160004]
Figure 58

Linking a case — Office-of-Inquiry (continued)

Type in the ‘Case Number’ you want to link the ‘Referral’ to and select ‘Ok.” Note that
‘OTR160004" was originally an OOR case for the local IG.

Select ‘Ok.’

Message from webpage X

o~
[9. Are you sure you want to link to case OTRI600047

0K I Cancel

Figure 59
Linking a case — Office-of-Inquiry (continued)

Select ‘Ok.’

Message from webpage X I

I_\ Referral linked to existing case: OTR160004

Figure 60
Linking a case — Office-of-Inquiry (continued)

Select ‘Ok.’
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Inspector General Action Request System (IGARS) Training
v

0.1

LTC Gary Duff, SAIG - Training Division, OTR

Case Information || Initiator/Complainant | Subjects/Suspects | Allegations | Issues | Case Notes | Synopsis | Documents

e
Save | Refemals |  Delete | | Pint | | Cancel | v
| General Information | Status Timeline
Blocked Referral Chart Li
quiry [ Anonymous Case: [No | chan Lis
* . *IGARS Date Opened: [11/4/2015
*Case Number: m— Status: | AO-Open =l s
I *IG: | Dufl, Gary - uspense: |
Doe 379 = I | .
istori igni - [Mo ~ . |
“Case Label: Historical Significance I 0 _I emal Suspense
L] High Priority: |I-J-:- 3 Notification: l—
“Received From: [W-Army 16 =] Acknowledgement: I
Control Number: | "IGARS Date Closed: |
*Receipt Mode: [W-walk-in K|
“Total Man Hours
Non |G Referral: I Expended: 1 hour(s) 15 minute(s)
IG Office: m Additional Man Hours (in l—
minutes):
Priority Flag: [Select |
*Location: | Fort Von Steuben, Virginia = To request a review from the referring office change the Add Timeline Event
! =l Status to RV and click Save. imeine Event_|
non-support ;l
Figure 61

Linking a case — Office-of-Inquiry (continued)
The OTR (Training Division) case that was the ‘Office-of-Record’ case is now listed as an

‘Office-of-Inquiry’ case after the link is established, because the referred case was referred to
OTR as Office-of-Inquiry.

Note that nothing from the case that was referred will overwrite your case data. To view the
referred case data, you will need to select ‘Referral.’
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Chapter 9

Reports - Statistical
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Statistical Reports are used to analyze IGARS for trends. Statistical reports extract data only
from cases that are closed in the IGARS database. Users must understand the data in IGARS
is only retained for three (3) years from closure date for cases with determinations of
‘Assistance,” ‘Founded,” ‘Unfounded,’ or ‘Not Substantiated.” Cases with determinations of
‘Substantiated’ are retained in the database for thirty (30) years from closure date under current
policy. Users must also be aware that data (function codes and determinations) entered in
cases closed during the working day will not appear in a Statistical Report run that same day
because the database updates daily at midnight EST. Hence, data from those cases will only
appear in statistical data the following day.

External Suspense
Print Current “WwWiews

Reports

1559

Blank 1555

Standard

Reaefarral

Man HourfDiayvs Oy
Aud Hoe Qe ny

Figure 1

Reports Menu — Statistical Reports
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Inspector General Action Request System (IGARS) Training
Web v5.9

LTC Gary Duff, SAIG - Training Division, OTR

Figure 2
Statistical Report Selections

There are three main selections in the Statistical Reports menu.

The first option displays all cases by Category / Function Code with no prioritization by
occurrence.

Option two, the ‘Summary of Allegations / Issues by Category by Determination and
Component’ Statistical Report, returns all issues and allegations in the selected time period for
an 1G office ‘in Descending Order by Total Numerical Occurrences’ grouped by the 35 category
codes.

Option three is the ‘Summary of Allegations / Issues by Function Code by Determination and
Component in Descending Order by Total Numerical Occurrences.’ Instead of looking at the 35
broad categories, this report will provide the fidelity of the specific ‘Function Code’ with the
highest occurrence during the period selected.

Notice in this example that we are going to extract statistical data associated with DAIG Training
Division - “OTR” for this report.

Selecting ‘Report for Different Site’ will have the same functionality as seen in the Standard
Report, Figures 36-40, Chapter 7.
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LTC Gary Dulf, SAIG - Training Division, OT

T By & Moran

Figure 3
‘Start Date’ and ‘Stop Date’

The ‘Statistical Report’ can be run for date ranges specified by the IG.
The report can be run based on ‘Closed’ date by Fiscal Year, by quarter, for a specified month,

or for a specific date. Likewise, the report can select data based on an ‘Open’ date by Fiscal
Year, by quarter, for a specified month, or for a specific date.

Start Date Stop Date _ I All Offices () Select Office(s) Fu(;}rﬂ:" Characterization Location
© FY (2016 W OTR = SAIG - Training Division All Value ||l All Values All Values
® pee \—I 1 # [ CL-Issue(s) Related to Civil Li|| Aberdeen Proving Ground, Marylan
. pen Date 1A OEF-Operation Enduring Free|| Adelphi Laboratory Center, Marylan
FY 1B OIF-Operation Iraqi Freedom ||| Afghanistan - Other
2 OIR-Operation Inherent Resol|| Akasaka Press Center, Tokyo, Japz
By Quarter 2A 0JS-Operation Jump Start Akizuki Army Ammunition Depot, Ja
OByAMnnﬂ\ 2B OND-Operation New Dawn Al-Udeid Airbase, Doha, Qatar
2C ONE-Operation Noble Eagle ||| Alabama Army Ammunition Plant, A
Oeyoste 2D ORS-0Operation Resolute Sup|| Alab; National Guard, Alabama
2E RD-Issue(s) Related to the Re||Alamo ASA, Korea
2F SQ-Issue(s) Related to Sequs||Alaska National Guard, Alaska

Figure 4
Office Selection

For most local I1Gs, the only selection for running the ‘Statistical Report’ will be for “Your Office
Only.’
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Offices with dual access or higher level IGARS permissions will be able to see other offices. If
the IG has these permissions, selecting ‘Report for Different Site’ will have the same
functionality as seen in Chapter 7, the Standard Report, Figures 36-40.

lourentRepon ste: 'R | I Reportfor Dferent St |
[ Stan Date | Stop Date [  Your Office Only C Al Ofices  Select Ofica(s) ; [@Z
€ comaoen  FY |26 =] | A valo 2] | All Values Al Values
r | CLdssue(s) Related to Cmt Aberdeen Proving Ground, Maryl.
Cpan Date |ﬂ OEF-Operation Enduring F (Adelphi Laboratory Center, Marylan
FY |2016 = 18 QIF -Operation Iragi Freedos Afghanistan - Other
2 OIR-Operation Inharent R Alcxsaka Press Center, Tokyo, Jap:
- 24 QUS-Operation Jump Stasd Akizub Army Ammunition Depat, J.
i " 28 OND-Operation New Dawn Al-Udeid Arbase, Doha, Qatar
0 By A Monty 2C ONE-Operation Noble Eagl Alabama Asmy Ammunition Plant, /
- 20 ORS-Operation Resolute Alabama National Guard, Alabama L]
S - 28 x| IRD-Issue(s) Related to the *] |Alamo ASA, Korea .
|

Figure 5
‘Function Code’, ‘Characterization’, and ‘Location’ Selection

The ‘Statistical Report’ can be run for specific ‘Function Codes’, ‘Characterization’ codes, or
‘Locations’.

Selections for these fields can be made by selecting a single code or for multiple codes. For
multiple codes in each category, use the ‘Ctrl’ key to select additional codes. The default is all
codes.

ase Selaction
' All Cases
@ Office of Record Cases
' Office of Record (Refer Only) Cases
' Office of Inguiry Cases

lssuas Only

Allagations Only
2 Both

Figure 6
‘Issues and / or Allegations’ Selection

The *Statistical Report,” when run, can return both issues and / or allegations. The default
selection is ‘Both.” The IG can select for ‘Issues Only’ or ‘Allegations Only.’
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ase Selection
Allegations TV All Cases
Issues Only

& Office of Record Cases
' Office of Record (Refer Only) Cases
' Office of Inquiry Cases

Allegations Only
@ Both

Figure 7
‘Case Selection’

‘All Cases’ — Returns all cases that have a case number for the selected office.

‘Office-of-Record Cases’ — The default selection. Returns cases in which the office is the Office-
of-Record.

‘Office-of-Record (Refer Only) Cases’ — Returns cases where the office has referred the cases
as Office-of-Inquiry and retained Office-of-Record.

‘Office-of-Inquiry Cases’ — Cases that have been referred from another office that has retained
office-of-record status that the local IG office is working.

Issues and/or
Allegations All Cases
Issues Only

Report Of Cases Where!

@ Office of Record Cases
' Office of Record (Refer Only) Cases
' Office of Inquiry Cases

Allegations Only
@ Both

Figure 8
‘Report-Of-Cases-Where’ and ‘Query String’

The 'Report-Of-Cases-Where' field will be reflected in the report title when run. Prior to
selecting, 'Run Report,’ the IG can select the 'Show Criteria’ button to show the title before
running. After the report is run, the field will automatically populate.

The 'Query String' will populate at the same time as the 'Report-Of-Cases-Where' field. The

'‘Query String' can be captured if the IG runs into a programming issue that needs to be resolved
by the IGARS programmers.
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LTC Gary Duff, SAIG - Training Division, OTR Updates FAQs Home Logout

mu | :'st_"'Dih' s : \, ) r'.-.“.a.. ) ?..:! loct Off : m ‘ Charsclsrizatio
Py 2012 =] {[OTR = SAIG - Training Divsion All \m«ﬂ All Valuas | [anvalues |
~ 1 CLAssue(s) Related to Civil | || Aberdeen Proving Ground, Marylan
Open 1A OEF-Operation Endunng F | || Adelphi Laboratory Centar, Marylan
Fy |2012 18 OIF-Oparation Irags Freado: Afghanistan - Othar
Fermneem 2 OIR-Operation Inharent Re: Akasaka Press Canter, Tokyo, Japi
r 28, QUS-Operation Jump Start Akizuks Army Ammunition Depet, Ji
By Sy 26 OND-Oparation New Dawn Al-Udeid Airbase, Doha, Qatar
| T By A enem 2C ONE-Operation Noble Eagl | || Alabama Army Ammunition Plant, # |
e 20 ORS-Oparation Resalule Alabama National Guard, Alabama L]
By Duin 26 =] ||RD-1ssue(s) Related to the ] || Alame ASA, Korea =
|
Selections
Mada:
Issues andlor [Case Selaction Report Of Cases Where: Shaow Criteria
Chagalians  All Cases |
S eie iy  Ofice of Record Cases
© Allagations Only  Office of Record (Refor Only) Cases
@ Both € Office of Inquiry Cases

Figure 9
Statistical Report — Category / Function Code

This is a basic Statistical Report by ‘Summary of Allegations / Issues by Category / Function
Code by Determination and Component.” The defaults of ‘Both’ Issues and Allegation and
‘Office of Record Cases’ are selected.

For our example, we have selected the ‘Start Date’ and ‘Stop Date’ of 2012. (Note: This is due
to the data in the training database being from this period.)

Select ‘Run Report.’
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Figure 10

Statistical Report — Category / Function Code (continued)

The ‘Summary of Allegations / Issues by Category / Function Code by Determination and
Component’ Statistical Report returns all issues and allegations in the selected time period that
are office-of-record cases for our IG office.

The report returns the categories in order: 1, 11, 12,..., 2, 21, 22..., 3, 31, 32.... through 35. The
issues and allegations for the defined parameters are listed above the categories by function

code.

In Figure 10, under the category of ‘Routine Requests,’ there were a total of 10 Issues and
Allegations. Of those, 10 were Issues and had a determination of ‘Assistance,’ with no
determinations of ‘Founded’ or ‘Unfounded.’
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'r_ e & L _l 1 CL-lssue(s) Related to Cral Aberdeen Proving Ground, M:
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10
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‘Made:
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Figure 11

Statistical Report — Category / Function Code (Continued)

To extract statistical data for one Function Code Category for FY 2012, select the ‘Start Date’
and ‘Stop Date’ fields and Function Code Category “10” in the ‘Code Category’ drop-down
menu.

08022012 Summary of Allegations/Issues by Function Category/Code
by Determination and Component
Report Criteria: Closed cases for 2012, Function(s) 10, OTE, Office of Record Cases
r -
§it
£ E’ . g £
g s E E ? e & ¢ £ F £ E
i H § P 3 :
Function Determination Determination Component
10E Ralief for Cause 3 H H ] [ H 9 H i Q 1 1 o
100% % 100% o% s 33% [ 1o0% 33% 0%  33%  33% 0%
(10| mMPROPER PERSONNEL ACTIONS 3 z 2 ° o ! 0 ! rooo 1o
100% % 100% 0% 0% 33% 0% 100% 33% 0% 33W 3% 0%

Figure 12 Statistical Report — Category / Function Code (Continued)
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Figure 12 represents a Statistical Report for Function Code Category 10 with the same
parameters as in Figure 9. In this case, ‘Function Code’ “10E — Relief for Cause” is the only
issue / allegation returned under this broad category of “Improper Personnel Actions.”

The report tells the IG that for the period specified, FY 2012, there were three (3) ‘Total Issues &
Allegations’ of which two (2) are issues and one (1) is an allegation. Of the two (2) issues, both
were coded as ‘Assistance.” Of the one (1) allegation, the determination of the inquiry was the
allegation was ‘Not Substantiated.” The Statistical Report will also provide the ‘Component’ of
the complainant for the issues and allegations. In Figure 12, one (1) complainant was ‘Active,’

one (1) ‘Reserve,” and one (1) ‘Guard.’

The second page of the report (not shown here) provides the same statistical information in a
summary format. This summary page is displayed with each statistical report.

The report can now be printed or exported into a file of the IG’s choosing in order to use the
data as needed.

4 4 1 ofz2 b Pl 100% [=] Find | Next Select a format ¥ | Export 2]
TEETE Select a format
06-02-2015 . . - = XML file with report data nort Formats
Summary of Allegations/Issues by Function (o7 = e80T jamox Eomnats
PDF

by Determination and Component MATML (e archive)

TIFF file
Critaria: Closad cases for 2012, Function(s) 10, OTR, Office of 1
Word

o vy
W amss]
e

£2
ETE- [ = ;i E -
g £ - = F s £ ~ T
- - Y i E ‘_:. £ S e =;.<: £ F
e I ¢ F 3§ %
Function Determination Determination Component
Figure 13

Statistical Report — Category / Function Code Export

To export this report into a different software application, select the drop down arrow for ‘Select
Format.’

Export Software Options:

XML file with report data
CSV (comma delimited)
PDF

MHTML (web archive)
Excel

TIFF file

Word
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Here is a brief description of each software application. More information about each is
available via the Internet, including tutorials that can be used to assist IGs in determining if the
application is appropriate for generating the products desired after exporting data from the
statistical reports.

XML — Extensible Markup Language — is a mark-up language that defines a set of rules for
encoding documents and is a format that is both human-readable and machine-readable. XML
is a textual data format. Although the design of XML focuses on documents, it is widely used for
the representation of arbitrary data structures, such as those used in web services,

CSV — Comma Separated Values — is a file that stores tabular data (numbers and text) in plain
text. Each line of the file is a data record. Each record consists of one or more fields separated
by commas. CSV is a common data exchange format widely supported by consumer, business,
and scientific applications. Among its common uses is moving tabular data between programs
that natively operate on incompatible formats. CSV formats best used to represent sets or
sequences of records — such as these IG statistical reports — in which each record has an
identical list of fields. This corresponds to data (though not calculations) in a typical
spreadsheet.

DAIG Assistance Division used the CSV application extensively to convert data from
these statistical reports into the spreadsheets and presentations used to present trends
analysis in a variety of venues. Many of the documents posted on the IGNET web page
under the “Reports” Tab —under the Assistance drop-down menu — are prepared using
data extracted from statistical reports and then exported to a CSV file.

MHTML — short for MIME HTML, is a web page archive format used to combine into a single
document the HTML code and its companion resources otherwise represented by external links,
such as images, flash animations, Java applets, and audio files.

TIFF — Tagged Image File Format — is a computer file format for storing graphic images and is
widely supported by image-manipulation applications; by publishing and page-layout
applications; and by scanning, faxing, word processing, optical character recognition, and other
applications. TIFF is an adaptable file format for handling images and data within a single file.

Excel — A spreadsheet application for Windows, Mac, OS X, Android, and iOS. It features
calculation, graphing tools, pivot tables, and a macro-programming language called Visual Basic
for Applications.

Word — A word processor usually included in a component of Microsoft Office
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For purposes of this handbook, here is the procedure to export a statistical report into an Excel
document.

4 4 1 of2 b DI 100%  [] Find | Next  [EXEEEN |~ | Export 2
06-02-2013 . . -
Summary of Allegations/Issues by Function Category/Code Export |

by Determination and Component

Report Critenia: Closed cases for 2012, Function(s) 10, OTR. Office of Record Cases

EFE

§3E

g _
. = £g
g 3 - = L3 £ g c = 5
' o+ P fE 0§ BT ospfgi

:oF P OE P R
Function Determination Determination Component
Figure 14

Statistical Report — Category / Function Code Export (continued)

Select ‘Excel’ and click ‘Export.’
A selection banner will appear: “Do you want to open or save...”

Select ‘Open’ to open in the file for viewing, ‘Save’ to save the file to a folder location, or
‘Cancel’ to abort the export.

Select ‘Open’.

10E  Reliof for Cause

10 IMPROPER. PERSONNEL ACTIONS

Do you want to open or save CategoryCodeStatisticalReport.xils from ignetpentc2w8.ignet.army.mil?
Open Save b Cancel

Figure 15
Statistical Report — Category / Function Code Export (continued)
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Figure 16
Statistical Report — Category / Function Code Export (Continued)

The data is now in the ‘Excel’ format. Sheet 2 has the summary of the report referred to in the
presentation of the output displayed in Figure 17.
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11 |Grand Totals

13 Total Issues and Allegations 3

Sheetl

| Sheet2 |

Issues

Components

®

1=233%
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1=33%
1=33%
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2= 100%% Asszistance
0= 0% Founded
0= 0% Unfounded

0= 0% Substantiated
1= 100% Not Substantiated

Civilian
Reserve

Unknown

Figure 17

Statistical Report — Category / Function Code Export (Continued)

The IG can further refine the statistical data search to a shorter time frame. Selecting the ‘By
Quarter’ toggle will result in the opening of drop-down menus to select a ‘Start Date’ quarter for
the Fiscal Year desired.

Resel Seleclic

Run Report

OTR
c 2012 [-lFY (2012 [+]
1 O, Norfw.
! By A Moo e facid b
D4 g Ses
| Q1 0ct A4

All Values

CL-Issue(s) Related to Civil Li
'OEF-Operation Enduring Free
'OIF-Operation Iragi Freedom
0JS-Operation Jump Start
OND-Operation New Dawn
'ONE-Operation Noble Eagle
RD-lssue(s) Related to the Re
5Q-Issue(s) Related to Seque

[ Values

Aberdeen Proving Ground, Marylan =)
Adelphi Laboratory Center, Marylan
Afghanistan - Other

Akasaka Press Center, Tokyo, Jap:
Akizuki Army Ammunition Depot. Jz
Al-Udeid Airbase, Doha, Qatar
Alabama Army Ammunition Plant, A
Alabama National Guard, Alabama
Alamo ASA, Korea

Alaska National Guard, Alaska -

Figure 18

Statistical Report ‘By Quarter’ ‘Start Date’
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Select the ‘Start Date’ from the drop-down menu.

Reset Selecti Run Report

OTR
£ Cnda 4 |
i | =t == - i -~ HE
FY 2012 |» S 2012 [=IIOTR = SAIG - Traming Division All Value « [|All Values All Values -
o £ B @1 O = 1 (=l CL-Issue(s) Related to Civil Lif Aberdeen Proving Ground, Marylan(=1
Ry D 1A (OEF-Operation Enduring Freel| Adelphi Laboratory Center. Marylan
) By A Mot gﬂ:ﬂ'} 'j': 18 OIF-Operan«_m Iraqi Freedom (| Afghanistan - Other
o) Q4 Jul, hug Sep 2 (0JS-Operation Jump Start Ak_asalfa Press Cemsr: Tokyo, Japz
BV o T B 28 'OND-Operation New Dawn [l Akizuki Army Ammunition Depot, J&
a1 0st Ner = 26 (ONE-Operation Noble Eagle |[|Al-Udeid Airbase, Doha, Qatar
2C RD-Issue(s) Related to the Rejl Alabama Army Ammunition Plant, A
20 SQ-Issue(s) Related to Sequef| Alabama National Guard, Alabama
. 2E Alamo ASA, Korea
|' 2F - Alaska National Guard, Alaska -
Figure 19

Statistical Report ‘By Quarter’ ‘Stop Date’

Next, select the ‘Stop Date’ quarter from the drop-down menu in the ‘Stop Date’ column.

All Values All Values -
I CL-1ssue(s) Related to Civil Lijf Aberdeen Proving Ground, Marylan(=3)
OEF-Operation Enduring Fred| Adelphi Laboratory Center, Marylan
OIF-Operation Iraqi Freedom || Afghanistan - Other

2 0JS-Operation Jump Stant || Akasaka Press Center, Tokyo, Jap:
24 OND-Operation New Dawn || Akizuki Army Ammunition Depot, Jz
B8 ONE-Operation Noble Eagle || Al-Udeid Airbase, Doha, Qatar

2C RD-lssue(s) Related to the Re| Alabama Army Ammunition Plant, &
2D SQ-lssue(s) Related to Sequel] Alabama National Guard, Alabama
2E Alamo ASA, Korea

2F . Alaska National Guard, Alaska -

Selectons
Made
issues andlor Selection Of Cases Where: Sho
abons y ~
filleg [ All Cases Report Criteria: Closed cases for 2012, Qtr 1 thru 2012, Qtr 1, Function(s) 10. OTR. Office of Record -
S lostios Oy @ Office of Record Cases Cases
2 aflegations Only ) Office of Record (Refer Only) Cases
@ Both

2 Office of Inquiry Cases

Figure 20
Statistical Report ‘By Quarter’

As with any of the ‘Statistical Reports,’ filters for data returned can be selected. In Figure 20,
we have selected ‘Function Code’ [category] 10 for our ‘By Quarter’ report. Notice in the ‘Report
Of Cases Where:’ that the definition of what our report will contain is listed. This can be seen
after selecting all of the desired filters then selecting ‘Show Criteria’ before selecting ‘Run
Report.” Not shown is the '‘Query String' which contains the programing formula for the data.
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Figure 21

Statistical Report ‘By Quarter’ (continued)

The ‘Statistical Report’ ‘Summary of Allegations / Issues by Function Category / Code by
Determination and Component’ for 1QTR 2012 for ‘Category 10’ is represented in Figure 21.
Only two (2) issues / allegations were returned under ‘Function Code’ “10E — Relief for Cause.”

USER NOTE: As you add more selection criteria, remember to ‘Reset Selections’ before
running each report to ensure the selection criteria includes only those fields desired by the IG
for inclusion in the report. Extraneous selections left in place from an earlier report may affect

the fidelity of the statistical data presented in the report.

For this ‘Statistical Report’ ‘By Month,’ select the ‘By-a-Month’ toggle under the ‘Start Date’
column. A drop-down selector will appear, allowing the IG to select a particular month for the

‘Statistical Report’ to draw data.
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All Values

CLJssue(s) Related to Cral Lil
OEF-Operation Enduring Free
OIF -Operation Iraqs Freedom
QJS-Operation Jump Start
OND-Operation New Dawn
ONE-Operation Noble Eagle
RD-Issue(s) Related to the Re
SQ-ssue(s) Related to Seque
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Aberdeen Proving Ground, M.
Adelphi Laboratory Center. Marylan
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(Akasaka Press Center, Tokyo, Jap:

Al-Udeid Airbase, Doha, Qatar
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Alabama National Guard, Alabama
Alamo ASA, Korea

-

Figure 22
Statistical Report ‘By Month’

Figure 22 is a ‘Statistical Report’ ‘Summary of Allegations / Issues by Category / Function Code
by Determination and Component’ for the month of January 2012 looking at only ‘Function

Code’ (Category) “10.”

Again, the selection criteria is reflected in the ‘Report of Cases Where:’ box after selecting

‘Show Criteria.’

Select ‘Run Report’.

4 4 1 of 2 |r g1 100% -] Find | Mext | Select a format [=] Export
06-02-2015 . .
Summary of Allegations/Issues by Function Category/Code
by Determination and Component
Feport Criteria: Closad cases for 2012, JTarmary, Functien(s) 10, OTE, Office of Racord Cases
EET
:E
£ .
£s
= = == =
i . = § E
H E g g E g 5 E. 3 & 2
Function Determination Determination Component
10E Eelief for Cause 1 a a L] a 1 [ I /] [ 1) ] ]
100%% 0% 0% 0% 0% 100% 0 100% 0% 0% 0% 100%% 0%
IMPROPER PERSONMEL ACTIONS 1 0 ° o o : 0 : ¢ 8010
100%% 0% 0% 0% 0% 100% 0 100% 0% 0% 0% 100%% 0%
Figure 23

Statistical Report ‘By Month’ (continued)
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Our ‘Statistical Report’ for January 2012 has retuned one (1) allegation under the Category “10
— Improper Personnel Action” with a Function Code of “10E — Relief for Cause,” which tells the
IG there was only one occurrence in which this function code was used in a case closed in
January 2012,

% Ciosed Date OTR = SAIG - Training Drision Al Valge - =t [All Values B
o A | e
e pe =g Adeiphi Laboratory Center, Marylan
ey [2012 = 1B OIF-Operation Iraq) Freedai Afghanistan - Other
2 OIR-Operation Inherent Ret | | ayacaka Press Center, Tokyo, Jap:
~ 2A QUS-Operation Jump Start | Akizuki Army Ammunition Depot, J:
By Quaner 2B OND-Operation New Dawn | Al-Lideid Airbase_ Doha Qatar
T By A Month 2C ONE-Operation Noble Eagl [Alabama Army Ammunition Plant, £
o 2D = ORS-Operation Resolute _ |Aabama National Guard, Alsbama
- 26 x| ||RDIssue(s) Retated to the = a2 "san Kores =
17172012
10
Selections
Made:
l:nsws_m:i’w [Case Selection [Report OF Cases Where: Show Criteria |
:gm“ Lo € Al Cases port Criteria- Closed cases (using closed date) between 1/1/2012 and 6/2/2015, Function(s) 10, OTR,
Issues Only & Office of Record Cases of Record Cases
p :
o s Oy € Office of Record (Refer Only) Cases
Both .

Figure 24
Statistical Report ‘By Closed Date’

The 'By-Closed-Date’ function allows the IG to define the parameters of the report dates for
closed cases. In this case, we have selected 1/1/2012 as our start date and 6/2/2015 as the
stop date.

By not selecting a 'Stop Date', IGARS will only return cases that were closed on the date
specified.

Note the dates in the "Report of Cases Where" box are displayed after selecting the 'Show-
Criteria' button.

Again, in this case, we have selected 'Function Code' Category 10 for demonstration purposes.

Select 'Run Report.'
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4 4 1 of2 Pl 100% [=] Find | Next Select a format [=] Export B
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Figure 25

Statistical Report ‘By Closed Date’ (Continued)

Our ‘Statistical Report’ ‘By Closed Date’ selected, for the period 1 January 2012 through 2 June
2015 for ‘Function Code’ (Category) “10” has returned one (1) occurrence of an allegation in a

case that had a closed date during this period.
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F v Alaska National Guard,
- — — B

eport Of Cases Where:  Show Critena
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@ Office of Record Cases
Z! Office of Record (Refer Only) Cases

Figure 26
‘Statistical Report by Category by Determination’

The second type of ‘Statistical Report’ is the 'Summary of Allegations / Issues by Category by
Determination and Component in Descending Order by Total Numerical Occurrences.'

This report provides data for the 35 broad categories of ‘Function Codes.” The data will be
returned with the ‘Category’ with the greatest number of issues / allegations during the period
displayed in descending order.

The report in Figure 27 presents data for the 1st Quarter of 2012.

Select ‘Run Report.’
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Figure 27

‘Statistical Report by Category by Determination’

In this report for the 1QTR 2012, the ‘Function Code Category’ “2 — Command Leadership
Failures” had the highest number of Total Occurrences (Issues / Allegations) recorded in IGARS

in cases closed during the period.

This report can identify broad trends and / or areas of concern. The IG may use this information
to make the command aware of these areas or to develop their own plan for inspections,
sensing sessions, or recommendations for additional training.

The third type of ‘Statistical Report’ is the ‘Summary of Allegations / Issues by Function Code by
Determination and Component in Descending Order by Total Numerical Occurrences.’ Instead
of looking at the 35 broad categories, this report will provide the fidelity of each individual
‘Function Code’ and will display the codes in order of highest to lowest occurrence during the
period selected. In this case, we have the same 'Start Date' and 'Stop Date' as the previous

report.
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Figure 28

‘Statistical Report’ ‘by Function Code by Determination’
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‘Statistical Report’ ‘by Function Code by Determination’ (Continued)

The report for the same period looking at the categories indicated that ‘Command Leadership
Failures’ was the number one occurrence in the command overall; however, this report informs
the IG the largest number of occurrences of individual ‘Function Code’ issues / allegations in the
command for the period covered was “7A — Statutory Reprisal.”

It should be noted from the perspective of analysis for trends that only 2 of the 17 allegations of
reprisal were closed as “Substantiated” during this period, which is a substantiation rate of 12%.
Further analysis is required to determine whether this is “good news” or cause for concern.

The ‘Statistical Report’ can be run for ‘Issues Only’ by selecting the ‘Issues-Only’ toggle in the
‘Issues and / or Allegations’ column. All additional filters are the same as in the previous figure.
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All Value - [ All Values All Values x
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Figure 30

‘Statistical Report’ ‘by Function Code by Determination’ ‘Issues Only’

The ‘Statistical Report’ can be run for ‘Issues Only’ by selecting the ‘Issues-Only’ toggle in the

|Selections
Made:
Issues andlor ase Selection eport Of Cases Where: _Show Criteria
v sxs;.':o.w ) All Cases Report Crileria- Closed cases for 2012, Qir 1 thru 2012, Qtr 1, OTR, Office of Record Cases, lssues Only  ~
@ Office of Record Cases
i ;I;;‘gaﬁons Only (7 Office of Record (Refer Only) Cases

‘Issues and / or Allegations’ column. All additional filters are the same as in the previous figure.

Select ‘Run Report.’
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Figure 31

‘Statistical Report’ ‘by Function Code by Determination’ ‘Issues Only’ (Continued)
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Notice that the column for ‘Allegations’ is empty; only the results for ‘Issues’ have been returned
in this report.

Selecting ‘Allegations Only’ would produce a similar report with only ‘Allegations’ being returned
and the ‘Issues’ column would be empty.

Below is an example of a statistical report that has been exported to a CSV file and then saved
as an Excel file. The top figure is the raw exported data. The bottom figure is an organized
version of the same data with labels added to identify where in the source statistical report
format the data was taken.
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2 31035 27313 = 88% 23655 = B Assistance 1226 = 4% Founded 2432 = 9% Unfounde(3722 = 12 1233 = 33 Substantia 248% = 67 Not Subste 11020 = 3( 8498 = 2713711 = 1294284 = 1473522 = 11%
3

4 | FunctionCode FunctionDesc textbox12? texthox36 Determina texthoxd7 textbox14 texthoxd  Determina Determina Active Civilian  Reserve  Guard Unknown textbox11 texthox13 textbox24 te
5 2Ma Nonsupport of Family 3375 3375 3134 146 95 i} 0 o 96 3202 149 10 48 11% 100% 93%
6 2Ma Nonsupport of Family 3375 3375 3139 146 95 o o o 96 3202 149 10 48 11% 100% 93%

/o 2me Nonsuppert of Family 3375 3375 3134 146 95 0 o 0 96 3202 19 10 48 11% 100% 93%
B |2mMm4 Nonsupport of Family 3375 3375 3134 146 95 4] 1] 4] 96 3202 19 10 48 11% 100% 93%
9 M4 Mansuppart of Family 3375 3375 3134 146G 95 [} [ 0 96 3202 19 0 48 11% 100% 93%
10 2m4 Nonsupport of Family 3375 3375 3134 146 95 i} 0 o 96 3202 149 10 48 11% 100% 93%
11 2m4 Nonsupport of Family 3375 3375 3134 146 95 o0 o 4] £ 3202 19 10 48 11% 100% 93%

Figure 32a
Statistical Report — CSV data unedited

A B c 2] E F G H ] K L M N o e Q R s T
Total Issues Mot
& Substatiat
Allegations  Issues Assistance Founded Unfounded Allegations Substantiated ed Active Civilian Reserve Guard Unknown
412 253 = 61% 223 = B8% 5= 2% 25= 10% 159 = 39% 39=25% 120= 75% 124=30% 52=13% 64=16% 21=5% 151=37%
Total
Total Issues Issues &
Function & Not Allegation Assistance Founded Unfounded #
Code Function Description Allegations  Issues Assistance Founded  Unfounded Allegations Substantiated ~ Substantiated  Active Civilian  Reserve  Guard Unknown s% Issues % % % % 3
1A Routine Request for Informat 1 1 1 o o o o 0 o o 1 [s] ] 0% 100% 100% 0% 0%
18 Request for IG to IG Support 1 1 1 o o o o 0 1 o o o o 0% 100% 100% 0% 0%
10A Award 4 4 4 1] 1] 1] o 0 2 o 2 [s] o 1% 100% 100% 0% 0%
10A Award a a a o o o o 0 2 o 2 o o 1% 100% 100% 0% 0%
10A Award 4 4 4 o o o o 0 2 o 2 o] o 1% 100% 100% 0% 0%
10A Award a a a o o o o 0 2 o 2 o o 1% 100% 100% 0% 0%
108 OER/NCOER 7 7 ] 0 1 0 0 0 3 o 4 o} o] 2% 100% 86% 0% 14%
108 OER/NCOER 7 7 [ o 1 o o 0 3 o a o o 2% 100% 86% 0% 14%
108 OFR/NCOER 7 7 [ o 1 o o 0 3 o a o o 2% 100% 86%. 0% 14%
108 OER/NCOER 7 7 6 0 1 0 0 0 3 v) 4 [v) o 2% 100% 86% 0% 14%
108 OFR/NCOER 7 7 [ o 1 o o 0 3 o a o o 2% 100% 86%. 0% 14%
108 OER/NCOER 7 7 [ o 1 o o 0 3 o 4 [s] ] 2% 100% 86% 0% 14%
108 OFR/NCOER 7 7 [ o 1 o o 0 3 o a o o 2% 100% 86%. 0% 14%

Figure 32b
Statistical Report — CSV data formatted

If you compare the header information above in Figure 32b with the “Report Totals” illustrated in
Figure 17 you will see it matches the data categories presented under the heading “Grand
Totals.” Each individual function code is given a single line of data in the report, i.e., there were
four (4) uses of function code 10A — Award, and each occurrence is reflected in the report. If
the 1G office requires the level of detail down to individual function code determination and
component, this report can provide that level of detail.
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Using the Standard and Statistical Reports for Trend Reporting Purposes

One method of presenting trends data to both IG and non-1G audiences is to use data from a
standard report and a statistical report extracted from IGARS for the same report period to
obtain information to use to prepare presentations. This process is used by DAIG-AC to
prepare Assistance trends presentations. Army-wide trends presentations can be found under
the ‘Reports’ tab of the IGNET homepage.

% DAIG Desktop - Citrix onfine plug-in

D] & 4| & assstance ivson Reports. . % ||
FOR OFFICIAL USE ONLY

‘rhl Intr‘wne\'
. \US ;\r?m’ tnqpector G&Neral Agency &

1 o il

IGNET Home Organization Directories Resources News IGARS Highlights CP55 Reports ¥

Approved . o oTIG
IGNET Help Desk Email: USARMY.Pentagon.USAIGNET.List.IGNET-Helpde sk@mail.mil .
Inspection CoM: 703) 614-2930 / DSN: 224-2930 —
Report . kit e Information Assurance
WIOB DCO and DCS ik
Briefs 1 ey Inspections
Assistance Division Reports e
DADT 2 8
Investigations =
DAIG oPs
Policies/SOP QUARTERLY OPEN CASE STATUS e ———
Deployed IGs . -AC A & | 1st Quarter FY 11 Open Case Status (14 Apr11) Training
HelpDesk . -A g 1s 5 8 g Status
Hotline Branch v SAIG-AC WBR/MHE 1st Quarter FY 11 Open Case Status (14 apr 1)
IG Guides

1G TDA Model = FY 16 IG Trends rr7x (Apr 2016)

Figure 33
IGNET website ‘Reports’ Tab

The trends slides presented below represent information entered into the non-senior IGARS
database by Inspectors General world-wide. The presentation techniques can be replicated by
any Army IG Office using the standard and statistical report capability available in IGARS. It
should be noted these slides represent one of many different ways to present trends data to
your selected audience.
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Army Inspector General

Army FY 13* IG Trends *
52,865** ACTION REQUESTS IN IGARS
(56,942 IGARS inFY 12) 0/ puto EREES
(against individuals)
A
4 A\
34% of those allegations
89% Requests for were SUBSTANTIATED

Assistance

»about 28% of all anonymous allegations
were SUBSTANTIATED

* NOTE: FY13 Trend data as of October 21, 2013 ‘

* Trend data as of October 21, 2013

NOTE: .. Includes Information IGARS

SETaps
o L
S --'.351

Figure 34
Sample FY IG Trends Slide

The information presented in this slide (with the exception of the percentage of allegations
substantiated based on anonymous complaints) was extracted from the “Grand Totals” data of a
statistical report run to collect IGARS closed case data for the period Fiscal Year 2013 (1
October 2012 — 30 September 2013) for the entire Army non-senior IGARS database.
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Army Inspector General

Army FY 13* Assistance Trends i’l‘?

Dt

* 49,135 Requests for Assistance 1. Command/Leadership Issues
= 37% (18,289) Request for Information | K e i 1 413)
= 63% (30,846) Standard Complaintsl = Dignity and Respect (541)
2. Personnel Management Military
% 7% (3,730) of all Complaints were * Enlisted Promotion ES-E9 (545)

= Flagging Actions (457)
= |Leave and Pass (392)
3. Finance and Accounting

allegations against an individual(s)

* By Category (30,846) - Alowences (52)
— Command/Leadership Issues (33%) T = Temporary Duty (315)
— Personnel Management Mil (21%) | 4. Health Care
— Finance & Accounting (11%) = Medical Evaluation Boards (310)
g 0 1 = Line of Duty — Medical Processing (171)
— Health Care (5%) N/C = Access to Medical Care (125)
— Personal Misconduct (4%) | 5. Personal Misconduct

= Harassment/ Maltreatment (565)
= False Statements / Writings (130)
= Privacy Act Violation (88)

* NOTE: FY13 Trend data as of October 21, 2013

Figure 35
Sample FY IG Function Code Category “Top Five” Trends Slide

The information presented in this slide was extracted from the “Grand Totals” data of a
statistical report run to collect IGARS closed case data for Fiscal Year 2013 (1 October 2012 —
30 September 2013) for the entire Army non-senior IGARS database, as well as a Standard
Report of cases opened during the fiscal year (which was used to present the numbers of
Requests for Assistance).

The ‘Top Five’ Code Categories on the left side of the slide were extracted from a statistical
report - Summary of Allegations/Issues by Function Category by Determination and
Component- for FY 2013. (See Figure 27).

The ‘Top Three’ individual Function Codes selected under the top five Code Categories — which
is displayed on the right side of the presentation — was extracted from a second statistical report
— Summary of Allegations/Issues by Function Category/Code by Determination and Component
—for FY 2013. (See Figure 25).
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Chapter 10

Reports -- Ad-Hoc Query
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An Ad-Hoc Query is a query that cannot be determined prior to the moment the query is issued.
It is created in order to get information from the IGARS database when a need arises, and it
consists of dynamically constructed Structured-Query Language (SQL), which is provided in
IGARS using the Ad-Hoc Query screen interface. The Ad-Hoc Query is in contrast to the
Standard and Statistical report queries, which are predefined and performed routinely.

View

Default
Expand Referral Data

Print Current View

Reports
1559
Blank 1559
Standard
—Sl tistical
Referral

f

Ad Hoc Query

Figure 1
Ad-Hoc Query

Select the 'Ad-Hoc Query' hyperlink.
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: Output Fields Selected
Suspense Date -
External Suspense Date J
Notification Date
Acknowledgement Date
Office of Record
Anonymous
| QOR Case Number
Case Status Open
Office =l
:-.Ei'lmummlﬂn:
 ALL of the following apply
" ANY of the following apply
| Select e
|Select =
|Select =l
| Select =
| 2alact el
I 1
Figure 2

Ad-Hoc Query (continued)

The following 'Available Fields' are selectable for "Your Office Only": Suspense Date, External
Suspense, Date, Notification Date, Acknowledgement Date, Office of Record, Anonymous,
OOR Case Number, Case Status Open, Case Number, Case Label, Date Opened, Date
Closed, IG Code, Non-IG Office of Inquiry, Received From, Case Status, User Info, Problem
Area, Receipt Mode, Action Officer Name, Case Location, Information IGAR, Complainant
Name, Complainant Component, Complainant Race, Initiator Name, Initiator Component,
Initiator Race, Subject Level of Command, Subject Name, Subject SSN, Subject Grade, Subject
Component, Subject Gender, Subject Race, Subject UIC, Issue / Allegation Type, Function
Code, Determination, Stated Allegation / Issue, Issue / Allegation Organization, Issue /
Allegation, Against UIC, Issue / Allegation Location, Issue / Allegation Characterization, Case
Notes, and Synopsis.

All of the above fields are available for 'Worldwide' except: Subject SSN, Determination, Stated
Allegation / Issue, Case Notes, and Synopsis.
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F.i.ller.ln!.ormau‘-on: 3
& ALL of the following apply
 ANY of the following apply

| Select

! Select
l Select
E Select

I Select

Ll Ll Ll el e

Figure 3
Ad-Hoc (continued)

Filter Information

The first option, 'ALL of the following apply," will require that all filters selected must be met in
order for the case data to be returned in the report.

The second option, 'ANY of the following apply,’ will return all cases that met any of the filter
requirements.

Five filter options are available. Each drop-down selection will contain the 'Output Fields
Available.'

 Your Office Only " Worldwide

\Output Fields -
Available Output Fields Selected

Suspense Date

External Suspense Date J
Motification Date

Acknowledgement Date

Office of Record

Anonymous

OOR. Case Number

Case Status Open

Office [~ ]

Figure 4
Ad-Hoc — Available Fields with Dates

The ‘date’ functionality demonstrated here applies to the following ‘Output Fields Available’
Suspense Date, External Suspense Date, Acknowledgement Date, Notification Date, Date
Opened, and Date Closed.

The 'Suspense Date' is an optional data field in the 'Standard IGAR' located on the 'Case
Information' tab typically set by the local IG office.

Selecting the first 'Output Fields Available,” which is ‘Suspense Date,’ will add this data point to
the 'Output-Fields-Selected' area. The ‘Case Number’ will always be the first column returned in
an Ad-Hoc Query Report format. It will be followed in order of selection in the ‘Output Fields
Selected’ area.
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Suspense Date
External Suspense Date
Motification Date
Acknowledgement Date
Office of Record
Anonymous

OOR Case Number
Case Status Open
Office

Case Number 3
Case Label
Date Opened
Date Closed ; o
IG Code Suspense Date
MNon-IG Office of Inquiry

Received From

Case Status

User Info o
Problem Area

Receipt Mode

Action Officer Name

Case Location

Information IGAR

Complainant Name

Complainant Component
Complainant Race

Initiator Name
Initiator Component

(|Initiator Race =
Select =
Select ;J

Figure 5
Ad-Hoc — Available Fields with Dates (continued)

A total of five filter options are available. Each time you open a filter option, the drop-down
selection will display the 'Available Fields.'

 Your Office Only © Worldwide

Output Fields
e Output Fields Selected

Suspense Date
Extemnal Suspense Date .......l

MNotification Date

Acknowledgement Date

Office of Record

Anonymous

OOR Case Number

-/ |Case Status Open

Office =]

Filter Information:
 ALL of the following apply

" ANY of the following apply

ISuspense Date _=| Between |
| Select Ll 4 January, 2012 3
Su Mo Tu We Th Fr Sa
| Select [ 5% 278 8 B 3
[Select =l 12 3 4 5 6 7
14
| Select ;l 1jSuncla]r, January 01, 2012|.,1
: - 22 23 24 25 26 27 W [ — =
Figure 6

Ad-Hoc — Available Fields with Dates (continued)

Dates can be either in the past or the future.
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I  Your Office Only ¢ Worldwide

Qutput Fields
IAVa[iahlg Output Fields Selected

Suspense Date

External Suspense Date

Notification Date

Acknowledgement Date
Office of Record

Anonymous

OCR Case Number

| |Case Status Open
Office =

Ecormain:
| @ ALL of the following apply
" ANY of the following apply

| Suspense Date =] Between [1/1/2012
ISeIect ;I
ISeIect ;I
| Select x|
| select =]

I Run Query | I Save Query | Clear Fleldsl

Figure 7
Ad-Hoc — Available Fields with Dates (continued)

If the user does not select a date for the second block, or through date, IGARS will automatically
default to the date of the query. For the purposes of this report, the Filter-Information selection
is left on the default of ‘ALL of the following apply.” As there is only one data point, selecting
‘ANY of the follow apply’ would not make a difference.

Select 'Run Query.'

./." Ad Hoc Results - Microsoft Internet E - I [m] I x I
Filter Information: ;I
& ALL of the following apply Export to Excel
" ANY of the following apply 5 Rows of Output
Case Number Suspense Date
[Suspense Date | Between [1/1/2012 12/3/2015 OTRI08E62 1AA02012
| Select = OTR110006 09/27/2012
[Setect = OTR110087 10/17/2012
[Select = OTR140139 07/17/2014
OTR150229 08/01/2015
| Select =l -
Run Query I Save Query I Clear Fields
SELECT CASE WHEN DBO.CASEDATA.CASENUMBER IS NULL THEN 'REFERRAL' ELSE DBO.CASEDATA.CASENUMBER END, CONVERT -
(VARCHAR, DBO.CASEDATA.SUSPENSEDATE, 101) FROM DBO.CASEDATA INNER JOIN CASEDATA AS CASEDATA2 ON DBO.CASEDATA.CASEID =
CASEDATA2.CASERECORDID WHERE (DBO,CASEDATA.OFFICEID = 999 ) AND ( DBO.CASEDATA.SUSPENSEDATE BETWEEN '1/1/2012°
AND '12/3/2015' ) ORDER BY DBO.CASEDATA.CASENUMEER , DBO.CASEDATA.SUSPENSEDATE
Figure 8

Ad-Hoc — Available Fields with Dates (Continued)

The Case Number will always appear in the first column of the report. The IG does not
necessarily need to select the ‘Case Number’ from the ‘Output Fields Available.’
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* Your Office Only © Worldwide

Qutput Fields

Available Output Fields Selected
Suspense Date =]

External Suspense Date J

Motification Date
Acknowledgement Date
Office of Record
Anonymaous

OOR Case Number
Case Status Open

Office - -
- —loix]

Filter Information: ]‘

@® ALL of the following apply Export to Excel I

) 5 Rows of Output
" ANY of the following apply
Case Number

[Suspense Date =] Between [1/1/2012 12/3/2015 OTR109562
[ Select = OTR110006
| Select = OTR110087
IS loct _‘ OTR140139

— — OTR150229
|Select j =

Figure 9
Ad-Hoc — Available Fields with Dates (continued)

The 'Ad-Hoc Query' does not require an 'Output Fields Selected' for the report to run. Figure 9

has the same report parameters as the report generated in Figure 8. Notice that the report does
not return the ‘Suspense Date’ for the cases listed.

Filter Information:
& ALL of the following apply
" ANY of the following apply

|[Ofice of Record =] [Equals =1 [ves -
[odec = I ———
| select =l
| Select =l
ISeIect ;I

Figure 10
Ad-Hoc — Available Fields with ‘Yes’ Responses

The following ‘Output Fields Available’ have the option of a selection of ‘Yes’ in the ‘Filter
Information’ selector: ‘Office of Record’ and ‘Case Status Open.’

The 'Office-of-Record' filter will eliminate cases from the query that are not 'Office-of-Record' for
that IG office. Regardless of the filter selected, using the 'Office of Record' "Yes" 'Filter
Information' will only return cases for which the local IG office is 'Office-of-Record.’
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| Qutput Fields
| Available
i Office of Record
Anonymous
OOR Case Number ___J
Case Status Open
Office
Case Number
Case Label
Date Opened
Date Closed =l

& ALL of the following apply
" ANY of the following apply

July 2017

Output Fields Selected

Office of Record

| Office of Record
.|Select
.ISeIect
|Se|ect
.|Select

Ll el k] e

L”l quals

~|[Yes

Case Number

1y

Figure 11
Ad-Hoc — Available Fields with ‘Yes’ Responses (continued)

/2 Ad Hoc Results - Micros

Export to Excel 9
224 Rows of Output

Office of Record

- N — T |

In this report, 224 cases are returned. Notice there are no ‘Case Numbers’ in the first few rows
of this report. These are cases that have been referred to our office that have not been
accepted by our office as of the report date. Under the ‘Office-of-Record’ column, a ‘0’ means
‘No,’ it is not an ‘Office-of-Record’ case, and a ‘1’ means ‘Yes.’

Filter Information:
* ALL of the following apply
" ANY of the following apply

[Case Status Open *] [Equals

[select =]

[select =l

Select >

|| Select Ra
Run Query |

BT ol x)
OTR109562 RV |
OTR110003  AO
= OTR110004  AO
OTR110005  AO
OTR110006  AQ
OTR110087  AO
|
OTR120128  AQ
OTR140012 RO
OTR140071 AO |
| —————————————————————————————————————— |
Save Query Clear Fields I
Figure 12

Ad-Hoc — Available Fields with ‘Yes’ Responses (continued)

The ‘Case-Status-Open’ filter for ‘Yes’ will return only cases that are in fact open, and the status
of those cases are either RV — In Review, AO — Open, or RO — Reopen.
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RN e Output Fields Selected

| & Your Office Only © Worldwide
‘ Available

Anonymous

QOR Case Number

Case Status Open
| ||Office
Case Number
Case Label
Date Opened
I, | Date Closed
IG Code

[«

& ALL of the following apply
 ANY of the following apply

= |Select -

|Nu
Yes

| Anonymous

| Select
| Select
[Select

Il el e [« |

[ Select

Figure 13
‘Anonymous’ and ‘Information IGAR’

Selecting ‘Yes’ will return cases that are anonymous and indicated by a ‘1,” whereas selecting
‘No’ will bring back cases noted by a ‘0’ that are not anonymous.

The filter section works the same for the Output field ‘Information IGAR.’

 Your Office Only ¢ Worldwide

Qutput Fields
Available

Output Fields Selected

User Info
Problem Area
Receipt Mode

Action Officer Name

Case Location )|
Information IGAR

Complainant Name

Complainant Component
Complainant Race hd

. Eilter Information: ;ILIL]

& ALL of the following apply [—

" ANY of the following apply Export to Excel

1 Rows of Output

Equals _~| |rediamberigreen Case Number User Info
OTR160229 Red/Amber/Green

|| User Info
|Se|ect
ISeIect
|Se|ect
|Se|ect

Ll Lf ] el e

Figure 14
‘User Info’ and ‘Subject SSN’

The ‘User Info’ filter looks for free text that equals a word or phrase. The ‘User Info’ (Figure 6,

Chapter 4) input into the IGAR must exactly match what you put into that filter field as the
search term. ‘Subject SSN’ responds in the same way.
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& Your Office Only © Worldwide

Output Fields <

Available Output Fields Selected
Case Label

Date Opened

Date Closed

IG Code J

Non-IG Office of Inguiry
Received From
Case Status

User Info
Problem Area ;I
|Eilter Information: {2 Ad Hoc Results - Microsoft! - lol x|
& ALL of the following apply El
" ANY of the following apply Export to Excel
1 Rows of Qutput
| Case Label zfContains =] [pay Case Number Case Label
[ select = OTR140261 Travel Pay and Eval
[select =]
| Select =
ISeIect ;I LI
Figure 15
‘Case Label’

The ‘Case-Label’ (Figure 4, Chapter 4) filter looks for text that contains the specified word or

phrase. Remember, IGARS will only search for exactly what you put into the free-text area; less
is better.

These filters work similarly -- ‘Problem Area,’ ‘Stated Allegation / Issue’ [Legacy field], ‘Case

Notes,” ‘Synopsis,’ and ‘Non-IG Office of Inquiry’ ['Non-IG Referral’ on the IGAR Case
Information Tab.].

& Your Office Only ¢ Worldwide

Output Fields
Available Output Fields Selected

Complainant Name

Complainant Component

Compainant Race T o x|
Initiator Name -
Initiator Component _

Initiator Race - Export to Excel

Subject Level of Command 8 Rows of Output

Subject Name

Subject SSN = Case Number Complainant Name

OTR150002 Duff, Gary

Eilter Information: OTR150034 Duff, Gary

* ALL of the following apply OTR150087 Duff, Gary

" ANY of the following apply 0TR150232 Duff, Gary =
ICompIainant Name ;I IC:antams =l |Duﬁ IGary
‘Last, First, Ml

Figure 16
Names

Selecting one of the following ‘Name’ filters will behave in the same manner: ‘Complainant
Name,’ ‘Initiator Name,’ and ‘Subject Name.’

193



IGARS Handbook July 2017

Once one of the ‘Name'’ filters has been selected, the quantifier will be that the fields contain the
text input for each field. Also notice that under the ‘Complainant-Name’ filter field, a prompt now
appears for the order of the individual's name, “Last, First, MI.”

% Your Office Only © Worldwide

Output Fields .
Available OQutput Fields Selected
Case Number
Case Label
Date Opened |
Date Closed —
IG Code
Non-IG Office of Inquiry
Received From
Case Status
User Info |
Eilter Information:
@ ALL of the following apply
 ANY of the following apply
[ Case Number =] |Equals =]
|Se|ect i Eauals |
|Se|ect _v| |Greater Than
- |Less Than
ISElECt = [Contains
[ Select = Starts With
Figure 17

‘Case Number’

The 'Case Number' filter defaults to 'Equals’, but there are other filters that can be applied to
this field. These selections also apply to the 'OOR Case Number.'

The 'Equals' filter has been sufficiently demonstrated to this point, but it must be a complete
'‘Case Number' for the query to run if the selector is set to 'Equals.’

Selecting the 'Greater Than' qualifier, entering the local IG office code, the FY, 'OTR15' and
'Run Query' will return all cases with a ‘Case Number' greater than 'OTR15." Typing in
'OTR150000' or even 'OTR1500" would bring back the same results.

The 'Greater Than' and 'Less Than' are based on fiscal year and sequence number within
each fiscal year.

The 'Contains' selector for the 'Case Number' filter will return only case numbers containing
the exact characters submitted regardless of where they exist in the ‘Case Number.’

The ‘Starts With’ qualifier will return cases that begin with the ‘Case Number’ data entered.
For example, entering ‘OTR15’ will bring back all case numbers that begin with ‘OTR15.’
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Output Fields

Available

Complainant Component
Complainant Race

Initiator Name

Initiator Component

Initiator Race

Subject Level of Command _J
Subject Name

Subject SSN

Subject Grade =]

| E-! I [ - -
= ALL of the following apply
" ANY of the following apply

July 2017

Output Fields Selected

Complainant Component

| Complainant Component =l [Equals
| Select

| Select

I Select
| Select

Run Query |

KNJENFENEN

/= ad Hoc Results - Microsoft Inte — 3] =1L

=] |select =

Export to Excel

A-Active Army

B-Business

C-DA Chlian

E-Active Army Retiree

F-Army Reserve Retiree

G-Army Mational Guard

H-Army Mational Guard AGR
I-Army Mational Guard Retiree
J-Army National Guard Technician
K-Contractor m
L-Local National Employes
M-Family Member

MN-Inmate

P-Private Citizen

Q-Army Reserve Technician

R-Army Resenve
S-Army Reserve AGR |

L ey TN Y

Case NMumber
OTR110006
OTR140012
OTR140131
OTR140248
OTR140250

o o B I T

23 Rows of QOutput

Complainant Component

Tmmmnm

Figure 18

Component (Complainant, Initiator, and Subject)

The Ad-Hoc Results displays cases returned for ‘S-Army Reserve AGR.’
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Output Fields
Available

Complainant Race

Initiator Name

Initiator Component
Initiator Race

Subject Level of Command

Subject Name J
Subject SSN

Subject Grade

Subject Component =]

Output Fields Selected

Complainant Race

Filter Information:
& ALL of the following apply
" ANY of the following apply

|Complainant Race ﬂ |Equa|s ;[ ISeIecl ﬂ
Select
Soict
l _ C-Caucasian
[ Select | M-Asian/ Pacific Islander
| 3 N-Black
elect [~ R-American Indian/Alaska Native
Select = U-Unknown
I J X-Other

.-'r_:;' Ad Hoco Results - Microsoft Inte = I

Export to Excel

38 Rows of Qutput

Case Number

OTR109562
OTR110004
MTRAANNNES

Complainant Race

CCCCccC

L

Figure 19

Race (Complainant, Initiator, Subject)

The Ad-Hoc Results display a report run for ‘Race’ = ‘U-Unknown.’
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* Your Office Only " Worldwide E4
Output Fields e
Available E7
E8
Subject Component E9
Subject Gender GM13
Subject Race GM14
Subject UIC GM15
IssuefAllegation Type GS01
Function Code | GS02
Determination G503
Stated Allegation/lssue = G304
GS05
GS06
Eilter Information: GS07
¥ ALL of the following apply GS08
: GS09
" ANY of the following apply GS10
GS11 -
Subject Grade ;I |Equals ;l Select ;I

[= — | = | > |
Export to Excel I
11 Rows of Output
Case Number Subject Grade
OTR110005 o5
OTR140012 o5
OTR140248 o5 Lo
OTR140286 o5
OTR140288 o5
OTR150036 o5 - |
Figure 20
Subject Grade

The 'Available Field' of 'Subject Grade' is not broken down by ‘Component’ in the filter. Every
possible grade is listed.

The Ad-Hoc Results display a report for the grade of ‘O5.’
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Output Fields

Available Output Fields Selected
Subject Gender | Subject Gender
Subject Race
Subject UIC

IssuefAllegation Type

Function Code

Determination

Stated Allegation/lssue
IssuefAllegation Organization ;
IssuefAllegation Against UIC =l

| Filter Information:
* ALL of the following apply
" ANY of the following apply

I Subject Gender ;l I Equals

[ Select =l
[ select d
ISeIect =l
ISeIect Ll

U-Unknown

| |

= Ad Hoc Results - Microsoft — | o | -l |

| Export to Excel I
5 Rows of Output

Case Number Subject Gender
OTR110006
OTR1300238
OTR150229
OTR150233
OTR160005

22222

Figure 21
Subject Gender

Queries may be executed based on the filter ‘Subject Gender.” The Ad-Hoc Results, above
displays the report for subjects that are ‘M-Male.’
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Output Fields
Available Qutput Fields Selected

g - IssuefAllegation Type
Function Code
Determination
Stated Allegation/lssue
lssue/Allegation Organization
IssuefAllegation Against UIC
IssuefAllegation Location 1
IssuefAllegation Characterization —

Case Notes =l
Filter Information:

" ALL of the following apply
" ANY of the following apply

|IssuefAIlegatiun Type IE:JE'S
ISelect
|Se|ect
ISeIect

|Se|ect

Lol L] bef L 1

= Ad Hoc Results - Microse P O e N -

| | Export to Excel I
- | 36 Rows of Output

Case Number IssuaelfAllegation Type

OTR109562 N

OTR110004 Py

OTR110005 N

OTR11007 7 Py

OTR110077F Py |

AT A A T -~ =

Figure 22

‘Issue/Allegation Type’
The filter criteria for the 'Issue / Allegation Type' is either 'Allegation’ or 'Issue.’

The Ad-Hoc Results display a report for ‘Allegations.’ If the report had been run for ‘Issues,’ the
Issue / Allegation Type would display an ‘l.’
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Output Fields
Available

Determination

Stated Allegation/lssue
Issue/Allegation Organization
IssuefAllegation Against UIC
Issue/Allegation Location
IssuefAllegation Characterization

Case Notes J
=l

Synopsis

Filter Information:
& ALL of the following apply
" ANY of the following apply

Output Fields Selected

July 2017

Function Code

| Function Code [=l [Equals
| Select |

ISeIect =l
|Select B

=] |2M8 - Details/Duty Roster

Figure 23
‘Function Code’

/2 Ad Hoc Results - Micra
Export to Excel

6 Rows of Qutput

o x|

-

Case Number Function Code

OTR110005 208
0TR150227 2M8
0TR150228 2M8
0TR150229 M8
0TR150238 2M8 | |
OTR160008 2M8 =

All 'Function Codes' are available for selection, but only one can be selected per filter drop-

down.

In this case, we have selected ‘2M8 — Details / Duty Roster.” The inset reflects the report run.
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QOutput Fields
Available

Function Code

Stated Allegation/lssue
Issue/Allegation Organization
Issue/Allegation Against UIC
Issue/Allegation Location
Issue/Allegation Characterization
Case Notes

Synopsis

Filter Information:
& ALL of the following apply
" ANY of the following apply

o
[

Qutput Fields Selected

Determination

‘ | Determination

| |E-:Lla|s =]

|Se|ect |
[ Select hd
[ Select =l
[Select !

Select

w

A
F
N
5
U
X
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= Ad Hoc Results - Microse — L3 1 =1

=1

I Export to Exxcel I
¥ Rowws of Output

Case Number Determination
OTR110005
OTR140164
OTR140282
OTR140292
OTR149000
OTR150226
OTR150228

TTATTTTT

Figure 24
‘Determination’

The selections for the 'Determination’ filter are those available for either an 'Issue’ or 'Allegation.’
The case does not necessarily have to be 'Closed' in order for this query to return data, only that
the 'Determination' has been assigned to the 'Issue’ or 'Allegation.’

Note that if you select a case in the ‘Filter Information’ that does not have a determination, it will
reflect ‘0’ on the report where a ‘A, ‘F," ‘N, ‘S, ‘U,’ or ‘X’ would normally be displayed.

‘A’ Assistance, ‘F’ Founded, ‘N’ Not Substantiated, ‘S’ Substantiated, ‘U’ Unfounded. ‘X’ is a
legacy determination that is no longer used.

The Ad-Hoc Results above displays the report for cases with ‘Founded’ determinations.

201



IGARS Handbook July 2017

a

134bct{1/34bet)
177TMPB(17Tth MP Brigade)
1B4ESC(184th Expeditionary Sustainment Command (”
18MDSC(18th Medical Deployment Support Command)
12 (First U.S. Army)

1ZA(First U.S. Army)

| 1ZB{Maneuver Training Center, Camp Atterbury, IN)

| 1ZE(First Army Division East)

1Z5{Camp Shelby Joint Forces Training Center, Camp !
1ZW{1ST Army Division-West)

A““.MF:‘“ 310ESC(310th Expeditionary Sustainment Command (2
J16ESC(316th Expeditionary Sustainment Command)

Function Code - 34CAB(TF 34, Combat Awviation Brigade) ation

Determination 3645C(364th Sustainment Command)

Stated Allegati 3ESC(3d Sustainment Command (E))
Issue/Allegatic on 3Z (U.S. Army Central)

Issue/Allegation Against Ul 3ZA(Third U.S. Army)
Issue/Allegation Location 42MPB(42nd Military Police Brigade, Ft Lewis)
Issue/Allegation Characterization 451ESC(451st Sustainment Cmd (E))
Case Notes j 4ESC(4th Expeditionary Sustainment Command (4ESC
Synopsis - 5Z (US Army North)
SZA(Fifth U.S. Army)
= T0B(Detachment Ft. Lewis)
Eilter Information: 70C{104th Division (Training))
& ALL of the following apply T1A(94th Regional Support Command)
71B(2174th U.S. Army Garrisen)
€ ANY of the following apply 71C(45th Infantry Battalion, Oklahoma)
| T710{804th Medical Brigade) st
[Tssue/Alegation Organization =] [Faua= =] |Select -

| g 1

Figure 25
‘Issue/Allegation Organization’

The 'Issue / Allegation Organization' is linked to the 'Case Information’ tab in the IGAR.

The report run will include the ‘Issue / Allegation Organization’ selected by the IG when case

data is entered.
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Aberdeen Proving Ground, Maryland
Adelphi Laboratory Center, Maryland
Afghamistan - Other

Akasaka Press Center, Tokyo, Japan
Akizuki Army Ammunition Depeot, Japan
Al-Udeid Airbase, Doha, Qatar

Alabama Army Ammunition Plant, Alabama
Alabama National Guard, Alabama

Alamo ASA, Korea

- Alaska Mational Guard, Alaska
A Albania - Other
mm Albuguerque, Mew Mexico
Alexandria, Virginia
Function Code A American Arms Hotel, Wiesbaden, Germany In
Determination Anderson Barracks, Dexheim, Germany
Stated Allegation/lssue Anderson, South Carolina
IssuefAllegation Organization Anniston, Alabama
Issue/Allegation i Ansbach, Germany
Issue/Allegation Location Arden Hills, Minnesota
Issue/Allegation Characterization Argonner Kaserne, Hanau, Germany
1||Case Notes _J Arizona National Guard, Arizona
" |Synopsis =] Arkansas Mational Guard, Arkansas
Arlington Heights, |llinois
Aslington, Virginia
Eilter Information: Armed Forces Research Institute of Medical Sciences,
& ALL of the following apply Armstrong Barracks, Buedingen, Germany

Army Matenal Command HQ, Alexandnia, Virginia

© ANY of the following apply Atillery Kaseme, Germany

Ashley, PA =
|1ssue/Allegation Location =] |Equals =] | Select =]
|Salect ;|
|Seiect =l
|
Figure 26

‘Issue/Allegation Location’ and ‘Case Location’

The 'Issue / Allegation Location' and / or ‘Case Location’ is linked back to the 'Case Information’
tab in the IGAR. It is labeled ‘Location’ in the IGAR.

The report will return cases that occurred in the location selected. Note the ‘Location’ criterion

is based on geographic location, while the ‘Issue / Allegation Organization’ is a military / DoD
organization.
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Aberdeen Proving Ground, Maryland
Adelphi Laboratory Center, Maryland
Afghanistan - Other

Akasaka Press Center, Tokyo, Japan
Akizuki Army Ammunition Depot, Japan
Al-Udeid Airbase, Doha, Qatar

Alabama Army Ammunition Plant, Alabama
[Alabama Mational Guard, Alabama

|Alamo ASA. Korea

& Your Office Only  Worldwide Alaska National Guard, Alaska
Albania - Other
mb':em Albuguerque, New Mexico
Alexandna, Virginia -
( on American Arms Hotel, Wiesbaden, Germany
Infarmation |GAR Anderson Barracks, Dexhaim, Germany
Complainant Name Anderson, South Carolina
Complainant Component Anniston, Alabama
Complainant Race J Ansbach, Germany
Initiatar Mame Arden Hills, Minnesota
Initiator Component Argonner Kaserne, Hanau, Germany
| |Initiator Race Arizona National Guard, Arizona
Subject Level of Command = Arkansas National Guard, Arkansas

Arlington Heights, lllinois
Arlingtan, Virginia

Eilter Information: Armed Forces Research Institute of Medical Sciences,
& ALL of the following apply Armstrong Barracks, Buedingen, Germany
Army Material Command HQ, Alexandria, Virginia
© ANY of the following apply Artillery Kaseme, Germany
Ashley, PA =
|Ca.sa Location EI IEL;uaIs 3 Select -
|Salac1 E|
Figure 27

‘Case Location’
This entry is also linked to the ‘Case Information’ tab in the IGAR. There is an “Organization

Code” field on the Issue / Allegation tab that allows the IG to select where the Issue or
Allegation occurred (as opposed to the Issue / Allegation organization).
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QOutput Fields
Available

Function Code

Determination

Stated Allegation/lssue
Issue/Allegation Organization
Issue/Allegation Against UIC
lssue/Allegation Location

=

Issue/Allegation Charactenzation
Case Notes
Synopsis

-
=l

Filter Information:
& ALL of the following apply
" ANY of the following apply

July 2017

Qutput Fields Selected

IlssuefAllegation Characterization v | | Fquals

| Select =
| Select =
I Select ;I
I Select -

Run Query |

1 — < cuc() Related o Sequestiation

=] | select

CL-lssue(s) Related to Civil Liberties
DEF-Operation Enduring Freedom
OIF-Operation Iragi Freedom
OIR-Operation Inherent Resolve
QJS-Operation Jump Start

QOND-Operation New Dawn

OMNE-Operation Noble Eagle
DRS-Operation Resolute Support
RD-lssue(s) Related to the Repeal of DADT

{fj Ad Hoc Results - Microsoft Internet

| Export to Excel I

1 Rows of Qutput

Case Number
OTR150229

IssuefAllegation Characterization
5Q

Figure 28

‘Issue / Allegation Characterization’

These are the optional ‘Characterization Codes' available to associate with ‘Issues' and

'‘Allegations.’ The codes can affiliate Issues / Allegations with a specified predetermined military
operations (Operation Enduring Freedom, etc.) or a category of potential interest to senior

leaders (Sequestration).

The inset reflects a report run for ‘SQ-Issues(s) Related to Sequestration.” See Chapter 4 for

additional information regarding Characterization Codes.
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Output Fields
Available Output Fields Selected
Received From Received From
Case Status
User Info
Problem Area
Receipt Mode J
Action Officer Name
Case Location
Information IGAR
Complainant Name i
Filter Inf R
# ALL of the following apply
" ANY of the following apply
| Received From =] |Equals = | Select =
-
ISeIecl —l A-Secretary of the Army
| Select = B-Chief of Staff of the Army
C-Congress
[ Select El D-Secretary of Defense
[ select =l E-CG/Commander
L F-Chain of Command
| H-DOD Hotline
Run Query | -SAIG ;
J-DOD Hetline Congressional
i K-DOD Hotline OCLL [y
M-Army 1G
O-Government Agency
P-White House
K-Non-Army |G

Figure 29
‘Received From’

The selection criteria for the 'Received From' filter includes the following entities:

A - Secretary of the Army

B - Chief of Staff of the Army
C - Congress

D - Secretary of Defense

E - CG/Commander

F - Chain of Command

H - DoD Hotline

| - SAIG

J - DoD Hotline Congressional,
K - DoD Hotline OCL

M - Army IG (Most common and the default when completing an IGAR.)
O - Other Government Agency
P - White House

X - Non-Army IG

For fields that have definitive selection criteria, and the IG wants some but not all possible
selections, the IG will have to use more than one filter.
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| Output Fields ;
Available Output Fields Selected

Case Status

User Info

Problem Area

Receipt Mode

Action Officer Name ...J
Case Location

Information IGAR

Complainant Name

Complainant Component =]

Eilter Information:
| @& ALL of the following apply
" ANY of the following apply

[Case Status =l |Equals =] [select -
|| select =l 0

|| select =l cL

.|Select = 28

;lSeIect i

| Run Query | Save Query I

¢—= Ad Hoc Results - Micre S O e I -
| Export to Excel I
1 Rowws of Output
Case Mumber Case Status
OTRI109562 RN
Figure 30

‘Case Status’

The 'Case Status' filter allows the user more fidelity than the 'Case-Status-Open'’ filter and also
to query cases that are closed.

The criteria include:

AO - Open

CL - Closed

RO - Re-Opened

RV - Review (Open, perhaps complete, but the CIG, SJA, or CG are reviewing it before closing.)

This filter is a discriminator and will look for the exact values selected.

The Ad-Hoc Results above reflect a report run with ‘Case Status’ of ‘RV".
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Qutput Fields
Available

Action Officer Name

Case Location

Information IGAR

Complainant Name J
Complainant Component
Complainant Race

Initiator Name

Initiator Component =l

Filter Information:
+ ALL of the following apply
" ANY of the following apply

Output Fields Selected

Receipt Mode

‘ I Receipt Mode

ISeIect

[
[
ISeIect j
4
[

|Select
|Se|ect

= |select

istance Visit
C-Call-In

E-E-mail

F-Fax

Inspection Visit
L-Letter
W-Walk-In

July 2017

‘Receipt Mode’

/= Ad Hoc Results - Micros — o > |

: | Export to Excel I :
53 Rows of OQutput
Case Mumber Receipt Mode
OTR110003 W

3 OTRA10005 W H
OTR110006 W i
OTR110052 W -

Figure 31

The 'Receipt Mode' query extracts data from the '‘Case Information’ tab of the IGAR.

The available selections are:

‘A - Assistance Visit’

‘C - Call-In’
‘E - E-mail’
‘F - Fax’

‘| - Inspection Visit’
‘L - Letter’, and
‘W - Walk-In'.

The Ad-Hoc Results above display a report run for ‘W - Walk-In.’
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Output Fields
Available

Action Officer Name
Case Location

Information IGAR

Complainant Name

Complainant Component —J
Complainant Race

Initiator Name

Initiator Component

Initiator Race =]

= ALL of the following apply
" ANY of the following apply

July 2017

Output Fields Selected

Action Officer Name

| Action Officer Name =l|E

ISeIect LI

| |Duff, Gary

Figure 32
‘Action Officer Name’

The 'Action Officer Name' will allow the user to display cases for a specific IG in that IG's office.
The data is extracted from the ‘Status’ section on the ‘Case Information’ tab (See Chapter 4), so
it is important from a manager’s perspective to ensure the IG field in the ‘Status’ section
displays the IG currently responsible for the case as opposed to the IG that may have received
the complaint and opened the case in IGARS.
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Output Fields
Available

Non-IG Office of Inquiry

Received From

Case Status |
User Info

Problem Area

Receipt Mode

Action Officer Name

Case Location =]

Eilter Information:
& ALL of the following apply
" ANY of the following apply

[1G Code = | starts

[ Select =]
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/= ad Hoc Results - Micro > |k
i | oTR1do=Zzzzs [y =] =1t
H ortr14a0227 OTR |
i oTR140228 OTR
s| oTR140233 oOTR
1l oTR14a0zaz OTR

OTR140244 OTR

OTR140248 OTR 1

OTR140249 oOTR

OTR140250 OTR

OTR14A0ZS 3 OTR -1
Figure 33

‘|G Code’

Selecting an ‘IG Office Code’ as the filter, the query will display all cases that begin with the
specified code. If ‘OTR’ is selected, the query will return all cases in the database that begin
with ‘OTR." If the scope of the query is expanded to ‘Worldwide’ as opposed to ‘Your Office
Only,’ this query allows an IG in one office to see limited case information (case number and IG

Code) for cases belonging to another office.

In some limited instances where reorganization has occurred, there are situations where
multiple offices share a Location Code. There are special provisions for offices in this category
where there is legacy data in the database and one IG Code represents both the old and new
office. An example of this situation is the IG office at Fort Bliss, Texas, which has been
identified as IG Code ‘TB’ and ‘FB1AD.” There are cases in the database for both entities.

For this illustration, Figure 33 represents a report run for IG Code ‘'OTR.’
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Qutput Fields
Available

Subject Name ~
Subject SSM

Subject Grade

Subject Component

Subject Gender

Subject Race

Subject UIC V]
Issue/Allegation Type

Output Fields Selected

Command Type

Filter Information:
@ ALL of the following apply
C ANY of the following apply

ICommand Type I Equals
ISeIect
|Se|ect
|Se|ect
ISeIecL

Run Query |

Company Commander

Division Commander

Battalion Commander

Brigade Commander

First Sergeant

Division Command Sergeant Major
Battalion Command Sergeant Major

Brigade Command Sergeant Major

Corps Command Sergeant Major

ACOM Command Sergeant Major

Clear Fields |

Figure 34
Command Type

When identifying the Subject / Suspect in the IGAR, IGARS will ask the IG if the Subject /
Suspect is a 1SG / CSM / Commander based on the grade selected. Note that Division
Commander is not a possible position that a local IG will denote as a Subject / Suspect and will
be removed from future versions of the Ad-Hoc Query.
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Qutput Fields
Available Output Fields Selected

Subject UIC Subject UIC
Issue/Allegation Type

Function Code

Determination

Stated Allegation/lssue
Issue/Allegation Organization
IssuelAllegation Against UIC
Issue/Allegation Location —
IssuefAllegation Characterization x|

Filter Information:
& ALL of the following apply
" ANY of the following apply

|| Subject LIC =l [Equals = |W12345-99TC v
|Select
[ select
| Select

NIENE

= Aad Hoc Results - Microsoft — I = 1_=»= 1
Exxport to Exxcel I
2 Rowes of Output
Case Mumber Subject UIC
OTR150229 W12345
OTR160003 V12345
=
Figure 35

‘Subject UIC’ and ‘Issue/Allegation Against UIC’
The Ad-Hoc report can execute reports for specific UICs the |G office has identified in the
‘Utilities’ module and further associated with the ‘Subject UIC’ or ‘Issue / Allegation Against UIC’
fields when the IGAR is created.
The only option is to select one particular UIC. The local IG office may want to consider only
putting in major unit formations for tracking purposes. Remember that these reports should not
be used to compare units.

The Ad-Hoc Results above displays a report run for ‘Subject UIC.’
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Output Fields

Available Qutput Fields Selected
Case Status -~ Case Mumber

User Info Case Status

Problem Area

Receipt Mode

Action Officer Name -l
Case Location

Information IGAR

Complainant Name

Complainant Component b

Filter Information:
| & ALL of the following apply
" ANY of the following apply

[case Number =|[Equas =] [oTR150229

||CaseStatus El |Equals ~||A0 5
ISeIect Jid |

|Se|ect x|

|Select id

Run Query | Save Query |

1
= Ad Hoc Results - Microsoft Internet Expl — I O I x I
Export to Excel
1 Rows of Output
Case Number Case Status
OTR150229 AD
Figure 36

Comparison of Filters - ‘ALL" and ‘ANY”

In the example above, we have selected the data fields of ‘Case Number’ and ‘Case Status’ to
be displayed in the output report. Under the Filter Information menu, we have selected ‘Case
Number’ and ‘Case Status.” For case number, we have specified ‘'OTR150229" and then, for the
‘Case Status’, ‘AO’ (Open). We have left the ‘Filter Information’ toggle on ‘ALL of the following
apply’.
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The Ad-Hoc Results above display the query results.
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Output Fields

Avallable QOutput Fields Selected
Case Status Case Number

User Info Case Status

Problem Area

Receipt Mode

Action Officer Name J
Case Location

Information IGAR

Complainant Mame

Complainant Component Ll

Filter Information:
" ALL of the following apply
= ANY of the following apply

|Case Number =l |Equals =] JoTR150229

ICase Status =] IE'I:LIE. 5 | IAO i

/= Ad Hoc Results - Microsoft Internet Explorer prowid = | | I > I
Export to Excel I :I

155 Rows of Output

Case Number Case Status
A0
A0
A0
A0
A0
A0
A0

AO =

Figure 37
Comparison of ‘ALL’ and ‘ANY’ (Continued)

In the example above, we have duplicated all of the selected data from the previous figure,
except we have selected the “ANY of the following apply” toggle. In this case, the inset report
brings back all cases with a ‘Case Status’ of ‘AO’ and the last case listed is ‘OTR150229'.

The Ad-Hoc Results above display the query results.
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Eilter Information:
O ALL of the following apply
® ANY of the following apply

|Case Number |Equals JOTR150229
|Case Status |Equals |AC
|Select
|Select
|Select
MNote:
Step 1: Make (or medify) your selections above. Step 2: Click Run Query Button. Step 3: Enter (or Modify) Query Name and Click Save Query Button
Run Query Query Name: |Demo Query OTR15022¢ ~ Save Query Clear Fields
Figure 38
‘Save Query’

If you want to run this same query again, name the query and select ‘Save Query'.

Meszage from webpage > I

4 l: Query saved Successfully!,

e I

Figure 39
‘Save Query’ (continued)

Select ‘Ok’.
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emo Query OTR 160229

Output Fields Output Fields Selected

Suspense Date -
External Suspense Date

Notification Date

Acknowledgement Date

Office of Record

Anonymous

OOR Case Number

Case Status Open

Office =

Figure 40
‘Retrieve Query’

To retrieve the saved query, select the query desired from the ‘Retrieve Saved Query’ drop-
down menu.

Eilter Information:
O ALL of the following apply
® ANY of the following apply

|Case Number |Equals |OTR150229
|Case Status |Equals |A0
|Select
|Select
|Select
MNote:
Step 1: Make (or modify) your selections above. Step 2: Click Run Query Button. Step 3: Enter (or Modify) Query Name and Click Save Query Button
Run Query Query Name: [Demo Query OTR15022¢ Clear Fields

Figure 41
‘Retrieve Query’ (continued)

The IG may modify the filter criteria for a saved query and / or rename it as a new query.
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Delete Saved Adhoc Queries

Figure 42
‘Delete Query’

The IG may delete any saved queries by selecting the query and ‘Delete.” The IG will be able to
run other queries created by another IG in his or her office. However, the IG will only be able to
delete queries generated and saved under his or her profile.
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Chapter 11

Utilities
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External Suspense

Print Current View

Reports
1559
Blank 1559
Standard
Statistical

Referral
Man Hour/Days Open
Ad Hoc Query

Utilities

Figure 1
Utilities

The 'Utilities' are located under the 'Functions' column on the IGARS main page.

Select the 'Utilities' hyperlink to view the 'Utilities' options. The Ultilities functions include those
actions that allow users to customize the database to some extent, based on level of access,
and to search the various code listings used to make entries in case screens. The main options
available are “View” and “Search” for each of the utilities tables. However, users in local IG
offices may enter UICs through the Utilities module that will only be available to the local IG
office. There is also a “Print Current View” capability for each Utility option.
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IG Office Codes
Wiew
Search

Organization Codes
Niew
Search

1 ocation Codes
Wiew
Search

Priority Flag Codes
Wiew

Characterization
Codes
Niew

Print Current View

Figure 2
Utilities

The 'Utilities' are now available for selection.

991C
T8TH IN BN

102 QM CO
555THTC

418T MP DET (CID)
B CO, 100TH BSB
2ND BRIGADE CBST

Figure 3
UIC Codes — View / Edit / Delete

To view the UICs available to the local IG, select the hyperlinked 'View / Edit / Delete' link under
UIC Codes. This will bring up the UICs that are available for this office to associate with cases
and complainant. Local UICs are only available to the local IG office. It is the responsibility of
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each local IG Office to populate this data warehouse. This information is not top-loaded by
DAIG like the codes for IG office, Organization, Location and the Function Code Table.

It is the local Command IG's decision whether to load codes for only large brigade size
formations or UICs down to the company or detachment size.

To 'Delete' a 'UIC' from the data warehouse, select the corresponding red "X" to 'Delete’ the
'UIC" and description.

99TC
78TH IN BN

] _ -P5- -95S S
2 https//ignetpentc2w8.ignetarmy.mil/ - IGARS M-@M
*Code: |
“Description:

| _sae || cancel |

<[ << [ <)

Figure 4
UIC Codes — Add

To 'Add' a new UIC, select the hyperlink 'Add’. A window will appear for the IG to input the new
UIC and description. Select 'Save," and the new UIC and description will be available in the
database.

:
5

99TC

78TH IN BN

IFe = 102.QM CO

View W44556C 565TH TC

Search WCPAQQ =|lolx]

wﬂ Codes WCUZA1 *Code: \W12345 =

Search WDQCB0 *Description: [99TC

Organization Codes | | EZUAA

View WEKBAA Save | Cancel |
Search

WESPAA

Figure 5

UIC Codes — Edit
To 'Edit' an existing 'UIC," select the hyperlinked 'Code." A window will appear, much like that

used to add a UIC. In this case, the current 'UIC' and description are in the window but can now
be updated. Make the appropriate changes and select 'Save.'
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78TH IN BN
102 QM CO

565TH TC
HQ. 66TH PSB

ToPTUTOTOTT

7TH SIGNAL COMMAND

DENEEEEEEEEEE

Figure 6
UIC Codes — Search

To search for a particular 'UIC," select the 'Search' hyperlink. Enter the unit description (not
UIC) that you are looking for in the search box.

Figure 7
Function Codes

From the 'Utilities," you can 'View' and 'Search'’ for 'Function Codes' used in IGARS.

The 'Function Codes' are a mandatory field in the IGARS database for each 'Issue’ and
‘Allegation.’ This table is immensely helpful for a number of reasons. First and foremost, it
provides a source of regulations and laws that can be used as a resource to Teach and Train
leaders at all levels on the appropriate regulation governing anything that a leader might need
assistance with. The IG can also use this table in the formulation of allegations in Step 2 of the
IGAP.

DAIG's Assistance Division maintains the Function Code Table. Assistance Division reviews
the Function Code Table periodically for revision of code definition, title, and changes to
associated regulatory citations. Codes are also reviewed for how many times they are used in a
given period, and low-usage codes are considered for archiving. Note that function codes are
not “removed” from the IGARS database if archived, because they may be associated with
closed cases that must remain available until the case itself is purged from the database. If a
local 1G office recommends changes to the Function Code Table because of a unique need and
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can provide the appropriate regulatory backing, contact Assistance Division to recommend new
code requirements be validated and added to the database.

Users should also note the Function Code Table is published in a standalone document by
DAIG Assistance Division in a spreadsheet format — usually in Word or Excel software — that
IRMD posts on the IGNET website. It is available for download and printing from IGNET.

Select the hyperlink 'View.'

Routine request for information: no
issues or allegations identified that Army Publishing Directorate (APD),

g ROUTINEREGUESTS would require the use of a standard hitp://www.apd.army.mil/)
IGAR.

1A Routine Request for Information Routine request for information: no

ew issues or allegations identifed.
ea " 3
Request for Suppert and/or information,
. 1B Request for IG to IG Support by one IG office to another IG.
Codes 5 COMMAND/LEADERSHIP ISSUES Army Publishing Directorate (AFD)
View http:/fwaw . apd.army.mill)
[Search . . e Failure to treat subordinates with dignity,
B . 2A Failure to Treat Subordinates with Dignity & Respect resl:e::l, iaimessl,l . r.onsisiancy‘lg e AR 600-100, Paragraphs 2-1
c‘;%.':r:zamn Failure of a leader to establish and
e maintain positive expectations and
: . attitudes, which produce the setting for AR 600-100, Paragraphs 1-6 and 2-1; AR 600-20,

Search 26 Failure to Foster a Healthy Command Climate positive attitudes and effective work Paragraph 1-5; Title 10 USC, Section 3583
Hocaion behaviors. Includes situations of toxic
Codes leadership.
View Allegations that a leader was aware of
Search - A ;. alleged misconduct by a subordinate AR 600-20, Para. 1-5 and 4-4; AR 600-100, Para. 2-

de  |[RLIOD ISR EITAEN) and the leader failed to fake actionfo  2-23.
Priority Flag address the alleged misconduct.
Codes —— . R A e e o e e o
View 4 m
e 548 codes

Figure 8
Function Codes (continued)

All currently available 'Function Codes' will appear in the window. At the time of production of
this IGARS handbook, there are 568 'Function Codes' available to the field to associate with
'Issues' and 'Allegations.’

Note: The number of ‘Function Codes’ available will change over time.

223



IGARS Handbook July 2017

Code

R,cmme request for lnformauon no

1A Routine Request for Information lssues or atlegatlons |denl|fed

18:  Requestior |G 1016 Support by one. Bmmm.rre

2 COMMAND/LEADERSHIP ISSUES e

2A
Organization
Codes
Search

e : : : c prop

2B Failure to Foster a Healthy Command Climate Ws““.’e atitudes and_ eﬁe_l:tlve work J Codes of Military Justice; 5 CFR 735.203. A
L C behaviors. Includes situations of toxic Army Command Polic
m""""‘“" odes leadership. When a leader fails to foster ' """ ¥

healthy climate across an organization,

l&’m 2B is the appropriate code

Figure 9
Function Codes —Search

In order to 'Search’ for a particular 'Function Code,' select the 'Search' hyperlink and input a
short description of the nature of the ‘'Issue’ or 'Allegation you are searching for.

Remember, IGARS will only search for exactly what you put in the search box. For example,
"NCOER" will return three (3) function codes, whereas "noncommissioned officer evaluation

report” will bring back none.

IGARS will search for key words in the 'Description' and 'Definition’ columns.

Figure 10
IG Office Codes

The 'IG Office Codes' hyperlink is an important tool for the local I1G to find other 'IG Office
Codes' in order to refer cases in IGARS.
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Both active and inactive codes are maintained in this warehouse. For example, if a case is
substantiated, it will remain in the database for 30 years. |G offices may close or realign and, as
a result, receive a different |G office code. Having the old codes in the database allows the IG
to know who owned a case at the time it was closed.

Regardless of whether an IG office is active or inactive, if a complainant comes into the office,
the 1G should search the database to determine if the complainant has gone to another IG
office. If there is an existing case involving this complainant, and it was not a case completed
by your office, you will not be able to view the case details. Using the 'IG Office Code' at the
beginning of the case number, you can search in the 'IG-Office-Codes' database for that office.
Then you can contact that IG office that owns the case to determine if the complaint has already
been presented to another IG office.

Code Description Status Location Country Region

7 Unknown Inactive

103ESC  103rd Expeditionary Sustainment Command (ESC)  Active I[;jfamm“es' USA Central
Function Codes .

134BCT  1/34BCT Active ﬁ:'(;“ Air Base, RQ Iraq
Search o

Michigan
IG Office Codes 17TTMPB  17Tth Military Police Brigade Active National Guard, MI UsA NorthEast
Michigan

Search 184ESC  184th Expeditionary Sustainment Command (ESC) Active  peur! opl MS USA SouthEast
Organization Codes Rock Island
View 12 First U.S. Army Active A e inois 'L USA Central
Search rsenal, lllinois
P - 1ZB Maneuver Training Center Active ﬁ:'i";ﬁ :ﬂerb”"‘ IN USA NorthEast
View
Search 1ZE First Army Division East Active :,l‘;rr‘y':‘;i;de- MD USA NorthEast
Priority Flag Codes 1ZS Camp Shelby Joint Forces Training Center Active C;amlp S.he.lby, MS USA SouthEast
View Mississippi
Print Current View || 12W 1ST Army Division-West Active  TortHood. ™ USA Central

310ESC  310th Expeditionary Sustainment Command (ESC) Active  [ndianapolis. USA NorthEast

374 codes

Figure 11

IG Office Codes — View

Selecting the 'View' hyperlink will return all active and inactive |G offices.
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Description | Staws  Location  State Couny Region =

Unknown Inactive

103ESC  103rd Expeditionary Sustainment Command (ESC) Active E:ZM”‘““’ 1A USA Central
134BCT  1/34BCT Active I:': s IRQ Iraq
Michigan
| ATIMPB  17Tth Military Police Brigade Active National Guard, MI USA NorthEast
Mirhinan
Explorer User Prompt
USA SouthEast
USA Central
USA NorthEast

Figure 12
|G Office Codes — Search

To search for a particular '|G-Office-Code," select the 'Search' hyperlink. The search window
will appear. The 'IG Office Code' search functionality will search in the 'Code’ and 'Description’
fields.

Figure 13
Organization Codes — View

Select the ‘View' hyperlink under ‘Organization Codes’ to return the ‘Organization Codes’
contained in IGARS.
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103ESC 103rd Expeditionary Sustainment Command (103ESC) Active
134bct 1/34bct Active
177MPB 177th MP Brigade Active
| 7 184ESC 184th Expeditionary Sustainment Command (184ESC) Active
18MDSC 18th Medical Deployment Support Command Active
1A 77th U.S. Army Reserve Command Inactive
1A3 353rd Civil Affairs Command Inactive
1A4 411th Engineer Brigade Inactive
1A8 8th Medical Brigade Inactive
1C 79th U.S. Army Reserve Command Inactive
1C1 157th Separate Infantry Brigade Inactive

Figure 14
Organization Codes — View (Continued)

Both ‘Active’ and ‘Inactive’ ‘Organization Codes’ are returned using the view functionality. The
'‘Organization Code' is selected during the input of the issue or allegation. Keep in mind that all
“organizations” in this table may not have an IG office associated with it.

Description Status Location

103ESC  103rd Expeditionary Sustainment Command (103ESC) Active m““’"‘”’
134bct  1/34bct Active Talll Air Base.
raq
Michigan
177MPB  177th MP Brigade Active National Guard,
Michigan
]
View 184ESC  184th Expeditionary Sustainment Command (184ESC) Active kj::; siopi
L VST L GREL T Explorer User Prompt x || Active Unknown
B 1A Tith U.S Inactive Unknown
Search 1A3 353rd Civil o Inactive Unknown
Enter search value for Organization Description:
P 1A4 411th Eng Cancel | Inactive Unknown
i 1A8  8th Medici ] Inactve  Unknown
Search 1C THhUS. . Inactive Unknown
. 1C1 157th Separate Infantry Brigade Inactive Unknown

Figure 15
Organization Codes — Search

Selecting the ‘Search’ hyperlink under ‘Organization Codes’ will bring up a window to enter the
organization description you are searching.
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Figure 16
Location Codes — View

Selecting the ‘View’ hyperlink under ‘Location Codes’ will return the location codes stored within
IGARS. Location codes are different from 1G Office Codes and Organization Codes, in that
these codes reference geographic locations, i.e. North Carolina National Guard (NNC) rather
than specific installations. Among other functions, Location Codes are used with the Trip
Report function available to select offices (e.g. SAIG) on the IGARS Main page.

Aberdeen Proving Ground, Maryland MD UsA
Adelphi Laboratory Center, Maryland MD UsA
Afghanistan - Other AFG
Akasaka Press Center, Tokyo, Japan JPN
Akizuki Army Ammunition Depot, Japan JPN
Al-Udeid Airbase, Doha, Qatar QAT
Alabama Army Ammunition Plant, Alabama AL USA
Alabama National Guard, Alabama AL UsSA
Organization Codes |||| Alamo ASA, Korea KOR
View Alaska National Guard, Alaska AK USA
2each Albania - Other ALB
Location Codes Albuquerque, New Mexico NM USA
% = Alexandria, Virginia VA USA
- American Arms Hotel, Wiesbaden, Germany DEU
Figure 17

Location Codes — View (Continued)

There are currently 680 location codes within the IGARS ‘Utilities’ data warehouse.
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Description

Aberdeen Proving Ground, Maryland
Adelphi Laboratory Center, Maryland
Afghanistan - Other

Akasaka Press Center, Tokyo, Japan JPN
Search Akizuki Army Ammunition Depot, Japan JPN
G Office Cod Al-Udeid Airbase, Doha, Qatar QAT

! View Alabama Army Ammunition Plant, Alabama AL USA {

Search Alabama National Guard [StERIaVEIg IR x| USA
Organization Codes Alamo ASA, Korea Script Promgt: KOR
View Alaska Mational Guard, Erter O ton D : USA
{Search Albania - Other Cancel ALB
L ocation Codes Albuquerque, New Mexit |[ USA
View Alexandria, Virginia Usa,
Search . X

Amencan Arms Hotel, Wiesbaden, Germany DEU

Figure 18
Location Codes — Search

The 'Location Codes' search function will return data from the 'Description' column of the table.

Congressional

C

P White House

R Red Top/Sec Army/CSA
S Senior Officer Referral
W WBI/MHE

Z

Special Interest Ing/Inv

Figure 19
Priority Flag Codes — View

A local IG will not normally assign a 'Priority Flag Code' to a case. More likely, these complaints
will be referred down from a higher level IG office for the local IG to address.

The description of each priority flag codes is provided after selecting the 'View' hyperlink.
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C - Congressional. These are IG cases received by constituents of Members of Congress or
directed by Members of Congress that are referred through channels to the local IG to review.
P - White House. These are IG Cases that originate from The White House.

R - Red Top / Sec Army / CSA. Cases that are referred down to the local IG at the direction of
the Secretary of the Army or CSA.

S - Senior Officer Referral. These are IG cases referred down to the local IG as directed by
senior leadership other than the Secretary of the Army or CSA.

W -WB/MHE. These are IG cases that have been identified as Whistleblower Reprisal or an
allegation of improperly directed Mental Health Evaluation reprisal cases.

Z - Special Interest Inquiry / Investigation.

\Location Codes
View

Search

\Priority Flag Codes
View

Characterization
Codes
[Wiew

Figure 20
Characterization Codes — View

From the ‘Utilities,” you can ‘View' the ‘descriptions for the ‘Characterization Codes.” These

codes are a mandatory field for each issue and allegation that the IG captures in the IGARS
database.
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Descripti

Issue(s) Related to Civil

July 2017

Lol iption
Issues or Allegations regarding protection against unwarranted governmental
interference in the exercise of civil liberties. Civil Liberties are defined as rights or
freedoms given to people by the First Amendment to the Constitution, by common law,
or legislation, allewing the individual to be free to speak, think, assemble, organize,

o Hezies worship, or petition without government (or private) interference or restraint. These

Search liberties are protective in nature and should not be confused with civil rights, which
form a more broad concept and include positive rights.

IG Office Codes Issues or Allegations regarding the improper release and/or handling of Privacy Act

[View restricted information. This information is captured to comply with the Semi Annual

Search Privacy Report pursuant to Section 803 of the Implementing Recommendations of the
9/11 Commission Act of 2007, 42 U.S.C. § 2000ee-1. Privacy Act restricted information

Organization Codes includes, but is not limited to Information about an individual that identifies, links,

[View relates, or is unigue to, or describes him or her, e.g., a social security number; age;

Search PA Privacy Act military rank; civilian grade; marital status; race; salary; home/office phone numbers; Yes
other demographic, biometric, personnel, medical, and financial information, etc. Such

Location Codes information is also known as personally identifiable information (PII). Pll would include

View information which can be used to distinguish or trace an individual's identity, such as

Search their name, social security number, date and place of birth, mother's maiden name,
biometric records, including any other personal information which is linked or linkable

Priority Flag Codes to a specified individual). DO NOT use this code form HIPPA protected information.

View RD Issue(s) Related to the  Issues or Allegations associated with Army implementation of the repeal of the Dont Yos

P Repeal of DADT Ask, Dont Tell policy (Dont Ask, Dont Tell Repeal Act of 2010).

Characterization

Codes Issues or Allegations associated with the reporting or investigation of a sexual assault.

Wiew This information is captured to comply with the annual Department of Defense Data

e A Call on Sexual Assault/Harassment in the Military. Retaliation/reprisal complaint
Print Current View 15 codes

Figure 21
Characterization Codes — View (continued)

All ‘Characterization Code’ definitions will appear in the window to provide the IG with
clarification on which code may best characterize a particular issue or allegation. If none apply,
the IG must select ‘NA None.’

D — e FEBERCEG
Routine request for information: no
issues or allegations identified that Army Publishing Directorate (APD),
1 ROUTINE REQUESTS would require the use of a standard http:/iwww.apd.army.mil/)
IGAR.
1A Routine Request for Information Routine request for information: no
issues or allegations identifed.
Request for Support and/or information,
1B Request for IG to |G Support by one IG office to another IG.
2 COMMAND/LEADERSHIP ISSUES Army Publishing Directorate (APD),
http:/iwww.apd.army.mil/)
. 1 P T Failure to treat subordinates with dignity,
2A Failure to Treat Subordinates with Dignity & Respect respect, faimess, and consistency. AR 600-100, Paragraphs 2-1
Failure of a leader to establish and
maintain positive expectations and
" " attitudes, which produce the setting for AR 600-100, Paragraphs 1-6 and 2-1; AR
3B Failure to Foster a Healthy Command Climate positive attitudes and effective work Paragraph 1-5; Title 10 USC, Section 358
behaviors. Includes situations of toxic
leadership.
Allegations that a leader was aware of
alleged misconduct by a subordinate AR 600-20, Para. 1-5 and 4-4; AR 600-10
2 EaluetilaEebapopla=tation and the leader failed to take action to 2-23.
address the alleged misconduct.
- — e A f i mm iimsss m e mas ana a
548 codes

Figure 22
Function Codes - Print Current View

The 'Print Current View' hyperlink has similar functionality throughout IGARS. Perhaps the most
useful data to 'Print' is that of the 'Function Codes.’
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While the hyperlink refers to printing, the functionality is better served to export the information
to an Excel spreadsheet.

In order to export all of the 'Function Codes' in order to more easily view the table outside of
IGARS from the desktop of the IG’s computer, select 'View' under 'Function Codes." All function
codes will be returned. Select the 'Print Current View' hyperlink.

o
‘;.g\{snm —— carstninirg PrintCuirentUbities e - v | £ 16ARS Print Current Utiites..
FUNCTION CODES
Code Deseription. Dafinition Regulatory Citation

1 ROUTINE REQUESTS. Routina requast for infermation: na lsauas ot allegations identfied that would requira the use of a standard IGAR Army Publishing Direclorate (APD), bitp fwww ap

14 Routine Request far Information Routine request for infoimation: no issues or allegations identfed

8 Request for 163016 Suppart Requeat for Suppont andior information. by ane 16 offce 1o another 16

2 COMMAND/LEADERSHIP ISSUES Ay Publishing Direcorata (APD). hitp ifwww.ap

A Failure to Treat Subordinates with Dignity & Respect. Failure to treat subordinates with dignity respect, fsimess. and consistency. AR 500-100. Pasagraphs 2.1

Faiure of a leaer 1o astablish and maintain pasitive expectations and atlitudes, which produce ihe setiing for positive AR 600-100_ Pasagraphs 1-5 and 2-1. AR 600-20.

& Fabure 1o Foster & Haakiy Command Ciimate attitudas and affective work bahaviors, inchades siuabions of foxic leadarship 1.5: Tiie 10 USC, Saction 3583

L Failure to Take Appropriate Action "mm::m*“ the beados failed ba take action fo addross ;}mum 1-5 and 4-4; AR §00-100, Para

20 Failure o Obey an Order or Regulation Faiure to obey any lawful genesal arder o requlation Article 92, UCMJ. 5 CFR 735 203, Canduct Prejuc

Govermment. AR 600-20, Para 4-2

Figure 23
Function Codes - Print Current View (Continued)

The 'Function Codes' will be listed on the screen as depicted in the figure. The data is not
searchable in this format or easily viewed.

Select the 'Export' button in the upper left of the screen.

anal Do you want to open of save IGARSExport_1_22 201 5.xks (346 KE) from ignetpentc2whlignetarmy.mil? Open Save T Cancel o 2]

Figure 24
Function Codes - Print Current View (Continued)

A warning banner may appear at the bottom of your screen. Select 'Open.’

h mﬂm‘ummvmwm.'mwl_l_n_mu:dl'.mnamﬂ'ﬂmlre-wmmmbymﬂnnm.wh‘Imwflemmwnkwuuwdwetbemlwhﬂr.mmw‘ww
¢ the fie now?

Erm e ] [Coe )

Figure 25
Function Codes - Print Current View (Continued)

Another warning banner will appear. Select 'Yes.'

232



IGARS Handbook July 2017

CACERGED S s b S ... 4% A TTmovn)

- Home Insert Page Layout Formulas Data R ewar Wiew Approwelt

- B
j .?.cm Calibri 11 - A W | e || || S Wiep Te| General - fiﬁ ﬁ [Normal
- -d Copy
| i | = = | | 3 — = ional F
RS o oemat Paicter || 2] (B ([~ A~ |0 F|iF &) EAMerpeticenter - | [ $ - % o [[%3 Fcfrm::;’ R m
Clipboard s Fant ] Alignment i Humber ]
Al v (2 I« | FUNCTION CODES

| 4 A 8 = v} E

1 [FuncTion copes|

2 Code Description Definition Regulatory Citation

Routine request for informatien: no
issues or allegations identified that

would require the use of a standard Army Publishing Directorate (APD],
3|1 ROUTINE REQUESTS IGAR. http:/fwww.apd.army.mil/)
Routine request for Information: no
4 1A Routine Request for Information issues or allegations identifed.

Request for Support and/or information,

5 |18 Request for 1G to 1G Support by one 1G office to another IG,
Army Publishing Directorate (APD],
6 |2 COMMAND/LEADERSHIP IS5UES hittp:/ fwww.apd. army.mil/)
Failure to treat subordinates with
Failure to Treat Subordinates with dignity, respect, fairness, and
7 |24 Dignity & Respect consistency. AR 500-100, Paragraphs 2-1

Failure of a leader to establish and
maintain positive expectations and
attitudes, which produce the setting for
positive attitudes and effective work AR 600-100, Paragraphs 1-6 and 2-1; AR
Fallure to Foster a Healthy Command behaviors. Includes situations of toxic  600-20, Paragraph 1-5; Title 10 USC,
3 28 Climate leadership. Section 3583

[P TP S R PRRS——

Figure 26
Function Codes - Print Current View’ (Continued)

The 'Function Codes' and the associated data from the database are now in Excel format and
can be saved to the desktop or searched.

The 'Print-Current-View' hyperlink works the same throughout the 'Utilities' module.
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Chapter 12

Management Reports - Referral and Man Hour / Days Open
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The Referral and Man Hour / Days Open reports can be used by leaders and supervisors to
track case volume moving in and out of the local IG office through referrals, as well as track
performance and execution in terms of case days open and man hours invested in each case.

Subject

Complainant

Case Number

Case Label

Problem Area
Document Description

View
Default
Expand Referral Data

External Suspense
Brint C :

Reports

1559

Blank 1559
Standard
Statistical
Referral

Man Hour/Days Open

Figure 1
Reports — Referral

From the main page, select the ‘Referral’ hyperlink under ‘Reports.’
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Su Mo Tu We Th Fr Sa
25 % 7 B B N AN
L2 3 % 5 B8 T
8 _9 10 1 12 L1 4
o Sunday, January 01, 2012}
22 23 24 25 X% 27 2B
29 30 31 1 2 3 4

Today: June 4, 2015

Figure 2
Referrals Sent

The ‘Referral’ report screen will appear. The default is the ‘Referrals Sent’ toggle. If you enter
only the ‘From’ date, IGARS will automatically make the ‘Thru’ date the date of the report. Select
the date ‘From,’ in this case 1 January 2012, and then select ‘Run Report.’

/= IGARS Print Referral Reports - Windows Internet Explorer = I O I X I
B
4 4 Il of1 | Pl | 100% = | Find | Next  |Select a format
Referrals Sent Report 19.95.9045
OTR
| Where Open Date »= 1/1/2012 Open Date <= 112372015 I
Open Date Case Number Status Office Referred To Referred Office =~
Case Number
06/19/2014 AD 103rd Expeditionary Sustainment OTR140227
Command (ESC)
091272012 AD 103rd Expeditionary Sustainment OTR110087
Command (ESC)
081572012 AD 82nd Aurborme Division OTR120128
08M15/2012 AD Florida Mational Guard OTRI120128
0772372012 AD 804th Medical Bnigade OTR110006
TotalCases 0
Figure 3

Referrals Sent (continued)
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The ‘Referral Sent Report’ shown here indicates that there were five cases the local IG office
has referred to another IG office in IGARS. Note that under the ‘Case-Number’ column that
there are no case numbers listed. The cases have not yet been accepted. If they had been
accepted, a case number for that office would be listed on this report.

Figure 4
Referrals Received

Select the toggle for ‘Referrals Received.” Define the date range of the cases referred to your
office that you want to see. Select ‘Run Report.’

Referrals Received Report 06-04-2015
OTR

|"J.“hm09m Dae>=1120120p2aDate <=642013

n Date Caszs Nunber Status Raferrinz Offics Reforrineg Office
Caze Nunber
05142015 OTR150189 AOD Garmrison, Ft. Dix 20142001
05/14'2015 OTR150185 AC Garrison, Ft. Dix 014200
05/14'2015 OTR150197 AD Gamrison, Ft. Dix 720142003
05/14'2015 OTR150181 AD Garrison, Ft. Dix 20142004
05142015 OTR180173 AD Garrison, Ft. Dix 00142005
05/14/2015 OCTR15012€ AD Garrison, Ft. Dix 00142006
Figure 5

Referrals Received (continued)

Just like the ‘Referrals Sent Report,” the ‘Referrals Received Report’ will reflect the case number
of the office that sent you the case in the far right column. If your office has accepted the case,
the local IG office case number will be listed under the ‘Case Number’ column. If no case
number appears under the ‘Case-Number’ column, the local IG office has not accepted the
case.
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Run Report

Figure 6
Referral Report Error

Whether you are trying to run a sent or received report, you must enter a ‘from’ date otherwise
IGARS will return an error.

Figure 7
Referral Report — Report for Different Site

Dual-access users will have the option to review the ‘Referral Report’ for the other office by
selecting the ‘Report-for-Different Site’ checkbox.
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Man-hour reporting is a management tool available to Command IGs and other leaders. Users
must remember man hours is a manual entry on the 1559. The IGARS software does not track
the time a case is open on the IGARS desktop nor does it account for case work time executed
outside the time a 1559 is open on the desktop, such as when an investigator executes an
interview. The responsibility for accurately capturing time accumulated while working on a case
rests with the individual IG assigned to that case. Each IG office must determine how to
account for time accumulated for both case work and non-case IG activities order for this report
to have any value to IG leadership.

Figure 8
Man Hour / Days Open Report

Select the ‘Man Hour / Days Open’ hyperlink from the IGARS main page.
If a case is closed and later re-opened, IGARS will not count the days the case was closed. It

will only count the actual days a case is in an open status, including days when the case status
is in review.
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@& Open Date
| € Close Date

@& All Cases
Type of Cases for Report| " Exclude Information Only
" Information Only

Figure 9
Man Hour/Days Open Report (continued)

The ‘Man Hour / Days Open Report’ is a management tool within an 1G office to identify and
quantify how many man hours have been expended on cases and how long those cases have,
or had been, open.

The default for the ‘Date of the Report’ is the ‘Open Date.” When the ‘Date Range for Report’
dates are selected, IGARS will look for cases opened during that period. If the ‘Close Date’ is
used, IGARS will search for cases during the dates selected that were closed during that period.

The IG can also select the ‘Type of Cases for Report.” ‘All Cases’ is the default. ‘Exclude
Information Only’ will bring back only Standard IGAR cases, and ‘Information Only’ will exclude
the ‘Standard IGARs.’

The final optional field is the ‘Days Open Greater Than (Optional)’ field. This tool might be of
use to the Command IG or a supervisor if the office has established a standard that all cases
open over a certain number of days become a higher priority. This tool can quickly identify
those cases.
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@ All Cases
| € Exclude Information Only
| " Information Only

Figure 10
Man Hour/Days Open Report (continued)

At a minimum, you must select a ‘From’ date in the date range box. IGARS will automatically
select the date of the report as the ‘Thru’ Date.

(Note: For this scenario, we selected a through-date of 6/11/2015.)

Select ‘Run Report.’

241



IGARS Handbook July 2017

{2 IGARS Print Man Hour Report - Windows Internet Explorer = | m] | x |
4 4 |1 of5 b Pl | 100% = | Find | Next | Select a format =] Expe
Man Hour Report 11232015
OTR
Whers Opan Date >= 1/1/2012 AND l:)pan Date <= 6/11/2015 for ALL
Cases
Case Number Open Date Close Date Case Status ManHours Davs Open Info Standard IGAR
OTR150067 12/1872014 127182014 CL Ohrs 13min 1 day(s) Info IGAR
OTR150087 12/1872014 AO Ohrs 30min 341 day(s) Standard [GAR.
OTR150065 12/17/2014 12/17/2014 CL Ohrs 13min 1 day(s) Info IGAR.
OTR1350066 12/17/2014 AD Shes Omin 342 day(s) Standard IGAR.
OTR150035 12/16/2014 12/16/2014 CL lhrs 45min 1 day(s) Info IGAR
OTR1350036 12/16/2014 AOD lThrs Omin 343 day(s) Standard [GAR
OTR150064 12/16/2014 AO Ohrs Omin 343 day(s) Standard [GAR
OTR150033 11/06/2014 11/06/2014 CL Ohrs 13min 1 day(s) Info IGAR
OTR150034 11/06/2014 11/06/2014 CL 1hrs 15min 1 day(s) Standard [GAR
J—— _ — _>|_|
Figure 11

Man Hour/Days Open Report (continued)

Running this report will return all cases opened on or after the date selected with the default
through-date always being the date that the report is run unless another date has been
specified. The report will provide the ‘Case Number,’ the ‘Open Date,’ ‘Close Date,” ‘Case
Status,’” ‘Man Hours,” ‘Dates Open,’ and whether the case was a Standard or Information IGAR.
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/2 IGARS Print Man Hour Report - Windows Internet Explorer

OTR150140 0172022015 01/20/2013 CL Ohrs 30min 1 day(s) Info [GAR =
OTR140291 01/17/2013 03/17/2015 CL Jhrs 10min 790 day(s) Standard IGAR

i

| Total Cases 195

Standard IGARS 162
Information IGARS 33
Total Man Hours 1794 hours 32 minutes
Average Man Hours 9 hours 12 minutes

Average Days Open 539 day(s)

Figure 12
Man Hour/Days Open Report (continued)

A summary of the case data reported is presented at the bottom of this report. In this report,
there are 195 cases. Of those, 162 are Standard IGARs and 33 are Information IGARs. The
‘Total Man Hours’ for those cases is reflected. The average man hours per case and average
number of days open is given.

j Select One |+

" Open Date
# Close Date

X t Man Hour Report - Windows Internet Explorer | ‘
M o4 [ of2 b M [100% x| | Find | Next  [Select a format =l Expo
Man Hour Report 1232015
OTR
Whare Closs Date = 1/12012 AND Closs Date <= 6/11/2015 for ALL
Cases
g Case Number Open Date CloseDate  Case Status ManHours  Days Open Info/Standard IGAR
OTRI50067 12182014 12/18/2014 CL Ohrs 15min 1 day(s) Info IGAR
o - OTR150063 12/17/2014 121772014 L Ohrs 15min 1 day(s) Info IGAR
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Figure 13
Man Hour/Days Open Report (continued)

Selecting the ‘Close Date’ toggle and running the report with the same dates now returns the
cases that have a closed date within the selected date range.

Figure 14
Man Hour / Days Open Report - Exclude Information Only

Leaving the ‘Open Date’ toggle selected and keeping the date range the same and if we select

the type of case and “Exclude-Information Only’ toggle, only cases entered as Standard IGARs
will be returned.
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{2 IGARS Print Man Hour Report - Windows Intemnet Explorer - ol x|
4 4 Il. ofd Pl |100% = | Find | Next  |[Select a format = Export p
Man Hour Report 11232015
OTR
Whers Open Date >= 1/1/2012 AND Open Date <= 6/11/2015 for Standard
IGARS Only
Case Number Open Date Close Date Case Status ManHours Davs Open [nfo/Standard [GAR
OTR150087 12/18/2014 AD Ohrs 30min 341 dav(s) Standard IGAR.
OTR130066 12/17/2014 AO Shrs Omin 342 day(s) Standard IGAR.
OTR150036 12/16/2014 AO Thrs Omin 343 day(s) Standard IGAR
OTR150064 12/16/2014 AO OhrsOmin 343 day(s) Standard IGAR
OTR150034 11/06/2014 11/06/2014 CL 1hrs 15min 1 day(s) Standard IGAR
OTR150008 11/05/2014 11/05/2014 CL Ohrs 30min 1 day(s) Standard IGAR.
10/17/2013 AO Ohrs Omin 768 day(s) Standard IGAR.
10/17/2013 AO Ohrs Omin 768 daw(s) Standard IGAR.
10/17/2013 AO Ohrs Omin 768 day(s) Standard [GAR
4| | |
Figure 15

Man Hour / Days Open Report - Exclude Information Only (continued)

This ‘Man-Hour / Days-Open’ Report only contains Standard IGARs within the parameters set

by the user.
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I Reg

C All Cases
ort|  Exclude Information Only
* Information Only

Figure 16
Man Hour / Days Open Report - Information Only

The ‘Man-Hour / Days-Open’ report can also be run for ‘Information-Only’ IGARs within the
‘Date Range for Report’ selected dates. Keep in mind that Information IGARs are opened and
closed on the same date in IGARS.

Select ‘Run Report.’
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{= IGARS Print Man Hour Report - Windows Internet Explorer - | O I X I
Y
I4 | |1 of1 [ Pl | 100% ~| | Find | Next |Seler:t a format =] Export
Man Hour Report 11232015
OTR
Where Open Data »= 1/1/2012 AND Open Date <= §/11/2015 for
Information IGARS Only
Case Number Open Date Close Date Case Status ManHours Davs Open Info/Standard IGAR
OTR130067 12/18/2014 12/18/2014 CL Ohrs 13min 1 day(s) Info IGAR.
OTR150065 12/17/2014 12/17/2014 CL Ohrs 13min 1 day(s) Info IGAR.
OTRI150035 12/16/2014 12/16/2014 CL lhrs 43 min 1 day(s) Info IGAR.
OTR150033 11/06/2014 11/06/2014 CL Ohrs 15min 1 day(s) Info IGAR
OTR150003 11/05/2014 11/05/2014 CL Ohrs 43min 1 day(s) Info IGAR.
OTR150002 11/04/2014 11/042014 CL Ohrs 15min 1 day(s) Info IGAR.
OTR140289 09/25:2014 09/25/2014 CL Ohrs 15min 1 day(s) Info IGAR
OTR140287 09/24/2014 09/24/2014 CL Ohrs Smin 1 day(s) Info IGAR.
OTR140233 09/23/2014 09/23/2014 CL Ohrs 30min 1 day(s) Info IGAR
«| | 2
Figure 17

Man Hour / Days Open Report - Information Only (continued)

This report only contains ‘Information’ IGARs.
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| * Open Date
" Close Date

Figure 18
Man-Hour / Days-Open Report - Days Open Greater Than (Optional)

If the IG is using the optional, ‘Days-Open-Greater-Than'’ field, a date range is necessary.

Either the day open or close toggle can be selected. If anything more than one day is put into
the ‘Days-Open-Greater-Than’ field, it does not matter whether the ‘All Cases’ or “Exclude-
Information-Only’ toggle is checked, because only Standard IGARs will be returned. Information
IGARSs are only open for one day.

In the figure above, the IG selected 1,000 days.

Select ‘Run Report.’
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/2 1GARS Print Man Hour Report - Windows Internet Explorer - I m] I x I
-
H 4 of1 b bl [100% =l Find | Next [ Select a format Flexpor @B 00S
Man Hour Report 1.23.2018
OTR
Where Open Date »= 1/1/2012 AND Open Date <= §/11/2015 for ALL
Cases AND Days Open > 1000
Case Number Open Date CloseDate  CaseStatus ManHours  Davs Open Info/Standard IGAR
OTR110087 09/12/72012 AO Ohrs 5Bmin 1168 day(s) Standard IGAR
OTRI120128 08/15/2012 AO 2hrs Omin - 1196 day(s) Standard IGAR |
OTRI110006 07/23/2012 AQ I hrs 30min -~ 1219 day(s) Standard IGAR
Total Caszes 3
Standard IGARS 3
Information IGARS 0
Total Man Hours 4 hours 28 minutes
Average Man Hours 1 hours 29 minutes
Average Days Open 1194 day(s) =
al I » |_|

Figure 19
Man-Hour / Days-Open Report - Days Open Greater Than (Optional) (continued)

Based on the criteria selected in Figure 18, the report returned three cases that meet those

parameters. The report will provide the ‘Total Man Hours,” ‘Average Man Hours,’” and ‘Average
Days Open’ for the cases returned.
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"W 4 [ oft B Bl [io0% = | Find | Next [ Select a format ] Expet (B =]

Man Hour Report 1232015
OTR

Where Close Date >= 112012 AND Close Date o= 61172015 for ALL
Caser AND Dayn Open > 1000

Case Number OpenDate  CloseDate  CaseStatus ManHours  DaysOpen Info/Standard IGAR

Thi

WA b1
L Toral Cases L]

Standard [GARS 0 -
] g | .’J—I-I

Figure 20
Man-Hour / Days-Open Report - Days Open Greater Than (Optional) (Continued)

Changing the toggle from ‘Open Date’ to ‘Close Date’ returns a report with no cases, as none of
those three reports returned that were open greater than 1,000 days have been closed.

Figure 21
Man-Hour / Days-Open Report - Report for Different Site

Dual-access users will have the option to review the ‘Man-Hour / Days-Open Report’ for the
other office by selecting the ‘Report-for-Different-Site’ check box.
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