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Freedom ol Information Act Guidance

) THE WEST VIRGINIA
e Consult In-house counsel FREEDOM OF INFORMATION ACT

« WV Aftorney General’s
FOIA Handbook

hittp://ago.wv.gov/Documents/FOIA%20H
andbook%20PDF.pdf

NOTE: the WV Secretary of State is
not an authority on FOIA and only
manages the online database.

STATE OF WEST VIRGINIA
OFFICE OF THE ATTORNEY GENERAL
CHARLESTON, WEST VIRGINIA 25305




Governing Laws

« W.Va. Code § 29B-1-1 et seq.

« Code of State Rules § 153-52




Who Manages the FOIA Database?

W. Va. Code § 29B-1-3(f):

The Secretary of State shall maintain an electronic data base of notices of
requests as required by section three-a of this arficle.

The database shall be made available to the public via the Internet and shall list
each freedom of information request received and the outcome of the request.

The Secretary of State shall provide on the website a form for use by a public
body to report the results of the freedom of information request, providing the
nature of the request and the public body's response thereto, whether the
request was granted, and if not, the exemption asserted under section four of
this article to deny the request.



W. Va. Code § 29B-1-3a(a):

Each public body in receipt of a FOIA request shall the following minimum info:

The nature of the request;

The nature of the public body's response;

The time-frame that was necessary to comply in full with the request; and
The amount of reimbursement charged to the requester for the freedom of
information request.

e =

Provided, That the public body shall not provide to the Secretary of State the
public records that were the subject of the FOIA request.




New User FOIA Database Summary

. Create a FOIA Database account at https://erls.wvsos.gov/;

. Wait for email confirmation

. Wait for authorization email; and

. Enfer FOIA information into Database.

. In the confirmation email, click the link 1o finalize the account /

. Login to the database, complete and upload the FOIA Database
Access Form in the database;



Accessing the FOIA Database

There are 2 ways to access the FOIA Database:

1. SOS.WV.goV; or /
2. erls.wvsos.gov /



erls.wvsos.gov

Oest ODnginia Secretuny of Stats Enterprise Registration & Licensing System

Search Charitable Organizations Search Notary Public Search Trademark/Service Mark Search Licensees Search FOIA Database Document Validation

Username:

Password:

Forgot your password?

Go to https://erls.wvsos.gov/ ‘

Create a new account
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erls.wvsos.gov

Click “Create a new account”

Olpest Oinginia Se.. *ay of Stats Enterprise Registration & Licensing System

Search Charitable Organizations Sea. -~ Notary Public Search Trademark/Service Mark Search Licensees Search FOIA Database Document Validation

Username: | dkersey

Password: eessesssse

Forgot your password?

Create a new account




Enter required information,
then click “Submit”

Olest Chnginia Seordtury of Stats Enterprise Registration & Licensing System

Search Charitable Organizations Search Notary Public Search Trademark/Service Mark Search Licensees Search FOIA Database Document Validatic

Aust be at least 7 char.
contain a combination of letters and numbers

yntain one or m

ontain one or m

First Name! *

Last Name: *

Email Address: *

Address Line 1 *

Country: ~

City: *

Username: *

Password: *

Confirm New Password: *

actersin length

umeric character.
e special characters

State Capitol, Bldg,

United States

Charleston

0-9)

Middle Name:

-
Phone Number: 304-558-6000

Address Line 2:

ZipCode: * | 55305

State: * West Virginia

Back to Login




Request Admin FOIA Permissions

Once logged into the FOIA Database,
click “FOIA Requests” tab, then click
“Request Admin FOIA Permissions”

&} hitps://erls.wvsos.gov/OnlineDashboard/Index P~ & c|| & west Virginia Secretary of S...

'..;: (@ West Virginia Code & 2019 WVSOS Legislative List |  CSR E Legislative Tracking |I| Legislature @ W. Va. Code

Dazhboard « Search~ Motary Public - Trademark/Service Mark~

¥ MY DASHBOARD

IN PROGRESS FILINGS

Filing Category!

Type Filing Type

Westlaw = WV Secretary of 5ta RLS Admin

Apostilles/ Authe,.. ~tions _ FAQs~

Charities =

Actions

Licensing =

Correspondence: 0

| M= + Page~ Safety

Request Admin FOIA Permissions

Receipts: 0

ools = ﬂ -

LOGOUT




Request Admin FOIA Permissions

Enter public body
information, then click
“Next"

the
“Business/Organization/E
ntity Name"” must be
your public body's name
or official ablbreviation

Example:

“Secretary of State” or
“WVSOS”

Dashboard = Searchw Notary Public+ Trademark/Service Mark Charities Licensing = Apostilles/ Authentications + FOIA Reguests

¥ ONLINE FILINGS

o 2] o

Organization Information

Supporting Documentation Review

Category Type: FOIA Fee: N/A

Transaction Type: Admin Access Request

ORGANIZATION INFORMATION

Online Account User ID:* Business/Organization/Entity Name:*

Secretary of State

Address 1:* Address 2:

State Capitol, Bldg. 1, Ste. 157-K

Zip/Postal Code: *

Country:* | USA

25305

State: *

Gty | Charleston W

FAQs~

LOGOUT

AN BN

N



Dashboard Search~ Notary Public+ Trademark/Service Mark~ Charities + Licensing+ Apostilles/ Authentications + FOIA Requests = FAQs~ )

LOGOUT

NeXT, click the link ; ¥ ONLINE FILINGS

to download the

“FOIA Database e ———
Access Form”

Category Type: FOIA

Transaction Type: Admin Acc

SUPPORTING DOCUMENTATION

You must attach plete and signed c

Supporting Documentation
File Description File Mame Required File Size
FOIA On-line Database Access Form Yes MN/A




FOIA Database Access Form

Print, complete, and
h G V e Th e p ro p e r \ Dashboard = Search~ MNotary Public+ Trademark/Service Mark~ Charities = Licensing = Apostilles/ Authentications « FOIA Requests = FAQs~
individuals sign the ONLINE FILINGS
pO per form - (2 Choose File to Upload

1 » ThisPC * Documents » FOIA Test

o Organize = Mew folder

Organization Information

LOGOUT

Once completed:

€ Mame

[#] FOIA_db_Access_Formtest 011:28AM  Adobe

1.Scan and save the categoryTy|
form TO yOUr Tramsaction Th || Documents
CO m p UTer ‘ Downloads

v Music

Pictures
2. C“Ck The UplOOd SUPPORTING DOCUMENTATION
icon under “Action” o must atach a complate an signesd copy of
an d Supporting Documentation
File Description = Office Share ()
3. Attach the FOIA On-line Database Access Form R RDrcester ) b

File name: | FOIA_db_fcc Custom Files (*.avci:*.aves; .avi
completed form o] | o

= Election Share (b



FOIA Database Access Form
A confirmation

box will appear if
the form is
uploaded
successfully

Category Type: FOIA

Transaction Type: Admin Access Request

Alert

gned copy of the FOIA On-line Databa

File uploaded Successfully.

File Mame Required

1016




Trademark/Service Mark Charities Licensing = Apostilles/ Authentications = FOIA Requests FAQs~

Confirm the , e
flename, then ONLINE FILINGS LOGOL
click “Next”

(2

Organization Information Supporting Documentation

Category Type: FOIA Fee: N/A
Transaction Type: Admin Acc

SUPPORTING DOCUMENTATION

You must attach a complete and signed copy of the FOIA On-line Database Access Form.

Supporting Documentation
Required File Size Action

File Description File Mame
10162020152543573PM_FOIA_db_Access_Formtest.pdf Yes 116 KB Tj

FOIA On-line Database Access Form
No NSA 1

Additional Documentation




Admin FOIA Account Request Submission

Review the
account
iInformation, then
click “Submit”

If any information
IS incorrect, click
“Back” and edit
the information

o L2 o

Organization Information Supporting Documentation

Category Type:  FOIA
Transaction Type:  Admin Access Request

ORGANIZATION INFORMATION

Online Account User ID:  FOlAtest Business|/Organization/Entity Name: Secretary of State

Address 1@  State Capitel, Bldg. 1, Ste. 157-K Address 2z
Country: USA Zip/Postal Code:

City:  Chareston State:

SUPPORTING DOCUMENTATION

You must sttach a complete and signed copy of the FOIA On-line Database Access Form.

Supporting Documentation

File Description Hie Mame File Size
FOLA On-line Database Access Form 10162020152343573PM_FOLA_db_Access_Formtest pdf 116 KB

Additional Documentation M/A

S —



A confirmation box will
appear on the
database screen, and
you will receive a
confirmation email for
your request

WVSOS will review the
account request

The Secretary of State has recerved your request for access to our

FOIA Database.
O nce an accou n.l. |S You can log 1n at: https://erls wvsos.gov
a UTh OHZed , d User: FOLAtest
confirmation email will If vou did not request these changes. or cannof access v
, vou did not request these changes, or cannot access your
be se ﬂT TO The USGI’ S account, please contact the WVSOS office during normal business
ema || q d d ress on fl | e hours for more information.

If vou have any questions, please contact
HelpDesk{@wvsos.com or by calling 304-358-6000.




FOIA Account Confirmation Email

An email will be sent
to email account
associated with your
Username

Click the link to login
to the system, or type
the URL into your
internet browser

Fri 10/16/2020 3:40 PM
donotreplywverls@wvsos.com
FOIA Access Request Approval

To FOLA

ﬁ Click here to download pictures, To help protect your privacy, Outlock prevented
automatic download of some pictures in this message.

Your SO5 Umiversal Access Account has been created. SOS staff
will never ask for vour password. Do not give vour login
information to anyone.

Login to the system at https://erls wvsos_ gov

If yvou did not request this account, please contact our office during
normal business hours for assistance.




Login to FOIA Database

Enter your Username and
Password, then click “Login”

Olest Ohnginia Secretary of State Enterprise Registration & Licensing System

Search Charitable Organizations Search Notary Public Search Trademark/Service Mark Search Licensees Search FOIA Database Document Validation

Username: FOlAtest

paSSWOl’d: LA A A LA A LAl ]l )

Forgot your password?

Create a new account




Enter Information into FOIA Database

Click “FOIA Requests” tab, then
click YAdd New Entry”

/

Dashboard « Search= Notary Public Trademark/Service Mark Charities « Licensing~ Apostilles Authentications _ FAQsw

" MY DASHBOARD Add New Entry LOGO

Saved Entries

IN PROGRESS FILINGS

Filing Category:

Type Filing Type Actions

Correspondence: 0 Receipts: 0




Enter Information mmto FOIA Data

REQUEST ITEMS

AGENCY INFORMATION

Enter required
information info
the blank fields,
then click
“SCIV@” First Name:* | Dominique

Subject:*

Details of Request:+

REQUESTOR INFORMATION

Resolution:*

Middle Name:

Reason for Denial or Exemption:*

Last Name:* Williams

Organization: Williams

REQUEST DETAILS

Request Date:*

Completion Date:*

Fee:* 0.00]




Enter Information into FOIA Database

Review the
completed entry

Click “Edit" to
correct
information

Click “Create
New" to create
another entry

Click “Back to
Dashboard” to
return to the FOIA
admin
homepage

FOIA ENTRY DETAILS

Agency:  Secretary of State

Organization:  Williams Law Firm PLLC

First Mame:  Dominique
Middle Mame:

Last Mame:  Williams
Request Dates  10/01/2020

Completion Date:
Emtry Date:  10/16/2020

Fea:  50.00

Request Items

Subject
Employee Payroll

Details
Request for payroll records of employes Hans Freund from Jan 1, 2020 - present.

Resolution
Granted in part

Response
Personal infermation redacted pursuant to W. Va. Code 238-1-4(2)(2).

Back to Dazhboard

4 Create New




FOIA Legal Advice: consult in-house counsel or refer to the

WV Attorney General FOIA Handbook at:
http://ago.wv.gov/Documents/FOIA%20Handbook%20PDF.

WYV Secretary of State © 2021



mailto:FOIA@wvsos.com
http://ago.wv.gov/Documents/FOIA%20Handbook%20PDF.pdf

