
OFIS
TutorialTutorial

For Grantees: Creating and 
Submitting Your Annual Report



What is OFIS?

The Online FTZ Information System (OFIS) was designed to fulfill 
two primary needs:

•To provide grantees and operators with a secure online system 
for submission of the Annual Report

• To make additional information available to the public on each 
zone project, including approved and active zone sites
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Tutorial Overview

This tutorial is designed for grantees and will cover how to create and 
submit your zone’s Annual Report in OFISsubmit your zone s Annual Report in OFIS
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Accessing OFIS

Click here 
on the FTZ 
home page 
to enter 
OFIS.
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Entering or Reviewing Annual Report Information 
(Grantees)

First, log in 
(see the “How 
to Log In” 
tutorial for 
more 
information).
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Entering or Reviewing Annual Report Information 
(Grantees)

Cli k hClick here 
to log in 
with your 
grantee ID 
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Entering or Reviewing Annual Report Information 
(Grantees)

A pop-up box 
will then ask 
for your User 
Name and 
PasswordPassword.  
Type in your 
assigned 
username and 
password.

Tip -
Make 

sure Caps 
Lock is  

ff!
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off!



Entering or Reviewing Annual Report Information 
(Grantees)

Click here to 
edit or view 
your current y
annual report 
(including 
any operator 
reports that 
may have 
bbeen 
submitted to 
you).
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Entering or Reviewing Annual Report Information 
(Grantees)

This is a list 
of operators 
that have not
submitted 
their reporttheir report.

Here you will 
see a list of 
all reports 
submitted bysubmitted by 
your 
operators.

Click “Open” 
to view the 
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full 
submission by 
the operator.



Entering or Reviewing Annual Report Information 
(Grantees)

Every operator 
report will 
initially display 
as a draft.

T fi liTo finalize an 
operator’s 
report, click 
“Open”
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Entering or Reviewing Annual Report Information 
(Grantees)

Opening an 
operator
report willreport will 
display all 
information 
entered by the 
operator. 

To change any 
information, click 
“Edit”

abc@mfgco.com

11

Elizabeth Whiteman
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Entering or Reviewing Annual Report Information 
(Grantees)

In Edit mode, the 
grantee can lock 
the report tothe report to 
prevent further 
changes by the 
operator, or 
unlock a 
previously locked p y
report to allow 
the operator to 
update the 
information.

abc@mfgco.com
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Entering or Reviewing Annual Report Information 
(Grantees)

In Edit mode, the 
grantee can also 
edit or update the 

’operator’s report.

abc@mfgco.com
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Entering or Reviewing Annual Report Information 
(Grantees)

Once you have 
reviewed the 
report and believe 
that it is ready tothat it is ready to 
be included as 
part of the zone’s 
report to the FTZ 
Board, click 
“Submit”.

You can choose 
“Save as draft” at 
th t f ththe top of the 
page to return to 
the grantee main 
page if the report 
is not ready to be 
finalized
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finalized.



Entering or Reviewing Annual Report Information 
(Grantees)

After hitting 
Submit, you will 
see this screensee this screen.

Choose this C oose s
option to return to 
the operator’s 
report and make 
further edits.

Choose this 
option to return to 
th t ithe grantee main 
page.
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Entering or Reviewing Annual Report Information 
(Grantees)

The status of the 
operator report 
has changed to g
“Submitted”

TIP!
Before the 

Annual Report 
can be sent to the 
FTZ Board, all 
operator reports 

must be 
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“submitted” 



Entering or Reviewing Annual Report Information 
(Grantees)

If one of your 
operators has 
not submittednot submitted 
their report 
through OFIS, 
you can enter 
their 
information 
here
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Entering or Reviewing Annual Report Information 
(Grantees)

First, select the 
type of 
operator thatoperator that 
needs to be 
entered (in this 
example, it will 
be an oil 
refinery).y)
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Entering or Reviewing Annual Report Information 
(Grantees)

Under 
Question 2 
(Site/Subzone 
Number) 
choose the 
operator.
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Entering or Reviewing Annual Report Information 
(Grantees)

WhWhen you 
select the 
operator, the 
company name 
and contact 
informationinformation 
will appear.
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Entering or Reviewing Annual Report Information 
(Grantees)

F tiFor an active 
operator, click 
“Yes” to 
display the 
report fields.
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Entering or Reviewing Annual Report Information 
(Grantees)

Th tThe report 
questions will 
now appear 
and you can fill 
in the 
information.information.
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Entering or Reviewing Annual Report Information 
(Grantees)

WhWhen you are 
finished Click 
“Submit”

All questions q
must be 

answered, 
and OFIS

will do 
certain 

h k f
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checks for 
submission.



Entering or Reviewing Annual Report Information 
(Grantees)

At tiAt any time, 
you can return 
to the top of 
the page and 
choose “Save 
as Draft” toas Draft  to 
save an 
unfinished 
report .
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Submitting Your Zone’s Annual Report to the FTZ 
Board (Grantees)

Wh llWhen all 
operators’ 
reports have 
been 
completed and 
display asdisplay as 
“Submitted”, 
choose this 
option to 
prepare the 
report to the 
FTZ Board
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

Cli k “Edit”Click “Edit”
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

You now have 
another 
chance to 
review or 
update any 
information.

Y lYou can also 
choose “Save 
as Draft” if 
you are not 
yet ready to 
submit thesubmit the 
report to the 
FTZ Board
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

Data will display 
in two columns.

The shaded 
section on the left 
is summed from 
the operator 

treports.

On the right, you 
can enter any 
changes or 
updates to theupdates to the 
data.
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

You can also 
access individual 
operator reportsoperator reports 
at the bottom of 
the page.
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

If any of your 
operator reports 
contain business 
proprietary 
information, 
choose “Yes” 
here
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

When ready, click 
“Submit” to send 
the completed 
report to the FTZreport to the FTZ 
Board.
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

You will then see 
this page, 
showing you that 
the report has 
been submitted to 
the FTZ Board
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

From here you 
can return to view 
the report to thethe report, to the 
annual report 
main page or to 
the screen that 
appears when you 
first log in to g
OFIS.
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Submitting Your Zone’s Final Annual Report to the 
FTZ Board (Grantees)

From the OFIS
lwelcome page, 

you can view past 
year’s reports that 
you have  
submitted in 
OFIS hereOFIS here
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