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This document contains Use Cases that represent general functionality not covered in the other Business Process Categories. 

Authorized Political Reform Division (PRD) Staff and Partner Agency (e.g. Fair Political Practices Commission [FPPC] and Franchise Tax Board [FTB]) staff may enter comments into a Registered User or Filing Entity’s account. Comments may be entered on the account level, or linked to a specific Activity Report transaction. 

The FTB periodically obtains a sample of submitted Activity Report transactions for audit purposes. FTB staff may audit results directly into the appropriate Activity Report transaction. 

These Use Cases also address archival of records. Paper files are currently held at PRD for a period of enter four (4) years before they are physically transferred to the Archives division. The system will provide the ability to identify and print lists and labels for records to be archived. 

System data will be retained in a current state for twenty (20) years. After that time, the data will be archived according to business processes. 



2. [bookmark: _Toc492028648]Use Case Overview Diagram
The use case overview diagram illustrates use cases represented in this document and the interaction with an actor(s). The diagram further illustrates interaction between the use cases themselves.
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3.1 [bookmark: _Toc492028650][bookmark: _Toc490769069]CARS-UC-MI-01: Add Comments to a Filing Entity Account
3.1.1 [bookmark: _Toc492028651] Main Flow: Add Comments to a Filing Entity Account
	Description:
	PRD and other Partner Agency Users (FPPC and FTB) can add comments to a Registered User account.  

Comments may be added to the Registered User or Filing Entity account; and may also be linked to a specific Registration or Activity Report transaction. 

The Franchise Tax Board (FTB) also uses this process to enter comments regarding disposition of an audit.  


	Actors:
	PRD Staff (aka: The User)
Partner Agency (aka: The User)
CARS (aka: The System)

	Trigger(s): 
	A User wishes to add comments to a Registered User account, Filing Entity account, or specific Filing Entity Registration or Activity Report transaction. 

	Pre-Conditions:
	The User is logged into CARS and has appropriate permissions to perform this action.  

	Post-Conditions:
	The Comments are added to the Registered User or Filing Entity account. 

	Solution-Level Requirements:
	Global Requirements and 
CARS-RQ-MI-0020
CARS-RQ-MI-0225
CARS-RQ-MI-0708

	

	Step
	User
	CARS

	1
	The User performs a search for the desired Registered User or Filing Entity.

	The System displays the Filing Entity account. 

	2
	The User selects an option to enter Comments and indicates whether the comments are related to the account, or to a specific transaction.  
	The System displays the appropriate page and fields to enter the comments.

	3
	The User enters and saves the comments. 
	The System saves the comments. 

	End Main Flow
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2.3 [bookmark: _Toc492028652][bookmark: _Toc488330472]CARS-UC-MI-02: Manually Archive Filing Entity Records 
2.3.1 [bookmark: _Toc492028653] Main Flow: Move Data Files to an Archive Environment
	Description:
	PRD retains four (4) years of all records in the PRD office, unless otherwise specified. A complete set of documents is placed in archive, which is managed and stored, by the SOS Records and Information Management (SOS-RIM). This Use Case addresses PRD staff User interaction with CARS to prepare the records for physical relocation to SOS-RIM.  
The lifecycle of this functionality will run as long as the requirement to store physical documents onsite remains in place. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	PRD determines the schedule for the records transfer process. 

	Pre-Conditions:
	The schedule for review and records transfer has been prepared and approved by PRD management. 

	Post-Conditions:
	A report (list) of filing entities was generated. 

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-MI-0684

	

	Step
	User
	CARS

	1
	The User runs a Records Transfer report to identify the filing entities whose records are to be archived; this report is sorted by entity type. 
	The System generates the appropriate report and presents the options to view, print and export the results to print archive folder labels. 

	End Main Flow
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2.4 [bookmark: _Toc492028654]
CARS-UC-MI-003: Retrieve Archived Data
2.4.1 [bookmark: _Toc488330470][bookmark: _Toc492028655] Main Flow: Move Data Files to an Archive Environment
	Description:
	PRD Data will be retained and accessible in current databases for 20 years. After that time, the data may be moved to an archival database (this functionality is covered by technical requirements). A PRD user should have the ability to request access to archived data. 

	Actors:
	PRD System Administrator (aka: The User)
CARS (aka: The System)

	Triggers (Optional):
	A PRD Staff needs to view data that has been archived. 

	Pre-Conditions:
	Data has been moved from the current database to an archive database.
A PRD Staff has submitted a request to view archived data. 

	Post-Conditions:
	The System provided the requested data. 

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-MI-0683

	

	Step
	User
	CARS

	1
	The User initiates a request to access specific 
	The System successfully moves the data and notifies the User that the data is available. 

	End Main Flow
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