
 
Processing of Special Request Documents in ORPIN, both agency user and DPO. 
 
The following is a general example of one type of document under “Special Requests”, in which SPO is 
only trying to display how an agency user will be notified when they have a step to progress, where to 
find it and how to progress the document to the next stage. 
 
 

 
 



 
A similar page will display to the authorized agency user 
 

 
 

 



 
A similar message shall appear in the DPO’S e-mail account -  
 
 

 
 



 
The document is now in the control of the DPO -  
 
Complete the following steps: 
 
 
Step 1 - DPO logs into ORPIN 
 

 
 
 



 
 
Step 2 - DPO goes to “My Documents” to select search method 
 
 

 



 
 
Step 3 - DPO selects search to find document 
 
 

 
 
 



 
 
Step 4 - DPO searches for document 
 

 
 
 



 
Step 5 - DPO selects document from list that displays 
 
 

 
 



 
 
Step 6 - DPO reviews document for completeness 
 
 

 
 



 
Step 7 - Review shows document not complete.  DPO can choose to correct, complete the 
information or Revert the document back to the authorized agency user 
 
 

 



 
Step 8 - DPO reverts document back to authorized agency user 
 
 

 
 
 
Step 9 - Authorized agency user gets e-mail and  fills in missing information on the document 
being created, and then sends back to DPO. 
 
Step 10 - DPO follows steps 1 through 8 again.  If 8 is ok then move to step 11. 
 
 



 
 
Step 11 - DPO approves the document and moves it to the next step by clicking on the “DPO 
Approval” selection 
 
 

 
 
 



 
 
Step 12 - DPO selects the responsible party for the next step in the workflow process, and clicks on 
“Submit/Return”.  The document will leave the DPO’S control.    For this type of document the next 
step will be “Send to SPO”.  The responsible person(s) will be different in other types of documents. 
 

 

 
 
DPO is currently done with this document. 


