
PENDING REDACTIONS REVIEW & 
CONFIRMATION PROCESS

Office of Information Privacy 



STEP 1
‘APPROVED REQUESTS PENDING REDACTION’ INBOX

 The pending redactions review and confirmation 
process starts at the ‘Approved Requests Pending 
Redaction’ inbox.



 Redactors can choose how to copy the pending redaction information posted to the inbox:

 Capture a screenshot of the page;

 Copy & paste the information to a program of their choice;

 Use the ‘Export to Excel’ function (      ) to export the data to an Excel spreadsheet.

 Caution – Confidential information!



 After copying the pending redaction information, redactors must move the data to their ‘Redactions Pending Confirmation’ 
inbox.

1. Check the checkboxes for the respective pending redaction information that you want to move to the ‘Redactions Pending 
Confirmation’ inbox;

2. Click the ‘Move to Pending Confirmation Inbox’ button;

3. The redactor can now logout of the application and research the pending redaction information they collected from the inbox.



STEP 2
‘REDACTIONS PENDING CONFIRMATION’ INBOX

 After the redactor has collected the pending 
redaction information from their ‘Approved Requests 
Pending Redaction’ inbox and redacted the 
information from their system(s), they must return 
to the application to confirm the redactions in the 
‘Redactions Pending Confirmation’ inbox.



 To confirm a redaction, click the ‘Request #’ hyperlink, which opens the Redactions page in the covered person’s record.



 Click the ‘Add Redactions’ hyperlink to confirm the redactions applied to the redactor’s system(s).



 In order to confirm the redactions, the ‘Redacted Date’, ‘Redacted By’, and ‘Redacted System’ fields must be 
completed.

 Use the ‘Redaction Note’ field to record any notes concerning the listed redaction.

 Click the ‘+’ button to confirm any additional redactions for the covered person.

 Once the confirmation is saved, the record will automatically be removed from the redactor’s ‘Redactions 
Pending Confirmation’ inbox.



 If the redactor is not able to find any record in their system(s) based on the information provided by the covered 
person, update the ‘Found Redaction Record?’ field to NO to confirm that no record was found for the covered person.



 The ‘Batch Add Redaction’ button allows redactor’s to record the same confirmation information for multiple persons 
listed in the same Daniel’s Law request.  Just check the checkbox for any persons that you wish to apply the same 
confirmation to.



DELETING RECORDS FROM THE ‘REDACTIONS PENDING 
CONFIRMATION’ INBOX

 The ‘Approved Requests Pending Redaction’ and ‘Redactions Pending Confirmation’ inboxes are 
user-based.  This means that moving and confirming records in the inbox will only remove 
the record from the inboxes for that user.  If there are multiple redactors in the same agency, 
each redactor is responsible for moving and confirming the records in their respective 
inboxes.

 However, if a redactor in the agency has already confirmed the redactions, the other 
redactors do not have to confirm the same redaction to remove the record from their 
‘Redactions Pending Confirmation’ inbox.

 There is a delete function to remove a record from the ‘Redactions Pending Confirmation’ 
inbox without confirming a redaction.



 To remove a record from the ‘Redactions Pending Confirmation’ inbox:
1. Check the checkbox for the record(s) you wish to remove;

2. Click the red ‘Delete Record from Inbox’ button.

 Deleting the record from the inbox only removes the record from the redactor’s inbox.  It does 
NOT delete the record from the system.

 It is important for redactors to address the records in their ‘Redactions Pending Confirmation’ 
inbox because covered persons cannot update their record when it posted to the inbox. 



 If a record is deleted from the ‘Redactions Pending Confirmation’ inbox in error, redactors can use the ‘Restore 
Removed Redactions’ function to re-post the record to their inbox.

 Only records deleted from the ‘Redactions Pending Confirmation’ inbox within the past sixty (60) days can be 
restored.



 To restore a record to the ‘Redactions Pending Confirmation’ inbox:

1. Check the checkbox for the record(s) you wish to restore;

2. Click the blue ‘Restore Selected Redactions’ button;

3. Remain for 60 Days once Deleted.



FREQUENTLY ASKED QUESTIONS

 Why am I receiving email notifications for new request in my Portal? 

 Email notifications will be sent if there are any requests in the “Approved Requests Pending Redactions.”

 Someone else in the office recorded a redaction, why am I still seeing the requests on my Portal?

 The Portal is User Based, if actions were done by someone else in your office this will not reflect on your account. 

 The request I have has the wrong information on it.  How can the Covered Person/OIP office update the 
information?

 A request number cannot be updated with any data if a Redactor has the request in the “Redactions Pending Confirmation.”  
This will cause a delay in the correct information being transmitted by OIP.



OFFICE OF INFORMATION PRIVACY 
CONTACT INFORMATION

 Main Number – 609-815-3939

 Email for Redactors – Redactor.OIP@dca.nj.gov

 Website – www.nj.gov/DCA/OIP

 Videos

 Announcements 

 Title Search Business Entities

mailto:Redactor.OIP@dca.nj.gov
http://www.nj.gov/DCA/OIP
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