
OFIS
TutorialTutorial

For Operators: Creating and 
Submitting Your Annual Report 

to the Grantee



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 Annual Report information in OFISsubmit your Annual Report information in OFIS
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Accessing OFIS

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

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

Cli k hClick here 
to log in 
with your 
operator ID 
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Entering Annual Report Information (Operators)

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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Entering Annual Report Information (Operators)

When you log 
in, you will see 
this Welcome 
screen.

You can still 
access the public 
i f ti i thinformation in the 
top left menu, 
and new options 
are also available 
in the bottom left 
menu.menu.
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Entering Annual Report Information (Operators)

Click here to 
lenter annual 

report 
information for 
the current 
reporting period 
(calendar year)(calendar year)

Y illYou will 
also choose 
this option 

to edit a 
report that 
you saved
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you saved 
earlier.



Entering Annual Report Information (Operators)

The actual 
report you 

see may vary 
slightly 

depending on 
the type of 

FTZ activity 
you conduct.

At tiAt any time you 
can save the report 
and return to work 
on it later
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Entering Annual Report Information (Operators)

Before submitting 
your report to 
your grantee, you 

ill d twill need to 
include a 
response in each 
box.
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Entering Annual Report Information (Operators)

First indicate if 
you used FTZ 
procedures during 
the reporting 
period (January 1 
– December 31)
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Entering Annual Report Information (Operators)

As you enter your 
information, the 
rows in gray will g y
be automatically 
calculated
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Entering Annual Report Information (Operators)

Under the “Main 
Categories ofCategories of 
Foreign Status 
Merchandise 
Received” you 
only need to enter 
the primary 
country of origin 
(all countries of 
origin do not 
need to be listed)
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Submitting Annual Report Information (Operators)

At the bottom of 
the screen youthe screen, you 
will be able to 
indicate if the 
numeric data in 
the report is 
business 
proprietary
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Submitting Annual Report Information (Operators)

When you have 
completed the 
report hit 
“Submit” to send 
the report to yourthe report to your 
grantee
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Submitting Annual Report Information (Operators)

If you receive this 
error message, 
click OK and 
return to the 
report to fill inreport to fill in 
the fields that are 
missing 
information.
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Submitting Annual Report Information (Operators)

OFIS will 
automatically 
perform certain 
checks on the data.  
If you receive anIf you receive an 
error message such 
as this, go back and 
check the numbers 
that you entered.
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Submitting Annual Report Information (Operators)

If the numbers are 
correct despite the 
discrepancy flagged p y gg
in the error 
message, provide a 
detailed explanation 
for the discrepancy 
in this box. 
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Submitting Annual Report Information (Operators)

Once all 
corrections have 
been made, click 
“Submit” to send 
the report to yourthe report to your 
grantee
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Submitting Annual Report Information (Operators)

Once you have 
submitted your 
report you will 
see this screen.
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