How to Submit a Document Review request (the
Yellow Sheet) to NNDO|

This guide provides step-by-step instructions on how to submit a Document Review
request (the yellow sheet) using the NNDOJ online system, HighQ. This applies for
both a 164 Statutory Review or an Executive Official Review. By following these
instructions, users will be able to efficiently navigate the online system to submit their
request, ensuring that it is properly processed and addressed.

Please email highghelpdesk@nndoj.org with any questions.

1 In your web browser, Click the "Address and search bar"

im| [%] New InPrivate tab

C Q Searchc .

: F! &% &% Migwme s» [@ HighQ , @ 0 @ Bl DCD @M DED ETCP W Z 3

2  Type:https://nndoj.highq.com/
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https://nndoj.highq.com/

3 Enter your login credentials and Click "Sign in"

B4 A1LARN

Welcome to Navajo Nation Justice
Department

[C| Remember me l_

Reset your password | Log in through HighQ Hub

NNDOJ OAG Staff Click Here

If you need technical support, please email
pyouvella@nndaj.org.

4  Click "Intake Forms" at the top middle of the page

. il DCO @@l DED @ TCP (%) Z Zoom @ Scribe | Workspace

Requests ~ >  iSheets Ba-eh-chez People Intake Forms -

sts ~ Intake Form (Public View) ~

ftus of Type of NNDOJ Document Doc. No. Issue Document Type ~ Is this a Past Description
juest ~ Request ~ Tracking No ~ No. ~ Date ~ Resubmittal ~ Submission
No(s). =

Made with Scribe - https://scribehow.com 2



5  Click "NNDO]J Intake Form" in the drop-down menu

il DED §l TCP %) Z Zoom @& Scribe | Workspace

Requests » »  iSheets Ba-eh-chez People Intake Forms -

ts - Intake Form (Public View) -

NNDDJ Intakg Form

us of Type of NNDOJ Document Doc. No. Issue Document Type Is this a Past Description «
uest ~ Request ~ Tracking No ~ No. ~ Date ~ Resubmittal ~ Submission

No(s). ~
10J Request for 20034 Yes 23-2514 Review of firs
plete Services construction

6 Under "Type of Request,"” select "164 Statutory Review" or "Executive Official
Review," whichever applies to the legal request

Add record - client Requests

w Public Intake

Type of Request
(ORequest for Services
(0164 Statutory Review
(JExécutive Official Review

(_Disciplinary Action Form

Is this a Resubmittal
OYes

@No

Is this an Employment-related Question (required)
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7 If the legal request is being resubmitted to NNDOJ, change "Is this a Resubmittal"
to "Yes"

(O Executive Official Review

(DDisciplinary Action Form

NNDOJ Tracking No

20047

I5.this a Resubmittal

@No

Description of Request (required)

Briefly describe your request

legal review of business site lease proposed language

Name of Division/Program (required)

8 In the new "Past Submission No(s)." box, enter all former identifying RFS or
Document Numbers related to this matter.
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Is this a Resubmittal

ES

ONo

Past Submission No(s). (required)

Please provide all Request for Service or Document Review Request numbers related to this mati

_ O

Is this an Employment-related Question (required)

Oves

@No

Description of Request (required)

Briefly describe your request



9 For example, here the submitter typed the former number as "23-1547" for a past
Request for Service.

Add record - client Requests Jumpto

®ves

One

Past Submission No(s). (required)

Please provide all Request for Service of Document Review Request nuMDets related to this matter.

ﬂiu—lanf

Is this an Employment-related Question (requiteq)
Oves.

@no

Description of Request (required)

Briefly describe your request

Name of Division/Program (required)

Select your department

= select from below =

First Name

Last Name v

[ Add another record Auto-saved at 13:40 Cancel

10 Click "Description of Request" and type a brief title and background for your
submission

Is this an Employment-related Question (required)
Oes
®No

Description of Request (required)

Briefly describe your request

| ()

Name of Division/Program (required)

Select your department

[ - Select from below -

First Name

|
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11 Select the name of your Division/Program from the "Name of Division/Program"
drop-down menu

legal review of business site lease proposed language

Name of Division/Program (required)

Select your department

- Select from below -

— Select from below —

Division of Com ity Development
Division of Ding ation

Division of Economic Development
Division of General Services

Division of Health

Division of Human Resources
Division of Natural Resources
Division of Public Safety

Division of Retirement Services
Division of Social Services

Division of Transportation

Navajo Environmental Protection Agency
Judicial Branch

Navajo Election Administration

NN Chapters

KK 2aminn Danolataro Nffiea

12 Under the new option with your Division name, select the appropriate
Department.

l legal review of business site lease proposed language

Name of Division/Program (required)

Select your depariment

Division of Economic Development

Division of Economic Development (required)

l—Seiect from bel{ = )
~—

First Name

|

Last Name
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13 For example, here the submitter selects the Ft. Defiance Regional Business
Development Office after selecting the Division of Economic Development

Division of Economic Development

Division of Economic Development {required)

- Select from below —

— Select from below —

Administration

Business Regulatory Department

Chinle Regional Business Development Office
Eastern Regiondl BUsiness Development Office

Ft. Defiance Regional Business Development Office
Project Development Department

Real Estate Department

Shiprock Reqgional Business Development Office
Small Business Development Department

Support Services Department

Tourism Department

Western Regional Business Development Office

[l Add another record

14  Enter the first and last name of the person with the legal request

Select your department

Division of Economic Development

Division of Economic Development (required)

Ft. Defiance Regional Business Development Office

First Name

| )

Last Name

E-mail Address

[] Add another record

Made with Scribe - https://scribehow.com



15  Enter the e-mail of the person with the legal request

NOTE -- this email does not have to be the same email used for the account login.
It can be the email directly associated with the person with the legal request

First Name

l Henrietta

Last Name

| Whovild

E-mail Address
| O
Phone Number

|

Suggested Deadline

Provide an appropriate deadiine for NNDOJ's review of your submission. Your selection of a deadline does r
grant completion by your selected date.

T AAAd amedhar racoed

16  Enter the phone number of the person with the legal request

Last Name

Whaoville

E-mail Address

highghelpdesk@nndoj.org|

Phone Number

.
)

Suggested Deadline

Provide an appropriate deadiine for NNDOJ's review of your submission. Your selection of a deadline does not
grant completion by your selected date.

B8 | (MM/DD/YYYY)

Reason for Deadline

.-
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17  You may select a suggested deadline for the Document Review request

Phone Number

111-222-3333

Suggested Deadline

Provide an appropriate deadline for NNDO.J's review of your submission. Your selection of a deadiine does not automatically heighter

grant completion by your selected date.

‘ @Mwnmmv )

Reason for Deadline

Supporting Documents

Attach all documents related to your request.

or drag files to upload

18 Ifyou select a suggested deadline, provide a reasoning for its selection

I 111-222-3333

Suggested Deadline

Provide an appropriate deadline for NNDOJ's review of your submission. Your selection of a deadiine does not automaticall

grant completion by your selected date.

09/08/2023 i ] (MM/DD/YYYY )

Reason for Deadline /.\

Supporting Documents

Attach all documents related to your request.

or drag files to upload
> Document Review
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19 For example, here the submitter noted: "My client would like to present to its
Board of Director's at it's next meeting" as the reason for the deadline

Add record - client Requests Jump to

Last Name

Whoville

E-mail Address.

highghelpdesk@nndoj org

Phone Number

111-222-3333

suggested Deadline
Provide an appropriate ceadine for NNOOU'S feview of your SUDMISSion. Your selection of 3 Geadine Goes not automatically heighten e SUDMmISsion' priority or

grant completion by your selected date

09/08/2023 g8 | tawoorvry)

Reason for Deadline

l My client would like to present to its Board of Director's at it's next meetin|

Supporting Documents

Attach =l documents related to your request

or drag files 1o upload

» Document Review

[ Add another record Auto-saved at 13:42 Cancel “

20 Attach all supporting documentation for the legal request by clicking "Browse"

As much information as you are able to provide is always beneficial

grant completion by your selected date.

09/08/2023 = | (MM/DD/YYYY)

Reason for Deadline

My client would like to present to its Board of Director's at it's next meetir

Supporting Documents

Attach all documents related to your request.

AR
SRR or drag files to upload
e

> Document Review

[J Add another record
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21 Navigate to the appropriate file on your computer, select its name

> =7 HighQ Drive @ RF5 Barbiara Manatee Ischwales@nndoj.o..

3 The Navajo Nation BE RF5 Ben Rod Benrod@sdfsf.com (2)

v [ ThisPC @ RFS Ben Rod Benrod@sdfsf.com

s B Windows (€ @ RF5 Pat Ring sdfsadf@sdfsf.com

8/23/2023 12201 PM

8/23/2023 12201 PM

8/23/2023 12201 PM

8/23/2023 12:01 PM

8/23/2023 1201 PM

8/23/2023 12:01 PM

8/23/2023 12:01 PM

8/23/2023 1201 PM

Microsoft Word D...

Micrasoft Word D...

Micraseft Word D...

Microsoft Word D...

Microsoft Word D...

Microsoft Word D...

Micrasoft Word D...

Microsoft Word D...

116 KB

116 KB

116 KB

116 KE

116 KB

12 KB

12 KB

» e DOCSTORE3 (W19 DI test @
> ‘* Metwork @test @)
03] test
File name: | .

22 Click "Open" and repeat as necessary to attach all files

[J Add another record

rosoft Word D... 116 KB
rosoft Word D... 116 KB
rosoft Word D... 116 KB
rosoft Word D... 12 KB
rosoft Word D... 12 KB
rosoft Word D... 12 KB
~ | Afiles ~
Open Cancel
upros -

v

Auto-saved at 13:42 Cancel
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23 Select "Document Review" to open the menu to provide additional information
related to your Document Review request

Reason for Deadline

My client would like to present to its Board of Director's at it's next me:

Supporting Documents

Attach all documents related to your request.

or drag files to upload
test.docx
0.01MB

2 Ddcument Review

[] Add another record

24 Enter the Document No. associated with the submission

m or drag files to upload
test.docx
0.01MB

w Document Review

Document No. (required)

Doc. No. Issue Date

| i ‘ (MM/DD/YYYY )

Document Type

l - Select from below —
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25 Provide the date of issue for the document number

Supporting Documents

Attach all documents refated to your request.

or drag files to upload

test docx " hone

0.01MB
E] August 2023 ]

Su Mo Tu We Fr Sa

Th
i 30 31 1 ? 4 5
v Document Review
6 7 8 970 M 12

Document No. (required) 13 14 15 186 17 18 19
‘ 071458 20 21 22 23 24 25 26

27 28 29 30 31‘ 1 2
Doc. No. Issue Date 3 4 5 & 7 &8 9

‘ mﬂ (MM/DD/YYYY

26 Open the "Document Type" drop down menu

w Document Review

Document No. (required)

‘ 021458

Doc. No. Issue Date

ﬂ i ‘ (MM/DD/YYYY )

Document Type

‘ - Select from below -

[J Add another record Auto-saved al
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27 Select the Document Type you are submitting for review. Here, it is a Business Site
Lease

Reason for Deadline

My client would like to present to its Board of Director's at it's next meeting

Supporting Documents

Attach all documents related to your request.

or drag files to upload

[— Select from below —

Assignment Mineral

Business Site Lease

BIDF, Loans, Delegations re'Leasing Transactions
Contract/Subcontract Expending/Receiving Funds

I Fund Management/Expenditure Plan, Budget Modification, etc.

Grant Application
Grant/Funding Agreement
| IGA, Budget Resolutions, Reallocations, or Amendment
Land Withdrawal, Commercial
Land Withdrawal, Non-Commercial; General Land/Resource Lease
Lease Purchase Agreement
Local Governance; Plans of Operation
| MOA/U, Letter of Assurance, Agreement Expending Funds
MOA/U, Letter of Assurance, Agreement Not Expending Funds

| M A Eind Dalasca

28 Once all files are attached and all Document Review information provided, Click
"Add" to send your Document Review request to NNDOJ

v

Auto-saved at 06:52 Cancel &
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