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1 Overview

The ARIMS/ARIMS-C system is designed to provide enhanced capabilities for
authorized users to create, maintain, transfer, locate, and retrieve official Army records,
to include tracking documents stored in Army Records Holding Areas (RHAS) and in the
Army Electronic Archive (AEA). Its web-based toolset helps the Action Officer (AO),
Records Coordinator (RC), Records Manager (RM), Records Holding Area Manager
(RHAM), and Records Administrator (RA) ensure that long-term and permanent records
of the Army are kept in compliance with the law and that those records are securely
stored and retrievable only by authorized personnel. Functionality of the entire system is
focused on minimizing the workloads of users at all levels involved in the record keeping
process.

The purpose of this guide is to define the key features of ARIMS/ARIMS-C and give
users a better understanding of how to navigate and operate the system. The guide is
divided into sections; each one describes a specific ARIMS/ARIMS-C module, so that it
is easier to follow and understand. Each section contains a series of sample screenshots
to demonstrate a capability or functionality.

Authentication/Validation of Users by the Army Knowledge Online (AKO) or AKO-
Secret (AKO-S)

Users enter their AKO/AKO-S CAC/Usernames and Passwords when first registering
with ARIMS/ARIMS-Classified (ARIMS-C) by clicking on the Go to the AKO/AKO-S
site link on the homepage. The AKO/AKO-S provides ARIMS/ARIMS-C with much of
the user profile information, including the category of user to which they belong and to
which unit/organization they are officially assigned. The AKO/AKO-S also notifies
ARIMS/ARIMS-C when a user transfers to another unit or separates from the Army. This
notification helps to ensure that records submitted to the ARIMS/ARIMS-C AEA are
associated with the correct unit and are only accessible to those who are authorized.

Questions about this guide or how to use ARIMS/ARIMS-C should be sent to the Online
Help Desk via the Help tab at the top of each page or the link at the bottom of each page
on the ARIMS website at https://www.arims.army.mil. Inquiries about the ARIMS-C
website at http://www.arims.army.smil.mil must be sent to the unclassified ARIMS
website with reference to the ARIMS-C site but not include any classified information in
the inquiry itself.

1.1 Navigation

Throughout this manual, terms Tabs, Left Menu, and Navigation Bar will be used to
indicate certain areas of the screen. Figure 1 shows where each of these is located.
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Logged In As: Tamara McCaughey, Unit: US AHS-W313A4 | Log Dut

k| ARIMS

(vs.mwy]

Tabs HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPOI

OPRLS & FOLDERS > OFFICE RECORDS LIST » CREATE ORLS = CREATE FROM SCRATCH

ravoRITES

Left Menu Office Records List
g REtib Create ORLs | List ORLs
Mavigation Ritibrary
Bar Reorganize ORLs | ORL Report
Yellow Proposed ORLs
Navigation reate from Scratch | Create by Copying | Cresate from Library
Bar
Folders

Crezte an ORL from S

by selecting e Ofics Syminol, enter e Name of thie of e OFL In e OMca Recans List i box, and select Me ORL Year. Then, click
2 Crests OFL DUmon. A%ier creztion ks complete. e ORL 020 D2 UDOEA2d 10 200 12cond S2res 3nd nesention periods.

HNote: I you need 3n ORL crested for years prior 10 2012, ple3se 35K your Records OMoer 1o sutmilt 3 onling help desk tiket 3nd Include e llowing InfnEtion
Uniiname, LIC, Ofice Symbol, ORL Name, ORL Year, and a list of all old RRS-A record numbers (Le. 1a, 105-6a, 25-400-2a, ect ) o be Included. The old RRS-A
rECOnd MUTIDErs £30 be looEted by uEing Me Qulck Reterence-Crosswakk or Detalied Reterence-Crosswal Undsr M ACRS 120

US AHS - W313AR

Office Symbol: [aanscH |z|

Hame: *

Year: 2012 |z|

Create ORL

Figure 1. Navigation
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2 System Requirements
ARIMS/ARIMS-C requires Microsoft Internet Explorer 8.0 to function properly.

Internet Explorer 7.0 will be supported for all functionality; however screens may be
displayed somewhat differently.

Revised Date: 04/19/2013 9



ARIMS/ARIMS-C User’s Guide Version 3.6

3 Security and Roles

ARIMS/ARIMS-C provides the security necessary for official Army records in order to
prevent unauthorized access to and retrieval of sensitive information or information
subject to the Privacy Act.

The access level in the registration profile determines which ARIMS/ARIMS-C features
are available to the user. All new registrants are initially granted AO level access, which
permits the use of many ARIMS/ARIMS-C features. However, if a user’s records
management duties require a different level of access, authorization must be obtained
from the records management chain of command. Authorization must come from at least
one level higher than the level requested. For example, to obtain RC level, authorization
must come the RM/RHAM-RM; to obtain RM/RHAM-RM level access, authorization
must come from the ACOM/ASCC/DRU’s RA. Request for RA authorization level
should be sent to the Online Help Desk. You must have an appointment memo/order on
file with USARMDA (See para 8-2e (3), AR 25-1) to be approved for RA level access.

AO = Action Officer. An AO is responsible for managing the records he/she
creates and/or receives on behalf of the Army that are used for office/unit level
business operations. An AO can use ARIMS/ARIMS-C to create a draft or
proposed Office Records List (ORL) to categorize the records created in his/her
office, and then use the list to identify records sent to the AEA or to an RHA for
secure long-term storage. (See para 8-2e(7)10, AR 25-1).

FOIAO = Freedom of Information Act Officer. A FOIA Officer functions as
an AO in almost all aspects. The difference between an AO and a FOIA Officer
is that the FOIA Officer has permission to look at any record for an
ACOM/ASCC/DRU.

INDEXER. An indexer functions as an AO in almost all aspects. The difference
between an AO and an Indexer is that an Indexer will have permissions to archive
records for any office symbol within an ACOM/ASCC/DRU.

RC = Records Coordinator. An RC serves one or more office/unit and usually
acts as liaison between the office/unit and the servicing RM and/or RHAM,
prepares ORLs, coordinates the transfer of long-term/permanent records to the
AEA/RHA, resolves indexing problems, and serves as POC for access and release
of the office/unit records stored in the system for which he/she is responsible.
(See para 8-2e(7)9, AR 25-1).

RHAM = Records Holding Area Manager. An RHAM manages and directs the
operations of an RHA facility. An RHAM may also perform the same duties and
have the same access privileges as an RHAM-RM if he/she is approved by the
ACOM/ASCC/DRU RA. (See para 8-2e(7)(f), AR 25-1).
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RM = Records Manager. An RM is appointed in writing and serves at the
subordinate command level or on the installation garrison staff with command-
wide or garrison-wide records management responsibilities. An RM has approval
authority for AOs requesting RC privileges. An RM also approves proposed
ORLs and serves as POC for the access and release of stored records for which
he/she is responsible. (See paras 8-2e(4), 8-2e(6), and 8-2e(7), AR 25-1).

RA = Records Administrator. An RA is appointed in writing and serves on the
Army Command/Army Service Component Command/Direct Reporting Unit
(ACOM/ASCC/DRU) or Army Staff (ARSTAF) level with command-wide
records management program responsibilities. An RA has approval authority for
AOs, RCs and RHAM s requesting RM or RHAM-RM privileges. An RA may
approve ORLs and serves as POC for the access and release of stored records for
which he/she is responsible. (See para 8-2e(3), AR 25-1).

Multi-hatted users: Although users may only be registered under one account in
ARIMS/ARIMS-C, which is authenticated by the user’s AKO/AKO-S account
information upon each login, some users are responsible for other offices/units outside
their normal functional organizational chain. ARIMS/ARIMS-C allows such multi-
hatted users, but the process is not automatic. If users do not currently have access to all
units needed to perform their records management duties, they may be granted access to
other units. They may use the ARIMS/ARIMS-C menu to request access to another unit
or office symbol. See Section 5.5 for details.
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4 Basic Functionality

ARIMS/ARIMS-C basic components consist of those functions that are available to
anyone who is not logged into ARIMS/ARIMS-C. The Army Consolidated Records
Schedule (ACRS) search features, the ACRS Crosswalk, listing updated series and
exporting to PDF or XML, and information in the Help area are available to the general
public.

There are links that appear at the bottom of every page that lead to outside resources as
well as access to the same pages that you may access through the tabs that appear when
you become a registered user. Note: For the sake of space conservation, these links will
be shown only in the screenshots contained in Sections 4.1 of this manual.

4.1 Army Records Information Management System Disclaimer
Page

Upon logging in to ARIMS/ARIMS-C, the user is presented with the required DoD
Notification before access is allowed to the main site. To accept the terms and
conditions, click the hyperlink at the bottom of the page, as shown in Figure 2 below.

Staging

ARIMS

l lﬁlﬂl\'] Army Recards Info sirnathon Manaogeme

HOME SEARCH HELP

ATTEMTION: THIS 15 A DEPARTMENT OF DEFENSE COMPUTER 5YSTEM
YOU ARE ACCESEING A U.S. GOVERNMENT (UISG) INFORMATION SYSTEM (IS) THAT IS FROVIDED FOR USG-AUTHORIZED USE ORLY.
By using this I5 (which includes any device attached to this 15). you consent to the following conditions:

The USG routinely intercepts and monitors communications on this 15 for purpeses including, but nat limited to, penetration testing, COMSEC monitaring,
network operations and defense, persennel misconduct (FM), law enforcement (LE), and counterintelligence (Cl) investigations. At any time, the USG may
inspect and seize data stored on this |5, Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception,
and s=arch, and may be disclosed or used for any USG-authorized purposs. This |3 includes security measures (e g., authentication and access controls)
to protect USG interests--not for your personal benefit or privacy. Notwithstanding the abowve, using this IS does not constitute consent to PM. LE, or Cl
investigative searching or monitering of the content of privileged communications, or work produect, related to personal representation or services by
sttarneys, psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See User Agreement for
details.

Proceed to ARIMS.ARMY.MIL Homepage >>

Figure 2. DoD Notification Page

4.2 ARIMS/ARIMS-C Homepage

The ARIMS/ARIMS-C Homepage provides a guest or non-registered user with
introductory information about the website and the public-use areas. It is also where you
may login. To return to the Homepage from any other ARIMS/ARIMS-C module, click
the Home tab located at the top of each page. Links on the Homepage, seen in Figure
3Error! Reference source not found.Error! Reference source not found.Error!
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Reference source not found. below, provide quick access to other important Army
sources. The Homepage displays frequently-used links and downloads, plus current
announcements.

UnClassified

*IARIMS

HOME SEARCH HELP

POPULAR LINKS

mation POPULAR GUIDES

ACRS Updates »
User Log-in

RMDA Web Site »»

FOIA Web Site »» Login with CAC ARIMS Quick Reference

Guide (Web Fage) B
Online Video Tutorials »» Domthawe 3n AKO Acoount? Goto e AKO she
ARIMS Quick Reference
Announcements as of 09/15/2009 Guide (PDF) 2

 ARIMS wili b2 owe DECEMEER 27 [+]

* ECEMBER 2 ACRS Quick Reference
= System Marsenance Scneauie [+]

Guide (FDF) B

Previous Announcements

ARIMS User's Guide (PDF)
-

BAT User's Guide (PDF) B

Figure 3. ARIMS/ARIMS-C Homepage

4.3 Search

ACRS includes all National Archives and Records Administration (NARA)-approved
retention and disposition information for Army records. The ACRS component of
ARIMS/ARIMS-C allows both registered and unregistered users to search for
information about a Record Series, Sub-series, or Disposition, but not for specific
records.
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The ACRS Record Series replaced the RRS-A Record Instruction of categorizing records
and durations. The ACRS has broader categories with more granular sub-series categories
to further refine the categorization of records. Sub-series are further defined by durations

and dispositions as shown in Figure 4.

Series Sub-series Record Title Disposition Date Added

Logltics | 700A Zaneral Loglstics, Equipmeant, Sumplies and Property acoountanliny 05 AMA2011 44015 P
Logistics | 700A General Logistics, Equipment, Sumolies and Property accountanliny B+ AM42011 444015 P
Loglstics | 700A FZeneral Loglstics, Equ urrEnliRy Parm 42011 444015 P
Logistlcs | 7008 Transponation & Traws fodar Transportation & Alr Travel i3] AH42011 444015 P
Loglsties | 7008 Trareparation & Trae Miofor Transportation & Alr Trawel Parm AMA2011 44015 P
Logistics | 7008 Transpartation & Trae pofar Transportation & Alr Trawel B+ 2ERI2 73015 AM
Loglstics | T0OC Auation -5 AM42011 44415 P
Logistics | 700C Aation G+ 142011 4244715 P
Logistics | 700C Aytetion Parm AM42011 244015 P

Figure 4. Series, Sub-series, and Disposition

A Crosswalk is available to help users map the previous RRS-A Record Instructions to
the new ACRS Series and Sub-series. More information about the Crosswalk may be
found in Section 4.3.4.

4.3.1 ACRS Search

The Search screen for the ACRS allows you to search by Keyword, Record Series, Sub-
series, or Durations. The Search will allow you to locate information about Record Series
and Sub-series. The Search screen is shown below in Figure 5.
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UnClassified

HOME SEARCH HELP

SEARCH > SEARCH ACRS > SEARCH ACRS INSTRUCTION

Search ACRS
Al uzers My gearen e Ay Consoliizied Recorss Scheddles, Wiken aNe 3 COMDANEnt of e ATy Recorss Innmation Management System [ARIMS). Tne
Records Schedules reflact all National Arcnives and Records Aminksration approved retention and JisposRion Irormation for .q.f"lT_.' reconss.
Crosswalk
Yo IS SS3rch oy Beywand of REcond Series. To St a new searen, olkk e Resst Form oumon
List/ Export
Search by Keyword Hints for Searching by Keyword
AL « Saarch by Keyword Is not e3se
[#] Search within Record Series senEhhe iowaver, Bwill not
periorm stemming fncilons.
Browse by Record Series Boolezn, or "ozy" searching (la
entry must be exact warding)
Record Serlss [= ! =
« The kepward belng searched may
Sus-zerks EDOEET APWNETE I e Instnuctin

ERle ar Instnuction descripiion. If
Search wilhin Recond Sarkes ks
checked, e Series TRk and Sares
gescription will also ba searched. R

Duration @

Explanation of Disposiion nsinuctions

15 will nof be highligihied
[ Submit ch ] [ B Fntm] . =Tero'ehe:m::| el ofa

phrEse, 30d e wse e Seancn

witnin Results opfion 10 reduse e
muier of hiks.

= Do not begin and end a search
pihrEse wilh guotation MRS [ )

+ The search enging will not proparty
5earch phrases containing somman
"nallse Words" (and, or, not, 35,
i)

Figure 5. ACRS - Search

1. To start a new search, click the Reset Form button. If you choose to browse the
record series, you may select a record series form the drop-down list and click on
Submit Search. You may further refine your search by selecting the Sub-series
and, if known, the duration. For more information about disposition
codes/durations, click the Explanation of Disposition Instructions link. For
information about the record description you have selected, click the blue
questions mark, “?”.

2. To search by Keyword, enter a keyword that you expect to be in the record title or
description. If Search Within Record Series is checked, the category title and
category description will also be searched.
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4.3.2 ACRS Search Display

Once you perform a search, you will see a screen similar to Figure 6 below. This screen
displays all of the Record Series and Sub-series that match your search criteria. You may
sort the results list by clicking on any column header.

UnClassified

ARIMS

HOME SEARCH HELP

SEARCH > SEARCH ACRS > SEARCH RESULT

Search ACRS
From nere jou M3y view the resuls of Your S23rcn, 300 30aMIonal keywords 1 b2 usad Winin T2 S23rch, OF retum 10 Te Search eriena
Crosswalk Return to Search Criteria
Keyword ssarch within resuits: @
List/ Export Emer keyword Crieria 10 S23rch wihin e search resuls

Series Sub-series Record Title Disposition Date Added

(2] L1011 L4590
6+ 14011 L4815 P0
Perm L142011 L44015PM
(23] 4102011 L4415 PM
Perm 4142011 L4415 PM

6+ 2520127

06 U011 44415PM
6+ 4142011 L4015 PM

Perm 4142011 £44:15PM

Figure 6. ACRS — Search Results — Summary

For example, to sort the results list by title, click on Record Title in the header bar and
the results will be re-sorted in ascending order. If you click on Record Title again, the
results will be re-sorted in descending order.

To further narrow down the results, you can perform a search within your results, as seen
in Figure 7. In this example, the keyword “ammu’ was typed into the Keyword search
within results text box and the search was submitted by clicking the Go button. The
results will show all matches that begin with the letters “ammu” anywhere in the Record
Series. Specific Record Sub-series details can be viewed by clicking on the Record Title.
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UnClassified

ARIMS

(v.s.aawy ]

HOME SEARCH HELP

SEARCH > SEARCH ACRS > SEARCH RESULT

Search ACRS
From here you May view e resuRs of Jour S23rcn, 300 300TI0N31 KE/WOTSs 1 D2 Used WIIN I S23rcn, OF retum 10 2 523rch criera
Crosswalk Return to Search Criteria
Keyword ssarch within resuits: ammu @
List/ Export Enter keyword Crierta 10 S23rch within e search resuls
Series  Sub-series  Record Title Disposition  Date Added
Logistics | 700A ory 05 L142011 44 1450
Logistics | 700A B+ 4142011 44415 PM

Figure 7. ACRS — Search — Refined Results

To start a new search, click Return to Search Criteria or Search ACRS on the left side
of the screen, and then click Reset Form.

4.3.3 Disposition Detail

1. Clicking on a record title in the search results list, as shown in Figure 7 above,
will open a window that contains details about that Disposition.

2. The Disposition Details window gives more information than that provided on the
ACRS summary search screen, as shown in Figure 8.

3. Click Close to return to the search results screen.
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Tao |:'ir't Disposkion Detalls, crange your print preferences 10 print by Landscape

Zarias

]

il
Sub-garies

]

004
Record Title nstaliation Management and Fleld Onganizations

These reconds concam Dt are not limked 0 adminkstiate and management functions of Instaliations and responsiolities of InstaliEtion
Summarized COMmanders. The acquisiion, jurtsdiction, utlization, and disposal of real estate at milkary Instaliations and tacliiles 0 Inclode design, funding and
DGK:I'INH}H Fwanding of adminkstratie contracts and construction program. The malmerance and repalr of neal property, oparation of uilillkes, plants, syskems
fire prevention, profection and minar construction, management of natural resounces and relsted taclifles and englnesring funclions.

= Cametzry planning and vishor reglsters and nepans

+ Firancizl insthutions, t=x negotiations, ganaral comespondence

» Instaliztions malnienance, milkary constnuction projects and expelied of DETTed persons
Descxpiion = Property studies, acquisiion and invenfories, nacond cands and drawings

+ Rzl Estate managemant flies, clzim controls

= Construction projects, Inspections, suneys, studles

- Fentals, leasing and contract

H

Duration 05

Close

Figure 8. ACRS — Record Sub-series Details

4. ACRS Systems Administrators will also see an Edit button on this screen, shown
in Figure 9, so that they may edit the Disposition Details.

- J L ! it =

= ReguisRions refenences, registers, property, Memorandam recelpt [ackets
= Persormel identifier (PID) flkes, locator reconds, lachnical escom flkes, support unk recands
= Storage tacliRles plans, reports, suneliiance, pouts and reglsters

2 I VR

T ——fl==E]

Duration 05

Giose

Figure 9. ACRS — Record Disposition — ACRS Administrators

5. If an administrator clicks the Edit button, the Edit Disposition screen is
displayed, as shown in Figure 10.
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EDIT ISPOSITION

Field Criginal Value
Category: 200

Sub Category: 2004

Name: 05

Summarized Description:

Descri

These records concern but are not
limited to administrative and
management functions of installations
and responsibilities of installation
commanders. The acquisition,
jurisdiction, wtilzation, and disposal of
real estate st military installations and
facilities to include design, funding and
awarding of administrative contracts
and construction program. The
maintenance and repsir of real property,
operation of wtilities, plants, systems,
fire prevention, protection and minor
construction, mansgement of natursl
resources and related facilities and
enginesring functions.

ption:

Cemeteny planning and wisitor
registers and reports

Financial Institutions, tase
negotiations, general
comespondence

Installations maintenance,
military constrection projects and
expelled or barred persons
Property studies, acguisition and
inventories, record cards and
drawings

Rezzl Estate management files,
claim controls

Construction projects,
inspections, surveys, studies
Rentals, leasing and contract

=

New Value
200

2004

08

These records concern but are not limited to administrative
and management functions of installations and responsibilities
of installation commanders. The acquisition, jurisdiction,
utilization, and disposal of resl estate at military installations
and facilities to include design, funding and awarding of
administrative contracts and construction program. The
maintenance and repair of resl property, operation of wtilities,
plants, systems, fire prevention, protection and minor
construction, management of natural resources and related

acilities and enginesring functions.

<ul><lix>Cemetery planning and
wi=sitor registers and
report=</lir¢lixFinancial
Institutions, tax negotiations,

mp

general

1

6. When finished making changes to the disposition description, click Submit

Figure 10.

ACRS - Edit Disposition — ACRS Administrators

. If the

update was successful, the message Updated Successfully is displayed.
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4.3.4 Search Crosswalk

To access the ACRS Crosswalk that maps former RRS-A Record Instructions to the new
ACRS Series and Sub-series categorizations, click on the Search tab and then click on
Search Crosswalk on the menu on the left side of the Search screen.

The Quick Reference-Crosswalk lists Record Series that will display Sub-series when
clicked. Clicking on a Sub-series will display a list of the previous Record Instruction
numbers that now fall under a particular ACRS Sub-series. The Record Instruction
numbers are links that will display the Record Instruction Details when clicked. To return
to this area after navigating to the Detailed Reference-Crosswalk, click Quick
Reference-Crosswalk in the blue navigation bar

The Detailed Reference-Crosswalk, accessible by clicking on the title in the blue
navigation bar, displays a search screen that will allow you to search for a record’s new
Series and Sub-series number. You may search by entering data in Old Record Number
or Prescribing Directive and then clicking Get Crosswalk. You may also select a
Record Series, Sub-series, and Duration from the drop-down lists, and click Get
Crosswalk to see a list of all Record Numbers that now fall under a particular Sub-series.

4.3.5 List Updated Record Series

To access the list of updated Record Series, click on the List/Export tab on the left menu.
This screen allows users to see which record series have been modified. The list includes
the Sub-series, Record Title, and Date Updated, as shown in Figure 11. Details
concerning the Record Sub-series are available by clicking on the Record Title. You may
also export the entire list by clicking on Export PDF or Export XML, depending on your
file type preference. To return to this area after navigating to the Export Record Category
List, click List Updated Record Instructions in the blue navigation bar.

UnClassified

ont System

u.S.ARNY] Ay

HOME SEARCH HELP

SEARCH > LIST / EXPORT > LIST UPDATED RECORD INSTRUCTIONS

Search ACRS

Crosswalk List Updated Record Instructions | Export Record Category List

nStnUCctions WhIch nave been changed winin 2 past 130 d3ys. This 15 b2sed on !e d202 13t M2 modifcations were made pudiicly
List/ Export

Reoord Thie

Sub-series Record Title Date Updated

7008 ransponation & Travel, Surtace Transportation, Motor Transponation & Alr Trawe Q212012 45603 PM

[ Export PDOF | [ Export XML |

Figure 11. ACRS - List Updated Record Series
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4.3.6 Export Record Category List

1. To create a PDF or XML format list of the records in a specified record category,
click the List/Export tab on the menu on the left side of the Search screen and
then click Export Record Category List in the blue navigation bar to display the
Export Record Category List screen, as shown in Figure 12.

UnClassified

(us.aany) *

HOME SEARCH HELP

SEARCH > LIST / EXPORT > EXPORT RECORD CATEGORY LIST

Search ACRS

Crosswalk List Updated Record Instructions | Export Record Category List

r a Record Category

ting 3 PDF Me user may select 10 have he cegory information

List / Export

Management Applications %or local use

Record Cstegory: | 100 - Contingency Operations (CONOPS) E]
Sort List by: @ Numoer @ Description

Print Category information: & Once per Category Wi each Record instruction

Export Type: @ PDF 0 XML

Figure 12. ACRS - Export Record Category List

2. Select the record category, and use the radio buttons to specify whether the list is
to be sorted by number or description. Then specify how the print category
information is to be listed, and whether the output is to be in PDF or XML format.
When you are finished, click Submit to create the PDF or XML document.

4.4 Logging into ARIMS/ARIMS-C

To log into ARIMS/ARIMS-C from the homepage using your Common Access Card
(CAC), click Login with CAC.

The CAC option is not available on the ARIMS-C site; you must enter your AKO-S
Username and Password, and then click Sign into ARIMS.

To exit ARIMS/ARIMS-C, click on the Logout link at the top right of the ARIMS site
banner. This will close your current session and return you to the ARIMS/ARIMS-C
Homepage.
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4.41 New User Registration

To use much of the functionality within ARIMS/ARIMS-C, new users must register for
access and security privileges. During the registration process, a relationship or hierarchy
is determined for the applicant relative to unit, office symbol, corresponding records
management officials, assigned Records Holding Area (RHA), and unit chain of
command records management policy, guidance, and direction.

To gain access to ARIMS/ARIMS-C, you must request an ARIMS/ARIMS-C user
account. You can register for an account by clicking the Go to the AKO/AKO-S site link
to start the registration process. On the AKO/AKO-S login page, click Sign up, as shown
in Figure 13.

Upon registration, all new users are granted an AO level of access to the system. To
change to another user level, a records management official must authorize your new
level of responsibility. When the registration process is complete, you can then log into
ARIMS/ARIMS-C.

L TAKOZE DKOG  ~m

CAC/PIV Login | don't have a CAC/PIV

Sign in using your CAC/PIV

Sta Sg1. Becky MoLaughlin conducts memoers of e ULS. All-American Band 2t Benson
Stadium In San Amonilo Jan. 2, 2013. The ULS. Ammy Al-Amenican Band are scheddled o
perfanm during e LS. Anmy Allbameriean Bowl Jan. 5 LS. Army pihoto by P12, Viclor
Blanco (Photo by LS. Am)

| £ Mpout Help  Temms

W Foliow CPT AKD

02012 Ammy Knowledge Online. The securky accrediation kel of ik she ks UNCLASSIFIEDWFOUO and balow.
Do not process, Shore, of trarsmit Information clessied oo e accredRation level of Fiks sysem

Figure 13. AKO Homepage

4.4.2 New ARIMS/ARIMS-C User Registration not Requiring Sponsorship

The following user categories (as provided by AKO/AKO-S) do not require sponsorship
to register in ARIMS/ARIMS-C:

Active Army Individual Ready Reserves
Army National Guard Department of the Army (DA) Civilian
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Army Reserves Non-appropriated Funds (NAF) DA Civilian

To register in ARIMS/ARIMS-C, from the Homepage, click Login with CAC. The CAC
login option is not available on the ARIMS-C site so users must use their AKO-S
username and password.

1.

2.
3.

4.

443

The first time you log in, the User Profile screen appears; To return to your User
Profile page after logging in, click on the My Account tab.

Review your user information as supplied by AKO/AKO-S.

Enter your telephone, DSN, and fax numbers in the applicable boxes. Only the
telephone is required.

Click Submit when you are finished making changes.

Accounts Requiring Sponsorship

ARIMS/ARIMS-C uses the sponsorship process to obtain and track valid unit
assignments for certain categories of eligible users, grant them the proper level of access,
and identify where records submitted by them belong.

The fol

lowing user categories (provided by AKO/AKO-S) require sponsorship in order to

use ARIMS/ARIMS-C:

NOTE

Army Contractor e Local National Employee
DoD Civilian e US Air Force

US Navy e US Marine Corps

US Coast Guard e Army Volunteer

Federal Civilian Agency e Homeland Security
USMA Cadet ¢ Initial Entry Recruit
ROTC Cadet-Contracted e Foreign Officer

ROTC Cadet-Not Contracted

. Sponsors for applicants in one of the above categories must verify that the

applicant creates, maintains, uses, and/or manages Army records.

The requirements for an ARIMS/ARIMS-C sponsor differ from those needed to obtain an
AKO/AKO-S account. An ARIMS/ARIMS-C sponsor must:

Be registered in AKO/AKO-S under the same UIC where records you submit to
ARIMS/ARIMS-C are to be assigned. ARIMS/ARIMS-C will be using your
sponsor’s UIC for your UIC.

Be authorized to grant the applicant privileges to submit, retrieve and open/read
the records within ARIMS/ARIMS-C commensurate with his/her approved
ARIMS/ARIMS-C access level (for example, AOs can read all records within
their UIC/unit level, except those subject to the Privacy Act).
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e Possess a "Full" account in AKO/AKO-S. These include Active Army (AA),
Army Reserves (RE), National Guard (NG), Dept of the Army Civilian (DA), or
Non-appropriated Funds DA civilian (NF).

An ARIMS/ARIMS-C sponsor does not need to be:
e Currently registered in ARIMS/ARIMS-C, although this is highly recommended.
e The user’s AKO/AKO-S sponsor
e A Contracting Officer Representative (COR)

To request an ARIMS/ARIMS-C sponsorship:

1. Use the ARIMS homepage to log in with your CAC or your AKO-S username
and password, and then click the Sign into ARIMS button. If you do not have
access to ARIMS/ARIMS-C, a pop-up window, shown in Figure 14, will be
displayed.

UnClassified

ARIMS

usaaNy] A y

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

You €0 1ot QuUallty T0r IMMeaiate 300868 10 e ARIMS Sysiem YOu SENer N2ed Sp0NSOry

Of 3 UBer WO $31 SPONSOT OU 10 USe e ARIMS system. Piease enter The usermame (s

$ponsors AKO Usernams.

Figure 14. ARIMS/ARIMS-C Registration — Sponsorship Request
2. Enter the AKO/AKO-S username of a valid ARIMS/ARIMS-C sponsor, for
example: john.a.doe.
3. Click Submit.

4. An email requesting sponsorship will be sent to the individual whose AKO/AKO-
S username was entered in Step 2.

5. When the sponsor completes the online sponsorship agreeing to the terms and
conditions of sponsoring you as an ARIMS/ARIMS-C user, you will receive an
email notification that your account has been activated.

6. After activation of the sponsored account, users must enter or select an office
symbol for their user profile upon first login. As part of the activation process,
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only the UIC is inherited for the user, but not the office symbol.

7. If you attempt to log in before your sponsor has completed the online sponsorship,
you will receive a notice that the account is not active, and you will be returned to
the ARIMS Sponsorship screen.

4.4.4 Request a New Sponsor

Users have the capability to change a sponsor by clicking Request New Sponsor on the
User Profile page. The User Profile page will appear, as shown in Figure 15.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

v

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MY ACCOUNT > MY ACCOUNT OVERVIEW
omire
My Account Overview
Usarn: ohn.doe
“arnams ! Records Managers
My Contact List ARy ACOOL Tger /20
Usar Class: SA Doe, John
| we: W313AA HQDA
N John doe@us army.mil
My Favorites Unit Name USA=S 703-555-1212
| Offics Symboi: AAHS-CH *|@
Doe, John
S HODA
First Name: John John.doe@us.army mil
MIGOe Name 703-555-1212
Last Name: Doe
i st Doe, John
Acdress 01 Telegrapn Road, VA 22315 HGQDA
AKO Emall Address: John.doe@us army .mil
703-555-1212
Telsphone
Doe, John
DSN Telsphone: HQDA
John.doe@us.army.mil
703-555-1212
Fax
Approval Date: 192013 11633 PM Doe, John
HQDA
Sponsor Usernams: Indaknock | Request New Sponsor John.doe@us.army.mil
703-555-1212

Figure 15. ARIMS/ARIMS-C Registration — Request New Sponsor
You are then taken to the ARIMS Sponsorship page.

4.4.5 Expiration of Sponsored Account

ARIMS/ARIMS-C must reconfirm the eligibility of sponsored users annually to ensure
that 1) the sponsor is still valid, 2) the user is still working for the Army, and 3) the user
is still located at the same UIC. Sponsored accounts remain active for one year.

30 days before the account expires, an Alert appears on the Homepage.

If a sponsored user attempts to log in to ARIMS/ARIMS-C after a year, he/she will
receive a notice that the account has been deactivated, and will be returned to the ARIMS
Sponsorship screen.
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To reactivate an expired sponsored ARIMS/ARIMS-C account, follow the instructions
for requesting a new account in Section 4.4.3. If you attempt to log in before your
sponsor has completed the online sponsorship, you will be returned to the ARIMS
Sponsorship page.

4.4.6 Ineligible Accounts

The following user categories (provided by AKO/AKO-S) are not eligible to register in
ARIMS/ARIMS-C, since they do not create, maintain, use, and/or manage Army records:

e Army Retired e DA Civilian, Retired
e Medical Retired e Family Member
e Medical Discharged e Administrative Contractor (AKO/AKO-S)
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5 ARIMS/ARIMS-C Advanced Functionality

ARIMS/ARIMS-C advanced components are those available only to registered users of
ARIMS/ARIMS-C. The Upload, ORLs & Folders, Manage, and Reports pages make up
this section of ARIMS/ARIMS-C. Advanced functionality also refers to components only
available to Systems Administrators.

5.1 Home

The homepage you see after logging in provides information and access to Alerts, Login
Options, Favorites, My Sponsorship, Manage Approvals, and References.

5.1.1 Alerts
This area provides information about pending approvals.

5.1.2 Login Options
The Login Options area allows you to log in to a specific unit that you have access to.

5.1.3 Favorites

This area provides links to the pages and areas that you set up as your favorites. To add
favorites, click the + Favorites, located on the right hand side of an area and as shown in
the red circle of Figure 16.
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UnClassified Logged In Ac: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

(iamay) Ar 3

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS = OFFICE RECORDS LIST » CREATE ORLS > CREATE FROM SCRATCH
| FAVORITES |

Office Records List

ORL Library Create ORLs | List ORLs

Reocrganize ORLs | ORL Report

Proposed ORLs
Create from Scratch | Create by Copying | Create from Library

Folders
Creaie an ORL from Soraich by seleciing e Oifice Symbol, enter fie name or iRle of e ORL Infhe Ofice Reconds List ke box, and select e ORL Year. Then, click

e Create ORL bulion. ARer creafion |5 complete, e ORL oan De updated 10 300 necond seTkes and nelentlon periods.

Note: i you need an ORL cresed Tor years prior o 2012, please sk your Reconds OMcer 10 SUDmR 2n online help desk tioket and INclude Te Tliowing Inrmation

Uniframe, LIC, Office Syminol, ORL Name, ORL Year, and 3 list of 2l old RRS-A recard numbers (Le. 12, 105-6a, 25-400-23, ecl ) o be Included. The old RRS-A
Tecord AIDErS 3n be located by wsing Te Quikk Fference-Crosswalk or Detalled Reference-Crosswak under b ACTS &

US AHS - W312AA

Office Symbol: AAHTCH E

Name: *
Year: 2013 |z|
Create ORL

Figure 16. Adding Favorites

5.1.4 My Sponsorship

This box shows you how long you have until your sponsorship expires. It also has a link
to the sponsorship site where you may request a renewal of your sponsorship.

5.1.5 Manage Approvals

This box contains links to individual ORLs, Sponsorships, and Other Items Requiring
Your Approval. You may click on any of the titles to open the item to then Approve,
Disapprove, or Add Record Series to checked items.

5.1.6 References

The links in this box will take you to reference documents that you may also access
through the Help page.

5.2 Search

The Search page allows you to perform the same searches you can execute without
logging in, as well as two others, Search for Records and Admin Search.
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5.2.1 Search for Records

This page allows users to search for records in the Master Index. The master index
contains information on all Army records being maintained at RHAs worldwide and in
the AEA.

Registered ARIMS/ARIMS-C users may search for Army records using the Master Index
Search. A user may search for official Army records, view listings of search results, view
metadata (from the Master Index) for specific records in the search results listings, and
view the actual contents of the records (from the AEA), if permissions allow access to the
electronic records. If permissions do not allow access, or the record exists only in hard
copy form, the record must be requested. See Section 5.5.7 for how to request records.

Unless otherwise authorized, no record, record report, or list of records is made available
to persons or organizations who are not the creator and or owner of the record, or
responsible for its maintenance or disposition.

Users may experience temporary delays in finding/accessing records in the AEA. This is
caused by two factors: ARIMS/ARIMS-C must process the electronic files to determine
owner, unit, and ACRS/RRS-A instruction for the record, and the full-text indexing
engine must scan the electronic files. If a successfully transferred record cannot be
located within 24 hours, submit an inquiry using the ARIMS/ARIMS-C Online Help
Desk.

To begin a search for records, click on the Search tab, and then click Search for
Records on the left menu. The Master Index Search form is shown in Figure 17.
You may search using any combination of the fields available by way of the Master
Index Search.
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UnClassified Logged In Ac: Jonathan Daviin, Unit: US AHS-W3 1344 | Log Out

UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

SEARCH > SEARCH FOR RECCORDS » SEARCH FOR RECORDS

FAVORITES

Search ACRS
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Search Crosswalk

check bax s nof checked, jow cannol search on he Event and Calendar, nor the Permanent and Time-based opfilons 3 e same fime.  he Date Submiled Range ks

usad, IR must contain 2 baginning date, but e ending date ks optional. You carnot enfer an ending date wihout 3 beginning date

Search for Records

ACOMASCC/DRU: [HaDa =
Admin Search Unit: US AHS - W312A4 -
Office Symbol:  [AAHS-TES-TNG =

List / Export
Record Media Type: What's this?

i@ All Records 7 Electronic Records ) Hardcopy Records

Se=arch In: Foldar Document Subject: All of the words entered I;l
Kayword(s): All of the words entered |;|
Record Mumber:
Special Collection: |z|
Vital Reconds: @ Mo
i Yes
Diate Submitted Range: through: {mm/ddyyyy)

2011 B Earlier Criteria []

Record Instruction Category: |;|
Record Instruction Titke: All of the words entered |;|
Record Type: What's this? [[]Event [[] Calendar [] Permanent [7] Time Based []Al
Privacy Act Mumber:

Disposition Authority:

Prescribing Directive:

2042+ Criteria [

Record Series: |z|
Sub-zagies:

Drurattion: (@

Privacy Act Mumber: i@ MA T Yes

Submit Search

Figure 17. Search for Records

5.2.1.1 Search Form Fields and Options

The Search Records page provides a way to search for particular records using various
types of data. The page is broken down into four sections as described below.

1. ACOM/ASCC/DRU
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Select an ACOM/ASCC/DRU, unit, and or office symbol from the drop-down
lists to narrow the search.

2. Record Media Type

Click the Electronic Records or Hardcopy Records radio button to search for a
particular record media type, or use the default All Records to search the whole
index.

Use the Search In checkboxes to specify whether to search in folders, documents,
or both, and provide a subject for the document you are seeking. Use the pull-
down to specify whether to search for any of the words, all of the words, or for
the exact phrase.

Use the Keyword field to enter one or more words to search for in the database
(metadata) and in the actual documents in the AEA. Use the pull-down to specify
whether to search for any of the words, all of the words, or for the exact phrase.
Use the Special Collection pull-down to select a Special [Records] Collection.
Click the No or Yes radio button to indicate Vital Records.

Enter the date range for when the record was submitted in the text fields for Date
Submitted Range.

3. 2011 & Earlier Criteria

Use the Record Instruction Category pull-down to select an RRS-A Category.
Use the Record Instruction Title field to enter a title. This field is similar to the
Keyword field, but searches only Record Instruction Titles — not all fields in the
database, and not documents in the AEA.

Select a Record Type using the checkboxes for Event, Calendar, Permanent, or
Time Based to search for a particular record media type, or use the default All to
search all types.

Use the Privacy Act Number field to select records with a designated Privacy
Act number.

Use the Disposition Authority field to select records with a designated
disposition authority.

Enter a Prescribing Directive to select records with a designated Army
Regulation, Pamphlet, or other prescribing directive number.

4. 2012+ Criteria

Use the Record Series pull-down to select a Record Series.

Use the Sub-series pull-down to select a Sub-series.

Use the Duration pull-down to select a Duration/Disposition.
Select NA or Yes to indicate whether it has a Privacy Act Number.

When you are finished specifying criteria for your search, click the Submit button.

1. When ARIMS/ARIMS-C completes processing the query, results are returned as

shown in Figure 18. If you have access permission to view an electronic record
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within the result set, the folder subject will be an active link and no checkbox will
be present.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

ARIMS

L ARNY

l
L

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

SEARCH > SEARCH FOR RECORDS > MASTER INDEX SEARCH RESULTS

Search ACRS

Return to Search Criteria

Search Crosswalk

Search for Records 12343567 151020001325

= [T] Folder Title Created By Created Date Record Status Frseze Code
Type ®

Admin Search ECSAGM Archive Sudmission Messagev.3 —— 823200641935 | Emal Opened Snow
? 2% =Y

ECSAGM Archle Suomission Message v 3 o 8237200642535 | Emall Opened Show
. i o

List/ Export

E WeRAtION D review john.doe 97/2006 3:1220PM | Emal Opened Snhow

Mount Weamer Upaate 92072006 113657 | Emall Openza Show
AV

AKOARISACO2E5C0ME 000 926200642732 | Emal Openza Soow

o

Figure 18. Search for Record — Search Results

2. If arecord listed in the Search Results screen is a hard copy record, or if you
have permission to view an electronic record listed in the screen, click on the
Folder Title link to see the record details. For electronic records, you may then
view the file by clicking on the document title at the bottom of the screen. As
shown in Figure 19.
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This screen aliows you %0 view Dicer detalls, edk Dicer oetalis, create an AC Biger Tor a hand Copy Licer, print Darcode @dels 1or an AQ Dider and edk AD Dicer cetalls

Close Detailed View

Folger Titse: Weekly Repon 05.08
Record Type: Emaill
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RHA: CFA

wic: W313AA

Unit Name: US AHS

Office $ymboi: AAHS-CH

Record Number: 1aa1

Retention Period:

ACRS Record Titie: OMce supenvisory Of manager empioyee recorts - Employees separated 10 entier milkary senvice who have resloration rights
Disposition Authorty Number: GRS 1, Rem 18
Prescribing Directive Number:  Nome
Created by john.doe
Creats Date: SH7/2007 112937 AM
Ciosa Date: Nt Closed
Privacy Act: OPM GONVT-10PM GOVT-2
Special Collaction:
Vital Record: No

N freeze 000e¢ have D2en 3551gNed 10 e 200w Dider

Edit Folder Details

Subject Format Date Filed or Email Sent  Author Email Recipient Electronic Signature Encrypted
WWeekly Report 05.xis SN7/2007 32545 PM john.doe NA NA

Figure 19. Search for Records — Folder Details for Electronic Record

3. If you do not have permission to view an electronic record stored in the AEA, or
your results include hard copy records, a check box will be displayed. Use the
check box to request access to the electronic record from the originating
organization, or to retrieve the hard copy record from an RHA.

5.2.2 Record Requests

5.2.2.1 Requesting Records

You can request access to records, either hardcopy or electronic, using the Search for
Records. Use the Search Results, to find the records you wish to see.

Records that are checked in and available to request will have a checkbox next to them.
Select the available records you wish by clicking the checkbox next to the records you
wish to access and then click Request Records at the bottom of the page. The Submit
Records Request page then appears, allowing you to specify type and priority, add a
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justification description and date required, or make changes to the request, as shown in
Figure 20.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

SEARCH > SEARCH FOR RECORDS > RECORDS REQUESTS

rAvORITES

Search ACRS

Use tis sCreen 10 suDMR 3 reconss 300265 request Select e request type and priorty hn Ciick Request Records. You may also specy a cate afer which his

request would DECOmE INVaINS. I N0 3t IS SpRCINEd, e request will SR 11 e Queue Ut R 15 3pproved or cenled
Search Crosswalk

Request Type: [g
Search for Records

Request Priority E]
Admin Search .

Expiration Date i |
List / Export

Description P

[ Cancel Request ] [ Request Records ]

You may remove Rems from he request using e tadie Delow. Select he Rems 3t you 00 NOt want and Click Delete Selected Records from Request

O Record Subject Owner Creation Date Record Type
0O 600k Environmental suppon group Case Mies john.doe 8112010 9.01.00 AM H3roo0py

[ | 600 Envronmental support group Case Mies T ige 811720109.01:00 AM Haroop)

[ Delete Selected Records from Request]

Figure 20. Search for Records — Submit Records Request

1. After completing all required fields and any other information you wish, click
Request Records to send the request to the records manager/records authority
for processing. The My Requested Records page is then displayed, showing the
status of your requests. See Figure 21.
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UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP REPORTS
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Figure 21. Search for Records — My Requested Records

To return to the My Requested records page at any time, go to the Manage tab and click
on Records Request on the left menu. See Section 5.5.7, Records Requests.

5.2.3 Admin Search

This page can be used to search for users by their ACOM/ASCC/DRU, Unit, Office
Symbol, name or part of the name, role or account status. You may also search for units
by ACOM/ASCC/DRU.

5.2.3.1 User List Search

1. To create a list of users, click the Search tab from the upper navigation menu,
then click Admin Search in the left menu, and then click User List Search in the
blue navigation bar to display the screen shown in Figure 22Error! Reference
source not found.Error! Reference source not found.Error! Reference source
not found.. You can search for specific people by using the Search By field —
options are First, Middle, Last, or Any name. You can also specify whether the list
is to include: all users, or only those whose account status is Active, Inactive, or
Expired, etc. You can also specify the roles of the users to be included on the list.

2. Search for users by specifying an ACOM, Unit, Office Symbol, name or partial
name, role, or account status.

3. Click Submit and the requested list is displayed.
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UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out
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Figure 22. Search — User List

5.2.3.2 Unit List Report

1. To create a list of units, click the Search tab from the upper navigation menu,
then click Admin Search in the left menu, and then click Unit List Search in the
blue navigation bar to display the screen shown in Figure 23Error! Reference
source not found.Error! Reference source not found.Error! Reference source
not found..

UnClassified Logged In As: Tamara McCaughay, Unit: US AHS-W313AA | Log Out
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Figure 23. Search — Unit List

2. Select an ACOM from the drop-down list.

3. Please review below for instruction on using the UIC Filter and Unit Filter in the
Unit List Report.

a. UIC Filter: The UIC Filter allows a User to narrow a Unit List search by
inputting combinations of letters and numbers that are associated with
actual UIC codes. This allows the search results to be narrowed down to a
more specific set of results.

b. Unit Filter: The Unit Filter allows a User to narrow down the search
results for a Unit List search by inputting a Unit Name, keywords, or any
combination of letters, in order to narrow the results of a particular Unit
List search.

5.3 Upload

The Upload page is the main entry point for uploading all electronic records and is
accessed by clicking on the tab titled Upload. The Upload page is divided into two
areas, Bulk Upload and Document Upload. Both may be accessed by clicking on the
appropriate item in the left menu.

Electronic records uploaded through ARIMS/ARIMS-C must be filed in an existing
folder. To create an ORL for document filing, follow the instructions in Section 5.4.1.1.

Note: The document/file size limit in the Electronic Document Upload is 4 Megabytes.
There is no size limit for documents that are uploaded using the BAT.

5.3.1 Bulk Upload

The Bulk Archive Tool (BAT) can be used to upload multiple documents into the Army
Electronic Archive (AEA) and to enter those documents into the ARIMS system. The
way that the BAT was designed to operate is to have certain files associated with the
BAT application downloaded onto your computer and to then interact with remote files.
It is important to note that if you do not have a secure internet connection, you cannot use
the BAT. When a user elects to use the BAT application, the necessary BAT files will be
automatically installed on the user’s computer with user approval if:

1. The BAT has never been installed on his/her computer previously, or
2. The BAT has been upgraded since you last used it.

Note: If you do not have a secure internet connection, you cannot use the BAT.
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For an overview of how to use the BAT, please see the step-by-step instructions for how
to use the BAT below:

1. To upload multiple documents, click Bulk Upload in the left menu. The Bulk
Archive Tool screen appears, as shown in Figure 24.

UnClassified Livipgped Ini A Tamara MeCaughey, Urit: LS. AHS-WS13AA | Log Out

SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

UPLOAD = BULK UPLOAD

rPAVORITES

Bulk Upload
Use this page to deploy the Bulk Archive Tool (BAT). The BAT can be used to uplead multiple documents or emails into the ARIMS

Army Electronic Archive. When you click on one of the links below the BAT will be downloaded onto your computer. The BAT will be
Document Upload o ) .
automatically installed with user approval if 1) the BAT has never been installed on your computer or 2) the BAT has been upgraded

since you last used it

See the BAT User's Guide in the References s=ction of ARIMS for further information on the use of the Bulk Archive Tool.
32-Bit Version

Run the Bulk Archive Tool (File System) b

Run the Bulk Archive Tool (Email System) B

64-Bit Version

Run the Bulk Archive Tool (File System) M

Run the Bulk Archive Tool {(Email System) B

Figure 24. Upload — Bulk Archive Tool Page

2. Click the Run the Bulk Archive Tool link. If the BAT has never been installed
on your computer, it will automatically install it with user approval. If your
current installation is out of date, it will update the installation. If your installation
is current, it will open the BAT for you to begin uploading files.

3. The BAT will setup all of the electronic folders that you created on an
individual/shared drive that you designate the first time it is run. You may also
setup the electronic folders in your Email System using the BAT. Subsequent
executions of the BAT will upload an exact copy of any document/files that were
placed into the electronic folders having Long-term (6+) retention and Permanent
Record Instructions. The copy remaining on your individual/shared drive or in the
Email System becomes a reference copy and should not be kept longer than the
record copy in the ARIMS AEA. The BAT will also check the folder setup and
add any new ones that were created or remove any folders that were deleted on
the designated individual/shared drive. Folders may only be deleted if there are
no records stored in them.
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See the BAT User’s Guide in the Help>References section of ARIMS/ARIMS-C for
more information on the use of the Bulk Archive Tool.

5.3.2 Electronic Document Upload

Note that the Unit Name and UIC are automatically displayed at the top of the Electronic
Document Upload page. If you are a multi-hatted user and the Unit Name shown is not
correct, return to the Main page and use the Select Unit drop-down menu to select a
different Unit. Note: only documents with 6+ retentions can be uploaded in the ARIMS
AEA

1. To upload a single electronic document, click on Document Upload in the left
menu. The Electronic Document Upload page appears, as shown in Figure 25.

UnClassified Logged In As: Tamara MeCaughey, Units US AHS-W313AA | Log Out

ARIMS

farmathon Managemant System

(u J

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

UPLOAD = DOCUMENT UPLOAD

FPAVORITES

Bulk Upload

The size limit for uploading & documentfile is 4 Megabytes. If you need to upload a |arger size documentifile, please use the Bulk

Document Upload Archive Teol (BAT).

US AHS - W313AA

Office Symbaol: AAHS-CH IE‘ =
Cffice Records List 2013 - PentChap Admin [=]*
Record Series: 400 - Information Management IE‘ *
Record Sub-series: 4004 - Office Management, Management Information c:onllE‘ =
Dwration: 0-& IE‘ =
Folder: IE‘ * Pleass s=lect 3 Record Series

Path of File to Upload:  ¢\Users\tsmara.mecaughey.ciri Documents|SharePoint DraftsWARIMS_User ¥

Subject: User Guide *

Abstract: | ™

Upload Document

Figure 25. Upload - Electronic Document Upload

2. Select the appropriate Office Symbol and Office Records List for the document
to be uploaded, which will trigger the page to provide additional drop-down lists.
3. Select the Record Series. Record Sub-series, Duration/Disposition, and Folder.
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4. Specify the Path of File to Upload for the current location of the file to be
uploaded and provide a Subject for the document. Space is provided for an
optional abstract describing the document.

5. When completed, click the Upload Document button.

6. When the document has been successfully uploaded, a message will be displayed
that summarizes the identifying data for the document.

5.4 ORLs & Folders

The ORLs & Folders page allows you to create an ORL for an office or unit, manage or
create ORL libraries, view proposed ORLs, and create and manage folders. Some
features may not be available to all users, depending on record ownership, rights, and
privileges.

5.4.1 Office Records List

The ORL is tracked at the office symbol level. This process is accomplished by linking
items from ACRS to the Office Symbol as a basis for the types of records that an
office/unit will generate.

The use of an ORL is part of a unit’s standard record-keeping procedures and can greatly
reduce the amount of effort required to service and maintain official records. The ORL
provides ARIMS/ARIMS-C key information about the types of records being created for
a particular office symbol, such as when they were created (based on the year of the
ORL), how long the records are to be maintained (based on ACRS), and when they are to
be destroyed or deleted or retired to the National Archives.

When an ORL is created, it must be approved by the servicing records management
officer/official before it can be used. Following approval for ORLs, several steps can take
place. At this time and after approval, electronic folders will be set-up and the document
upload process can begin. There are two options for document upload: the single
document upload process and the Bulk Archive Tool (BAT) document upload. A set of
barcode labels may be generated for the hard copy records. These barcode labels are to be
placed on record folders and boxes for transfer or collection by records officials.

The Office Records List section of the menu allows you to create, list, view, rename,
update, print, delete, and reorganize ORLs for Records Officials, as well as generate an
ORL Report. See Figure 26.
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UnClassified Logged In As: Tamara McCaughay, Unit: US AHS-W313AA | Log Dut
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Office Symbol: | aaHs-CH E

Name: *
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Create ORL

Figure 26. ORLs & Folders — Office Records List

5.41.1 Creating ORLs

Only one ORL may be created per office symbol, per year. There are three ways to create
an ORL. You may create one from “scratch,” meaning you select each individual record
series to add to your ORL, you may copy an existing ORL and add or delete series as
needed, or Create an ORL from the Library.

5.4.1.1.1 Creating an ORL from Scratch
1. Click the ORLs & Folders tab on the upper menu , then select Office Records

List, then Create ORLs in the blue navigation bar, and then Create from
Scratch in the yellow navigation bar.

2. Select the correct Office Symbol and ORL Year.

3. Type in a name for the new ORL.
Note: It is highly recommended that the ORL name reflect the mission of the
organization for which the ORL is being created. Keep in mind that others in

your office/unit will be using the same ORL.

4. Click the Create ORL button.
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The newly created ORL is “empty” and must have record series added to it. To add
record series from ACRS to your ORL, go to Section 5.4.1.5, Editing an ORL, for details.

5.4.1.1.2 Creating an ORL by Copying

This feature is helpful for copying an ORL from one year to the next. All of the copied
record series will retain the same status (Proposed or Approved) from the original ORL,;
note that series that were superseded or rescinded will not be copied; you must check
ACRS to update them accordingly. You can still add series to the copied ORL; however,
if you need to add a record series your ORL will return to draft status and you must
submit as proposed to your Records Official. If you delete a records series from an
approved ORL, your ORL will stay in an approved status.

Note: If you need an ORL created for years prior to 2012, please ask your Records
Officer to submit an online help desk ticket and include the following information:
Unit name, UIC, Office Symbol, ORL Name, ORL Year, and a list of all old RRS-A
record numbers (i.e. 1a, 105-6a, 25-400-23, ect.) to be included. The old RRS-A record
numbers can be located by using the Quick Reference-Crosswalk or Detailed
Reference-Crosswalk under the ACRS tab.

1. From the ORLs & Folders>Office Records List page, click Create ORLs, then
click Create by Copy in the yellow navigation bar. The Create by Copy screen
appears, as shown in Figure 27.
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UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313A4 | Log Owt
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Copy Folders: 0

Figure 27. ORLs & Folders — Create ORL by Copy

2. Select the Office Symbol and the ORL from which to make a copy.
3. Enter the name for the new ORL and select the applicable year.
4. You must choose and select the Copy Folders option.

5. Finally, click the Create ORL button. If successful, an “ORL created” message
box appears.

6. To add record series from ACRS to your ORL, go to Section 5.4.1.5, Editing an
ORL, for details.

5.4.1.1.3 Creating an ORL from a Library

Users can create a new ORL by copying a pre-built ORL from the ORL Library. The
ORLs in the library are created by records officials and are based on the type of unit for
which records will be maintained.
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1. From the ORLs & Folders>Office Records List page, click Create ORLs, then
click Create from Library in the yellow navigation bar. The Create from
Library screen appears, as shown in Figure 28.
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Figure 28. ORLs & Folders — Create ORL from Library

2. Be sure the Office Symbol is correct, enter a name for the new ORL, and select
the year.

3. Then use the checkboxes to select a Library Name, and then click Create ORL at
the bottom of the screen.

Newly created ORLs will be saved as a Draft ORL and may have other record series
added or deleted from it. Once the ORL is completed, you must submit it as a Proposed
ORL for approval by the appropriate records official.
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Note: You can only create one ORL per office symbol in a given year. ORLSs are active for
one year and need to be renewed/re-approved each year in order to print labels for hardcopy
records and index e-records for the current year. This is by design to compute the record
retention periods and calculate milestones (destruction, transfer, retirement to NARA, etc.)
during the records lifecycle.

5.4.1.2 Listing ORLs

When you have generated a list of ORLs, you can then view a specific ORL, rename it, or
update it.

1. To list ORLs, click ORLs & Folders tab on the upper navigation menu, click

Office Records List in the left menu, then click List ORLs in the blue navigation
bar. The List of ORLs page appears, as shown in Figure 29.

UnClassified Logged In As: Tamara McCaughay, Unit: US AHS-W313AA | Log Out
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Folders
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Figure 29. ORLs & Folders — List of ORLs Screen

2. Select the ACOM/ ASCC/DRU, Unit, and Office Symbol, and then click Submit
to generate the list, as shown in Figure 30.
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Figure 30. ORLs & Folders — List of ORLs

Other functions are available to you once you have listed an ORL. To activate these
functions, click on a specific ORL Name. When an ORL has been selected, the name is
highlighted, and the Edit, Rename, View/Print buttons become active for Approved
ORLs. If it is a draft ORL that you have permissions for, the Submit as Proposed and
Delete buttons also becomes active.

5.4.1.3 Viewing ORLs

List the ORLs as described above, and then click the View/Print button at the bottom of
the page, as shown in Figure 31.
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2013-PentCiEn Admin
Offica Symibod: AASECH
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004 4004 G Proposed
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B00C B00C -5 Propased
8000 800D 1] Proposed
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2008 2B -5 Proposed
| Add Record Instructions | | Close | | Print Summary | | Print Details |

Figure 31. ORLs & Folders — ORL Details — Draft ORL

1. The ORL Details screen displays record series that currently exist in the ORL,
and includes relevant details on each instruction. The Status column displays the
Status of the instruction — Proposed or Approved.

2. You can delete Proposed record sub-series if they are not needed in the ORL.
Approved instructions can only be deleted by records officials or by sending a
request to the ARIMS Online Help Desk. Approved series can only be deleted if
there are no folders or records indexed in the system against them.

3. To display more details about a particular record sub-series, click the record title.
The display is the same record sub-series detail page described in ACRS. From
this detail view, you may return to your ORL list or you can view the selected
ORL sub-series using the page numbers at the top left and bottom left of the page.

5.4.1.4 Renaming ORLs

List the ORLs as described in 5.4.1.2, and then click the name of the ORL you wish to
rename.
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1. Click the Rename button at the bottom of the page. The following screen, shown
in Figure 32, will be displayed, where you can enter the new name for the ORL.

Emter Bne new nEme for e ORL (wWinout 3 numerks pear) and click on e Submit Dulon 1o rename e ORL. An ORL may be renamed oy anyone wilin e OmMce Symioo
Plezse rememiser =t ere bs only one ORL per OMee Symi
LS AHS-WI13AA
Odffice Symbol: ARH5-CH
Odffice Records List: 2013 - PentChap Admin
MNew Office Records List Name: *
[ close | | Submit |

Figure 32. ORLs & Folders — Rename ORL

2. After you click Submit, the List of ORLs will be displayed, including the newly-
renamed ORL.

5.4.1.5 Editing ORLs

Use the Edit ORL function to add record sub-series to a new or to modify an existing
ORL.

NOTE: If you add record sub-series to an Approved ORL, the ORL will become a Draft
again. The record sub-series must be submitted as Proposed, and when approved, the
ORL also becomes Approved.

1. Listthe ORLs.

2. Click the name of the ORL you wish to update to highlight it.

3. Click the Edit button.

4. The next screen takes you to a view of the sub-series that are currently listed on
your ORL.

5. To remove sub-seriess from the ORL, use the checkboxes to select specific
records to be removed, and then click Remove.

NOTE: Remember that others may share an ORL. Be careful when deleting a
Proposed record sub-series, as it may have been added by someone in your unit
who is authorized to create that type of record.
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6. To make additions to the ORL, click Add Record Instructions to search for
records series to add to the ORL. This option displays the Search Army
Consolidated Records Schedule (ACRS) Instructions page, shown in Figure 33,
which provides the same options and functionality as in the ACRS search for
finding series to add to your ORL.

Yo may search iy Keyword, Regulation Mumber, or Recond Searles, combined with Recond Type. To stan a new seanch, click he Rezsst Form ounon i you choose o
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SENSRNE; Noweer, | Wil not
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Boolean, or "Rz seanching
Rzoond Serks E| ) ’
[Le., entry must be et
Surseries warding)

= The keypward being searched may

SurEtin )] appear anpwhere In e
Irestruction TRe of Instnustion
Explanation of CisposRion Nstnuctions CRECTIAN. If S2aTch Wi
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[ Submit Search ] [ Reset Fnrm] Sarikes e and Serkes
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= Enfer one E:.‘M:ll'd s ota
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= Do mot Dag In and end 3 seanch
pirase witn Quotation mans :'

= The search engine will not
properly seanch phirsses
contEining comman “nolse
wands" (and, or, not, 3, eic.)

Submit Search | [ Close |

Figure 33. ORLs & Folders — Update, Search

7. Locate and click the boxes for the desired record sub-series, and then click
Submit. If none of the results of your search match your needs, simply click
Return to Update Page to return to the search page.
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Once you have submitted the new sub-series, they will appear along with the other sub-
series in the ORL Details screen. The newly added record subseries in the ORL will have
Proposed in the Status column. Finally, click the Submit as Proposed button to submit
your ORL to your Record Official for approval.

5.4.1.6 Printing ORLs

Use the Print ORL function to print a summary or the details of any ORL.

NOTE: Printing options are available to the individual user for his or her particular
printer(s) on his or her local area network or connected to his or her personal
computer. Each printer will have its own particular specifications and options.

1.

View a list of ORLs by going through the steps as described in this section above.
Select one of the ORLs from the available list by clicking on the ORL Name.

With your ORL selected, click the View/Print button. ORL Details will display in
a new window.

Click the Print Summary button and the Details window converts to an ORL
print preview page. Click Print Summary on the new window that opens, as
shown in Figure 34. The Print dialogue box for your local computer system will
appear.
a. Make your selections for your local Printer and network options and click
Print to print the Summary.
b. Click the Close button when you are finished.
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Figure 34. ORLs & Folders — Print Preview

5. To print details of the ORL that you are viewing; click the Print Details button. A
new window will open which is populated with the complete detailed information
of the records in the ORL you have selected, as shown in Figure 35.

a. At the very top of the page, in the upper left, there are three icons, a drop
down menu for report choices (the default is “Main Report”), a drop down
menu for View zoom in percentage (the default is 100%) and a “Separate
Page” check box. There is a header box at the top of the detailed report
that shows the ACOM/ASCC/DRU, the Unit Name - UIC, and the Office
Symbol, as well as the ORL Name, the ORL Year, the Date Created, and
the Created By information. The detailed records in this ORL selection
that you are working with are each separated by a thin outlined horizontal
separator box and are laid out for print. If you compare the detailed layout
that you are working with now to the open Summary window below, you
will see that the number of detailed records is equal to the number of
records in the Summary.
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Figure 35. ORLs & Folders — Complete Details Displayed

When you are ready to print the ORL Details detailed report, you must
first export the details and then print them. Select a format to export in
from the drop-down list on the left upper-hand corner of the window.
Then click Export to the right of the drop-down list.

The browser will ask you if you wish to save or open the new printable
file. Select the Open option.

The document is available for print now. Click the print icon at the top left
corner and your print dialogue box appears. Choose your local printer
options and click OK.

5.4.1.7 Submitting ORLs for Approval

Once you have completed creating or editing an ORL, you must submit a draft ORL for
final approval.

1. View a list of ORLs by going through the steps as described in this section above.

2. Select one of the ORLs from the available list by clicking on the ORL Name.

3. With your ORL selected, click the Submit as Proposed button.
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5.4.1.8 Deleting ORLs

The Delete ORL functionality in the ARIMS system is a part of the Edit feature. Before
you can delete an ORL, you must first be able to delete all of the Record Numbers in that
particular ORL. If you are not able to delete all of the Record Numbers in the ORL, that
ORL cannot be deleted unless it is in a draft status with all proposed record numbers.

The process begins by viewing an ORL list and selecting the particular ORL you wish to
“Edit” and attempt to remove. The following steps describe the process:

NOTE: Once you delete all Record Numbers within an ORL, it is then converted to
Draft mode. Then at that point, the ORL is available for deletion.

1.

2.

View the list of ORLs as described at the top of this Listing ORLs section.
Select the particular ORL you wish to delete.
Click the Edit button at the bottom of the list of entries.

After you have clicked the Edit button, the ORL Details window will pop up and
show a summary list of record numbers with check boxes beside each of them.

Select the check boxes beside the individual Record Numbers that you wish to
delete and click the Remove button.

NOTE: Check boxes may not be available for selection (i.e., the check boxes are
not highlighted but are grayed out) for particular Record Numbers. This is due to
the fact that a Document has been archived (uploaded to the AEA) against that
particular Record Number within the particular ORL you are working with; and,
therefore the ARIMS system is actively it, so it may not be deleted.

When you are only able to select some of the Record Numbers, and not all of the
Record Numbers, in an ORL, you will only be able to delete or “Remove” those
Record Numbers and not the ORL. Figure 36 shows how some Record Numbers
are in use by the ORL and therefore cannot be deleted.

When you are able to select all of the Record Numbers in an ORL, you will be
able to delete or “Remove” all of the Record Numbers from that ORL. Take note
that the Status prior to the deletion and removal of the Record Numbers are all
listed as “Approved”.
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2014y

Offics Symibol: AAHE-CH

ORL Nams: 2014y
A Record Sub-series Record Number Retention Pericd Status
i T TOE B+ Agorosd
i 800C 800C B+ Approved
[l 2004 2004 06 Approved

it 2004 2004 Perm Approved

[ Remove ] [ Add Record Instructions ] [ Close ]

Figure 36. ORLs & Folders — Select All Records and Click Remove

8. After you have removed or deleted all of the series from an ORL you will see no
series under that ORL. When the ORL is viewed in the List of ORLs summary it
appears with the status changed to “Draft”, as shown in Figure 37.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS > OFFICE RECORDS LIST > LIST ORLS

ravORITES

Office Records List LIS RLS
ORL Library Create ORLs | ListORLs
Reorganize ORLs | ORL Report
Proposed ORLs
This is a list of all ORLs for a selected Office Symbol. Select the ACOM/ASCC/DRU, the Unit, and the Office Symbol and click the
{ Submit button. Once the ORL has been selected, then you may choose to update, rename, view/print, or submit an ORL as
Folders proposed
ACOM/ASCC/DRU: [HQDA [+]
Unit US AHS - W31244 .
Office Symbol ashs-cht 9 *
Submit
ORL Name Year Status ACOM/ASCC/DRU Unit Office Symbol
1A Obsolete 2020 Draft HQDA US AHS azhs-cht
TestSimon 2015 | Drsft HQDA US AHS ashs-cht
TestSimon 2014 Draft HQDA US AHS ashs-cht
PentChap Admin 2013 Draft HQDA US AHS sshs-cht
PentChap Admin 2012 Draft HQDA US AHS sshs-cht
AAHS-CH Office Files 2011 Approved HQDA US AHS sahs-cht
Rensme | [ View/Print

Figure 37. ORLs & Folders — ORL Status Draft and ORL Delete
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9. Select the ORL you want to delete. Click the Delete button, as shown in Figure
37, and the ORL is deleted and removed permanently. Note: you can only delete
draft ORLs you have rights to delete.

The ARIMS system will not allow a user to delete a Record Number from an ORL if a
folder has been created for that Record Number within the ORL. You must first to delete
that Folder in order to delete a Record Number.

Please refer to Section 5.4.4.7 for details on how to delete folders.

5.4.1.9 Reorganizing ORLs for Records Officials

Records Officials have the ability to reorganize ORLs by moving all ORLs from an
existing Office Symbol to a New Office Symbol, or to move all ORLs from one existing
UIC to another existing UIC.

5.4.1.9.1 Move ORLs to New Office Symbo/

1. To move all ORLs from an existing Office Symbol to a New Office Symbol, click
Office Records List on the left menu, then Reorganize ORLs in the blue
navigation bar, and click Move ORL(s) to New Office Symbol in the yellow
navigation bar, as shown in Figure 38.

2. Select the Office Symbol which contains the ORLs that you wish to move.
3. Type in the New Office Symbol name.
4. Click Submit.

5. A dialogue box will appear to warn you that this is an irreversible action; click
OK.

6. A final dialogue box appears to alert you that “ORL(s) were successfully moved.”
Click OK.
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UnClassified Logged In Ac: Tamara MoCaughay, Unit: US AHS-W3I13AA | Log Out

HOME SEARCH UPLOAD ORL= & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS > OFFICE RECORDS LIST = REORGANIZE ORLS = MOVE ORL(S) TO NEW OFFICE SYRMBOL

FAVORITES

Office Records List

ORL Library Create ORLs | List ORLs

Reorganize ORLs | ORL Report

Proposed ORLs
Mowe ORL(s) to Mew Office Symbol | Move ORL(s) to Mew UIC
Folders
Thils page allows reconds offictals io move all ORL(s), Tlders, and users of e selecied Office Symbol o a newly cresfed Ofice Symbol wilhin e same UIC. The
arkginal $fMice Syminol will be replaced by fe new one and will no longer exist in e system unless R ks ne-cresied. The format of an Office Syminal ks 1000001000 wiln
only 2 first four characters being required. Cptionlly. e OMce Syminol may end I a dash fallowed by 3 single dight

Note: This action will mowe 2l ORL(s), folders, and users auer o 2 new office syminol such a5 would occur with 2 common reonganization. I you need fo hawe only
partions Moved oVer 0 3 new omice 5yl Such 35 would 05cur In 3 spiR reorganization, plesse sutmR your request 1o fe online help desk

ACOMASCCIDRU: HQDA E
Unit: US AHS - W212A4 -
Odfice Spmibod: AAHS-CH '] *

N OTfics Symibol:

Existing ORL's

2011 - AAHE-CH Ofce Flles 2012 - PemCrap Admin 2013 - PemChap Admin 20714 - igjrilioygy

Figure 38. ORLs & Folders — Select Office Symbol and Type New Office Symbol

54.1.9.2 Move ORLs to New UIC

1. To move all ORLs from one existing UIC to another existing UIC click Office
Records List in the left menu, and then click Move ORL(s) to New UIC in the
yellow navigation bar, as shown in Figure 39.

2. From within the Source UIC section of the page, you will now use the Unit
Name and UIC drop down menu to select the UIC that contains Office Symbols
and ORLs that you wish to move. You are moving the contents of the UIC and
not the UIC itself.

3. Now, from within the Destination UIC section of the page, you will in turn select
the Unit Name and UIC drop down menu to select the UIC into which you now
wish to move the Office Symbols and ORLs.

4. Click Submit.

5. A dialogue box will appear to warn you that this is an irreversible action; you
click OK.
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6. A final dialogue box appears to alert you that “ORL(s) were successfully moved.”
Click OK.

UnClassified Logged In A= Tamara MoCaughey. Unit: US AHS-W313A8 | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS > OFFICE RECORDS LIST » RECRGANIZE ORLS = MOVE ORL{S) TO NEW UIC

FAVORITES

Office Records List
. Creste OFLs List ORLs
ORL Library - |
Reorganize ORLs | ORL Report
Proposed ORLs
Meove ORL(s) to Mew Office Symbel | Move ORL{s) to New UIC
Folders
Thiks page allkows recards oficlals o move all ORL(s), Tikiers, and users of e selected UIC: 10 3 new UIC. I 2n Oiee Syminol already exists In e cestination LIC.,
e source OMce Syminol will be renamed by appending 3 -2 3t e end
Note: This 3ction will move 3il ORL(S), Toiders, and USers over 1o 3 new LINRILIC Sueh 35 would 0ocur wilh 3 SOMMON Neanganization. i you need to have only portions
mioved ouer 10 @ new LNRAUKC SUSh 25 would 0ocur in 3 spiR neorganization, plesse SUDMIR jour neguest i e online help desk
S0unss LIC
ACOMMAECCIDRU: HQDA E
Unit Nemeand UIC |15 AHS - W31 3AA -
ANHSADEM ANHERDRT JORP-ASHRD -
AMHERDC AMHERREA, JORF-EE
AMHEE0D JOSC-ASED
ANHIRDF SAMA L
ANHSROM =
AMHEEDD
ANHSRDO-M ANHEZT
AMHSFOR ANTPHRP T
AMHEFAARE AMHERDRA, AMFEAN
ANHT-PAP-A ANHERDRT ANRPZA ¥
4 F
Destination LiC
ACOMIASCCIORY:  [HoDA E|
Unit Hameand UIC: [ 35 AHS - W31 244 -
ANHERTHM ANHERDRT -
ANHSRDC ANHSRRSA
AMHERDD :
ANHERDF L
ARHE-ROM =
AMHERDD
ANHSRDO-M
ANHSROR P
AMHEFAARE AMHERDR-A, AMFEAN
AMHE-EPARA, AMHERDRD AMREZA Sl
4 [

Figure 39. ORLs & Folders — Select UIC Source and Destination
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5.4.1.10 ORL Report

Clicking on ORL Report will take you to the Reports page, which can also be accessed
by clicking on the Reports tab. See Section 5.9.3 for instructions on how to generate OLR
reports.

5.4.2 ORL Library (Records Officials only)

ORL libraries contain pre-built ORLs based on the type of unit for which records will be
maintained. If you are a records official, you may add ORLs to the ORL library, and
approve and disapprove record sub-series. You can also add or remove library sub-series
from an ORL library, and you can delete libraries.

5.4.2.1 Manage ORL Libraries

1. To manage ORL libraries, click the ORLs & Folders tab on the menu, click ORL
Library in the left menu, and then click Manage ORL Libraries in the blue
navigation bar. The ORL Library Management screen appears, as shown in Figure
40.
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W Clngesi Fisd Logged In Ac: Tamara MoCaughey, Unit: US AHS-W313A8 | Log Dut

UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS = DRL LIBRARY > MANAGE ORL LIBRARIES

FAVORITES

Office Records List ORL LIERARY MANAGEMENT
ORL Library Manage ORL Libraries Creste an ORL Library
Thils ks a list o all ORL Libraries currently aallable. By managing ORL Librarles, “record Insinuciions" can be bofh added fo e Librarkes and deleled from e
Proposed ORLs Lioraries. And, e LIDrarkes can be used 1o erezte new ORLS
Folders
Library Mame Description
SART Mool Malnenance Operations
1 1
1 ACS Sunply Riooom ORL Required Record instnuciions for Supply Room Sperailons
1016l G-4 584 554 Flles
1a24=t 10242
1156 ENCO 1156 en co
11w Auiation Command Feconds Managameant
120 log flies log flles
136 Regiment (CA) 51 Personngl Flies
136% Regiment (CA) 54 Logisiics ORLs
13 EBC COMET Unilt Supply Flies
13N ESC 54 ORL for BN and BDE 54
168 5851 5-1 Promations, MIPF Fllles, Awands, Personnel Ations
160 58 51 MIPF fllles, Promation flles, Personnel Actions
1558 Millkary Pollce BaRallon Supply ORLs for e 1950 Milkary Police Balallon
1855 ANARDS
15l signal bde =1
151 Sguadron 81 Omca Recands
2-15am Baslkc ORL
2008 25-400-2 The Ammy Records Innmation Management System (ARIMS)

Figure 40. ORLs & Folders — ORL Library Management

2. Click on the name of a library. When it is highlighted, you will be able to Update
or Delete entries in the library.

3. Click Update to add or delete record series from the ORL library. A new window
will open that will allow you to select record categories and then remove or add
record series, by clicking Add Record Instructions. This takes you to the
Library Basic Search for Instructions screen that is similar to the Search screen, as
shown in Figure 41.
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Library Name: 1 ACS Supoly Rooom ORL

[ Record Cateqgory Record Title Perm Ewvent Privacy Act Record Status
Diriven Humber Humber
[ | instziiztion Manzgement and nstaliation Management and Fleld Organizations | No WO 2004 Propossd
Flekd Crganizations
O | Securky Sacurfy and Statlslics No No 3004 Propossd
[ | Persornzl Acthe Dty Parsonng WO WO EO004 Propossd
[ | Persormel School; Trakning; Education No No BO0E Propossd
O | Logtstics Zaneral Loglstics, Eguipment, Supplies and WO WO TOOA Propossd
Property accountanlify
O | Logistics Transporiation & Travel, Surface Transponation, | No No TO0E Propossd
-
haoior Transpartation & Alr Trawel
[ | Administration Administration and Housskesning WO WO 500D Propossd
[ | Qualky Assurance and ualky Emvironmental Cualiy Mo Mo 1200C Proposed
Contral

[ Rerrmw_-] [ Add Record Instructions ] [ CID&E]

Figure 41. ORLs & Folders — Update ORL Library

4. Click Delete to remove the ORL library. Warning: this will delete the ORL
Library without a warning message.

5. When you click Submit, the record sub-series will be added to the library.

5.4.2.2 Create ORL Library
ORL libraries may be created by records officials for their units.
1. From the ORLs & Folders > ORL Library page, Create ORL Library in the blue

navigation bar. The Create an ORL Library screen appears, as shown in Figure
42,
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UnClassified Logged In As: Tamara McCaughay, Unit: US AHS-W313AA | Log Out
Records Information Manaa

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS > ORL LIBRARY > CREATE AN ORL LIBRARY

Office Records List

ORL Library Msanage ORL Libraries | Create an ORL Library

Create the ORL %or the liorary by sefting 3 Name and Description. Afer creation is compiete, he Library ¢an e updated 10 30d record nstructions.
Proposed ORLs

Library Name: *
Library Description: *
Folders
Create Library

Figure 42. ORLs & Folders — Create an ORL Library

2. Enter a name for the new ORL library, and then enter a description.

3. Then click the Create Library button. The library is created, and the List of ORL
Libraries is displayed including the newly created one.

5.4.3 Proposed ORLs

1. To view or approve an ORL, click the ORLs & Folders tab, then click
Proposed ORLs in the left menu. The View Proposed ORLSs screen appears, as
shown in Figure 43.
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Office Records List

ORL Library Create ORLs | ListORLs
Reorganize ORLs | ORL Report

Proposed ORLs This is a list of all ORLs for a selected Office Symbol. Select the ACOWASCC/DRU, the Unit, and the Office Symbol and click the
{ Submit button, Once the ORL has been selected, then you may choose to update, rename, view/print, or submit an ORL as
Folders Proposec
ACOM/ASCC/ORU: [HQDA [~]
Unit US AHS - W3134A -
Office Symbol AAHS-CH -
Submit
ORL Name Year Status ACOM/A SC: Unit Office Symbol
1A Obsolete 2020 Draft HQDA US AHS aahs-cht
TestSimon 2015 Draft HQDA US AHS ashs-cht
TestSimon 2014 | Drsft HQDA US AHS ashs-cht
PentChap Admin 2013 | Drsft HQDA US AHS ashs-cht
2012 Draft HQDA US AHS ashs-cht
AAHS-CH Office Files 2011 | Approved HQDA US AHS sshs-cht

) [Rensme ] [ ViewPrnt ] [ Suomitss Proposed | [ Deiete |

Figure 43. ORLs & Folders — View Proposed ORLs

2. The ACOM/ASCC/DRU, Unit, and Office Symbol fields are all filled by default.
Depending on your ARIMS/ARIMS-C access level, you may be able to make
other selections. Click Submit to list the Proposed ORLSs.

3. Click on the ORL Name to view the record series included in the ORL.

4. If your access level permits, you can use the check boxes to approve or
disapprove record series. When all sub-series in the ORL have been either
approved or disapproved (removed), the ORL’s status changes from Proposed to
Approved. Click Close when you are finished.

5.4.4 Folders

In ARIMS/ARIMS-C, all documents are stored in a folder corresponding to a single
record sub-series. Thus, there may be multiple documents in a folder. There are three
basic types of folders: Parent Folders, Record Folders, and Privacy Act Folders.

= Parent Folders contain only AO (child) folders, but no isolated documents.
= Record Folders contain one or more documents, but no folders.
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= Privacy Act Folders are record folders that are accessible only to the owner of the
folder. They may contain other folders as well as individual documents.

Only the person who created the folder own that record folder or Privacy Act folder
Record folders may be accessed by anyone in the office symbol, in order to place
documents into the folder. In the case of a parent folder, anyone within the office symbol
may create another record folder, Privacy Act folder, or sub-parent folder.

Only the owner of a Privacy Act folder may access the folder without specifically asking
for permission to access it. Only the owner of the Privacy Act folder may place
documents into it. No permission can be granted to others to place documents into the
folder. In the classified ARIMS/ARIMS-C environment, all folders are treated as if they
are Privacy Act folders. There is no ownership of parent folders; they merely define a
structure for holding record and Privacy Act folders.

Hardcopy folders are considered Checked Out while they are still in the office of record
or CFA (Current Files Area). They are Checked In once they have been transferred to an
RHA/Federal Records Center (FRC).

Electronic folders are Open if documents may be filed or transferred. They are Closed
when all documents have been filed or transferred and the folder is complete.

5.4.41 Creating Folders

You may only create a folder based on an approved record sub-series within the ORL of
the office symbol for which you are performing record management tasks. All record
folders or Privacy Act folders within an immediate parent folder must be based on the
same record sub-series. New sub-parent folders may be created within a parent folder
without restriction.

1. To create a folder, select the ORLs & Folders tab on, then click Folders in the
left menu, and then click Create Folders in the blue navigation bar. The Create
Folders page appears, as shown in Figure 44.

2. Select the Office Symbol and ORL in which you wish to create a folder. Select
the appropriate Record Series and Sub-series and enter a name for the new folder.
To create multiple folders, enter additional names, with one name per line, as
shown in Figure 45.
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Figure 44. ORLs & Folders — Create Folders
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Figure 45. ORLs & Folders — Create Multiple Folders

3. Specify whether the folder is hardcopy, if it belongs to a Special Collection,

and/or if it is a Vital Record, and all other details, as applicable.
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4. 1If you wish to create “Multi-part Folders” or folders that all have the same name,
you must first have the Hard Copy check box selected. Then you will select the
Multi-part check box, enter the number of folders to be created into the Count
text box field, and select whether or not you wish to display the “count” or
number of folders in the folder name via the Show count in folder name?
check box.

5. Then click the Add Folders button. The default for creating folders is electronic
which can then be used to upload electronic records with the Document Upload or
the Bulk Archive Tool.

6. The list of added folders will appear at the bottom of the screen, as shown in

Figure 46.
Add Folders
Title Record Instruction Special Collection Vital
Faikder 1 5000 None L] Dk
Folder 2 B00D Nona ] Dok
Foilder 3 500D None Mo Dk
Submit

Figure 46. ORLs & Folders — Create Multiple Folders — Names Added

7. Review the list of folders to be added, delete any that are not correct, and then
click Submit.

8. If you are creating hard copy folders, the Print Labels screen will be displayed, as
shown in Figure 47.
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they did not print correctly, you may adjust settings and then print them again before leaving this page. If you have left the page you will not be able to
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abels to be printed. Mote: Folder fitles are limited to the first two lines. Titles exceeding the two line limit will be cutof and not display on the labels.

TO0E aadfg -Transportation & Travel, Surface Traneportation, Motor

Transporiation & Air Travsl
PANA (n
Keep in CFA until, TRF RHA. =i
D53443441 226031532

Figure 47. ORLs & Folders — Create Folders — Labels

9. See Section 5.4.4.6, Printing Folder Labels, for more information on how to print
labels.

10. When you are finished, click Close, and you will be returned to the Create
Folders screen.

11. Please note that there are certain restrictions in the naming of electronic folders
and files within the ARIMS Systems. Any file name in ARIMS can only have a
maximum of 248 characters. The entire path, directory and filename of any file in
ARIMS, can be only a maximum of 260 characters, and no more. This presents a
problematic issue for users to be aware of; consideration must be given to file and
folder naming conventions in order to avoid file names and folder names that are
excessively long. The combination of file and folder names must not be longer
than 260 characters.
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5.4.4.2 List Folders

1. To see the list of current folders, select the ORLs & Folders, select Folders in
the left menu, and then List Folders in the blue navigation bar. The List Folders
screen appears, as shown in Figure 48.

W Classsified Logged In Ac: Jonathan Daviin, Unit: US AHS-W31 348 | Log Out

ARIMS

Y)

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS » FOLDERS > LIST FOLDERS

FAVORITES

Office Records List RECORDS MANAGEMENT - LIST FOLDERS

ORL Library Create Folders | Delete Folders

List Folders | Wital Record Review

Proposed ORLs
Thiks soreen 21w you B Neguest 300058 10 Meetrkead Tkiers, Drin Barcods [E0als 10T NAnd copy TikGers, and view Tioer cetzils. To raguest 300245 10 restricsed

= flders, select Te View Al option, click e check baves beside T falder iflle you need access 1o and click e Request Records bulion. To creste and print barcade
Folders Laiets for hard cogy falders click e Hard Caopy opfion, Slick fhe check b beside Te falder TRle and clik e Print Barcods muson

US AHS - W313AA

Office Symbol: AAHSRORR  [v]

Office Records List: |2012 - ARB ORL E

Folder Type: i View All & Electronic & Hard Copy

1z 03Bl
[ Eolder Title Record Sub-series Retention Period  Special Collection  Media Type Status
and Number
O (o6 4008 06 None Handoomy Checked In
0O |os 4008 2] N Handcoopy Checked In
06 4008 06 Nane Handoopy Checked Out
124 800D 06 Nane Handoopy Checked Out
&+ 4008 &+ hone Elecironk: Openad
B+ 4008 B+ Nane Handcopy Checked Out
m 4008 -5 Wone Handcopy Chackad Cul
Joa 1004 Parm None Handcopy ‘Checked Out
Parm 1004 Parm None Electronic Openad
O | Pem 4008 Pemm Mome Handoomy Checked I
Perm 4008 Pem Mo Electronk: Opened
M - RA Appolmimeant Onders 4008 (2] Name Electronk: Opened
TestFoklar 000 2] MName Handoomy Cnecked Out
1z HbBoAS

Figure 48. ORLs & Folders — List Folders

2. Click the title of a folder to view details about the folder, as shown in Figure 49,
which shows an electronic folder.
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Triks screen alkows wou B0 view Tider defalls, edR Hider detalls, create an AOD fider for 3 mand copy falder, print bancode Enels for an A falder and odi AD falder datalls.

| Close Detailed View |

Fiddiar Titis: R - A Agpolntment Onders
Record Typs: Electronic

Location: N

RHA: CFA

c: WI13AR

Linit Mamss: LS AHS

Office Spmibeod: A

Record Nuwmibsr: 4008

Ratantion Period: a

ACRS Record Tiis: miormEtion kamagement, Milkary Publications
Désposition awthority Mumbsr: Mong

Prascribing Dirsctive Numbsr: None

Created by: Carmoll Sk

Create Dats: 432012 230002 PM

Closs Date: ot Closed

Privacy Act: N

Spacial Collsction:

ital Record: No

W0 freeze codes have Dean 3ssigned ko e above folder.

Edit Folder Details

Figure 49. ORLs & Folders — Folder Details (Electronic Folder)
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3. You can edit the folder name or the keywords by clicking the Update Folder
Detail button at the bottom of the screen, which will open the AO folder for
editing, as shown in Figure 50.

Thils screen allows you toview flder detalls, edi filder detalls, creste an A falder Sor 3 hard copy fikder, print bancods [s0els for an AQ flder and edi AQ filder detalls
(Ciose etatea view

Fodder Tiths: B+

Record Typs: Hardoopy

Location: WA

RHA: CFA

c: WITIAN

Uinit Nams: US AHS

Offics Spmibod: AAHE-ROR-R

Record Nuwmibsr: 4005

Retantion Peroad: 10

ACRS Record Tiis: mionmEtion Maragement, kIlkarny Publications

Disposition fuwthority Numbsr: None

Prascribing Dirsctive Mumbsr: None

Created by: Carall Sisk

Create Dats: 1152013 20558 PM

Closs Date: Mot Closed

Privacy Act: N

Special Collection: [=]

ital Record: i Yes W Mo

Fresza Coda(s):

Lift Name Description
Add Freeze Code: | AWVH-4\ Corporation vs Homry Land Co., Inc |z| LR}
| Update Folder Detail | | Cancel |

Figure 50. ORLs & Folders — Update Folder Details and Keywords

5.4.4.3 Requesting Folders

1. From the List Folders screen with the View All radio button selected for the
folder type, select an Office Symbol and ORL to list the folders in that ORL.

2. Use the check boxes to select the folders you wish to request, and then click
Request Records, which produces the Submit Records Request screen, as
shown in Figure 51.
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UnClassified Logged In As: Jonathan Daviin, Unit: US AHS-W3134AA | Log Dut
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SEARCH = SEARCH FOR RECORDS = RECORDS REQUESTS

ORLs & FOLDERS

MANAGE MY ACCOUNT HELP ADMIN REPORTS

FAVORITES

Search ACRS

Search Crosswalk

Search for Records.

Admin Search

List ! Export

Use ks sonesn 1o sudmit @ reconds access reguest Select Te reguest type and priorly Ten click Request Reconds. You may ko spech 2 date =her whikch fls

request would become Imalld. Ino dafe Is specified, e reguest will s In fhe quewe unll R s 3pproved or denled

Reguest Typs:

Regquest Friority:

Expiration Diate:

Drescription:

Yiou iy remave Rems from e reguest using e ke below. Salect e Rems Tt jou 0o not wamt and clikk Deiete Ssiected Records from ﬁBl]I.I@Bt

=] Record Subject

o o6

=
]

[ Cancel F{equ-Et] [ Request Records

Owner Creation Date Record Type
Carroll Sk 17312012 B:50°37 AM Hardoogy

[ Delete Selected Records from Request |

Figure 51. ORLs & Folders — Submit Records Request

3. The Submit Records Request screen lets you specify type and priority, add a
description/justification and date required, or make changes to the request.

4. After completing all required fields and any other information you wish, click
Request Records to send the request to the records official for processing. The
My Requested Records screen on the Manage page is then displayed, showing
the status of your requests, as shown in Figure 52.
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UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE > RECORDS REQUESTS > REQUESTS FOR RECORDS | HAVE MADE

ravomives

Manage Access

Manage Approvals Requests for Records | Have Made | Records Requested of Me by Others

Below are e reCONGS 10 WAICH JOU NaVe MEQUESHEd 300865, ONGR 300855 N3S Deen granted, the name will DO 3 CIKKaDiE fink JNOWINg JOu 10 568 e 1ecord
Manage Sponsorships cealis. The Ciean Requests bumon will remove all expired 30 O2nled requesis

Status Record Subject Folder Owner Request Date Record Type
Manage Office Symbols Status Record Subject older Owner uest Date Record T
No Action 202013 1:1833AM Harooop;

Manage Hardcopy Clean Requests

Records Destruction

Records Requests

Figure 52. ORLs & Folders — My Requested Records

5.4.4.4 Creating AO Folders

To create an AO folder within a hard copy record folder from the List Folders screen,
click the title of a folder to view details about the folder, as shown in Figure 53.
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c:

Uinit Nams:

Office Spmibeod:

Record Numibsr:

Retention Period:

ACRS Record Tiis:
Disposition fuwthority Numbsr:
Prascribing Dirsctive Numbsr:
Created by:

Creats Date:

Closs Date:

Privacy Act:

Spacial Collsction:

ital Riscord:

Triks screen alkows wou B0 view Tider defalls, edR Hider detalls, create an AOD fider for 3 mand copy falder, print bancode Enels for an A falder and odi AD falder datalls.

Creste AQ Folder | Clese Detsiled View |

A fest Bor PA — YES
Hardoogy

A

CFA
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ABFE-TES-THE
8000

1
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Mg

N

Tragy Foenhio
SHER012 105549 AM
M Closed

¥

]

W0 freeze codes ave Dean 3ssigned ko e above folder.

Edit Folder Details

Figure 53. ORLs & Folders — Folder Details — Hard Copy Record

1. On the Folder Details screen, click the Create AO Folder button at the top of the
page to display the Create AO Folder screen, as shown in Figure 54.

seanches for e dosument

Thils screen allows you b0 creste an AC folder. Emer a folder rame, select e media type, and emter kepwonds 1o descrie e confents of e folder and ald In sulrsaguent

Folder Mame: *

Keyword 1:
Keyword 2:
Keyword 3:
Keyword 4:

Keyword 3:

Media Type:

E*

Figure 54. ORLs & Folders — Create AO Folder
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2. Enter a folder name, keywords for indexing, and select the media type.
Keywords describe the content of the folder, and are used to aid in subsequent
searches for the documents. When you are finished assigning keywords, click
Submit.

5.4.4.5 Updating Folders

1. To update a folder from the List Folders screen, click the title of a folder to view
details about the folder.

2. Click the title of the folder to display the Folder Details page.

3. Use the Edit Folder Details button to rename the folder, remove it from a
special collection, or change the special collection to which it belongs. Only the
owner of the folder may rename the folder. The new name of the folder must be
unique within a particular Office Symbol only. You cannot change the path of
the folder — that is, you cannot modify the parent folder hierarchy.

4. Edit the name or special collection information, and then click Close.

5. Click the Close Detailed View button when you are finished, and you will return
to the List Folders screen.

5.4.4.6 Printing Folder Labels

ARIMS/ARIMS-C uses barcode technology to track and index hard copy office records.
The barcode can provide the user’s individual and unit profile, and the ACRS records
retention and disposition instructions based on the organization’s ORL. With this
information, ARIMS/ARIMS-C can determine where records were created, in what year
they were created, what type of record is being submitted, when it was submitted, etc.

Machine-readable (barcode) and human-readable labels (disposition code, record sub-
series number and title, privacy act number, disposition, and folder title) are generated in
a printable document.

Note: The folder labels are formatted for Avery 5161 labels. Make sure you have the
correct labels in your printer before you begin printing. Barcode labels will only be
generated for folders created from approved record sub-series with 6+ and Perm.

1. To print folder labels from the List Folders page, select the Office Symbol and
ORL, and then click the Hard Copy radio button so that only hard copy folders
are displayed.
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2. Click the checkboxes next to folders for which you wish to print labels, and then
click the Print Label button, as shown in Figure 55. The Print Labels screen is
displayed, as shown in Figure 56.

W Clasgsified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

(aamy) Army Records Inf n ME e CrIe L

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS > FOLDERS > LIST FOLDERS

rAVORITES

Office Records List

ORL Library Create Folders | Delete Folders

List Folders | Vital Record Review

Proposed ORLs
T Sonesn 3IK0WS u 10 Meguest 300258 10 M2Etrkand TSNS, Drint Darcoss [20ets for Mard copy Tokiers, and view wokier detalls. To nequest 200658 10 restricted

folders, select e Visw Al opiflon, click e check bores beside e flder tRle you nesd access to and click e Request Records bufion. To cresie and print barcode

Folders tineils Sor hand cogy Sokders click e Hard Ciopy opfion, clisk e chack box besioe e folder tiie and click T2 Print Bancods buson

U5 AHS - W313AA

Office Symbel: AAHS-CH E
Office Records List: | 2014 - gjhfullkyg |;|

Folder Type: it View All ¢ Electronic & Hard Copy

[1  Eolder Title Record Sub-series Retention Period Special Collection Media Type Status
and Number

a] TO0E B+ Nome Harooy Creckzd In

B |adr 004 merm Nane Hardoogy Ciecked Out

i " T00B B+ None Hardoopy Checked Out

0 |m T00B B+ Nome Hardoony Checkad Out

0 |y TO0E B+ Nome Harooy Checkad Out

Figure 55. ORLs & Folders — Select Folders

3. By default, the labels show the Record Type, the Record Series and Sub-
series, the Folder Title, the Record Title, Privacy Act number, and
Disposition, as shown in Figure 56. You can also choose to show the Record
Series Title but not the Folder Title, or the Folder Title but not the Record
Number/Sub-series Title (see Figure 57) on the printed label. To choose, click
the Advanced Options button and use the checkboxes.
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PRINT LABELS

This page shows the layout of the labels for your selected folders. The labels are formatted for 1"24" labels, 20 fo a sheet (Avery 5181 or equivalent). Mote
that the lsbel borders shown on this page will not print, they are just there to aid in visualizing the label layout. When you click the "Print" button, a PDF file
will be generated and displayed. From the POF viewer, select the Printer icon to print your |abel pages. Ensure that the Page Scaling option in the print
window is set to “Mone” before clicking OK to print your labels. Select a starting row greater than one o print on a partially used page of labels. After
printing, check your |labels. The format of the labels on this web browser screen may not exactly match how the labels will be formatted on your printer. If
they did not print correctly, you may adjust settings and then print them again before leaving this page. If you have left the page you will not be able to

reprint without reselecting your list of folders.

Use the Advanced Options button to indicate whether or not you want to show the ACRS Instruction Title andior the User-entered Folder Mame for the

abels to be printed. Mote: Folder fitles are limited to the first two lines. Titles exceeding the two line limit will be cutof and not display on the labels.
StartatRow# |1 [][ Advanced Options ==

TO0E aadfg -Transportation & Travel, Surface Traneportation, Motor

Transporiation & Air Travsl ||||
D53443441 226031532

PANA
Keep im CFA until, TRF RHA.

|:' -’_:l

Figure 56. ORLs & Folders — Print Labels — Folder and Sub-series Titles

PRINT LABELS

This page shows the layout of the |abels for your selected folders. The Iabels are formatted for 14" Iabels, 20 to a sheset (Avery 5181 or equivalent). Mote
that the label borders shown on this page will not print, they are just there to aid in visualizing the label layout When you click the "Print” button, a PDF file
will be generated and displayed. From the POF viewer, select the Printer icon to print your label pages. Ensure that the Page Scaling option in the print
window is set to “None” before clicking OK to print your labels. Select a starting row greater than one fo print on a partislly used page of Isbels. After
printing, check your Isbels. The format of the labels on this web browser screen may not exactly match how the labels will be formatted on your printer. If
they did not print correctly, you may adjust settings and then print them again before leaving this page. If you have |eft the page you will not be able to

reprint without reselecting your list of folders.

Use the Advanced Options button to indicate whether or not you want to show the ACRS Instruction Title andfor the User-entered Folder Mame for the

abels to be printed. Mote: Folder titles are limited to the first two lines. Titles exceeding the two line limit will be cutoff and not display on the labels.

Shaw ACRS Instruction Title ?
Show Folder Tite?

TO0E aadfg :Transportation & Travel, Surfzce Tranaportztion, Motor

Tranaportation & Air Traval
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Figure 57. ORLs & Folders — Print Labels — Advanced Options

4. Two types of Labels can be created:

a. Text and Barcode Labels. Text and barcode labels are generated for
6+ and Perm Record Number/Sub-series. The Barcode is used to track
the folder through its life cycle.

b. Text-only Labels. Text-only labels are generated for 0-6 Record
Number/Sub-series.
Both labels are to be placed on the folder.

5. When you click the Print button, a PDF file will be generated and displayed.
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a. From the PDF viewer, select the Printer icon to print your label pages.
Ensure that the Page Scaling option in the print window is set to “None”
before clicking OK to print your labels.

b. Select a starting row greater than one to print on a partially used page of
labels.

c. After printing, check your labels. The format of the labels on this web
browser screen may not exactly match how the labels will be formatted
on your printer. If they did not print correctly, you may adjust settings
and then print them again before leaving this page. If you have left the
page you will not be able to reprint without reselecting your list of
folders.

5.4.4.7 Delete Folders

Folders may not be deleted if they have records indexed in the ARIMS AEA or at a RHA
against them. The ARIMS will not allow a user to delete a Record Series from an ORL if
a folder has been created for that Record Series within the ORL. Therefore, in order to
delete a Record Series that is within a Folder, you must first delete the Folder.

Please see below a description of how to delete Folders in order to delete Record Series
within a Folder.

1. If you have privileges to delete Folders, under the main ORLs & Folders tab on
the upper menu, click Folders in the left menu, then click Delete Folders in the
blue navigation bar.

2. Next select the correct ORL which contains the Folder(s) you intend to delete.

3. Then, select the check boxes for the specific Folders you intend to delete.

4. Click the Delete button.

5. A dialogue pop-up window appears reminding you that “This action is
irreversible. Are you sure you want to delete the selected folder(s)?”

6. Click OK and a message alerts you that your deletion of Folders was successful.

7. Now, you will return to the ORL list and select the ORL in which contains the
Record Series you were attempting to delete. Select ORL and click Update.

8. You will now see your list of Record Series again and should be able to select all
Record Series. Select all Record Numbers and click Remove.
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9. You now see an empty screen reflecting that all of the Record Series have been
removed and you have an empty ORL. Click the Close button.

10. After you have removed or deleted all of the Record Numbers from an ORL you
will see no more Record Series under that ORL. When the ORL is viewed in the
“List of ORLs” summary it appears with the status changed to Draft.

11. Click the Delete button while the ORL is selected and while the ORL has Draft
status; and then, finally, ORL is deleted and removed permanently.

There is a brief discussion of Deleting folders in regards to Deleting ORLSs that is detailed
in Section 5.4.1.8.

5.4.4.8 Vital Record Review
Folders may be marked as containing vital records. Vital Records are those that have
been designated as “vital,” necessary for day-to-day operation of the unit.

Vital records will be displayed on the Vital Record Review screen if they have never
been reviewed, have had documents added, or have not been reviewed for six months.

1. To review your vital records from the ORLs & Folders screen, click Folders in
the left menu, and then Vital Record Review in the blue navigation bar, as
shown in Figure 58.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out
¢ Records Information Management System g

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ORLS & FOLDERS > FOLDERS > VITAL RECORD REVIEW

ravoRiTES

Office Records List

ORL Library Create Folders | Delete Folders
List Folders | Vital Record Review

Proposed ORLs

This screen allows you to see all your vital records and the ability to review the records

There are no vital records for you te review at this time.
Folders

Figure 58. Vital Records Review

ARIMS/ARIMS-C displays all those records that have been designated as vital in the
ORL.
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3. Toreview arecord, click the check box next to its title, and then click Review
Vital Records.

4. A message box noting that the records have been reviewed is displayed on the
screen.

5.5 Manage

The Manage page allows you to access and manage user accounts and roles, office
symbols, hardcopy records, records destruction, and records requests. It is accessed
by clicking on the Manage tab.

5.5.1 Manage Access

The Manage Access page allows you to request a change to your user role or access to
another unit or office symbol.

5.5.1.1 User Role Change Request

Users are initially granted the access role of an AO for the unit to which they are
assigned. Users may request a higher level of access whenever their duties require such
access. When a privilege change has been requested, it is submitted to a records official
who is one level higher than the level being requested. Note: Requests for RA privileges
must be sent to RMDA with appointment orders/memo, or via ARIMS On-line Help
Desk

1. To submit a request for a higher level of access than you currently possess, select
Manage Access in the left menu, then select User Role Change Request. The
User Role Change page is displayed, as shown in Figure 59.
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UnClassified Logged In As: Tamara MoCaughiey, Units IS AHS-W313A4 | Log Out
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SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE = MANAGE ACCESS = UNIT ACCESS REQUEST

PAVORITES

Manage Access

Manage Approvals User Role Change Request | Unit Access Request

This page allows users to request access to additional office symbols or ather units. Requestors. will be notified of access approval ar
Manage Sponsorships denial via email,

Note: A reguest will automatically expire after 30 days if no one has appreved it Users needing access to more than 10 office
Manage Office Symbols symbaols andfor units combined should contact their RM (for AD, RC and RHAM access) or RA {for RM and RHAM-RM access) to
submit a request via an onling help desk ticket on your behalf.

Manage Hardcopy ACOMIASCCIORU:  [Gooa

Unit US AHS - W31244 =
i Office Symbol: | - "

Records Destruction AARSEF :
Role: Records Coordinstor (RC) [+]*
Records Requests Reason for Request: par RM request| -|®

s
Figure 59. Manage — User Role Change Request

2. Select the Unit and specify the Role you need, and explain why you need this
change. Then click Submit.

There is a 30-day expiration for User Role Change requests. You will need to submit a
new request if no action is taken within the 30-day timeframe.

5.5.1.2 Unit Access Request

Some users have records management responsibilities for more than one Army
organization. ARIMS/ARIMS-C only allows the registered user’s profile to reflect the
user’s official unit of assignment as provided in AKO/AKO-S; however, a user will be
able to select other units for which he/she can perform records management duties. You
must already be a registered in ARIMS/ARIMS-C to be able to support multiple
organizations.

Revised Date: 04/19/2013 80



ARIMS/ARIMS-C User’s Guide Version 3.6

1. To submit a request for access to another organization, select Manage Access
from the left menu, then select Unit Access Request.

2. Use the Unit Access Request page, as shown in Figure 60Error! Reference
source not found.Error! Reference source not found.Error! Reference source
not found., to select the ACOM/ASCC/DRU, Unit, Office Symbol, and User
Role, you need for the access. Enter a reason for the request in the text box, and
then click Submit.

UnClassified Logged In Ass Alex Segura, Unit: 0001 AR HHC 04 HECT -WHAKAA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP REPORT 3

MANAGE = MANAGE ACCESS = UNIT ACCESS REQUEST

FAVORITES

Manage Access

Manage Sponsorships User Role Change Request | Unit Access Request

This page allows users to request access to additional office symbols or other units. Reguesters will be notified of aceess approval or
Manage Hardcopy denial viz email.

MNote: A request will automatically expire after 30 days if no one has approved it Users needing access to more than 10 office
Records Requests symbaols and'or units combined should contact their RM (for A0, RC and RHAM access) or RA {for RM and RHAM-RM access) to
submit a request via an online help desk ticket on your behalf.

ACOMASCCIDRU: FORSCOM

Unit: 0001 AR HHC 04 HBCT - WHAKAA -

Office Symbol: 4BCT 480DE S4 - 7
Role: Records Manager (RM) IEl -
Reason for Request: pecent promotion -|*

Figure 60. Manage — Unit Access Request

You will not be able to access records in the new Unit until your access request has been
granted. After that, whenever you log in, you will see a screen similar to Figure 61,
which shows the default Unit for the session.
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Figure 61. Manage — Select Unit for Session

You can use the Select Unit pull-down menu to choose the unit for which you need to
perform records management duties. All actions taken in ARIMS/ARIMS-C will be
associated with that unit until you either change the unit or log out of the system.

There is a 30-day expiration for Unit Access Requests. You will need to submit another
request if no action is taken within the 30-day timeframe.

5.5.2 Manage Approvals

5.5.2.1 Manage Unit Access Request Approval (RHAM/RM, RM, RA, SA
only)

1. To approve users to access other units, select Manage Approvals in the left
menu, then click Unit Access Request. ARIMS/ARIMS-C then displays the
Users Requesting Unit Access page, shown in Figure 62Error! Reference source
not found.Error! Reference source not found.Error! Reference source not
found..
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Figure 62. Manage — Users Requesting Unit Access

2. To view the reason for the request, mouse over the “?”” in Reason column.

3. Click the Approve or Deny check box and then click Submit. Note: you will not
be able to approve a unit access request until the office symbol has been
validated.

5.5.2.2 Manage Unit Users

RHAM-RM, RM and RA can deactivate or close user accounts within their own units.

1. To deactivate a user within your unit, select Manage Approvals in the left menu,
then Manage Unit Users in the blue navigation bar. ARIMS/ARIMS-C displays
the Unit Users page, as shown in Figure 63Error! Reference source not
found.Error! Reference source not found.Error! Reference source not
found..
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Figure 63. Manage — Manage Unit Users

2. 'You may choose between the two radio buttons under the Submit button, Default
Units and All Units.

a. Default Units: A Default Unit is the Unit with which a User is officially
registered. Therefore, when a User selects Default Units on the Unit Users
page, the User will see one Unit and one Office Symbol listed per user.
This will be the official UIC and Office Symbol that any particular user is
registered under.

b. All Units: The All Units selection will display multiple entries for the
same user because the All Units selection is displaying all Office Symbols
within the Unit that the User has access to.

3. Use the checkboxes to select users to be deactivated, and then click Submit. The
user(s) are then removed from the Unit Users list.

Note: When an account is deactivated, it is also reset to AO level. Full AKO/AKO-S
users are able to restore access simply by logging in again, but will not have an
elevated role or access to multiple Units. Record Officials can also change user roles
and office symbols
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5.5.2.3 Role Change Approval

1. To approve users to access other units, select Manage Approval in the left menu,
then Role Change Request Approval in the blue navigation bar.
ARIMS/ARIMS-C then displays the Users Requesting Role Changes page,
which lists the users who have pending requests in your area, as shown in Figure
64Error! Reference source not found.Error! Reference source not
found.Error! Reference source not found..

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out
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Manage Sponsorships
i 1234 10200163
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Requestsd
John Doe 7035554212 AeRn Omcer W2su03 Recorss Manager 25003
Manage Hardcopy
John Doe 7035554212 Aveuon Omocer WOVFAA Records Manager 36201332558
£
Records Destruction (& E | sonnboe 70355520 ACRONOTREr  WEUIAA Recoros Manager 30013 1001
John Doe 7036551212 ewon Omcer WUCAA Records Manager ,iv. 201382923
Hacosds Hequests C O John Doe 7035551212 | Action Omcer WENFAA Recorcs Manager 337201333837
=Y
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om

Figure 64. Manage — User Requesting Role Change

2. Click the check box to Approve or Deny each request, and then click Submit at
the bottom of the page. The requestor will then be notified of the results.

5.5.3 Manage Sponsorships

5.5.3.1 Users Requesting Sponsorship

If a user has requested sponsorship of an account from you, this selection will allow you
to see a list of persons requesting your sponsorship to access ARIMS/ARIMS-C. From
the Manage Tab, click Manage Sponsorships in the left menu, then click Users
Requesting Sponsorship in the blue navigation bar. You can approve or deny
sponsorship by clicking either the Approve or Deny check box, and then clicking
Submit.
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5.5.3.2 Users Currently Sponsored

If you are sponsoring user accounts, this selection will display a list of users you are
currently sponsoring. You may access it by clicking Manage Sponsorships in the left
menu, and then Users Currently Sponsored in the blue navigation bar. You may also
renew or withdraw a user’s sponsorship from this page.

5.5.4 Manage Office Symbols

5.5.4.1 Office Symbol Validation

When a user new to the unit logs into ARIMS/ARIMS-C for the first time and is shown
the Profile screen, he/she can select an existing office symbol, or can enter a new office
symbol. If the user enters the name of a new office symbol, that office symbol must be
validated (approved) before work can be started.

RHAM-RM, RM or RA can validate, remove, or modify/rename these non-validated
office symbols. They first view a list of requested office symbols. This list includes the
office symbol, user’s name, email address, and checkboxes used to validate or remove the
office symbol. Once validated, this office symbol will be set as the default for the user,
who will now be able to log into the system.

The RHAM-RM, RM or RA can also edit the office symbol by changing its description.
Editing the office symbol implies that the Records Officials wants to validate the office
symbol (after editing).

1. To validate an Office Symbol, from the Manage page, select Manage Office
Symbols in the left menu, and then Office Symbol Validation in the blue
navigation bar as shown in Figure 65Error! Reference source not found.Error!
Reference source not found.Error! Reference source not found..
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Figure 65. Manage — Office Symbol Validation

2. To edit the office symbol, click the Edit Office Symbol button next to office
symbol, and ARIMS/ARIMS-C will display a screen as shown in Figure
66Error! Reference source not found.Error! Reference source not
found.Error! Reference source not found..
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Figure 66. Manage — Edit Office Symbol

3. If you wish to edit the office symbol key it in the field and then click Update.

4. You may remove the office symbol, or validate it by clicking the appropriate
check box, and then clicking Submit.

5.5.4.2 Create Office Symbol (RHAM-RM, RM and RA only)

Office symbols may be created in two different ways. At first log-in, users are shown the
Profile screen, where they can select an existing office symbol, or can enter a new office
symbol. The new office symbol must be validated (approved) by a Records Manager
before work can be started.

1. To create an Office Symbol, click Manage Office Symbols from the Manage
page. Then click Create Office Symbol in the blue navigation bar, as shown in
Figure 67Error! Reference source not found.Error! Reference source not
found.Error! Reference source not found.. Select the ACOM/ASCC/DRU and
Unit. The existing office symbols for the Unit are then displayed so you do not
duplicate and office symbol that already exists.
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Figure 67. Manage — Create Office Symbol

2. Enter the new Office Symbol and then click the Submit button. To add more than
one office symbol, enter each Office Symbol on a separate line into the office
symbol field and click the Submit button.

5.5.4.3 Edit / Deactivate Office Symbols

1. To edit or deactivate Office Symbols from the Manage page, click Manage
Office Symbols in the left menu, then click Edit / Deactivate Office Symbols
in the blue navigation bar.

2. Select an ACOM/ASCC/DRU and a Unit, then click Submit, as shown in Figure
68.
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Figure 68. Manage — Edit/Deactivate Office Symbols

3. Alist of Office Symbols will be displayed, as shown in Figure 609.
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12345 11020 of 84
Records Requests
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0o Edit Cffice Symbol |  AAHS-PAA-EB-05-03-2010 0 0

0 Edit Office Symbol |  AAHS-PAP-F 0 0
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Figure 69. Manage — Edit/Deactivate Office Symbols List

4. Click the Edit Office Symbol button next to the Office Symbol you wish to edit.
Edit the Office Symbol and then click the Update button.

5. To deactivate the Office Symbol, click the checkbox in the Deactivate column
and then click the Deactivate Office Symbol button at the bottom of the page.
Note: A check box will only appear in the deactivate column next to Office
Symbols you have rights to deactivate.

5.5.5 Manage Hardcopy

Although some functions of this module can be accessed by any registered user, its
purpose is to assist RHAMs and RHAM-RMs in indexing and managing hard copy
records. Processing hardcopy records includes transferring records to an RHA, receiving
hard copy records, and relocating folders between boxes and boxes between RHAsS.
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5.5.5.1 Transferring Records to an RHA

1. Use the drop-down menus to select the Office Symbol and ORL with which you
wish to work. The list of records available to be transferred will display
automatically as shown in Figure 70.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out
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Manage Sponsorships %0 te Create Box page
US AHS - W313AA
Manage Office Symbols Office Symbol: AAHS—CHE
Office Records List:  [2014 - kjhfulkyg E]

Manage Hardcopy
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Records Destruction a X i

O af 9004

o 7008

Records Requests o :

O ok 7008

Figure 70. Manage — Transfer to RHA

2. Using the check boxes along the left margin, select those records to be
transferred, and then click the Submit button.

This action will bring up the Create Box Barcode Label screen, as shown in
Figure 71.
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Figure 71. Manage — Create Box Barcode Label

3. Enter a description for the box in the first field, select the media type, any
restrictions, and the RHA where the box is to be stored.

4. Identify the storage location for the boxes in the records holding facility. These
locations are based on your specific RHA.

5. Use the Disposition radio buttons to specify whether the storage container will be
filled with folders of the same retention, disposition, and creation year, or be filled
with folders of mixed dispositions A Storage Container hold records of mixed
disposition, and an Accession Container holds records of like disposition. Use
Accession Container for units that generate enough similar records to fill up at
least one box. Use Storage Container for units that generate smaller numbers of
records that rarely fill up an entire container.

6. Use the Container Type pull-down list to select the type of container you want.
Figure 72 shows the different types of containers that can be used for hard copy
storage in a records holding facility. The default selection is A — Standard.
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Figure 72. Manage — Container Types

7. When the information is complete, click the Print SF-135 button to generate the
SF-135 Records Transmittal and Receipt form needed for the box.

8. A pop-up dialogue box will appear, as shown in Figure 73, which says, “After
printing the SF 135 you will be returned to this page to continue printing the
barcode label.”

Windows Internet Explorer @

After printing the SF 135 you will be returned te this page te continue
! . printing the barcode label.

OK

Figure 73. Manage — SF 135 Printing Message

9. You will now see the printable ARIMS SF-135 form ready for you to print, as
shown in Figure 74. Click the Print button.
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ARIMS SF 135 Form uUse Landscape mode for correct printing. Print CIoseJ
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313AA
2. AGENCY Ei{}gmmc AGENCY OFFICIAL (Signature and  PATE baniel Soren
JAUTHOR T 7701 Telegraph Road
ZATION JATexandria, VA 22315
3. AGENCY [TRANSFERRING AGENCY LIAISON OFFICIAL (name, office and
JcONTACT telephone no.)

Daniel soren
703-428-6967

. RECORDS ECORDS RECEIVED BY (Signature and title) ATE
[CENTER
RECEIPT
RECORDS DATA
[ACCESSTON NUVEER | [— DIOSRL JCOMPLETED BY RECORDS CENTER
’ SERIES DESCRIPTION RESTRIC| 1o Pp1seosal LOCATION ¢
R | Fy NUBER Gus L BOX ] (with inclusive dates of records) | TIon | (Schedule [Moare ) sieLFoTluTO
@ | & © ) e ) @ Litem ';‘1‘»""”) o o [
Folder Title: Travel
vouchers - June
File Name: office
temporary duty travel
7/26/2009 9:28:26 PM - Fort Belvoir-
3.020 | 1 [7/28/2009 10:06:12 AM 1hh INSCOM Records A
Hl |||| ’ |’ -
092127282126070923

Figure 74. Manage — Printable SF-135 Form

10. Once you have printed the SF-135 Form, click the Close button and you are
returned back to the Create Box Barcode Label screen.

11. Back at the Create Box Barcode Label page, click the Print Labels button, which
will produce the printable label. For more information on the options available for
printing barcode labels, see Section 5.4.4.6, Printing Folder Labels.

Note: Barcode labels are formatted for Avery 5161 folder labels. Make sure you
have the correct label in your printer before you begin printing!

12. To print the box labels, click the Print button. After the label has been printed,
click the Close button to exit the page.

5.5.5.2 Receiving Hardcopy Records

The Receive Hardcopy Records function gives RHAM-RM and RHAM the ability to
replace folders that were pulled from a box (in response to a records request) that are
being returned to the original box. To receive hardcopy records:

1. From the Manage tab, select Manage Hardcopy in the left menu, then click
Receive Hardcopy Records in the blue navigation bar. The Receive Hardcopy
Records page appears, as shown in Figure 75.
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UnClassified Logged In As: Tamara McCaughay, Unit: US AHS-W313AA | Log Out

US.ARNY) Army ement Svstem : ‘

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE > MANAGE HARDCOPY > RECEIVE HARDCOPY RECORDS

ravoaives

Manage Access

Manage Approvals Transfer to RHA | Receive Hardcopy Records | Relocste

0u h3ve confirmed e coMents of e DK r 1 You ca3n click e myperiinks
Manage Sponsorships r 2y 2 grid 10 show record catalis. To Change the 105ation of the bax, enter 3 difiarent row and oF Enaifalue and e

click 2 Move bunon, hen

Manage Office Symbols US AHS - W313AA
Scan or Enter Box Barcode Number. @
Manage Hardcopy

Records Destruction $can or enter a barcods to ses the fis Bsted hare.

Records Requests

Figure 75. Manage — Receive Hardcopy Records

2. Since you are returning the folder to its original box, you only need to scan the
folder barcode label ID and then click the Go button. (If you do not have a
barcode scanner, key in the number.) This causes the Office Symbol and ORL
fields to be filled in, and provides spaces for you to enter shelf and row
information, as shown in.

3. Next, type in a description for the folder, select the media type, and select the
restriction if applicable. If you need to reprint a label for the box, click the
Reprint Label button.

To see details about the folder, click on the folder title.

4. When you are finished reviewing the details, click Close Detailed View to return
to the Receive Hardcopy Records page. Click the Received button to mark the
folder as received into the records holding facility.

5. When you dismiss this message, the Receive Receipt screen is displayed.

5.5.5.3 Relocate Folders Between Boxes
Note: Relocate Folders is only available to RHAM users and RHAM-RM users.
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Use the Relocate Folders Between Boxes function to move folders between boxes within
a records holding facility. This may be needed if you are reorganizing a records facility
and are consolidating boxes.

1. First, if you have the proper permissions (RHAM or RHAM-RM), from the
Manage page, click Manage Hardcopy in the left menu, then click Relocate in
the blue navigation bar. The page for Relocate Folders Between Boxes appears;
see Figure 76 for an example.

UnClassified Logged In Ac: Tamara MoCaughey, Unit: US AHS-W3I 1384 | Log Out

UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE = MANAGE HARDCOPY > RELOCATE » RELOCATE FOLDERS BETWEEN BOXES

FAVORITES

Manage Access

Manage Approvals Transfer to RHA | Receive Hardcopy Records | Relocate

Manage Sponsorships Relocate Folders between Boxes | Relocate Boxes Between Locstions in RHA

Relocate Boxes between RHAs | Relocate Boxes to Mational Archives

Manage Office Symbols
Scan or key Infhe relosaie from box barcode and click G0 or press enter. Click e Create Box buSion fo creaie a new bax In 3 pop-up window and print e new Bax

Barcode. Scan of key In i nelosate 10 ok barcode (fnom Creste Bax or ofmenwise) and click Go or press enter. To move Sikders from e 130 1o e bofom bax, clik he

Manage Hardcopy cnRci; ones I e iop o, Ten Click e Move Down DuSon. To moue flers Irom e DoRom 50 e fop bo, Click e check bowes In e bofom bax, e cli he

Move Up oumn

Scan or Enter Box Barcode Number to Move From: @
Records Destruction

$CEN 0T enter  barcods to ses the Mies Rsted hara.

Records Requests

Scan or Enter Box Barcode Number to Move To: @

$can o enter a barcods to see the Mies Bsted here.

Figure 76. Manage — Relocate Folders Between Boxes

2. Next, scan or key in the box barcode into the upper “Scan or Enter Box Barcode
Number to Move From:” text box and click Go. Files in the box are then
displayed on the screen, as shown in Figure 77.

3. You may create a new box for the records to moved to by clicking the Create
Box button, as shown in Figure 77.
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UnClassified Logged In As: Tamara McCaughay, Unit: US ANS-W3I13AA | Log Out

SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS
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Manage Access

Manage Approvals Transfer to RHA | Receive Hardcopy Records | Relocate
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Manage Office Symbols
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Manage Hardcopy CHRCK DOtes 11 1he 20D DX, 120 Ik T2 MOV DOWN umon. TO move DICRrS rom e DOmOT 10 T2 199 DOX, CHK 15 CHack DoTes I T DORM DOX, 1en il e
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. Scan or Enter Box Barcode Number to Move From
Records Destruction

[ Eolder Title Record Instruction Number Special Collecti Checked In Folder Barcode
Records Requests 0 1231 NO 029027141408021376
[ | HaroCop; Folser (25 1231 No 033727141403021376

Create Box

Scan or Enter Box Barcode Number to Move To: @

$can or anter 3 Darcods to 589 the has Bsted here.

Figure 77. Manage — Relocate Folders — Box Contents

4. If you create a new box, an informational message appears, as shown in Figure
78.

-

(VWndows Internet Explorer @

~ Create a Box, Print the Box Barcode, Close the Window.
;l\ Enter the new Box Barcode as the Move To (second) Barcode on this

page.

Figure 78. Manage — Relocate Folders — Create Box Pop-up
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5. Next, scan or key in the box barcode into the lower “Scan or Enter Box Barcode
Number to Move From:” text box and click Go. Files in the box are then
displayed on the screen, as shown in Figure 79.

6. Click OK to go to the Print Box Barcode page to print your barcode.

7. When you have printed the barcode, close the window to return to the Relocate
Folders Between Boxes page.

UnClassified Logged In As: Tamara McCaughay, Unit: US AHS-W313AA | Log Out

ARIMS

SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE > MANAGE HARDCOPY > RELOCATE > RELOCATE FOLDERS BETWEEN BOXES

Manage Access

Manage Approvals Transfer to RHA | Receive Hardcopy Records | Relocate

Manage Sponsorships Relocate Folders between Boxes | Relocste Boxes Between Locations in RHA

Relocate Boxes between RHAs | Relocate Boxes to National Archives

Manage Office Symbols
$¢an or key 17 M2 relocate TOM DOX DATCO0E 303 Click GO Of press enter. Click e Craate BOX DU 10 Create 3 New DX 11 2 POP-uD WINGOW 30d Drint 1he new Box

Barcooe. Sc37 0r key 17 e reiocate 10 DOX D3r00ce (rom Create Box O OMenwise) 300 CIX GO OF press enter. To move DICErS oM M2 10D 10 e Homom dox, S e
Manage Hardcopy ChEck D026 I 19 190 DX, e CICK 2 MOV Down Dumon. TO move DI0ErS Hrom T2 DOROT 30 T2 109 DOX. CICK e CHECK DOres 1N 2 DOROmM BOX. 1en S e
Move Up oumon

X Scan or Enter Box Barcode Number to Move From:
Records Destruction

~1 Folder Title Record Instruction Number Special Collection Checked In  Folder Barcode
Records Requests 0 1321 No 029027141408021376
C 1331 No 033727141408021376

Scan or Enter Box Barcode Number to Move To: Gol

$can or enter 2 Darcoos t0 549 the fias Bstad Nere

Figure 79. Manage — Relocate Folders — Create Box

8. Enter the new barcode in the second “Scan or Enter Box Barcode Number to
Move To:” to place folders into the new box.

9. To move folders from the top box to the bottom box, click the check boxes in the
top box, and then click the Move Down button, as shown in Figure 80.
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Manage Approvals Transfer to RHA | Receive Hardcopy Records | Relocate

Manage Sponsorships Relocate Folders between Boxes | Relocate Boxes Between Locations in RHA
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Scan or Enter Box Barcode Number to Move From
Records Destruction
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Records Requests 0 | e 1331 ~o 029027141405021376
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Scan or Enter Box Barcode Number to Move To:
Move Up
[C] FEolder Title Record Instruction Special Checked Folder
Number Collection In Barcode
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Figure 80. Manage — Relocate Folders — Move Folders Up or Down

10. To move folders from the bottom box to the top box, select any of the the check
boxes from below the Move Up button. Click the Move Up button and the items
you had selected have been moved.

11. When you have finished moving folders into new boxes, you can select the Home
tab, or any other menu tab from the upper navigation menu, to exit the screen.

5.5.5.4 Relocate Boxes Between RHAs

Boxes may be relocated from one storage facility (RHA) to another.

1. Select the Manage tab on the upper navigation menu , then click Manage
Hardcopy in the left menu. Click Relocate in the blue navigation bar, then click
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Relocate Boxes between RHAs in the yellow navigation bar. The Relocate
Boxes between RHAS page appears, as shown in Figure 81.

UnClassified Logged In As: Tamara McCaughey, Unit: - | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE > MANAGE HARDCOPY > RELOCATE > RELOCATE BOXES BETWEEN RHAS

Manage Access

Manage Approvals Transfer to RHA | Receive Hardcopy Records | Relocate

Manage Sponsorships Relocate Folders between Boxes | Relocste Boxes Between Locations in RHA

Relocate Boxes between RHAs | Relocate Boxes to National Archives

Manage Office Symbols
$¢20 O key I T2 DX DATCOGE 303 CHX GO OF Press enter. Select e new R-A 200 S1rage Location Cick Me Print SF-135 Duon 200 2 pop-up will 20pear F
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Manage Hardcopy Print Barcoce Ladels page appears. Make Sure yOur printed [30eis 3re COMMect. If your 1a0eis 0II Nk print COMECSly, yOu M3y Print ham 393l betre lkaving Me Print
Barcooe Ladels page. I you have 1o T2 page you will not D2 adie 10 reprint
|

Records Destruction

Scan or Enter Box Barcode Number: @
Records Requests Select RHA: B £
Storage Location: E}

Scan or enter 3 Darcode to 59 the Mies Bsted hare.

Figure 81. Manage — Relocate Boxes Between RHAs

2. Scan the box barcode or enter the box barcode using the keyboard, and then select
the new RHA and storage location. Click the Go button to save your transfer.
When the barcode has been verified by the system, the Print SF-135 button
becomes active.

3. When the information is complete, click the Print SF-135 button to generate the
SF-135 form needed for the box. A message, shown as Figure 82, appears.

Windows Internet Explorer @

!‘.\ Print the SF-135 and then return to this page to print the barcode.

Figure 82. Manage — Print SF-135 Message
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4. Click OK to dismiss the message, at which point the SF-135 form is displayed, as
shown in Figure 83.

ARIMS SF 135 Form Use Landscape mode for correct printing. -
owplete and send original_and two copies of this form to the appropriate Federal Fage[iotal Pages
RECORDS TRANSMITTAL AND RECEIPT K cords Center for approval prior to shipment of records. | 1 r
fL. 70 (Co-:g‘lete the address for the records center serving your area as shown in 36 CFR |5. FROM (Enter the_name ar'_\d_comp1ete mailing
JLa28:150 aﬁdregs 0‘5 the qfﬁcg rﬁt.w;ng thgﬁegords.
[The signed receipt of this form wi e sent
Knox (TRADOC) to this address)
ATZK-IMO-RH, Building 482
FORT KNOX, KY 40121-5000 31344
Iz Aeency | ACENCY wes;mmc AGENCY OFFICIAL (Signature and ATE User Username
JAUTHORT 7701 Telegraph, Casey Bldg. RM 138
[ZATION lAlexandria, VA 22315
3. AGENCY SFERRING AGENCY LIAISON OFFICIAL (name, office and
JCONTACT te1ephone no.)
User Username
703-555-1212
- RECORDS RECORDS RECEIVED BY (Signature and title) ATE
RECEIPT
——
RECORDS DATA
[ACCESSION NUMEER VOLWME | AGENCY DISPOSAL JCOMPLETED BY RECORDS CENTER
i Eo% _ SERIES DESCRIPTION RESTRIC-| AUTHORITY PISPOSALI™  LOCATION T A
RG | Fv NUMEER £95 NwiBERS] (With inclusive 2ates of records) TION |(Schedule and| DATE G N INPED I
@ | &) ) @) & ) (@) |item (r;‘a)wber) ) @ [h e
Folder Title: Travel Vouchers
- June
File Name: office temporary
duty travel
7/26/2009 9:28:26 PM - 7/28/2009 Knox
3.020 ks l(i“:0|6|1|1|2 AM ||| |‘ 1hh (TRADOC) A
092127252126070923

Figure 83. Manage — Printable SF-135 Form

5. When you have printed the SF-135 form, click the Close button to return to the
Relocate Boxes between RHAs page.

6. Click the Print Label button, which will produce a printable label, as shown in
Figure 84.

Thizs page shows the layout of the labels for your selected folders. The labels are formatted for 1"24" labelz, 20 to a sheet (Avery 5181 or equivalent). Mote
that the label borders shown on this page will not print, they are just there to aid in visualizing the label layout. When you click the "Print" button, a PDF file
will be generated and displayed. From the POF viewer, select the Printer icon to print your label pages. Ensure that the Page Scaling option in the print
window is set to “Mone” before clicking OK to print your labels. Select a starting row greater than one to print on a partislly used page of labels. After
printimg, check your labels. The format of the labels on this web browser screen may not exactly match how the labels will be formatted on your printer. If
they did not print correctly, you may sdjust settings and then print them again before leaving this page. If you have left the page you will not be able to

reprint without reselecting your list of folders.

Use the Advanced Options button to indicate whether or not you want to show the ACRS Instruction Title andfor the User-entered Folder Mame for the

abels to be printed. Mate: Folder fitles are limited to the first two lines. Titles exceeding the two line limit will be cutoff and not display on the labels.
StstatRow# [1 [][ Advanced Options ==

T00B aadfg -Transportation & Travel, Surface Transportation, Motor

Transportation & Air Traval ||||
53443441 226031382

PANA
Keep in CFA until | TRE RHA.

Figure 84. Manage — Printable Barcode Screen
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Note: Barcode labels are formatted for Avery 5161 folder labels. Make sure you
have the correct label in your printer before you begin printing!

7. To print the box label, click the Print button. After the label has been printed,
click the Close button to exit the page.

5.5.5.5 Relocate Boxes Between Physical Locations in an RHA

RHAMs and RHAM-RMs may move boxes from one physical location to another within
an RHA.

1. From the Manage page, click Manage Hardcopy in the left menu, then click
Relocate in the blue navigation bar, then click Relocate Boxes between
Locations in RHA in the yellow navigation bar. The Relocate Boxes Between
Locations in RHA page appears, as shown in Figure 85.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

v

UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE > MANAGE HARDCOPY > RELOCATE > RELOCATE BOXES BETWEEN LOCATIONS IN RHA

Manage Access

Manage Approvals Transfer to RHA | Receive Hardcopy Records | Relocate

Manage Sponsorships Relocate Folders between Boxes | Relocate Boxes Between Locations in RHA

Relocate Boxes between RHAs | Relocate Boxes to National Archives

Manage Office Symbols
Ot Barooce [0l You Can Click e Nyperiiks

300 TN CHX T2 MOVe Dumon, hen

Manage Hardcopy

US AHS - W313AA

Records Destruction Scan or Enter Box Sarcoce NumDer @

Records Requests

$can or anter 2 Darcooe Lo 529 the Mhes Bsted Nere.

Figure 85. Manage — Relocate Boxes Between Physical Locations

2. Scan or enter the box barcode number, and then click Go. You will then see
information about the box, as shown in Figure 86.
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Records Requests o2 Reooros List 2005 - Contractons Test
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Descripon
Mecia Type: =arocop;
Restriction: National Archlves General Rest
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Folder Title Record Instruction Number Special Collection Checked In Folder Barcode
oo Boatiar: hee 1231 N 0271414080213
H 2 1331 No

Figure 86. Manage — Relocate Box Information

3. This screen allows you to reprint the box label if necessary. Enter the new shelf
and row where the box will be placed, and click Move when you are ready. When
completed, a message box is displayed confirming that the move was successful

4. You may reprint the label by clicking the Reprint Label button.

5. Click OK to dismiss the message, at which time the Receive Receipt page
appears.

6. You can use the Print button to print a copy, or click Home to return to the
ARIMS/ARIMS-C main page.
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5.5.5.6 Relocate Boxes to National Archives

Only the Division Chief RMD can approve sending records to the National Archives.
When an RHAM or RHAM-RM, with the appropriate records official, determines that a
record should be sent to the National Archives, ARIMS/ARIMS-C will generate the
information required for the SF-258 Agreement to Transfer Records to the National
Archives of the United States needed to transfer a record to the National Archives.

Once the records are transferred, the location information will be updated to indicate that
the record is in the National Archives. Since only permanent records are transferred to
the National Archives, the metadata will be left intact and the record will remain
searchable.

1. From the Manage Hardcopy page, click Relocate in the blue navigation bar,
then Relocate Boxes to National Archives in the yellow navigation bar. The
Relocate Boxes to National Archives screen appears.

2. Click the check box next to any folder title you wish to relocate to the National
Archives, and then click Prepare SF-258.

3. The Relocate Boxes to National Archives Details screen is displayed with
information required for a SF-258 form. Click Close when you are finished.

5.5.6 Records Destruction

Disposition, or the final destruction of hardcopy records, is handled by RHAM/RHAM-
RMs. The RHAM/ RHAM-RM first requests destruction, and then certifies that it has
been done. Other users may generate a Disposition Report that shows the eligible
destruction date for the records.

Records officials will check the Disposition Report once or twice a year (after the end of
FY or CY). It is during those Disposition Report checks when records officials will then
approve or apply a freeze code for the deletion of e-records in the ARIMS AEA. This
process is performed via the Manage > Records Destruction > Request Destruction
of Records functionality which is described below.

5.5.6.1 Request Destruction of Records

RHAM/RHAM-RMs can review a list of records located within his/her RHA that are
ready for destruction. From this list, the RHAM/RHAM-RM selects the records to be
destroyed.
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1. To request destruction of records, select the Manage tab on the upper navigation
menu, then click Request Destruction in the left menu, then Request
Destruction of Records in the blue navigation bar. The Request Destruction
page is displayed, as shown in Figure 87.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE > RECORDS DESTRUCTION > REQUEST DESTRUCTION OF RECORDS

rAavom:iTes

Manage Access

Manage Approvals Request Destruction of Records | Certify Destruction
Select recorss or cestruction of apply Freeze Cooes (2) % appropriate recorcs
Manage Sponsorships
1234 10200163
[7] Folder Title ORL Sub- Sub-series Title Location Originator/Sender Fresze Code
Manage Office Symbols Year series Notes
Number
2005 | 133 ¢ AZA John Doe E]
Manage Hardcopy o8
2009 | 75091 AZA John Doe E]
Records Destruction
John Doe =
Records Requests
John Doe E]

Figure 87. Manage — Request Destruction

2. Use the check boxes to select records for destruction, and then click Submit.

The records are then removed from the Request Destruction list and will appear on the
Certify Destruction of Records screen.

5.5.6.2 Certify Destruction

An RHAM/RHAM-RM must indicate that the records have been completely destroyed in
an appropriate manner for the type of material upon which the data resides. Once the
RHAM/RHAM-RMs has indicated that the records have been destroyed beyond
recoverability, the metadata will be removed from the ARIMS/ARIMS-C system.

1. To certify destruction of records, click Records Destruction in the left menu,
then click Certify Destruction in the blue navigation bar. The Certify Destruction
of Records page is displayed, as shown in Figure 88.
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Manage Access
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Manage Office Symbols v = =i n =
o 209 750-3)1 Caibration O3 Carcs - Master Flie | AEA Angel Armaguer

Manage Hardcopy

Records Destruction

Records Requests

Figure 88. Manage — Certify Destruction

2. When the records have been completely destroyed, click the check boxes to select
records to certify, and then click Submit. The records are then removed from the
ARIMS/ARIMS-C system.

5.5.7 Records Requests

1. To see the items that you have requested at any time, click the Manage tab and
then select Records Requests in the left menu, and then Requests for Records
| Have Made. The list is displayed on the screen, as shown in Figure 89.
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Figure 89. Manage — My Requested Records

2. When access has been granted, the Record Subject will become a clickable link
allowing you to see the record details.

3. Use the Clean Requests button to remove all expired and denied requests.

5.5.7.1 Records Requested of Me by Others

1. To see the items that that other users have requested you to authorize, click the
Manage tab and then select Records Requests in the left menu and then
Records Requested of Me by Others, as shown in Figure 90.

Revised Date: 04/19/2013 108



ARIMS/ARIMS-C User’s Guide Version 3.6

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out
* ARIMS
S Inforiitian Manasamant rory

(us.aamy) Army Recor

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE > RECORDS REQUESTS > RECORDS REQUESTED OF ME BY OTHERS

PAVORITES

Manage Access )RDS REQ S

Manage Approvals Requests for Records | Have Made | Records Requested of Me by Others

Ma S hi " .
e e il Viewall for my Unit

Manage Office Symbols

Approve Deny Record Subject Requested  Reguest Record Request
By Date Type Expires
Army-wide Coordination of Army Regulation 25-XX 2/18/2010 Ema 2/26/2010
Manage Hardcopy Army Authorized Abbreviations Codes,and | John.doe 9:33:17 AM 12:00:00 AM
Acronyms
2 ] O 912172011 Electronic | 9/22/2011
Records Destruction - et John.doe | 354574 AM 12:00:00 AM
n 92172011 Electronic | 8/22/2011
- | Tz John.doe | 134524 AM 12:00:00 AM
Records Requests n 0 Test3 Johnid 242013 Hardcopy
am-cae 11:18:33 AM

Submit

Figure 90. Manage — Records Requested of Me by Others

2. The screen opens with the requests made directly to you. Use the View all for My
Unit link to see all the requested records for the Unit, as shown in Figure 91. To
return to your own records, click the Return to my view link.

Revised Date: 04/19/2013 109



ARIMS/ARIMS-C User’s Guide Version 3.6

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

*|ARIMS

(us.aamy) Army Recor

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MANAGE > RECORDS REQUESTS > RECORDS REQUESTED OF ME BY OTHERS

PAVORITES

Manage Access RI JRDS REQUEST
Manage Approvals Requests for Records | Have Made | Records Requested of Me by Others
Manage Sponsorships US AHS - W313AA

Return to my view

Manage Office Symbols

Requested  Reguest Record  Request
Expires

By Date Type

Manage Hardco lation 25-XX Ema 2/26/2010

g Py Army Authorized Abbreviations, Brevity Codes, and | John.doe 12:00:00 AM
Acronyms

X 0 n 92172011 Electronic | ©/22/2011
Records Destruction et John.doe | 354574 AM 12:00:00 AM

0 n 92172011 Electronic | 8/22/2011
Test2 John.doe 12:18:24 AM 12:00:00 AM

Records Requests O o Teets fnd 2412013 Hardcopy
es John.doe 11:18:32 AM

Submit

Figure 91. Manage — Records Requested of Me (Unit)

3. To approve or deny a request, use the check boxes to the left of the items. You
can sort the items by clicking on the column titles.
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5.6 My Account

5.6.1 User Profile

The User Profile page, as seen in Figure 92 allows you to update your profile
information: office symbol, phone, DSN, and fax number and provides contact
information on your organization’s records officials. When contacting your records
officer, start at the Records Manager level and then go to the Records Administrator level
as necessary.

Note: it is important to verify that your email address is current in AKO/AKO-S.Your e-
mail address is used for a variety of activities including record transfer/destruction
notifications, dispositional changes to your records, profile changes, and
ARIMS/ARIMS-C enhancements. IF YOUR ORGANIZATIONAL E-MAIL
ADDRESS CHANGES, UPDATE YOUR E-MAIL ADDRESS IN AKO/AKO-S ASAP.
This will ensure that your records are being serviced properly and accurately.

To view your User Profile:

1. Select the My Account tab from the upper navigation menu, then click My
Account Overview. Your User Profile will be displayed, as shown in Figure 92.

UnClassified Logged In As: Tamara McCaughey, Unit: US ANS-W313AA | Log Out

*|ARIMS

(vsaawy) A ment Syster v |

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

MY ACCOUNT > MY ACCOUNT OVERVIEW
ravoRiTes
My Account Overview
{  Ussename: john doe
Records Managers
Army Account T) co
My Contact List i e
Usar Class RM Doe, John
| we WIIAA HQDA
doe@us arrmy mil
My Favorites Unit Nams: USARS 703-555-1212
| Offics Symbol AAHS-CH |
Doe, John
Grace HODA
First Name John John doe@us army mil
. 703-555-1212
Mioaw Name
Last Name: Dee
Doe, John
Accress 7701 Tesegraon Road, VA 22315 HODA
AKO Emasi Acaress John doe@us army mil
703-555-1212
Telsphone: T03-555-1212
Doe, John
D SN Telaphone. HQDA
John doe@us army mil
703-555-1212
Fax
Approval Date: 19201311633 P
SPONSOr Usernama: InGa K nook ( Request New Sponsor )

Figure 92. My Account — User Profile
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5.6.1.1 Instructions for Requesting a New Sponsor

If you would like to request a New Sponsor before your current sponsorship expires,
click on the Request New Sponsor button on the User Profile page. You are then taken
to the ARIMS Sponsorship page, as shown in Figure 93.

() A

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

Sponsors AKO Usernams:

Cancel

The person you have seleciad 10 sponsor you will nave 3 period of time 10 3002pt yOou 35 3 user. You will recele an emall when they acc2pt or an emall notifying you that ey 10k No action

Figure 93. My Account — ARIMS Sponsorship -
New Sponsor Request

1. Enter the Sponsor’s AKO username and click the Submit button

2. At this point, you will need to wait for the new ARIMS Sponsorship to be
approved for your account.

5.7 Help

ARIMS/ARIMS-C includes an online help area dedicated to assisting users with
questions about functionality. The Help area contains seven sections: FAQs, References,
Online Video Tutorials, Glossary, User Roles, Help Desk, and Useful Links.

5.7.1 ARIMS/ARIMS-C FAQs

The ARIMS FAQs provides answers to some common questions users have about
ARIMS/ARIMS-C. This area provides general information about the system, how to
gain access to the system, what to do about forgotten passwords, and similar information,
as shown in Figure 94.
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UnClassified

HELP > FAQS

FAGs
For aodRlonz| answers i freguently 3sked guestions, visk e Onllne Knowledge Base under e ARIMS Online Help menu.

References
General FAQ

What is ARIMS?

Online Video Tutorials
What can I access in ARIMS?

what if my question is not answered here in the FAQs or in the Knowledge Base under the Online Help
Glossary Diesk center?

where do I send preblems that I have?
User Roles

Do records already classified under MARKS need to be converted to the ARIMS format?

Can organizations have more than ene "records manager” so that there is an alternate identifisd?

Help Desk Why can't [ see the same units and/er ORLs as I could zarlier?
Training
Useful Links with all the aptions available at the ARIMS website, how do I easily move around the site and find what I
need?
System

System Requirements - I am having problems viewing the ARIMS website, What should I do?

Registration/Login

Why does ARIMS require me te have an AKO account?

Figure 94. Help — FAQ

5.7.2 Help Desk

The Help Desk, as shown in Figure 95Error! Reference source not found.Error!
Reference source not found.Error! Reference source not found., allows users to
submit and track tickets they have submitted to the Help Desk.

You can submit an ARIMS Online Help Desk ticket either as a guest, or as a logged-in
user. A guest is anyone not registered in ARIMS or who is having difficulty logging in
with his/her CAC card. ARIMS-C users must use the unclassified ARIMS to submit a
help desk ticket and use unclassified terms to submit their inquiry or to describe their
issue.
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Wr Classsi Fied

HOME SEARCH

HELF > HELF DESK

FAGs

With Self Service, you can accomplish the following without requesting service directly from your support desk

References personnel:

Online Video Tutorials

« Mew Help Desk Ticket

Ticket History
Glossary

= To wiew your help desk ticket history: Click View your help desk ticket history above, at which time the

ARIMS help desk ticket items page appears, showing a list of your available tickets.
User Roles

= To wiew additicnal tickets: Select a ticket title in the dropdown list on the page.
Help Desk Submit an ARIM S Online Help Desk Ticket

- There are two ways to submit an ARIMS help desk ticket.
Useful Links = Az 3 registered user, after you have logged into ARIMS.
« #As 8 guest - anyone whe is not registered in ARIMS, or who has 8 cumrent user id and password but is

having difficulty logging in.

= To submit an ARIMS help desk ticket:
1. Click the Hew Help Desk Ticket link above.
2. Enter or select your information for each active field.
2. Click Submit Ticket.

Figure 95. Help — Online Help Desk

5.7.2.1 Submitting a New Help Desk Ticket
To submit an ARIMS/ARIMS-C Online Help Desk ticket as shown in Figure 96 below:

1. Click the Help Tab, then click Help Desk in left menu bar, then click the New
Help Desk Ticket hyperlink to access the form needed to complete your request.

2. The New Request form is displayed in a new window. Enter or select the
appropriate information for each block.

3. After completing the request, click Submit Ticket, as shown in Figure 96.
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First Mame:
Phone:
Email Address:

User Role:

Ticket Type:

Upload File:

Issue
Description:

Date Submitted:

SUBMIT AN ARIMS ONLINE HELP DESK TICKET
Please enter your contact infermation if you are a guest'nen-registered user.

®

John Last Name: Do=

TO3-555-1212 uic: W2122A4

john.doe@us.amy.mil * Office Symbol:  AAHS-CH
ACOM: Haoa  [+]

Please enter your ticket infermation

Folders [=]*
TUnable to create folders i

-

[ Submit Ticket | [ Cancel |

Figure 96. Help — Online Help Desk New Request

5.7.3 Glossary

The Glossary contains a list of terms and acronyms for ARIMS/ ARIMS-C, as shown in
Figure 97. You may skip down to a section of the Glossary by clicking on the
corresponding letter in the row of links underneath the header.
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UnClassified

HOME SEARCH HELP

HELP > GLOSSARY
FAGs
ABCDEFGHIJKLMMNOPGQRSTUVWXYZ
References
A
ACOM Ay Command (Trmerty MACOM - Mor Ary Command)
Online Video Tutorials
Acflon Ooer AN AD cTeates and malntains ofictal resonds on benalr of e A 3t he UnR'OMos level of business operstions. Ses
Section 3 of fls A0CUMENt fr MAre INMMEtkon on foles and nesponsioiities
Glossary BEA Army Electroni: Archive
L] AutDTEREd INRIMENIon Syskem
User Roles
KD Ammy Knowiedge Criline
AKO-5 S22 Amy Knowledge Online-SIPRNET
Help Desk
AD s2a Aclion Officar
ARIME Ay Records infanmation Management System
Useful Links
ARIMS-C Ammy Recards imfommation kanagement Syslem-Classtied
Ay Knowledge Online Pl io oniline Irformistion for sokdlers and Ay empioyees (DA cMllans). AKC-S I AKO on he SIPRNET.
ASCC Ay Sance Component Command
Aumnorized indiddual A Reconds Manager or oher person speciically designaied by e Reconds Manager as responsible for managing
varkus aspects of an organization’s records
[Foefum fo Tog]

Figure 97. Help — Glossary

5.7.4 User Roles

The User Roles page in the Help area provides the definitions of each type of registered
user in ARIMS/ARIMS-C. The definitions include information about each role’s access
and capabilities within ARIMS, as shown in Figure 98.
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UnClassified

ARIMS

LARNY |

HOME SEARCH HELP

HELF = USER ROLES

FAGs
User roles oetenmiine 3002es and capanliRles winln ARIMS.

References AQ = Action Officer
Manzges fe records he'she Gresies and'or recehes on benalf of e Army used Ror oficaunil level Dusiness 0Ps. AN AC 63N use ARIMSIARIME-C o cresie 3 dram or
proposed Office Records List | ) io cafegartze reconds created In hisher office, and fhen use e list fo Idenilfy reconds sent o e AEA or fo an RiHA for secure

Online Video Tuterials long-tzrm storage Tk 15 e lwest isvel of ser antess
RC = Records Coordinator

Glossary An RC senes one or mane oficaink and usually acts 35 llalson between e oficalni and fe senising FM andior RHAM, prepanes ORLS, coandinges e transtr
of NZ-ISMM/PEMMEnent TEC0NEs 10 12 AZARHA, T880lEs INDEXNg prodlems, 300 $enes 38 PO 105 300ess 300 nekesss 0f 12 0TCe/Uni reconts s9ned I he
sipsiem for whikch hevsne IS responsike

Useniates RHAM = Records Holding Area Manager
An RHAM manages and dirests e operations of an RHA Solify. An RHEAM may also perim he same duties and have e 5ame 30055 prlleges 3s an RM I
approved oy e ACOMIASCCIDRU RA

Help Desk
RM = Records Manager
An RM s appoirfed In wrking and serves =t e subordinale command level or on S Installation garrison stz wih command-wide or garrison-wide records

Useful Links management responsolifles. An RM nEs aponovel sutorky for A0S reguesting RC privileges. An R 2ls0 sporoves proposed OFLs and senes 25 POC forine
200255 and release of stoned reconds for which helshe Is responsiole. ks Rave an evira D and have edra user capanlifies 1o creste OMce Syminals and approe
User Role Change requests, Tor Indkiduzl unks wiin T2 ACOM

Figure 98. Help — User Roles

5.7.5 References

The References page contains a list of guides and instructions. The displayed links
provide access to documents that provide instructions for different functions and tools, as
shown in Figure 99.
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UnClassified

U.S.ARNY

HOME SEARCH HELP

HELP > REFERENCES

FAQs

ARIMS Quick Reference Guide (P

e O

This guide provides Instructions %or AO and R Anctions in ;e Anmy Records information Manages

References

ARIMS User's Guide (PDF)

= : 3 AMUCtions for Using e Anmy Records information Management System
Online Video Tutorials

Glossary
This ocument provides
User Roles
ECS Removal Instru
This cocument pro/des IRstructions X
Help Desk
P nterface Control Document (D
This document provides instructions for Duliding a client to e ICD wed senvice
Useful Links

Figure 99. Help — References

5.7.6 Online Video Tutorials

The Online Video Tutorials page, as shown in Figure 100Error! Reference source not
found.Error! Reference source not found.Error! Reference source not found.
provides, links to a step-by-step instructions on how to use the most commonly-used
features of the ARIMS system. These video tutorials comprise a collection of video
tutorial modules, each of which is focused on explaining and instructing the user on a
specific part of the ARIMS/ARIMS-C system. Users can work through the video tutorial
modules in any order they like, and can repeat going through any video tutorial as often
as necessary.

As a follow-up to utilizing the Online Video Tutorials and to engaging in practice on the
ARIMS Training Site, (https://train.arims.army.mil) users may elect to take the Quiz, as
shown in Figure 100, which provides an optional certificate of completion of ARIMS
functionality.
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UnClassified

ARIMS

U.S.ARNY | AT

HOME SEARCH HELP

HELP > ONLINE VIDED TUTORIALS

FAQs

Updates to the Online Video Tutorials are currently underway.

References
5 10 eNsUTe 13t Jong-12rm 2n0d permanent Ary

Online Video Tutorials

% R 15 2 good 123 10 stan win e

Glossary

User Roles

Help Desk

Useful Links

Figure 100. ARIMS Online Video Tutorials and Optional ARIMS Quiz

5.7.7 Useful Links

The Useful Links item in the Help area provides links to more information on various
topics. Clicking on a link will take you to a page in a new window.

5.7.7.1 ARIMS Training Site

The ARIMS Training Site is located at https://train.arims.army.mil. The ARIMS
Training Site is for records officials who wish to use it to conduct hands-on training
sessions with their users or for others who may simply want a place to practice before
finalizing their information and transferring records in the live site. The ARIMS Training
Site mirrors the functionality of the live ARIMS site and will be kept up-to-date with the
latest major changes, except that no email notifications will be sent out and no records
that have been uploaded will be stored in the ARIMS AEA. The ARIMS Training Site
can be found by clicking on the ARIMS Training Site link at the bottom of every page of
the ARIMS site.
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5.8 Admin (SA)
5.8.1 Records Admin

5.8.1.1 Create Special Collections

Special Collections are groups of records that have historical significance to the Army.
Examples of Special Collections are operational records: Operation Desert Storm,
Operation Enduring Freedom.

Only SAs have the authority to add to or modify the Special Collection list. If you are
indexing records for a Special Collection that does not appear on the list, contact the
ARIMS/ARIMS-C Online Help Desk to begin the process to have it added.

1. To create a Special Collection, select the Admin tab from the upper navigation
menu, then click Records Admin in the left menu. Then click Special
Collections in the blue navigation bar, and then Create Collection in the yellow
navigation bar. ARIMS/ARIMS-C displays the Create Special Collection page, as
shown in Figure 101.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

* ARIMS

us.aRNy] A y

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ADMIN > RECORDS ADMIN > SPECIAL COLLECTIONS > CREATE COLLECTION

Records Admin
Retrieve AKO Schema Special Collections | Freeze Codes
Help Desk Admin Create Collection | List Collections

To create 3 special coliection, enter in 2 unigue special coliection name and 3 description. Selectichange 3 vakue for status

Special Collection Name:

Special Collection Description:

Active: & Yes 2 No

G

Figure 101. Admin — Create Special Collection

2. Enter a name for the Special Collection. You may also enter a description, though
it is not required. Select the state (active or not), and then click Submit.
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5.8.1.2 List Special Collections

1. To list special collections, select the Admin tab from the upper navigation menu,
then click Records Admin in the left menu. Then click Special Collections in
the blue navigation bar, and then List Collections in the yellow navigation bar.
ARIMS/ARIMS-C then displays the List Special Collection page, as shown in
Figure 102.

UnClassified Logged In As: Tamara McCaughay, Unit: US AHS-W313AA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN

ADMIN > RECORDS ADMIN > SPECIAL COLLECTIONS > LIST COLLECTIONS
avoar
Records Admin
Retrieve AKO Schema Special Collections | Freeze Codes
Help Desk Admin Create Collection | List Collections
Special Collection Name Special Collection Description Permanent Allow K Records  Active
C P ¢ Yes Yes No
Yes Yes No
Despwater Horizon Yes Yes Yoz
Yes Yes No
Yes Yez No
Yes Yes No
Yes Yes Yoz
Yes Yes Yes
Yes Yes Yes

Figure 102. Admin — List Special Collections

2. Click on the title of a Special Collection that you would like to view or edit. The
View Special Collection page then appears, as shown in Figure 103.
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To ﬁ'iF[S:&Jlﬂl Callection Detalls, change your print preferences o print by Landscape

collection_id Eo|
callection_r=me Commanders Palicy kema
callection_desc

oollection_destruct_d&t

aollection_dispasiion_dste

creation_date 3202009 A4S FE PM
PErmETET

aliowkresonds 1

s 2

] 1

Speaccial Colisction Nams Commandars Pollcy Memo

$pecial Collsction Description

Permansnt Spscial Collection? fes
alow K Records? Yes
Lctive M0

Figure 103. Admin — View Special Collection

3. Click Edit to change any of the information shown: name, description, or active
state, as shown in Figure 104. Then click Submit.

Ta edR 2 spechal collection, drangs M description for e spechl callection. Change e waiue for

SELE
Special Collection Name: JTF PROVIDE REFUGE *
fpecial Collection JTF PROVIDE REFUGE

Description:

Active:

& Yes ¢ No

[ Submit | | cancel |

Figure 104. Admin — Edit Special Collection
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5.8.1.3 Freeze Codes

Freezing is the suspension or extension of the disposition of temporary records that
cannot be destroyed on schedule because of special circumstances, such as a court order
or an investigation. Records that have been frozen will not appear on the Pending
Destruction List. When all freezes on a record have been lifted, the record will be eligible
for destruction. Records officials are reminded (via an alert box) to periodically review
all frozen records to allow the timely release for destruction of unneeded records.

5.8.1.3.1 Create Freeze Code

System Administrators and Database Administrators can create freeze codes by
specifying a code name and description. These codes will be available for records
officials to use when viewing the pending destruction list.

1. To create a Freeze Code, select the Admin tab, then click Records Admin, click
Freeze Codes in the blue navigation bar, and then click Create Freeze Code in
the yellow navigation bar. ARIMS/ARIMS-C then displays the Create Freeze
Code page, as shown in Figure 105.

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ADMIN > RECORDS ADMIN > FREEZE CODES > CREATE FREEZE CODE

Records Admin

Retrieve AKO Schema Specisl Collections | Freeze Codes

Help Desk Admin Create Freeze Code | Lift Freeze

SA users may cree freeze Co02s 35 Neadad by M2 Ammy. This nction is aaliadie only 10 SA users. These freeze codes will D2 applied 10 Biders during he
s i%ed

jon phase 10 prevent the reco! posed of D

wisn 10 crezte, en Click e Create Freeze Code buson

Enter e Name and Description %or 3 Fre

Freeze Code

Description

Creste Freeze Code

Figure 105. Admin — Create Freeze Code

2. Enter a new freeze code and a description; there can be no special characters used
in the code and description, only numbers and letters. Then click Create Freeze

Code.
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5.8.1.3.2 Lift Freeze Code

When a freeze is lifted, the SA should release the appropriate freeze codes from
ARIMS/ARIMS-C. This release will allow all frozen records to be added to the pending
destruction list, if no other freeze codes that have been applied to the record.

1. To lift a Freeze Code from the Admin page, click Records Admin in the left
menu, then click Freeze Codes in the blue navigation bar, and then Lift Freeze.
ARIMS/ARIMS-C displays the Lift Freeze Code page, as shown in Figure 106.

HOME SEARCH

UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT

Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

UnClassified

ARIMS .

HELP ADMIN REPORTS

ADMIN > RECORDS ADMIN > FREEZE CODES > LIFT FREEZE

Records Admin

Retrieve AKO Schema

Help Desk Admin

Special Collections | Freeze Codes

Create Freeze Code | Lift Freeze

%0 SA users. These freeze 00025 have D2en applied 10 Diders during e

SA users may IR freeze 00025 35 N2eded by M Amy. Thils Junction

e2e Cooe Is 1ifed, e K

$Select 3 Freeze Code from Me dropdown Hist 10 see te ctalls. Click the LIR Freeze Code Dulion 10 signity 3y records with that Freeze Code may b2 listed or

czstnuction
AVX [+
Freeze Code: AVX

Description:  AVX Corporation vs Horry Land Co., Inc.

Effective Date: &/18/2010 1:47:50 PM

Lift Freeze Code

Figure 106. Admin — Lift Freeze Code

2. Use the pull-down to select the freeze code to be terminated. Then click
Lift Freeze Code.

5.8.2 Retrieve AKO/AKO-S Schema (SA Only)
Systems Administrators may retrieve the AKO/AKO-S Schema (or Profile) of users.

1. To retrieve the AKO/AKO-S Schema for a particular user from the Admin page,
Retrieve AKO/AKO-S Schema in the left menu. The Retrieve AKO Schema

page will be displayed, as shown in Figure 107.
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P — i

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out
{5 Information Management Systery
\

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

ADMIN > RETRIEVE AKO SCHEMA > RETRIEVE AKO SCHEMA

rFAVORITES

Records Admin

Retrieve AKO Schema Retrieve AKO Schema

Please enter AKO Usemame:

* @us anmy.mil
Help Desk Admin

Figure 107. Admin — Retrieve AKO/AKO-S Schema

2. Enter the AKO/AKO-S username for the person whose AKO/AKO-S Schema you
wish to retrieve. The profile information for that user is then displayed, as shown

in Figure 108Error! Reference source not found.Error! Reference source not
found.Error! Reference source not found..

UnClassified Logged In As: Tamara McCaughey, Unit: US AHS-W313AA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT

HELP ADMIN REPORTS
ADMIN > RETRIEVE AKO SCHEMA > RETRIEVE AKO SCHEMA

rFAVORITES

Records Admin

Retrieve AKO Schema Retrieve AKO Schema

Please enter AKO Usemame: john.smith

* @us ammy mil
Help Desk Admin

Retrieve AKO Schema
Nams Vaiue
Usemame Jonnsmin
Amy Acoount Type co
Sponsor
L3st Name Smin
Migdie Name

Jonn smEn2220s 3rmy mil

Army Prone No

Army Siate
Army Organizational Unk
Fax

Figure 108. Admin — AKO/AKO-S Schema Displayed
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5.9 Reports (RM, RA, SA Only)

Several types of reports can be generated by accessing the Reports tab: Disposition
Report, Folder List Report, and ORL Report. These reports can be generated by
clicking on the Reports tab and then the respective link on the Reports page, as
shown in Figure 111.

UnClassified Logged In As: Jonsthan Daviin, Unit: US AHS-W313AA | Log Out

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS

REPORTS > ARIMS REPORTS

PAVORITES

= Disposition Report
= Folder List Report
= ORL Report

Figure 109. Reports Page

5.9.1 Disposition Report

Users can generate a Disposition Report based on the ACOM/ASCC/DRU, Unit, and
Year. The Eligible Destruction Date is shown at the far right of each record.

1. To create a Disposition Report from the Reports page, click the Disposition
Report link. The Disposition Report page is displayed in a new browser tab, as
shown in Figure 112.

UnClassified

AR'MS DEDADTC

(usamny) *
ACOMASCC/DRU: | HQDA E]
Unit: US ARMY AUDIT AGENC - WONTAA vl Add
Selected Units: US AHS - W213AA Remove
US ARMY AUDIT AGENC - WONTAA Remove
Search by Year: ALL E]

Figure 110. Reports — Disposition Report
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2. Select any combination of ACOM/ASCC/DRU, Unit, or Year, from the drop-
down lists. The values in these lists are based on your role and the organizations
you support. Click the Add link to add a unit to the list of Selected Units. To
remove a unit from your list, click the Remove link next to the unit in the list

3. Click the Submit button. The report will display the Unit, UIC, Office Symbol,
Record Number, Title, Year, and Eligible Destruction Date, as seen in Figure 113.

UnClassified

ARIMS REPORTS

U.S.ARNY

ACOM/ASCC/DRU: HQDA Ej
Unit US ARMY AUDIT AGENC - WONTAA v Add
Selected Units: US AHS - W313AA Remove
US ARMY AUDIT AGENC - WONTAA Remove
Search by Year: ALL E}
Submit
iH o4 o2 b Ml % 100% [w] Find | Next Salect 3 format [w] s b = |

Disposition Reports: HQDA

UNIT ¢ UIC ¢ Office * Record ¢ Title ° Year : Eligible .
Symbol Number Destruction
Date
US AHS W213AA AAHS-RDR-T 1-1r (Unknown) 2005 8/20/2011
US AHS W213AA AAHS-RDR-T 1hh (Unknown) 2005 9/20/2011
US AHS W212AA JDRP-10-08-2010 1-1r (Unknown) 2005 2/20/2011
US AHS W213AA AAHS-RDR-RP 25-1g 25-1g Information 2010 12/31/2017

management surveys

Figure 111. Reports — Disposition Report Results

4. Users may click through the results using the arrows, sort, zoom, conduct a Find,
export the report, or print the reports using the corresponding buttons in the blue
toolbar.

5.9.2 Folder List Report

1. To create a Folder List Report from the Reports page, click the Folder List
Report link. The Folder List Report page is displayed in a new browser tab, as
shown in Figure 114.
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UnClassified

AR'MS hrnmnTr

rm stion Ma

ACOM/ASCCI/DRU: [HQDA [+]
Unit: US AHS - W212AA »| Add
Selected Units: US AHS - W3134A Remove
Folder Type: ALL E]

Search by Year: ALL [3

Figure 112. Reports — Folder List Report

2. Select any combination of ACOM/ASCC/DRU, Unit, Folder Type, or Year, from
the drop-down lists. The values in these lists are based on your role and the
organizations you support. Click the Add link to add a unit to the list of Selected
Units. To remove a unit from your list, click the Remove link next to the unit in
the list

3. Click the Submit button. The report will display the Unit Name, UIC, Office
Symbol, Record Number, Folder Title, Disposition, Folder Year, Media Type, and
Folder, as seen in Figure 115.
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AR'MS DEDADTC UnClassified

(ws.amwy) Army FRecor

ACOM/ASCC/DRU: [HQDA =
Unit US ARMY CYBER COMMA - WBUX01 v Add
Selected Units:  US AHS - W3134A Remove
Folder Type: ALL [i]
Search by Year: ALL E
Submit |
W4 ogr » 2l ) 102% =] Find | Next | Sesecta fomat Flepa g 3

Folder List By Unit

m

Unit : UIC : Office * Record + Folder Title : Disposition : Folder : Media + Folder
Name Symbol Number Year Type Status
US AHS W212AA AAHS-RDR-T 1-1m1 Conferences PERMANENT 2004 Hardcopy Checked Out
TP. Keep in
CFA until no

longer needed
for conducting
business, then
retire to
RHAJAEA. The
RHAJAEA will
transfer to the
National
Archives when
the record is 20
years oid

US AHS W312AA AAHS-RDR-T 1-1r Budget TES.25. Event 2004 Hardcopy Checked Out
is close of the
fiscal year
involved. Keep
in CFA until

Figure 113. Reports — Folder List Report

4. Users may click through the results using the arrows, sort, zoom, conduct a Find,
export the report, or print the reports using the corresponding buttons in the blue
toolbar.

5.9.3 ORL Report
Users can generate a report that contains a list of ORLs for several units, by
ACOM/ASCC/DRU, Unit, Status, and Year.

1. To create an ORL Report from the Reports page, click the ORL Report link. The
ORL Report page is displayed in a new browser tab, as shown in Figure 116.
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UnClassified

%| ARIMS REPORTS

(usamwy) Ay Recor
ACOM/ASCC/DRU: [HQDA ~
Unit: US AHS - W213AA »| Add
Selected Units: US AHS - W312AA Remove
Search by Status: [ALL [=]

Search by Year: ALL [3

Figure 114. Reports — ORL Report

2. Select any combination of ACOM/ASCC/DRU, Unit, Status, or Year, from the
drop-down lists. The values in these lists are based on your role and the
organizations you support. Click the Add link to add a unit to the list of Selected
Units. To remove a unit from your list, click the Remove link next to the unit in
the list.

3. Click the Submit button. The report will display a list of groups that may be
expanded by clicking the “+” next to the Group Name in the list. This will
display the ORLs for the group by ORL Name, Year, Office Symbol, Status, and
ARIMS User, as seen in Figure 117.
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UnClassified

@

(vsaany) *

ACOMWASCC/DRU: |HQDA ]
Unit US ARMY CORRECTIONS - WBL2AA v Add
Selected Units US AHS - W213A4 Remove

US ARMY CORRECTIONS - WBL2AA Remove
Search by Status: ALL a

Search by Year ALL E]

( Submit
i 4 [ & I | @ 100% E] Fing | Next
Sekct a format [w] Expen ¢ = |

ORL List for HQDA

Groupt ¢ ORL : Year { Office : Status { ARIMS

Name Symbol User
B W213A4
BWEL2AA
180-47 2011 DAPM- Oraft View
ACC User
WSL2AA 2010  DAPM- Draft . View
ACC User

Figure 115. Reports — ORL Report Results

4. Users may click through the results using the arrows, sort, zoom, conduct a Find,
export the report, or print the reports using the corresponding buttons in the blue
toolbar.
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6 Glossary

ACOM
ACRS

Action Officer

AEA

AIS

AKO
AKO-S
AO
ARIMS
ARIMS-C

Army Knowledge
Online

ASCC

Authorized
Individual

BAT
Bulk Archive Tool

CFA

Disposition

Document
Management
Application

DoD
DRU

Electronic Record

Extensible Markup

Army Command (formerly MACOM — Major Army Command)

Army Consolidated Records Schedule. A Record Series and Sub-series
system has replaced the RRS-A Record Instruction system. The ACRS
system has broader categories with more granular sub-series categories
to further refine the categorization of records.

An AO creates and maintains official records on behalf of the Army at
the Unit/Office level of business operations. See Section 3 of this
document for more information on roles and responsibilities.

Army Electronic Archive

Automated Information System

Army Knowledge Online

Army Knowledge Online-SIPRNET

see Action Officer

Army Records Information Management System

Army Records Information Management System-Classified

Portal to online information for soldiers and Army employees (DA
civilians). AKO-S is AKO on the SIPRNET.

Army Service Component Command

A Records Manager or other person specifically designated by the
Records Manager as responsible for managing various aspects of an
organization's records.

see Bulk Archive Tool

ARIMS/ARIMS-C application for bulk uploading, or automatically
importing data and records.

Current Files Area

A sub-category to a Record Sub-series that is broken down by
duration.

A system used for managing documents that allows users to store,
retrieve, and share them with security and version control. A DMA
may also be called an Electronic Document Management System
(EDMS).

Department of Defense
Direct Reporting Unit

Information recorded in a form that requires a computer or other
machine to process it.

Simplified subset of Standard Generalized Markup Language
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Language

FOIA
FOIA Officer

FRC

Freeze

Guest
HTTPS

Hyper Text
Transport Protocol -
Secure

Indexer

Internet Protocol

IP
Life Cycle

Master Index

Metadata

MOA
NARA
NET

NIPRNET
OCR

Optical Character
Recognition

ORL
PA

(SGML), whose primary purpose is to facilitate the sharing of data
across different information systems, particularly systems connected
via the Internet.

Freedom of Information Act

An FOIA Officer functions as an AO in almost all aspects. See
Section 3 of this document for more information on roles and
responsibilities.

Federal Records Center

The suspension or extension of the disposition of temporary records
that cannot be destroyed on schedule because of special circumstances,
such as a court order or an investigation. A freeze requires a temporary
extension of the approved retention period.

Any unregistered user who has limited access to ARIMS/ARIMS-C.
see Hyper Text Transport Protocol - Secure

Standard internet protocol used to serve web pages and secured by
SSL.

An indexer functions as an AO in almost all aspects. See Section 3 of
this document for more information on roles and responsibilities.

Standard network protocol serving as the basis for all communications
over the Internet

see Internet Protocol

The life span of a record from its creation or receipt to its final
disposition. It is usually described in three stages: creation,
maintenance and use, and final disposition.

The master index contains information on all Army records being
maintained at RHAs worldwide and in the AEA.

Data describing the structure, data elements, interrelationships, and
other characteristics of electronic records.

Memorandum of Agreement
National Archives and Records Administration

Microsoft Developer technologies utilizing the Common Language
Runtime

Unclassified but Sensitive Internet Protocol Router Network
see Optical Character Recognition

The recognition of printed or written text character by a computer.

Office Records List
Privacy Act
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PKI
RA
RC

Record

Record Folder

Record Instruction

Record Series
Record Sub-series

Records
Administrator

Records Coordinator

Records Holding
Area (RHA)

Records Holding
Area Manager-
Records Manager
(RHAM-RM)

Records Input
Processing
Subsystem

Records
Management
Application

Public Key Infrastructure
see Records Administrator
see Records Coordinator

Information, regardless of medium, detailing business transactions.
Records include all books, papers, maps, photographs, machine-
readable materials, and other documentary materials, regardless of
physical form or characteristics. Records are made or received by an
Agency of the United States Government under Federal law or in
connection with the transaction of public business.

A record folder is an extension to the file plan either as a static
structure or an aggregate gathering of records. It is used to manage
case records and to break other records into periods supporting
retention and disposition.

The record number, title, authority number, Privacy Act number (if
applicable), description, and disposition make up the complete record
instruction.

A high-level categorization of records.
A categorization under a series that further refines the category.

An RA serves on the ACOM/ASCC/DRU staff or ARSTAF and has
command-wide records management program responsibilities. See
Section 3 of this document for more information on roles and
responsibilities.

An RC provides Records Management services to one or more
unit(s)/office symbol(s) and acts as liaison between the unit(s)/office
symbol(s) and the servicing RM and RHAM. See Section 3 of this
document for more information on roles and responsibilities.

A facility established to collect and maintain cutoff records until they
are either eligible for destruction or retirement to an FRC or other
records depository. When located outside of the continental U.S.,
these facilities are referred to as Overseas Command Records Holding
Areas (OCRHAS).

An RHAM manages and directs the operations of an RHA facility. An
RHAM may also perform the same duties and have the same access
privileges as an RM if he/she is approved by the ACOM/ASCC/DRU
RA.

Main entry point for indexing hard copy folders, uploading electronic
records in ARIMS/ARIMS-C.

Software used by an organization to manage its records. An RMA's
primary management functions are categorizing and locating records,
and identifying records that are due for disposition. RMA software
also stores, retrieves, and disposes of the electronic records that are
stored in its repository.
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Records Manager

Records Retention
Schedule — Army

RHA
RHAM
RIPS
RM
RMA
RMD
RMDA
RRS-A

RRS-A System
Administrator

SA
Secure Socket Layer
SF

Simple Mail
Transport Protocol

SIPRNET
SMTP
SOAP

System
Administrator

uIC

Vital Records

XML

An RM manages records on behalf of the unit. See Section 3 of this
document for more information on roles and responsibilities.

Component of ARIMS/ARIMS-C that allows users to search the Army
Records Retention Schedules, which include all National Archives and
Records Administration approved retention and disposition
information for Army records.

see Records Holding Area

see Records Holding Area Manager

see Records Input Processing Subsystem

see Records Manager

see Records Management Application

Records Management Division

U.S. Army Records Management and Declassification Agency

see Records Retention Schedule — Army

A user with System Administration privileges within the RRS-A
portion of ARIMS/ARIMS-C. See Section 3 of this document for
more information on roles and responsibilities.

see System Administrator
A system for encrypting data traveling over the internet
Standard Form (Army)

Standard internet protocol for sending email

Secret (formerly Secure) Internet Protocol Router Network
see Simple Mail Transport Protocol
Simple Object Access Protocol

An SA provides user account support, reference data support, and
other miscellaneous support activities to maintain the system. See
Section 3 of this document for more information on roles and
responsibilities.

Unit Identification Code. A six-character, alphanumeric code that
uniquely identifies each Active, Reserve, and National Guard unit of
the Armed Forces.

Essential Agency records needed to meet operational responsibilities
under national security emergencies or other emergency or disaster
conditions (emergency operating records) or to protect the legal and
financial rights of the Government and those affected by Government
activities (legal and financial rights records).

see Extensible Markup Language
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