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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 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 home page. 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/Downloads 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.
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2 System Requirements
ARIMS/ARIMS-C requires Microsoft Internet Explorer 6.0 to function properly.

Internet Explorer 7.0 will be supported for all functionality; however screens may be
displayed somewhat differently.
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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 from the RM; to obtain RM or RHAM level access, authorization must come
from the organization’s RA. Requests for higher authorization levels should be sent to
the Online Help Desk. You must already have an appointment memo/order on file with
the 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).

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).

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 8-2¢e(7), 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 RM if he/she is approved by the
ACOM/ASCC/DRU RA. (See para 8-2e(7)(f), 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
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(ACOM/ASCC/DRU) or Army Staff (ARSTAF) level with command-wide
records management program responsibilities. An RA has approval authority for
AOs and RCs requesting RM or RHAM privileges. An RA may approve ORLsS
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).

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.

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 5.4.6 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 Records Retention Schedule —
Army (RRS-A) search features, including listing updated instructions and exporting to
PDF or XML, and information in the Help/Downloads area are available to the general
public. The Help/Downloads menu provides access to the Online Help Desk, Frequently
Asked Questions (FAQSs), the User’s Guide, and Online Video Tutorials. Basic
functionality also includes information on obtaining access to ARIMS/ARIMS-C.

4.1 Department of Defense (DoD) Notification

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 1 below.

ARMY RECORDS INFORMATION MANAGEMENT SYSTEM DISCLAIMER

ATTENTION: THIS IS A DEPARTMENT OF DEFENSE COMPUTER SYSTEM

YOU ARE ACCESSING A U.S. GOVERNMENT (USG) INFORMATION SYSTEM (IS) THAT IS PROVIDED FOR USG-
AUTHORIZED USE ONLY.

By using this IS {(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 purposes including, but not limited to, penetration
testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and
counterintelligence (Cl) investigations. At any time, the USG may inspect and seize data stored on this 15. Communications
using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be
disclosed or used for any USG-authorized purpose. This IS includes security measures (e.g.. authentication and access
controls) to protect USG interests—not for your personal benefit or privacy. Notwithstanding the above, using this IS does not
constitute consent to PM, LE, or Cl investigative searching or monitoring of the content of privileged communications, or work
product, related to personal representation or services by attorneys, 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

Becords Management and Declassification Agency | Administrative Assistant to the Secretary of the Army | Army Home Page
Ereedom of Information Act/Privacy Act | Related Links | Privacy & Security Notice | DoD Web Policy | ARIMS Training Site | Online Help
Desk
y F= Interactive
L CE s

ARIMS Il Version: 3.0.1258.0

Figure 1. DoD Notification
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4.2 ARIMS/ARIMS-C Home Page

The ARIMS/ARIMS-C home page provides a guest or non-registered user with
introductory information about the website and the public-use areas. To return to the
home page from any other ARIMS/ARIMS-C module, click the Home tab located at the
top of each page. Links on the Home page, seen in Figure 2 below, provide quick access
to other important Army sources. The Home page displays frequently-used links and
downloads, plus current announcements.

S |ARIMS S

Welcome to the Army Records Information Management System (ARIMS)

User Log-in Popular Links
Logn wilth CAC
ACRS Updates
Don't haven an AKD Accound? Ga o the AKD site. BMIA Wab Site
EOLA Web Sk
Oanfine Videa Tulorkaks

Popular Downloads
ACRS Quick Bnforance Guida
ARIN S Qirick Relprence Guide
ARG Usei's Galsds

BAT User's Guide

Announcements as of 002

BBt Oporating Systems & the BAT

Armry Consolidated Hecords Schedule [ACHS) Reploces the RHSA:

Systam Downtima ia Daploy the Naw Amy Consolidnisd Hacords Schadula (ACH5)
System Maintenance Schedule

Previous &nnounicemints

ARIMS i a rolo-Based sysiem managed and opented by thi LS Army Records Managemant and Declassfication Agancy (RMDA) s pnmany purpass s ta
B honzed paraonmed wilh wab-b I e 1 & oth hard i] FECOM
T sl et
= O

Figure 2. ARIMS/ARIMS-C Home Page

4.3 Records Retention Schedule-Army (RRS-A)

The Army Records Retention Schedule (RRS-A) includes all National Archives and
Records Administration (NARA)-approved retention and disposition information for
Army records. The RRS-A component of ARIMS/ARIMS-C allows both registered and
unregistered users to search for record instructions.
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4.3.1 RRS-A Basic Search

The Basic Search screen for the RRS-A allows you to search by Keyword, Regulation
Number, or Record Category, combined with Record Type. The Basic Search screen is
shown below in Figure 3.

4/ ARIMS S8

I‘-"
Home,  RHSA  flGAssish,  FOPS)  Wllsindex) Abcoont Admn  SyslemAdms | FslpTewtonds) | Copoil)

Records Retention Schedule - Army (RR3-A) Basic Search

All esees may ssaech the Aemy Reconds Reteation Schedules, which ang a componant of the Army Reconds infsrmation
Managemant System (ARIMS) The Records Relsafion Scheduler rsflact sl HNational Achias snd Recerds
Admnmsiration appetved relenbon and & podibon eformabon o By reconds

YWou may soanch by Feyword, Regulation Mumbar, or Record Category, combred with Record Type. To start a new
seanch, chck the Raset Form buttsn. I you choosa to beowse the Recond Calagones, you £an so the list aghar by
nurribed of descplion

Hints for searching by Keywond
Search by Keyword &= nol CEEs sensitve
hereerwer, f wall nol padorm stememg lunchions

Search by Keyword

ke Boolean, of “fuzzy™ seaiching fie.. entry mest
¥ Saarch within Record Instnaction Categony b axact wordng)
OR The keyword being seaiched mary appear
arywhine i the mstneckion lithe of insbuction
Search by Regulation Humbear dazenplion. ¥ Saanck Witk Racord Insirustion

Category 15 checked, the categony Ttle and
catigory descnpleon will plso be Searched. it
wall not be heghiighted

R Emtor one bepword metead of a phrace, and
then wse the Search within Resulis option to
raduca tha mambar of hits

Do ot begin ard end a search phrase with

Foesgatation Mumbar

Browse by Record Category

Hazzad Caagory - _
= 3 quotation marks (7 )
Sort list by The seanch engne will Roll propeiy sesch
B Muymbsi Discrighion pheasas CoMaining Comman Tnoite
AND words ™ (and, o nof, B8, #ic |
Record Type

Evenl ) Calendar & Amy
Permanent © Taene based @ Any
Traresfior ) Keep ) Rescinded O Suparseded © Unscheduled & Any

Explanition of Desposion Codes
Heset Forrm
Suhmﬂ Sgpn:h;
CEEE

Figure 3. RRS-A — Basic Search

1. To start a new search, click the Reset Form button. If you choose to browse the
Record Categories, you can sort the list either by number or description. For more
information about disposition codes, click the Explanation of Disposition
Codes link.
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2. To search by Keyword, enter a keyword that you expect to be in the instruction
title or description. If Search Within Record Instruction Category is checked, the
category title and category description will also be searched. As an example, you
can search for all record instructions containing the keyword “audit” (also
searching within the record instruction category), as shown in Figure 4 below.

Urividasiied

UNCE

LT

Records Retention Schedule - Army (RRS-A) Basic Search

All wiers may sedrch ke Anmy Reconds Relenkon Schedules whath are a componenl ol the Army Recedds Inlormalion
Mamagemant System (ARIME] The Records Rolention Schedules reflect all Mational Archives and Records
Adminisiration approved retention and dispasition information for Army reconds

Wioua iy seanch by Beyword, Regulsteon Member, or Record Category, combaned wilh Record Tyvpe. To starl a new
soarch, click the Resel Form butten. W you choose bo beowse the Redond Cataganes, you can S0 the list ether by
numbs or descipticon

Hints ler saarching by Keyworl

Search by Keyword
Keypveord: awidit

# Boarch within Recond Istnection Cabegony
OR

Search by Regulation Mumber

Hagadabion Humbet
OR
Browse by Record Category
Record Categony
Sort list by
Fhurmbssr Descnpbon
AND

Search by Keyword is nol case sensilive
howeser, it will not perform shemming fnctions,
Bodlamn, or "huesy” ssaching (ve., enlry mssl
b el wording|

The keyword Being searchad may appaar
anywhene m e madiuchas Wle & nslruchon
descrption. B Search Within Record lnstnsction
Catagory is chaciosd, the cabegony tale and
cabegory descnplesn will aled be seaichad R
will not b Mghlighted

Ertar one ketaeond inatand of @ phrass, amd
then ude The Search whin Resulls optioh [0
reduce the number of has

[ nol bagin and and & seaich phrass wiih
guotation marks (" 7]

The saarch angine wall not propety search
phiases cdlammg comiman "rocis

woeds” (and, o, nol, as, ¢lc.)

Record Typs
Event O Calencar & Any
Parmanent Time baged & by

Temnafer O Keap 0 Hescindsd (0 Supasrssdsd 0 Linschadulad &ty

Expiznmion of Dhigosmen Looeg
| Razet Formn
| Skl Search
%
i
ot

Figure 4. RRS-A — Basic Search Example

3. To search by Regulation Number, enter the number only of the AR, DA PAM,
or other directive in the text box, select a record type, and click the Submit
Search button at the bottom of the page. For example, entering “25-400-2 will
search for all instructions pertaining to AR 25-400-2.
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4. To browse by Record Category, select the record category from the drop-down
window, use the radio buttons to determine how the list will be sorted, and select
a record type.

4.3.2 RRS-A Search Display

Once you perform a search, you will see a screen similar to Figure 5 below. This screen
displays all of the record instructions that match your search criteria. You may sort the
results list by clicking on any column header.

RRS-A Search Results

From ke yia mdy wiw (B resulls of yoir aearch, =3d addibonal Beywords 1o be uasd wilhin the agarch, o réfum 19
the seach aitena

Rt Lo Séarch Cratna
Keyword search within results: Go

Enter keyword cbena (o search within the search resuls

Becord

Exunl

Uuratlen Recond (]

Typo

— it T = , = 132005
PROCUREMENT Bupsrsadsd 0 MHa [57-] F1g-Ln 47147 PIA
P
PROCLREMENT T H " A Tssy  Ivaes
PROCUREMENT Ketp 2 ia ™ HA TSSE: (ot
PRIGPERTY : ) , : 0 00s
ACCOUNTASILITY Kenp o No Y BA TIEES 03T 19 AM
FROPERTY ) ! o : 0T /E008
ACCOANTABL Ty Keep 0 i Mo NA RES aproaam
MARTENANCE OF Pt
SLEFLIES AND Kasp ] Hs Yas [T M3y 5, q:?lrg.
EOUIPMENT s 2
CORPS OF ENGINEERS = AR 13RS
CONTRACTS Tmmier B e Yo A 17 avaz P

Figure 5. RRS-A — Search Results — Summary

For example, to sort the results list by type, click the Record Type column name and the
results will be re-sorted in ascending order. If you click the Record Type column again,
the results will be re-sorted in descending order. Sorting may be particularly helpful when
searching for a specific record number.
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For searches that return numerous matches, you can page through the results by clicking
the Page Number links located at the left margin at the top and bottom of the screen.

To further narrow down the results, you can perform a search within your results, as seen
in Figure 6 below. 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 instruction, as shown in Figure 6. Specific instruction details can be viewed by
clicking the underlined “Record Title”. (See Section 4.3.4.)

& ARIMS 8%

RRS-A Search Results

Frae here you may wew the fesulls of your search, add additional keywoeds to be used within the seanch, or nebam bo
tha search crtena

Fetum 1o Search Cnisna

Heyword search within results: ammu T

Enter keyword criteria 1o search withen the search resuls

Fermanent Cvent  Privacy Aci
Hacord [riven Humbar

FVERTORY
MAM MEMNT

FVENTORY
MANAGEMENT

Figure 6. RRS-A — Search — Refined Results

To start a new search, click Return to Search Criteria, and then click Reset Form.

4.3.3 RRS-A Advanced Search

The Advanced Search refines your search more efficiently than the Basic Search, but you
must know the exact information for which you are searching. You should use the Basic
Search function if you are searching for an instruction based on a concept or keyword,
rather than particular information about a specific instruction.

The results from the Advanced Search include only record instructions that meet the
criteria you specified. Advanced searches may be performed using any combination of
Keyword, Regulation Number, Record Category, Record Information, and Record Type.
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The Advanced Search lets you use multiple fields within each OR group. The results
contain the record instructions that match the combined criteria of any OR group; if more
than one OR group is used, the results contain the record instructions that match the
criteria of any OR group.

The Advanced Search form is shown below as Figure 7.

& ARIMS &

o

Himw, FREA  Helphaaniia,

Records

All siees rmay
Managaer

wilken aach

Search by Keyword
Hegewnid

Search by Regulation Number

Riegeiation Numbar

Erowse by Record Category
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Sor list by

& Murmbed Dascnphan

Record Information
Recoed Mumbsr

Regocid Tithe

Prevacy Act Number
Chapasian Ay

Record Type
Event O Calendar @& Asry
Permanint Time: based @ Any
Transfar 0 Keap 0 Rescindsd

Explanation.of Dizposgion Codes

| Resst Form

You may 3saech wsing any combingnon of Keyword, Regulmion Rumbar, Record Type, o Heowd Caegory. The balds

| Submit Search

Retention Schedule - Army (RRS-A) Advanced Search

asarch the Army Records Relsntion Schedules, winch are a compunant ol the Army Reconds Infermaben
mank Spstem (ARIME) The Records Retention Szhedules reflect all Mational Aschres amd Records
Adminisiration appeosd retantion and disposition edermation for demy mcords

OF gioup are ANDed 1ogether. and each OR group s ORed together. To slan & new search, chck the
Risat Form Butlon

Himts for Searching
Thee Aubanced Search lets you e molipie
helds wibm each T giosp
Thit rasaits contam the recond instrections that
minizh tha combinad coana of any (O gmup
I madie than eme OR group i uted, the resulls
comtain the recoed instructions: that match the
erfana of amy UH group
A instruction thal malches the cmena of mog
than cre QR group will only be shown onca
The sysbem vall ot search on an OR gfoup
wrless & iy xipanded when the Sulend Bofton
s chcked
Each additionsl OR group musl be expanded =
cedar ko B raset
The aearch angne wil fol propeily saaich
phedses comaining common “noite
wenrds” (and, or. nol. as, wic |

Suparsaded 1) Uinschedulsd & Any

OR:

Figure 7. RRS-A — Advanced Search
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4.3.4 Record Instruction Detalil

1. The Record Instruction Detail screen gives more information than that provided
on the RRS-A summary search screen. Clicking on the Record Title, as shown in
Figure 5 and Figure 6, will display the detailed information for the Record
Instruction, as shown in Figure 8.

2. Click Close to return to the search results screen.

Record Instruction Details

To pant Recoed Instruction Deteds, change yow pnnt peefiarances to prnt by Landscape:

Racord R T =
HOUSEKEEPMG FILES
Catagory
Theate files relate to 1he housakesping operafiong within any ofice m the Ay They da not relate to the
e functions o mission of an ofice. These files accumulate because of the dafy administration of an office and its
Lhuu?l Ty - parsannel Housekeeping fles must be maintained saparsiely fom files documenting the functions or missson of
an ofice. These Mes may be hept decentrahioed m each office, centralted m one ofice, or @ mixture of both
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Figure 8. RRS-A — Record Instruction Details

3. RRS-A Systems Administrators will also see an Edit button on this screen, shown
in Figure 9, so that they may edit the Record Instruction.
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Figure 9. RRS-A — Record Instruction Detail - RRS-A Administrators

4. If an administrator clicks the Edit button, the Update Record Instruction screen
is displayed, as shown in Figure 10.
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Figure 10. RRS-A — Update Record Instruction — RRS-A Administrators

5. When finished making changes to the record instruction, click Submit. If the
update was successful, the message Record Instruction Updated Successfully is
displayed.
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4.3.5 List Updated Record Instructions

This screen allows users to see which record instructions have been changed, but not yet
applied. The list includes record number, name, and date changed, as shown in Figure 11.
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Figure 11. RRS-A — Updated Record Instructions
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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,
select RRS-A on the drop-down menu, and then select Export Record Category
List to display the Export Record Category L.ist screen, as shown in Figure 12.
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Figure 12. RRS-A — 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 Help/Downloads

ARIMS/ARIMS-C includes an online help area dedicated to assisting users with
questions about functionality. The Help area is divided into five sections: FAQ, Online
Video Tutorials, Online Help Desk, Downloads, and Instructions.

4.4.1 ARIMS/ARIMS-C FAQs

The first item under Help/Downloads is the ARIMS/ARIMS-C FAQ Page. The
ARIMS/ARIMS-C FAQ Page 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 13.
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Figure 13. Help/Downloads — ARIMS/ARIMS-C FAQ

4.4.2 Online Video Tutorials

ARIMS/ARIMS-C includes Online Video Tutorials that serve as step-by-step instructions
on how to use the most commonly-utilized 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, users may elect to take the ARIMS Quiz which provides an
optional certificate of knowledge of ARIMS functionality, the ARIMS Training
Certificate, which can be obtained after working through the ARIMS Quiz functionality
assessment test. To access the Online Video Tutorials as well as the ARIMS Quiz, follow
the link on the ARIMS Home page — as listed under Popular Links (see Figure 2) — to
the Online Video Tutorials page which is shown in Figure 14.
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Figure 14. ARIMS Online Video Tutorials and Optional ARIMS Quiz

4.4.3 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.

4.4.4 Online Help Desk

The Online Help Desk, as shown in Figure 15, allows users to submit and track inquiries
they have sent to the Help Desk. In particular, users may, without requesting service
directly from the support desk personnel, submit an ARIMS help desk ticket (this
functionality is not available on ARIMS-C system), check a request ticket by Reference
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ID, view a request ticket history, request an auto-confirmation of a request ticket via e-
mail, view multiple requests

You can submit an ARIMS/ARIMS-C Online Help Desk ticket either as a guest, or as a
logged-in user. A guest is anyone not registered in ARIMS/ARIMS-C or who is having
difficulty logging in with his/her username and password. 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.

*ARIMS SR
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Figure 15. Help/Downloads — Online Help Desk

4.4.4.1 Submitting a New Help Desk Ticket
To submit an ARIMS/ARIMS-C Online Help Desk ticket as shown in Figure 16 below:

1. Click the New Help Desk Ticket hyperlink to access the form needed to
complete your request.

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

3. After completing the request, click the Submit hyperlink.

4. To exit the ARIMS/ARIMS-C Help Desk, click the Home hyperlink or close the
window to return to ARIMS/ARIMS-C.
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.
Figure 16. Help/Downloads — Online Help Desk New Request

4.45 Downloads

The Downloads page, as shown in Figure 17, offers several documents to help you take
full advantage of the ARIMS/ARIMS-C system.
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Figure 17. Help/Downloads — Downloads Page

To download a file:

1. Right-click on the hyperlink.
2. On the pop-up menu, select Save Target As ...
3. Enter the location where you want to save the file.

4.4.6 Instructions

This section provides documentation to help you understand disposition codes, document
uploading and indexing, and records management.

Disposition Codes
This menu selection provides a display of the ARIMS/ARIMS-C Disposition Codes,
their meanings, and information on when and how to use them in Record Instructions.

Document Upload
This menu selection provides an overview of the Document Upload function.

Records Management Assistance
This menu selection provides an overview of the Create ORL functions: Creating an
ORL from Scratch, by Copying, or from a Template.

4.5 ARIMS/ARIMS-C Login and Logout

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 AKO/AKO-S link to start the
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registration process. 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.

4.5.1 Logging into ARIMS/ARIMS-C

To log into ARIMS from the ARIMS Main page, click Login with CAC, as shown in
Figure 18.

To log into ARIMS-C, log in with your AKO-S user name and password. The CAC login
option is not available on the ARIMS-C site.
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Figure 18. ARIMS - Login Screen

4.5.2 Forgotten AKO/AKO-S Password

In the event you have forgotten your AKO/AKO-S username or password, you can
follow a link from ARIMS/ARIMS-C to the AKO/AKO-S web site to retrieve this
information. See Figure 19.
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How to retrieve your AKO/AKO-S password
1. Click the Go to the AKO/AKO-S site link.
2. Follow the AKO/AKO-S instructions for retrieving your AKO/AKO-S password.
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Figure 19. ARIMS/ARIMS-C — Army Knowledge Online (AKO/AKO-S)

4.5.3 Logging Out of ARIMS/ARIMS-C

To exit ARIMS/ARIMS-C, click the Logout button at the top of any ARIMS/ARIMS-C
page, as shown in Figure 20 below. This will close your current session and return you to
the ARIMS/ARIMS-C Home page. It is good practice to completely close your web
browser after ending a session to ensure that no sensitive information remains in your
browser’s history. As well, it is good practice to occasionally delete your temporary
Internet explorer files to keep your system running at optimum performance.

+|ARIMS ﬂF e

Figure 20. ARIMS/ARIMS-C — Logout Button
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4.6 New User Registration

To utilize 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.

Users register with ARIMS/ARIMS-C using their AKO/AKO-S credentials (username
and password). Registrants with valid AKO/AKO-S accounts not requiring sponsorship
are processed instantly. Registrants who must establish an AKO/AKO-S account or need
to be approved by a sponsor will not gain immediate access but will receive email
notification when their ARIMS/ARIMS-C accounts have been activated.

Categories of users who do not require sponsorship are: Active Army, Army Reserve,
Individual Ready Reserve, Army National Guard, DA Civilians, and NAF DA Civilians.

User categories that require sponsorship include: Army contractors, Local Nationals,
members of other military services and DoD and civilian agencies, etc. If individuals
within one of these categories create, maintain, use, and/or manage Army records, they
can be granted access to ARIMS/ARIMS-C by submitting the AKO/AKO-S e-mail
address of a valid ARIMS/ARIMS-C sponsor.

4.6.1 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
Army Reserves Non-appropriated Funds (NAF) DA Civilian

How to register in ARIMS/ARIMS-C:
1. Onthe ARIMS/ARIMS-C home page, use the AKO/AKO-S USERNAME and
AKO/AKO-S PASSWORD fields to enter your account name and password.
2. If you do not require sponsorship for ARIMS/ARIMS-C, the first time you log in,
the User Profile screen appears, as shown in Figure 21.

Alternatively, users may log into ARIMS with a CAC. The CAC log-in option is not
available on the ARIMS-C site.

3. Otherwise, to get to your User Profile page, you will log in from the User Log-in
on the ARIMS Welcome Page — select the Account Admin tab from the upper
navigation menu — and select the Profile link from the drop down menu options
to be delivered to the User Profile page, as shown in Figure 21.
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Figure 21. ARIMS/ARIMS-C Registration — User Profile Screen

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

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

6. Click Submit when you are finished making changes.

4.6.2 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.
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The following user categories (provided by AKO/AKO-S) require sponsorship in order to
use ARIMS/ARIMS-C:

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

US Navy - US Marine Corps

US Coast Guard - Army Volunteer

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

ROTC Cadet-Not Contracted

NOTE: 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).

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:
Currently registered in ARIMS/ARIMS-C, although this is highly recommended.
The user’s AKO/AKO-S sponsor
A Contracting Officer Representative (COR)

To request an ARIMS/ARIMS-C sponsorship:

1. Use the Home page to log in with your AKO/AKO-S Username and Password, or
CAC, 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 22, will be displayed.
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Figure 22. ARIMS/ARIMS-C Registration — Sponsorship Request

2. Key in the AKO/AKO-S username of a valid ARIMS/ARIMS-C sponsor.
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.

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,
only the UIC is inherited for the user, but not the office symbol.

6. 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.

4.6.3 Request a New Sponsor

Users have the capability to change a sponsor by requesting a new sponsor. On the User
Profile page, there is a link for requesting a new sponsor entitled “Request New
Sponsor”. This option is available for users to facilitate any needs for a new sponsor,
including personnel assignment changes and unit reorganizations.
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Figure 23. ARIMS/ARIMS-C Registration — Request New Sponsor

4.6.4 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.

Thirty days before the account expires, an Alert appears on the login page, as shown in

Figure 24.
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Figure 24. ARIMS/ARIMS-C Registration — Sponsorship Expiring

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.
To reactivate an expired sponsored ARIMS/ARIMS-C account:

1. Use the Home page to log in with your AKO/AKO-S Username and Password,
and then click the Sign into ARIMS button. Since your account has been
deactivated, you will see the ARIMS Sponsorship screen, as shown in Figure 25.
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Figure 25. ARIMS/ARIMS-C Registration — Sponsorship Request

2. Enter the AKO/AKO-S username of your current sponsor unless the situation has
changed, in which case enter the AKO/AKO-S username of your new sponsor.

3. Click Submit.

4. An email requesting sponsorship will be sent to the sponsor whose AKO/AKO-S
address was entered in Step 1.

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

6. If you attempt to log in before your sponsor has completed the online sponsorship,
you will be returned to the ARIMS Sponsorship page.

4.6.5 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:

Army Retired - DA Civilian, Retired

Medical Retired - Family Member

Medical Discharged - Administrative Contractor (AKO/AKO-S)
SysAdmins
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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 Records Manager Assist (RM-Assist), Records Input Processing
(RIPS), and Master Index make up this section of ARIMS/ARIMS-C. Advanced
functionality also refers to components only available to Systems Administrators and
RRS-A Systems Administrators.

5.1 Records Manager Assist (RM-Assist)

RM-Assist allows you to create an ORL for an office or unit. The ORL is tracked at the
office symbol level. This process is accomplished by linking items from the RRS-A 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 the RRS-A), 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.

5.1.1 Office Records List

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.

5.1.1.1 Creating ORLSs, Listing ORLs, Viewing ORLs, Renaming ORLS,
Updating ORLs, Printing ORLSs, Deleting ORLs, Reorganizing ORLs
for Records Officials and Generating ORL Reports

5.1.1.1.1 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
instruction to add to your ORL, you may use the Template function, Library function, or
you may copy an existing ORL and add or delete instructions as needed.

5.1.1.1.1.1 Creating an ORL from Scratch
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1. Click the RM-Assist tab on the upper menu — select Office Records List —
then Create, and then Create from Scratch from the drop-down menu. The
Create ORL from Scratch screen appears, as shown in Figure 26.
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Figure 26. RM Assist — Create ORL from Scratch

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.

The newly created ORL is “empty” and must have record instructions added to it. To add
record instructions from the RRS-A to your ORL, go to Section 5.1.1.1, Updating an
ORL, for details.

5.1.1.1.1.2 Creating an ORL from a Template

The ORL Template Library allows users to create a new ORL and quickly add a group of
pre-defined record instructions from the RRS-A to it. The Library is based on prescribing
directives (for example, Army regulations and PAMs, DoD instructions). Selecting one
or more of the prescribing directives will add all the RRS-A record instructions related to
the directive to your ORL. From there, you can update your ORL to add or delete record
instructions so that it only lists the instructions you need.
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1. Click the RM-Assist tab on the upper menu — and then select Office Records
List — and Create, and then Create from Template from the drop-down menu.
The Create ORL from Template screen appears, as shown in Figure 27.

I,I||I,-I=;|-::fnd_

& |ARIMS

Home|, [RESA RMAnnl  RIPS  Maweiladex, (Accoosd Admin,  Systein Admin,  HelpDownlosds,  Logout)

LEYT )

Records Management - Create ORL from Template

Create a new DRL fom Template allows the user 1o add 2 growp of predefined recoed nstructions to an ORL. Tha
flempisten are basad on prescniing drecives. Selsching one or maa of tha prescnbing deactives will asd tha racerd
instructions ielaled to the drectve bo the ORL Indeidual recond mstiactions can be added at a lates e

USA SERV AND OPS AGCY - W313AA
Office Symbol:  CONTRACTORS -

Oefica FRaconds List

OFL Yeu:. 2003 x
-';.. 2kl '.|..'__ ' ol
Proscrifing [Hrective Mumbar Hecord Ingtmuctica Coging

1:1:23 2
1-10 ¥
150
1z 10
2 B
L i
Yoy
15
25
‘
Create ORL

* Rusqpuired Fisld

P st
T e

Figure 27. RM Assist — Create ORL from Template
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2. Select the correct Office Symbol and ORL Year.
3. Type in a name for the new ORL.

Note: The ORL name should 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. Select one or more templates by clicking on the check boxes desired.

5. To access the publication of a particular Prescribing Directive, click on the
individual Prescribing Directive link. This will take you to the U.S. Army
Publishing Directorate website. These publications, as seen in Figure 28, may be
viewed or downloaded in the electronic formats provided.

Series Collection Search Results (Publications)

The Documents Available Under the Series 1
23 Records found.

PUB NO. ISSUE DATE TITLE XML | BOO | PDF
AR 1-1 1/30/1954 PLANNING, PROGRAMMING, BUDGETING, AND EXECUTION SYSTEM  [sML  |BOD  |PDE
AR 1-3 4/15/1580 HOURS OF WORIK, TOURS OF DUTY, AND WEEKEND AMD HOLIDAY  [XML  |BOD  |EDE

STAFFING
AR 1-8 1/158/1999 WYHITE HOUSE LIAISON, COMMUNICATIONS, AND INSPECTIONS AWML |BOD  |FDE
AR 1-13 3/15/1585 RELEASE OF PERSONMEL AWML |BOD  |FDE
AR 1-15 9/720/2004 CIVILIANM AIDES TO THE SECRETARY OF THE ARMY AL FDF
AR 1-20 1/20/2004 LEGISLATIWE LIAISON AL FDF
AR 1-21 1/18/1971 ADMIMNISTRATIVE SPACE MAMAGEMENT AWML |BOD  |FDE
AR 1-33 1/15/19581 MEMORIAL PROGRAMS AWML |BOD  |FDE
AR 1-39 6/11/1585 DEFENSE SUPPLY SERVICE-WASHINGTOMN AWML |BOD  |FDE
AR 1-75 372772000 ADMIMISTRATIVE AND LOGISTICAL SUPPORT OF OWVERSEAS AWML |BOQOD  |FDE

SECURITY ASSISTANCE ORGANIZATIONS (SADs)
AR 1-100 11/15/1983  |GIFTS AND DOMATIONS AWML |BOD  |FDE
AR 1-101 5/1/1981 GIFTS FOR DISTRIEUTION TO INDIMNIDUALS AWML |BOD  |FDE
AR 1-201 171272004 ARMY INSPECTION POLICY AL FDE
AR 1-202 5/26/2000 ARMY CONGRESSIONAL FELLOWWSHIP PROGRAM AWML |BOD  |FDE
AR 1-211 120171983 ATTEMDANCE OF MILITARY AND CIVILIAN PERSOMNEL AT PRIWATE XML |[EOOD  |PDF

ORGANIZATION MEETINGS

HGDA LTR 1-01- |6/27/2001 FORCE HEALTH PROTECTION (FHF): OCCUPATIOMAL AMD FDF
1 ENVIROMMENTAL HEALTH (DEH THREATS

HQDA LTR 1-03- |7/28/2003 FORCE HEALTH PROTECTION (FHF): OCCUPATIOMAL AMD FDF
1 ENVIROMMENTAL HEALTH (OEH) THREATS

DA MEMO 1-1 |11/8/1591 BRIEFING THE SECRETARY OF THE ARMY, UNDER SECRETARY OF FDF

THE ARMY, CHIEF OF STAFF, AND DIRECTOR OF THE ARMY STAFF

D& MEMO 1-11 |4/15/1598 HGDA STAFF OFFICER TRAINING PROGRAM FDF
D& MEMO 1-15 |4/15/1598 ANNUAL HOLIDAY AND COMMEMORATIVE EVENTS GREETINGS FDF

Figure 28. RM-Assist — Create ORL from Template -
Publishing Directorate Website

6. After you have selected all desired templates, click Create ORL. This
automatically populates the ORL with all record instructions from the selected
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templates. The List of ORLs is displayed, with the newly created ORL listed as a
Draft, as shown in Figure 29.
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Figure 29. RM-Assist — List of ORLs with Draft ORL

7. To add Record Numbers/Instructions from the RRS-A to your ORL, go to Section
5.1.1.1, Updating an ORL, for details.

5.1.1.1.1.3 Creating an ORL by Copying

This feature is helpful for copying an ORL from one year to the next. All of the copied
instructions will retain the same status (Proposed or Approved) from the original ORL;
note that instructions that were superseded or rescinded will not be copied; you must
check the RRS-A to update them accordingly. You can still add instructions to the
copied ORL; however, if you need to add and/or delete many instructions from one year
to the next, you should create a new ORL, either from scratch or by using the Template
option.
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1. Click the RM-Assist button on the menu — and then select Office Records List
— and Create, and then Create by Copy from the drop-down menu. The Create
by Copy screen appears, as shown in Figure 30.
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Figure 30. RM-Assist — 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 may choose and select the new Copy Folders option.

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

6. To add record instructions from the RRS-A to your ORL, go to Section 5.1.1.1,
Updating an ORL, for details.

5.1.1.1.1.4 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. Click the RM-Assist button on the menu — and then select Office Records List
— and Create, and then Create from Library from the drop-down menu. The
Create from Library screen appears, as shown in Figure 30.
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Figure 31. RM-Assist — 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, and then click Create ORL.
4. The newly created ORL will be saved as a Draft ORL and may have other record

instructions added or deleted from it. Once the ORL is completed, you may
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. ORLs 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.

On/after the one-year period ending December 31%, you will be notified that your ORL has
expired if one was not already created for the next year. You can copy the expired ORL and
to add new or delete draft/proposed instructions in the copied ORL.

5.1.1.1.2 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, mouseover the RM-Assist tab on the upper navigation menu — and
then select Office Records List — and List ORLs from the drop-down menu.
The List of ORLSs page appears, as shown in Figure 32.
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Figure 32. RM-Assist — 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 33.
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Figure 33. RM-Assist — List of ORLs

3. Other functions are available to you once you have listed an ORL. To activate
these functions, click on a specific the ORL Name. When an ORL has been
selected, the name is highlighted, and the Update, Rename, and View/Print
buttons become active, as shown in Figure 34.
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Figure 34. RM-Assist — List of ORLs — Selected ORL

5.1.1.1.3 Viewing ORLs

List the ORLs as described above in 5.1.1.1, and then click the View button at the bottom
of the page.

1. If the ORL is a Draft, but it was created from a template or as a copy, the screen
will appear similar to that shown in Figure 35.
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Records Management - ORL Details
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Figure 35. RM-Assist — ORL Details — Draft ORL

2. The ORL Details screen displays record instructions 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.

3. You can delete Proposed record instructions 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 instructions can only be
deleted if there are no folders or records indexed in the system against them.

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

5.1.1.1.4 Renaming ORLs

List the ORLs as described in 5.1.1.1, and then click the name of the ORL you wish to
rename.

1. Click the Rename button at the bottom of the page. The following screen, shown
as Figure 36, will be displayed, where you can enter the new name for the ORL.

Records Management - Rename ORL

Enter the néw name for the ORL (without a numaric year) and click on the Submit button to renama the ORL. An
ORL may be renamed by aryone within the Ofice Symbol. Please remember that there is only oné ORL per Ofice
Symbal

=y

3 AGCY - WI13AA
Office Symbol: AAHS.RDR.R
Ofhce Reconds List. 2007 - RDR OHL

M Officie Records List Mo .

| Subenit | Close
[ Subent |

" Required Fleld

Figure 36. RM-Assist — Rename ORL

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

5.1.1.1.5 Updating ORLs

Use the Update ORL function to add record instructions to a new ORL (created from
scratch or by using a Template or Library), or to modify an existing ORL.

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

List the ORLs as described in 5.1.1.1.

1. Click the name of the ORL you wish to update, as shown in Figure 37. The
selected ORL will be highlighted.
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| Updata Renams | WiewFnm | Suma @ Proposed

* Required Fiald

e
LE

Figure 37. RM-Assist — Update ORL — Selected ORL Highlighted

2. Click the Update button.

3. The next screen takes you to a view of the instructions that are currently listed on
your ORL, shown in Figure 38.
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Records Management - ORL Details
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Figure 38. RM-Assist — Update ORL — ORL Details

If there are no instructions in your ORL, the screen will be similar to that shown below in
Figure 39.

Records Management - ORL Details
UEA SERV AND OFS AGCY - W313A4

Office Symbol. AAHS-RDR-R
ORL Hame. PRS0 ORL

Pleasé click the ‘Add Record Instructions’ button 1o search for Recond Instructions 1o add to this ORL

R | Agd Racord instrucions. | Cidse | | Pht Simman. | Pemostan |

Figure 39. RM-Assist — Update ORL — Empty ORL

4. To remove instructions 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 instruction, as it may have been added by someone in your unit
who is authorized to create that type of record.
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5. To make additions to the ORL, click Add Record Instructions to search for
records instructions to add to the ORL. This option displays the Records
Retention Schedule — Army (RM-ASSIST) Basic Search page, shown in
Figure 40, which provides the same options and functionality as in the RRS-A
search for finding instructions to add to your ORL.

Records Retention Schedule - Army (RM-ASSIST) Basic Search

You may search by Keyword, Regulation Number, or Record Categery. combined with Record Type To stan a
new search, click the Reset Form button i you choose io beowse the Hecord Categones, you can sor the kel
esther by numbser of deschphion

Astum to Update Page |
CRL Mama: PRSD O

Himas for senrching by Keywaord
= Search by Keywored s nol case sendaive,
e, it vl ol pisfioam slemming funclions,

Search by Keyword

Keywaord |

Baoolean, or “Tuzzy” ssarching (i e emry mist
¥ Search within Record Instruction Categony ba pxact warding)
o = Tha keyword baing searchad may appear
anywhiere im the nstruction title o nstraction
Search by Regulation Mumber description. i Search Within Racord Imstnsction

Gategory 13 checked, the categony tile and
calegony descnplon will also be searched i
wnll not Bue haghlighted

OR s Enter one kiyword instead of a phratse, and
then ugas the Search within Results aption Lo
Browse by Record Category reduce the number of hits
» Dz net begin and and a search phrass with
Record Categony [ ﬂ quotation marks 7 7

Sant it by = The semch engme will nol peoperly search

phrases conlimmg comemon “rose

words™ (and, or, not_ as_ #c )

Regudatron Numbsor |

™ Mumbar " Daserglion
AND

Record Type
" Evert T Calandar * Any
T Pommanent ™ Tene based & Any
" Transfer © Kagp © R e i € Unscheduled & Any

Ceplznation of ChepdsSion Godes

Raset Fom

Submit Search | Close |

Figure 40. RM-Assist — Basic Search

6. Locate and click the boxes for the desired record instructions, 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.

Once you have submitted the new instructions, they will appear along with the other
instructions in the ORL Details screen. The newly added record instructions in the ORL
will have Proposed in the Status column.
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51.1.1.6 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 the list of ORLs by going through the RM-Assist tab as described in this
section above.

2. Once the list of ORLs appears, you will see the list of ORLs specific to the
ACOM/ASCC/DRU, Unit, and Office Symbol you have chosen to review. If you
do not see the ORLs you are searching for, revise your selections for
ACOM/ASCC/DRU, Unit, and Office Symbol and click Submit again.
Otherwise, notice that there is a list of ORLs for you to choose from and there are
several form buttons at the bottom of the list that are unavailable to you until you
have made a selection from the list: Update, Rename, View/Print, and Submit
as Proposed.

3. Select one of the ORLs from the available list by clicking on the ORL Name. You
may notice a brief “Please Wait” dialogue box flash on the screen signifying that
the ARIMS system has retrieved the information for your selected ORL and is
ready for your next request. You will now see that three buttons are available for
you to choose from: Update, Rename, and View/Print.
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Figure 41. RM-Assist — Select ORL for View/Print

4. With your ORL selected, click the View/Print button. A new window will open
above the window you were working in... this window will be a Records
Management - ORL Details window.

The Records Management - ORL Details window will show the Record
Category, Record Title, Record Type, Perm, Event Driven, Privacy Act Number,
Record Number, and Status.
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Figure 42. RM-Assist — View ORL Details

5. Now with the Records Management - ORL Details page open, you can do
several things:
open an individual record from the summary list for review,
close the summary window, or
choose to print the summary or a detailed report of the office records.
You will see that there are three buttons, highlighted and available to be selected,
just below the list of office records:

Close,
Print Summary, and
Print Details.

6. Of course, you may choose to close the window after viewing the ORL Details
summary or after reviewing any individual record; you may be looking for
different records, or have no further need to work with a specific ORL, etc. But,
in this case, it is assumed that you have found the particular ORL and records you
wish to work with and print.
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7. Once you are ready to print the summary of the ORL Details you are viewing,
click on the Print Summary button.

Records Management - ORL Details
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ORL Tame R DRL 7006

Bacord ik um  E2 i ' Sintu
L-.:_ftg;_:rurrnum P K Mo Ve MA 1a Fr—
:‘E‘E';itlﬂttlllr:(_: i ._..-.| Lo --:M: :n:_,duth%ﬂﬁ_ = Ma  Ves ;{;mv_l:_fﬂl OPML Aproved
F‘::r«;gfneamuc, e L e L e Ma  Yaa g:f:?ﬁﬂ; Tasd F—
L-.E::Jé:rurrnmf; Ofics job desciictions K M Y A ith sy
E;:“E-:‘gtﬁft"mu i ceganization Slas K Mo  HNo HA 1 Apprmved
ke Ofics tamperary duly gl T M e TT3330EAS T Appmved
II-'.‘::SFHF!'FIHG Beading fieg K Ma ¥ou BlA Tenmy Approved
ﬁ_}'EIEEtKI::-_I'IIIG Access comrols - Kay and lock commed iegisisrs K Ma Mo HA e Appemad
F?F:S?EHEEDI“G Ié;i-llz,wb;wI:n::?a:‘“:-_.":i{v:ﬂ',::‘ RETA. 1o yshurdt K Mo  Yea TTAS0FAS 12 Aprpriromd
L'-?;'SFK-’TF‘"*G I “IT;:E‘_E’_"I tend E‘L‘__’-‘F” 1.6 #gulant Mo Yes TTI350FAS 1x3 Aggrimved
:’&mﬂg“g} Genaral information management comespondance flas K Ma ez HA e Approved
IrI{aF, FL:,: ﬁ:ﬁi— Surrry Indoirmation Managdenen] Prgaran: - ol ofices 14 Mo Mo Z-1ad L
:{me: Records Managamesd Fiogam 254 Approved

Figure 43. RM-Assist ORL Details and Print Summary Button

a. Click the Print Summary button and the Details window converts to an
ORL Summary page.
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Figure 44. RM-Assist Print Summary Ready for Print

b. At this point you may still choose to close this window, or you may click
Print Summary again and the Print dialogue box for your local computer
system will appear.

c. Make your selections for your local Printer and network options and click
Print to print the Summary.

d. Click the Close button when you are finished

8. You may choose to Print Details of the “Records Management - ORL Details”
that you are viewing; click the Print Details button.
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Figure 45. RM-Assist — Select Print Details

a. After clicking 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
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Figure 46. RM-Assist — Complete Details Displayed

b. 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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c. When you are ready to print the ORL Details detailed report, click on the
print icon which is available at the upper left side of the page. A new
dialogue box appears with Print Options for the ARIMS Application and
your particular ORL report. Here you will make any specific selections
concerning which pages you wish to print, either “All”” or a specific page

range.
(& Print the Report - Windows Internet Explorer = =R
Print Options
Enter the page range that you want to Print.
@ Al
© Pages
From: Tor
To Print:
1. Inthe next dialog that appears, select the "Open this file" option and click the
OK button.

2. Click the printer icon on the Acrobat Reader Menu rather than the print button
on your internet browser.

ok ]

Figure 47. RM-Assist — Print Detailed Report - Page Range Options

d. Once you have made any specific selections concerning page range or you
have selected “All”, you will click OK.

e. The pages you selected to print in the “Print the Report” window open as a
PDF document and are 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
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Crrectives: ™ Reverse pages % ——
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Figure 48. RM-Assist — Print Detailed Report

f.  Your report will print according to the page range and printer
specifications you have chosen.

5.1.1.1.7 Deleting ORLs

The Delete ORL functionality in the ARIMS system is a part of the Update 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. However, you can always delete any Record Number
in an ORL if it is available for selection.

The process begins by viewing an ORL list and selecting the particular ORL you wish to
“Update” and attempt to remove. The following steps describe the process:
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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. Once a Record
Number is deleted, it no longer exists in the ORL. A deleted Record Number will need
to be re-entered again from scratch to add that Record Number back to the ORL.

1. View the list of ORLs as described at the top of this section here in 5.1.1.1.

2. Select the particular ORL you wish to delete.

3. Click the Update button at the bottom of the list of entries.

Records Management - List of ORLs

This iz & lis? of 3l ORLE for the ssiected Ofce Symbol From here you CAn choase to updats, Fenams, wespnn_ or
submet an OFL a3 propoded, once (he ORL has bean seleciad

ACCMASCCTRL:  HODA -
uUna. USA SERV AND OFF AGLY - WI1IAA ¥
Ostice Symbal”  AAMSRDE-R LA
Sl

2010 Draf HOOA LA SERW AND D95 AGCY AAHS-ROR-R

008 Approved HOODA LFSA, SEFE AND PS5 AGCY AAHT -l

£ L JO0E Approsed FEIDA LiSA, SERW AND OPS AGCY  AAHS-RDE-R
BN IR 006 006 Approved HODN USA SEHV AND OPS JGCY. AAHS. RN R
BRE HOOA LISA SERW AND D95 ARCY AAHS-ROR-R
o HODA LFSA SEFE AND OFS AGCY AAHS-RDR-R

FEI0A LiSA, SERW AND OPS AGRCY  AAHS-RDE-R

o HOERS LiSa, SEFEW ANCHOFS AGCY  AAH R-H

125t T8 1993 Apprered  HODA LISA SERW AND D95 AGCY AAHS-ROR-R
=at 1921 Draft HOIOA LFSA SEFR AND OFS AGCY AAHS-RDR-R
IEST 1550 Appeosad  FOIDA LiSA, SERW AND OPS AGRTY  AAHS-RDE-R
[EataoT 1508 Approved  HODA LrSa, SEE AN ORS aGCY  AAHS-ROR-R

Update ﬁnnarm Witne P nni

* Reqqulsad Flald

Figure 49. RM Assist — Select Update to Delete

4. After you have clicked the Update button, a new window will pop up and show a
summary list of record numbers with check boxes beside each of them. Above the
summary list are a title and a title bar with columns: Record Category, Record

Revised Date: 08/31/2009 54



ARIMS/ARIMS-C User’s Guide Version 3.5

Title, Record Type, Perm, Event Driven, Privacy Act Number, Record Number,
and Status.

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

NOTE: It must be considered that 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 using that Record Number (in use) from within that ORL.

Records Management - ORL Details
USA SERV AND OPS AGCY-WIT3IAA

Cfice Symbol  AAHS-RORA
ORL Hama RMD ORL 2006

Eumint Eriwacy Aol R

- o L]
Driven Number Himbor 20
HOUSEKEEFING %
= enes fainid K Ho  Yex Ha 18 Approved
HOUSERKEEFING H T 5 "
Y fies T Ha  Ye GOVT2 taat Approved
HOUSERKEEPING e 3 OPMAE0NT-1 .
4 ELE= ey K Ho  ‘Yas l'.lFI:-";\.".".-'T.': tasd Apprevad
HOUSEKEEFTNG "
L |_.-: ; K b Yes hiy b Approved
HOUSEKEEFIING =
¥ Fies ¥ Mo Mo A " P
5
HOUSEREERRG ' . yiaas = "
FILES: 1 No Mo Tinoras thh Approved
HOUSEKEEFTNG . ' 5 i A
4 pps h K Na Yes & mm Approved
HOUSERE EFRNG
0 '-ILII::': e K Mo Mo 1A 2 Aprosd
HOUSEKEERTHNG .
o -III'_EI?_!-‘_I: 7 =K No You TTISOEAS 55 Approved
FILES
HOUSEKEEFING ; " A et P o .
Ca LES h Z K Ho s TI3FS0OFAS T3 Appicved
P ORRUATION -
s .|.=J'J-¢,..-_. P " e e h = 2
MANAGEMEN
WHEOHMATION ; - ) ) . )
¢ “_l"I ‘IS-E' ,,I_l". 'IT ma Manasgemant Program - othar ofices K Ha Ma 25123 Approsmd
INFORMATION : - . s
| Besels K He e Ha 251 Appreved

MAMNAGEMENT e

Close

Figure 50. RM Assist — Select Records and Click Remove

6. 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 50 shows how some Record Numbers
are in use by the ORL and therefore cannot be deleted.

Revised Date: 08/31/2009 55



ARIMS/ARIMS-C User’s Guide Version 3.5

7. 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”.

Records Management - ORL Details
USA SERV AND OP3 AGCY-W3I13AA

Cffice Symbdl AAHSRORR
ORL Hama: ARRAS Usar's Guide

i Eecond Category Hogord Tile ol oo I:El;\l::.'ierl‘ Privacy Act  Recond

Mumbir  Numbor LA

ACMINESTRATION piocram aond b

¥ ADMINESTRATION prg T Yas Mo A, 1-20a2 Approved
| ADMIMESTRATION K No Ha i, 1:20k Approved
¥ ADRSPESTRATION Co T Yes Yes HA 1:2e Approved
¥ ADMIMESTRATION K Ha Ma HA 1:20d Approved
. ARGG1-
ADMITESTRATION b ¥ iy 20 Ap
7 ADMMESTRATION K o Mo J0SALL 1 3% pproed
W ADMIMESTRATION K Ho Mo HA 1-200 Approved
¥ ADMINESTRATION ki K Mo Mo HA, 120 Approved
¥ ADMMSTRATION Congesmonal slections H Ho Ma H 13k Approved
¥ AMNIMETRATON Seecul misces] groucs K Ho Mo A 1-20 Approved

| Remowe | Ade Recond instnactions Cloas

Figure 51. RM-Assist — Select All Records and Click Remove

8. After you have removed or deleted all of the Record Numbers from an ORL you
will see no more Record Numbers (Record Instructions) under that ORL. When
the ORL is viewed in the List of ORLs summary it appears with the status
changed to “Draft”.
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Records Management - List of ORLs
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1980 Agpened HODA LISA SERV AND DFE AGLY CONTRACTORS

i 1952 - Appeoved HODA USA SERY AND ODFS AGCY CONTRACTOURS

=] LISA SERY AND S AGCY DONTRACTORS

USA SERV AND OFS AGEY CONTRACTORS

LISA SERV AND DFE AGLY CONTRACTORS

123 Approved HODA USA SERY AND DFS AGLY CONTRACTORS
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Figure 52. RM-Assist — ORL Status Draft and ORL Delete

status, and the ORL is deleted and removed permanently.

Click the Delete button while the ORL is selected, and while the ORL has “Draft”

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. Therefore, what must
take place in order to delete a Record Number that is within a Folder, is first to delete the

Folder.
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Please see below a description of how to delete Folders in order to delete Record
Numbers within a Folder. Please refer to paragraph 5.1.4.7 for expanded details on Delete
Folders.

10.

11.

12.

Please refer to your RM in order to clarify if you have Folder Deletion privileges.

If you have privileges to delete Folders, under the main RM-Assist tab on the
upper menu, select RM-Assist — Folders — Delete Folders.

Next select the correct ORL which contains the Folder(s) you intend to delete.
Then, select the check boxes for the specific Folders you intend to delete.
Click the Delete button.

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

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

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

You will now see your list of Record Numbers again and should be able to select
all Record Numbers. Select all Record Numbers and click Remove.

You now see an empty screen reflecting that all of the Record Numbers have been
removed and you have an empty ORL. Click the Close button.

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

Click the Delete button while the ORL is selected, and while the ORL has “Draft”
status, and the ORL is deleted and removed permanently.

5.1.1.1.8 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.
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5.1.1.1.8.1 New Office Symbol

Below are the steps required for moving all ORLs from an existing Office Symbol to a
New Office Symbol.

1. Under RM-Assist, select the Office Records List — Reorganize — Move to
New Office Symbol.

2. Select the Office Symbol which contains the ORLs that you wish to move.

uUnClaazimd

+ARIMS 22

aiaem

Home, BRSA AvAsal BIPS  Meleiedes, BicwiniAdmin,  SyilsmAdmn SeeDowosds, Legoul

Move ORL(s) to New Office Symbol

This page allows mcords oficials to mowe all ORLEs). Sohders, and users of the selectod Office Symbal 16 a newly croated Dfice Symbol within the same LAC. The onginal
Cffice Symbol will Ba replaced by tha naw one and will no longar axist in tha sysiem unlass & is re-crested Tha format of an Ofce Syembal in sooownc-aaan: with only the

first four chiracieds being requined. Optionally, the Ofice Symbol may end in 8 dash followed by 8 amgle dagl. Note. This acbion will move gl ORL{s) folders. and usen
owtr 10 8 naw offics symbal such a4 would ecour with a comman réstganizatn I you nesd ta have Sy portssns ided tvar 10 8 new ofice symbael such as wiuld eccur in

1 spiil renrganLrRtion, mante sulenst veor request 16 the ealing kaip danl
ACOMASCODRLE HODA -

Uit LS4 SERV AND OFS AGECY - WITIAA -

Cfice Symbol  AAHS-RDR w -‘_
Mew Ofice Symbal  AMHERDRA C—
Suamal

| 2004 - COMET 2006 - AAHS 2007 - AAHS 2010 - COMET

* Required Feld

R
- - Vst

Figure 53. RM-Assist — Select Office Symbol and Type New Office Symbol

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; you
click OK.

6. A final dialogue box appears to alert you that “ORL(s) were successfully moved.”
Click OK. You are finished.
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5.1.1.1.8.2 Reorganize ORLs for New UIC

Below are the steps required for moving all ORLs from one existing UIC to another
existing UIC.

1. Click on the RM-Assist tab on the upper menu — select Office Records List —
Reorganize — Change UIC. Then, the Move ORL(s) to New UIC window
opens.

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.
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uUnClaazimd
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Figure 54. RM-Assist — Select UIC Source and Destination

4. Click Submit.

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

6. A final dialogue box appears to alert you that “ORL(s) were successfully moved.”
Click OK.
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Figure 55. RM-Assist — UIC Source and Destination Moved

51.1.1.9 Generate ORL Report
The ORL report is a printable list of information about the ORLs that you specify.

1. To create an ORL report, click the RM-Assist button on the menu — and then
select Office Records List — and Report from the drop-down menu. The ORL

Report screen appears, as shown in Figure 56.
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Submit

Figure 56. RM-Assist — ORL Report

2. Use the Search by Status, Search by UIC, or Search by Year options to build a
list of ORLs for the report. The following example, Figure 57, shows the results
of a search for Approved ORLs from 2008 in the USA SERV AND OPS AGCY -

W313AA Unit.
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Figure 57. RM-Assist — Completed ORL Report
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5.1.2 ORL Libraries (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 instructions. You can also add or remove library
instructions from an ORL library, and you can delete libraries.

5.1.2.1 Manage ORL Libraries

1. To manage ORL libraries, click the RM-Assist button on the menu — select ORL
Library — and then select Manage ORL Libraries from the drop-down menu.
The ORL Library Management screen appears, as shown in

2. Figure 58.

ORL Library Management

This is a Est of all ORL Liteanes Recoed insbructions can be added and deleted to the Libmnes. The Libearies can be used to create new ORL's
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Figure 58. RM-Assist — ORL Library Management
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3. Click on the name of a library. When it is highlighted, you will be able to Update
or Delete entries in the library, as shown in Figure 59.
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ORL Library Management
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Figure 59. RM-Assist — ORL Library Highlighted

4. Click Delete to remove the ORL library, or click Update to add or delete record
instructions from the ORL, as shown in Figure 60.

Revised Date: 08/31/2009 66



ARIMS/ARIMS-C User’s Guide Version 3.5

Library Details

Labwary Marme  Froduction Confiol

Evant Prlvpcy Act Record

Hecord Cptegory Hucord Tt e Drven Hunsbar Mumbss SAnIS

WANTENANCE OF SUPPLES . )
r ,rr;.-uni[n!]:;”ﬁ.}-r N Calibralzon dala cords - Magler File T Ha  Yes A Te0-81 Propoged
MANTENANCE OF SUPPLIES Eguipsmant nsoection and mantenancs i .
T N EGUIPMENT i K Mo Yes ht, 505 ropased
MANTENANCE OF SUPPLIES .

I ;}Tu:ﬂ-jm.!:rlf S K Ha  Yes A 150 Proposed
P i Tk pe

r ﬂf-.".j'ﬂ-‘ir.l,’;:;.;';ﬁ.l'; SUFPLES  puatorical cords of loghooks K fa  Yes hA 50 Proposed
MAMTENANCE OF SUPPLI =

r j}-Eﬁ;u&rh’J UPPLIES Prevpntive mainiengnce schedules K Ha  Yes Iy 75024 Propossd
MAINTERHANCE OF SUPPLIES . . -

r %mt-:'rjlu-;nl-:r;r SPPLES oo ooty accounts : o - . I
MAINTENANGE OF 5 E5 ) .

= MAINTEMNANCE OF SUPPLIE " Wi Ve ik —— o

AND EQUIPMENT

Rumen | Add Record lnntractions | Cloan |

Figure 60. RM-Assist — ORL Library Details

5. Use the check boxes to select the Record Number/Instructions to be removed, and
then click Remove. Or, to add record instructions, click Add Record
Instructions. This takes you to the Library Basic Search for Instructions
screen, as seen in Figure 61.
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Figure 61. RM-Assist — Library Basic Search for Instructions

6. If you are unfamiliar with the RRS-A Basic Search, see Section 4.3.1 for more
information. This search is very similar. When you have searched for and
identified appropriate record instructions, select them using the checkboxes next
to the titles.

7. When you click Submit, the record instructions will be added to the library.

5.1.2.2 Create ORL Library
ORL libraries may be created by records officials for their units.
1. Tocreate an ORL library, select the RM-Assist tab on the upper menu — select

ORL Library — and then Create ORL Library from the drop-down menu. The
Create an ORL Library screen appears, as shown in Figure 62.
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Figure 62. RM-Assist — Create an ORL Library

2. Enter a name for the new ORL library, and then enter a description, as shown in
Figure 63.
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Figure 63. RM-Assist — Create ORL Library Name and 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, as shown in Figure 64.
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Figure 64. RM-Assist — List of ORL Libraries

5.1.3 Viewing Proposed ORLs

1. To view or approve an ORL, select the RM-Assist tab on the upper menu — and
then select View Proposed ORLs from the drop-down menu. The View
Proposed ORLS screen appears, as shown in Figure 65.
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Figure 65. RM-Assist — 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, as shown in Figure 66.
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Figure 66. RM-Assist — List of Proposed ORLs
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3. Click on the ORL Name to view the record instructions included in the ORL, as
shown in Figure 67.
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Figure 67. RM-Assist — Approve Record Instructions

4. If your access level permits, you can use the check boxes to approve or
disapprove record instructions. When all instructions 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.

5.1.4 Folders

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

8 Parent Folders contain only AO (child) folders, but no isolated documents.

Record Folders contain one or more documents, but no folders.

8 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.

wn

Each record or Privacy Act folder has one and only one owner: the person who created
the folder. In the case of a record folder, it belongs to one user but may be accessed by
anyone in the office symbol 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 within the parent folder.
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However, in the case of a Privacy Act folder, only the owner of the folder may access the
folder without specifically asking for permission to access it. Only the owner may place
documents into a Privacy Act folder; no permission can be granted 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 concept of 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/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.

5.1.4.1 Creating Folders

You may only create a folder based on an approved record instruction 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 Instruction. New sub-parent folders may be created within a parent folder
without restriction.

1. To create a folder, select the RM-Assist tab on the upper menu — and then select
Folders — and then Create Folders from the drop-down menu. The Create
Folders page appears, as shown in Figure 72.

Revised Date: 08/31/2009 73



ARIMS/ARIMS-C User’s Guide Version 3.5

uUnClaazimd
2 o

- S
+ ARIMS g8 S
s S

diaem

RRER)  TAawat FEPE, MM ARssa A, Syt PSR, a0

Records Management - Create Folders
This sceeen allows you to create multipln electronic or hard copy Solders at ona tima To ceoate foiders, endor the Soider
mEMaN_ one per ling, inko the Mamas Reld and chel tha Add Foldar button A5 foldars thet are crented will ba idenlical
uxcept for the risme, they wil be basad on the same record matiucton flom the same ORL and in ihe same year. They
wall all B i 1hee samed Spacial Collactaa if applicable

& folder may b2 removed froem the creation het By chiclong Delels balors chciong the Submit button. Once ail iokders
haree been added, chek Submi 1o create the folders. and bo pint labels for any kasdcopy felders (hat have been created

I wou hawe muhiple hardoopy reconds that will occupy more than one folder, we the Multipar checkbox. and ender the
birlal ambar regpared i the Coand: eld

USA SERYV AND OPS AGCY - WI13A8A

Cies Symbal  AAHT HDR-A -
Office Racoeds List 2009 - AREB DRL -
Hecon Instuctson "

Hasnes of Mew Folders

Hard Cogry
Wil Recond
Multi-part Count

Indlawing for 3 Spacial Colaction Yot @ Mo

Spaaial Callacsa
dvdd Folders

¥ou MUST add folders befare you Sabmit for creation

" Ruequired Field

Figure 68. RM-Assist — Create Folders

2. Select the Office Symbol and ORL in which you wish to create a folder. Select
the appropriate Record Instruction and enter a name for the new folder. To create
multiple folders, enter additional names, with one name per line, as shown in
Figure 609.
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Figure 69. RM-Assist — Create Multiple Folders

3. The folders may be placed in a parent folder that already matches the Record
Instruction type of the new record folders or in a parent folder that does not
already contain record folders. In the latter case, that parent folder would now be
constrained to hold records of that Record Instruction type.

4. Specify whether the folder is hardcopy, if it belongs to a Special Collection,
and/or if it is a Vital Record, as applicable, and then click the Add Folders
button. The default for creating folders is electronic which can then be used to
upload electronic records with the RIPS Document Upload or the Bulk Archive
Tool discussed in section 5.2.1.
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5. The list of added folders will appear at the bottom of the screen, as shown in
Figure 70.

Records Management - Create Folders

This screan allows you ko create multiple electionic o hard copry Solders at ong tima. To croate folders, entar the Solder
MEMas, one per ling, méo the Mames fsld and chck the Add Foldar button AT folders thal aee created will be idantical
except lor Ehe rame, thay will be based on the sama recond matiuclsn bom the sams ORL and o e same year. They
wall @l Bk in R sare Spacial Collacten, if apghcabls

& folder may b renowed from the creation lis] by cliciong Delate balore chclong the Submt button, Once all foidens
biree baen sdded, chek Subend 1o creale the lolders and bo pimt labels for any hedeopy flders kel have baen crealed

If o hawe muRiple hardeopy recands that will 6ccupy mone than ond falder, e the Multipan checkbax. and entor the
tetal pmbar ragured in the Ceoed: dald

USA SERY AND OP5 AGCY - W313AA

Office Symbal  AAHS-RORR -

(Ofce Records List 2009 - ARE ORL -
Feacnn ingtruches  Thi Cfics tampamny duty iresl -
Hasnas of Baw Folgars o0 0L ‘eushecs = Hay
Travel Vouchsrs - Juns
Hard Copry. (&
Vital Recond
Phulti-part Count

Indheaineg for & Special Collecton Yeu & Ha

Spacial Collaction

Audd Foldens

Bezurd Fustrigsiion Gmsial Collectivn Medio Typs Vital

Travel Vewchen - May  Thh Qe lemporary duly lressl None Hardcopy Hu
Teavel Vouchanm - Juns Thh Dee lemporary duly leewsl MNons Haideamy ]
Sutena |

* Required Fiskd

Figure 70. RM-Assist — Create Multiple Folders — Names Added

6. If 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.
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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 71.
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Figure 71. RM-Assist — Create Multiple Folders — Labels

9. See Section 5.1.4.6, 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
Multiple 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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5.1.4.2 Listing Folders

1. To see the list of current folders, select the RM-Assist tab on the upper menu —
and then select Folders — and then List Folders from the drop-down menu. The
List Folders screen appears, as shown in Figure 72.
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Figure 72. RM-Assist — List Folders

2. Click the title of a folder to view details about the folder, as shown in Figure 73,
which shows an electronic folder.
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Figure 73. RM-Assist — Folder Details (Electronic Folder)

3. The next example, Figure 74, shows a hard copy folder that contains two AO
folders. Keywords for the folders are shown in columns next to the AO folder
name. Keywords describe the content of the folder, and are used to aid in searches
for the documents.
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Figure 74. RM-Assist — Folder Details (Hard Copy Folder)

4. You can edit the folder name or the keywords by clicking the Edit AO Folder
Details button in the right column, which will open the AO folder for editing, as

shown in Figure 75.
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Figure 75. RM-Assist — Edit AO Folder Name and Keywords

5.1.4.3 Requesting Folders

1. Torequest folders, click the RM-Assist tab on the upper menu — and then select
Folders — and then List Folders from the drop-down menu. The List Folders
screen appears, as shown in Figure 76.
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Figure 76. RM-Assist — List Folders

2. Select an Office Symbol and ORL to list the folders in that ORL.

3. 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 77.
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Figure 77. RM-Assist — Submit Records Request

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

5. 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 screen is then displayed, showing
the status of your requests, as shown in Figure 78.
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Figure 78. RM-Assist — My Requested Records

5.1.4.4 Creating AO Folders

To create an AO folder within a hard copy record folder, click the RM-Assist button on
the menu — and then select Folders — and then List Folders. Click the title of a folder
to view details about the folder, as shown in Figure 79.
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Figure 79. RM-Assist — Folder Details — Hard Copy Record

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 80.
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Figure 80. RM-Assist — 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.

5.1.4.5 Updating Folders

1. To update a folder, select the RM-Assist tab on the menu — and then select
Folders — and then List Folders. Click the title of a folder to view details about
the folder, as shown in paragraph section 5.1.4.2.

2. Click the title of the folder to display the Folder Details page, as shown in

Figure 81.
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Figure 81. RM-Assist — Folder Details

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.

See Figure 82.
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Figure 82. RM-Assist — Update Folder Details

4. Edit the name or special collection information, and then click Close.
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Figure 83.

RM-Assist — Updated Folder Details
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5. Click the Close Detailed View button when you are finished, and you will return
to the List Folders screen.

5.1.4.6 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 RRS-A’s 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
instruction 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 T- and U-Code record instructions.

1. To print folder labels, click the RM-Assist button on the menu — then select
Folders — and then List Folders.

2. On the List Folders screen, select the Office Symbol and ORL, and then click
the Hard Copy radio button so that only hard copy folders are displayed, as
shown in Figure 84.
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Figure 84. RM-Assist — Folder Details

3. Click the checkboxes next to folders for which you wish to print labels, and then
click the Print Label button. The Print Labels screen is displayed, as shown in
Figure 85.

4. By default, the labels show the Record Type, the Record Instruction Number,
the Folder Title, the Record Instruction Title, Privacy Act number, and
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Disposition. You can also choose to show the Record Instruction Title but not
the Folder Title (see Figure 86), or the Folder Title but not the Record
Number/Instruction Title (see Figure 87) on the printed label. To choose, click
the Advanced Options button and use the checkboxes.
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Figure 85. RM-Assist — Print Labels — Folder and Instruction Titles
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Figure 86. RM-Assist — Print Labels — Instruction Title Only
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Figure 87. RM-Assist — Print Labels — Folder Title Only
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5. Two types of Labels can be created:
a. Text and Barcode Labels. Text and barcode labels are generated for
T- and U-Code Record Number/Instructions. The Barcode is used to
track the folder through its life cycle.
b. Text-only Labels. Text-only labels are generated for K-Code Record
Number/Instructions.

Both labels are to be placed on the folder.

Print Labels
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Figure 88. RM-Assist — Print Labels — Create

6. When you click the Create button, a PDF file will be generated and displayed.

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.
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5.1.4.7 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 Number from an ORL
if a folder has been created for that Record Number within the ORL. Therefore, what
must take place in order to delete a Record Number that is within a Folder, is first to
delete the Folder.

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

10.

11.

12.

Please refer to your RM in order to clarify if you have Folder Deletion privileges.

If you have privileges to delete Folders, under the main RM-Assist tab on the
upper menu, select RM-Assist — Folders — Delete Folders.

Next select the correct ORL which contains the Folder(s) you intend to delete.
Then, select the check boxes for the specific Folders you intend to delete.
Click the Delete button.

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

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

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

You will now see your list of Record Numbers again and should be able to select
all Record Numbers. Select all Record Numbers and click Remove.

You now see an empty screen reflecting that all of the Record Numbers have been
removed and you have an empty ORL. Click the Close button.

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

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 5.1.1.1.7.
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5.1.4.8 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, click the RM-Assist button on the menu — then
select Folders — and then Vital Record Review.
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This screen alows you to See all your wisl recoeds and the absity 1o review the reconds

Vol ma GG Mt Electitnic Dipienid

gl Haona Elsciromis Cipansd

1-20c Hone Electrome Cipened

Figure 89. RM-Assist — Vital Record Review

2. ARIMS/ARIMS-C displays all those records that have been designated as vital
(see para 8-5j, AR 25-1) in the ORL.

3. Toreview a record, click the check box next to its title, and then click Review
Vital Records.
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Figure 90. RM-Assist — Vital Record Review - Records Selected

4. A message box noting that the records have been reviewed is displayed on the
screen, as shown in Figure 91.

Windows Internet Explorer ==

l‘-\ Selected records have been reviewed,

Figure 91. RM-Assist — Vital Records Reviewed
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5.2 Records Input Processing Module (RIPS)

The Records Input Processing Subsystem (RIPS) is the main entry point for all hard copy
folders and many electronic records. This module supports hard copy and electronic
records created since 1900. RIPS is divided into two areas:
Electronic Records — this selection can be used by any registered user of
ARIMS/ARIMS-C to upload electronic records.
Hard Copy Records - this selection is used to manage hard copy records in the
Records Holding Areas (RHAS). Any registered user of ARIMS/ARIMS-C,
including Action Officers, can transfer hard copy records to an RHA. Other hard
copy functions are to be used by the RHA Manager (RHAM) and/or System
Administrator (SA).

5.2.1 RIPS Electronic Records

Electronic records may be uploaded individually using the Document Upload screen, or
in bulk using the Bulk Archive Tool (BAT). Electronic records uploaded through
ARIMS/ARIMS-C are filed in an existing folder. To create an ORL for document filing,
follow the instructions in Section Error! Reference source not found., Error!
Reference source not found..

Note: The document/file size limit in the RIPS Document Upload is 5 Megabytes.
There is no size limit for documents that are uploaded using the BAT.

5.2.1.1 Electronic Record Filing

Some older electronic record folders do not have Record Instructions associated

with them. To correct this, you can use the Electronic Record Indexing screen to assign
a Record Instruction number to the folder. Note that the Unit Name and UIC are
automatically displayed at the top of the Electronic Folder Indexing page.

1. Tofile arecord, click the RIPS tab on the upper menu — select Electronic
Records — then Record Filing from the drop-down menu. The Electronic
Record Filing screen appears, as shown in Figure 92.
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Figure 92. RIPS — Electronic Record Filing

2. Click on the Subject to open and view the record before you assign a Record
Instruction to it.

3. Then click on Select... next to the record to which you wish to assign a Record
Instruction number. A pop-up window appears that allows you to set the record,
as shown in Figure 93.
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Office Symbol: AAHS-RDR-R -
Office Records List: 2009 - ARB ORL -

Record Instruction:

| SetRecord || Cancel |

Figure 93. RIPS — Electronic Record Filing Pop-up

4. Use the pull-downs to select the appropriate Office Symbol, Office Records List,
and Record Instruction. Then click Set Record, and the pop-up window closes.

5. The list will reappear, only now the record shows the Record Instruction you
assigned, as seen in Figure 94.
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Figure 94. RIPS — Electronic Record with Record Instruction

6. When you have finished the selecting record instructions for the records listed on
the Electronic Record Filing screen, click File Records. The records will be
filed in their new locations, and the screen will refresh, showing only unfiled
records.

Revised Date: 08/31/2009 99



ARIMS/ARIMS-C User’s Guide Version 3.5

5.2.1.2 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.

1. To upload an electronic document, click on the RIPS tab on the upper menu —
select Electronic Records — then Document Upload from the drop-down
menu. The Document Upload page appears, as shown in Figure 95.

Electronic Document Upload
The size it Tor uploadng a documentfile i & Megabyles, I you neod to upload a larger size documantfle, ploase use the Budk Archive Tool (BAT)
USA SERV AND OPS AGCY - W313AA
CHEca Symbol  AANSRDR-R -
Offce Ripcoeds List 2009 - ARE DRL -
Recand nsbuchen 1R Ofbce fempaiary duly trasl i
Folder Tide  Tesi Foldar for Uiplomd

Pty of Fils to Liioad HAARIME Users Guide\ARIME Tast_Docs\ARIME Test Do 1.doc Browse

Submel  Elsctionc Docurmen] Uplsad - Tesl

Abstract

L'pbr:.l Docwmunt

" Reuived Field

T i [y
m

Figure 95. RIPS — Electronic Document Upload

1. Select the appropriate Office Symbol, Office Records List, Record Instruction,
and Folder Title for the document to be uploaded.

2. 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.

3. When completed, click the Upload Document button.
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4. When the document has been successfully uploaded, a message similar to
Figure 96 below will be displayed.

+/ARIMS 338

LIv g

R

Reoord Mame: ARING Tast Doc_ 1.doc
Ricord Subject ey i i
Recoerd Size: 22016 bytes
Record Type: apphcation/mewond

Date Submiited: TRAT2009
Desmnland Link: SRS Tegi Ooe 1doe

Figure 96. RIPS — Electronic Document Upload Completed

5.2.1.3 Bulk Archive Tool

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.

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 the RIPS tab on the upper menu — select
Electronic Records — then Bulk Archive Tool from the drop-down menu. The
Bulk Archive screen appears, as shown in Figure 97.
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Figure 97. RIPS — 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 (see section
5.1.4.1) on an individual/shared drive that you designate the first time it is run.
Subsequent executions of the BAT will upload an exact copy of any
document/files that were placed into the electronic folders having T-Code record
instructions for secure long-term storage in the ARIMS Army Electronic Archive
(AEA). The copy remaining on your individual/shared drive 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.

See the BAT User’s Guide in the Downloads section of ARIMS/ARIMS-C for more
information on the use of the Bulk Archive Tool.

5.2.2 RIPS Hard Copy Records

Although some functions of this module can be accessed by any registered user, its
purpose is to assist RHAMs in indexing and managing hard copy records. RIPS
processing includes transferring records to an RHA, receiving hard copy records, and
relocating folders between boxes and boxes between RHAs.
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5.2.2.1 Transferring Records to an RHA

To transfer hard copy records to a records holding area, you will first select records from
a list of records that are approved and checked in.

1. Mouseover the RIPS tab on the upper menu — select Hardcopy Records —and
then Transfer to RHA from the drop-down menu. The Transfer to RHA screen

appears, as shown in Figure 98.
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Transfer to RHA
USA SERV AND OPS AGCY - WI13AA
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thee Create Box page

Ofice Symbol.  AAHSRDRR =

Offce Records List. 2009 - ARB ORL T

" Falder Mama Recodd Instinction Bumber  Special Collection

Trawal Vouchars - June Thh

Figure 98. RIPS — Transfer to RHA

2. 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.

3. Using the check boxes along the left margin, select those records to be
transferred, and then click the Submit button.
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Figure 99. RIPS — Transfer to RHA Select Records

This action will bring up the Create Box Barcode Label screen, as shown in
Figure 100.
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Figure 100. RIPS — Create Box Barcode Label

4. 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.

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

6. 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.

7. Use the Container Type pull-down list to select the type of container you want.
Figure 101 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.

i
- Half Size
- Srnall Tab
- Large Tab
- Bundles

- Hollinger
- Rollos

- Flat Of5
- Transfile

- olumes
- Other

FEElL e EAnE=ET i -

Figure 101. RIPS — Container Types

8. When the information is complete, click the Print SF-135 button to generate the
SF-135 form needed for the box, as shown in Figure 104.
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Figure 102. RIPS - Create Box Barcode Label Ready for Print

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

Windows Internet Explorer [=23m]

. After printing the 5F 135 you will be returned to this page to continue
_l_"«_ printing the barcode label,

Figure 103. RIPS - SF 135 Printing Message

10. You will now see the printable ARIMS SF-135 “Records Transmittal and
Receipt” form ready for you to print. Click the Print button.
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Figure 104. RIPS — Printable SF-135 Form

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

12. Back at the Create Box Barcode Label page, click the Print Labels button,
which will produce the printable label, as shown in Figure 105. For more
information on the options available for printing barcode labels, see Section
5.1.4.6, Printing Folder Labels.
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Figure 105. RIPS — Printable Barcode Screen

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

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

5.2.2.2 Receiving Hardcopy Records

The Receive Hardcopy Records function gives Records Holding Area Managers 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 hard copy records:

1. Select the RIPS tab from the upper navigation menu — select Hardcopy
Records — then Receive from the drop-down menu. The Receive Hardcopy
Records page appears, as shown in Figure 106.
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Figure 106. RIPS — 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 Error! Reference source not found..
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Figure 107. RIPS — Receive Hardcopy Records, Continued

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.

4. To see details about the folder, click on the folder title. This will display a screen
similar to Figure 108.
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Figure 108. RIPS — Folder Details

5. 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. If the operation is successful,
you will see the message pictured in Figure 109.

Windows Internet Explorer
L ] E The Hardcopy has been received,
[

X

Figure 109. RIPS — Hardcopy Folder Received Message

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

shown in Figure 110.
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Receive Receipt

Click the Print button, then after you have confirmed that it printed
properly, sign the receipt. You can then click the Home button to
complete the process.

ml Home |

Box Barcode: 081741251020040948

Shelf: Mot Assigned
Row: Mot Assigned
Description:
Media Type: Hardcopy

Restriction: Agency Imposed

Figure 110. RIPS — Receive Receipt

5.2.2.3 Relocating Folders Between Boxes

Note: Relocating Folders is only available to RHAM users and RHAM-RM users.

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), select the RIPS
tab from the upper navigation menu — then choose Hardcopy Records —
Relocate — and finally Folders Between Boxes. The page for Relocate
Folders Between Boxes appears; see Figure 111 for an example.
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Figure 111. RIPS — 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, or create a new box by clicking
the Create Box button, as shown in Figure 111.

Files in the box are then displayed on the screen, as shown in Figure 112,

Revised Date: 08/31/2009 113



ARIMS/ARIMS-C User’s Guide Version 3.5

N iy
+ ARIMS g8 S
s S

diaem

Relocate Folders between Boxes

Scan oo key m the relocate from box barcods and click Go or press enter. Click the Creatn Box button to creats & new oo in a
pop-un window and pent Uhe new Hox Bamcsds. Scan of Kay n tha relocate o b Barcoda (rom Craate B or otharmes) and
click Go or press enber. To move foldeds. from the Lop 12 the botbam bax, elick the chetk boxes i L 1op box, then cfck the
Movwe Down eaton To move lders from ke bottom o the top box. click the chock boxes i the bottom boose then chick the
Meve Up Button

Scan oo Entor Box Barcode Number to Moes From

- ollei Tite Bucond instyction Bumbeer  Special Collection Chechked in Folied Bascods
Travdl Viouchers - Jun® Thh Ha REMITRRR 2G0TI
Craais Box
Sean or Enar Hox Harzsde Hsmbar i Mo Ta Go

Zcan or ¢iley & borcods 10 Soe hie Mes kted hero

Figure 112. RIPS — Relocate Folders — Box Contents

3. 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, or create a new box by clicking
the Create Box button, as shown in Figure 111.

Files in the box are then displayed on the screen, as shown in Figure 112,
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Figure 113. RIPS — Relocate Folders — Create Box

4. If you create a new box, the following informational message appears:

Windows Internet Explorer (%]

. Create a Box, Print the Box Barcode, Close the Window,
_l} Enter the new Box Barcode as the Move Te (second) Barcode on this
page.

Figure 114. RIPS — Relocate Folders — Create Box Pop-up

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

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

7. Enter the new barcode in the second “Scan or Enter Box Barcode Number to
Move To:” to place folders into the new box.
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8. 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.
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Figure 115. RIPS — Relocate Folders — Move Folders Up or Down

9. 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.
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Figure 116. RIPS — Relocate Folders — Folders Moved Example

10. 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.

5.2.2.4 Relocating Boxes Between RHAs
Boxes may be relocated from one storage facility (RHA) to another.
1. Select the RIPS tab on the upper navigation menu — select Hardcopy Records

— then Relocate — then Boxes Between RHAs from the drop-down menu. The
Relocate Boxes between RHAS page appears, as shown in Figure 117.
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Figure 117. RIPS — 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 118, appears.

Windows Internet Explorer @

I . Print the 5F-135 and then return to this page to print the barcode.

Figure 118. RIPS — Print SF-135 Message

4. Click OK to dismiss the message, at which point the SF-135 form is displayed, as
shown in Figure 119.
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Figure 119. RIPS — 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 120.

Print Labels

This pagi shows the Liyout of the labels for your selected folders. The labels ane farmatted for 17x4" labels, 20 to a shast
(Awvary 5161 or equivalam). Note that the |abel bordars shown cn this page will not print, they are just thers to aid in
wiuahzmg the kabel layoul. YWhen you chck the "Create™ bullon, a FOF file will be generated and displayed. From the FODF
witwer, select the Ponter icon to pint your label pages Ensune that the Page Scaling option in the print window is sat
e “Hone™ before clicking OK to print your labels. Select a starting row greater than ona to print on 8 partially used
page of labels. Afler printing, check your labels. The format of the labels on thes web bowser soeen may nod exaclly
match how the labals will be formatted on your printar. B they did not print comectly, you may adjust settings and then prnt
them again bedore leaving this page. if you have leh the page you will not ba abla to reprir without reselecting your list of
foldirs

Use the Adanced Options button to indicate whether or not you want to show the RRS-A Instruction Title andlar the Liser-
entevied Folder Name Tor the labeds 10 be ponted. Nole: Folder Dles are imubed to the Grst two nes. Tilles excoedng the
twa N limit will be cutolf and nat display on tha labeals

E""'I :‘:ml Hcmvl Start at Rew #: [1 = Advanced Options >>

Travel Vouches
Hardoooy
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DA S0 S0y &

Figure 120. RIPS — 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.

5.2.2.5 Relocating Boxes Between Physical Locations in an RHA

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

1. Select the RIPS tab on the upper navigation menu — select Hardcopy Records
— then Relocate — then Physical Location in RHA from the drop-down menu.
The Relocate Boxes Between Physical Locations in RHA page appears, as
shown in Figure 121.

*/ARIMS 3

LEY )

Relocate Boxes Between Physical Locations in RHA
USA SERV AND OPS AGCY - W3131AA
Scan or key inthe box harcode and click Gooor enter. Afer you have confirmed the conbents of the box, you con repnnt
the box barceds labal. You can chok the hyparfinks for any fsldare listed m the gnd to show recced datais. To changa

e locouon of the box, ener o Efferent row and or shel value and then click the Bowe button, then prnt oul and sagn
the recaipt

Scan of Enter Box Barcode Nambar el

Bcan or enber a harcods 1o son the Blas Ested hars

Figure 121. RIPS — 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 122.
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Figure 122. RIPS — 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,
as shown in Figure 123.

Windows Internet Explorer ==

l"-.\ The Hardcopy has been mowved.

Figure 123. RIPS — Hardcopy Moved Confirmation

4. Click OK to dismiss the message, at which time the Receive Receipt page, as
shown in Figure 124, appears.
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Figure 124. RIPS — Receive Receipt

5. You can use the Print button to print a copy, or click Home to return to the
ARIMS/ARIMS-C main page.

5.2.2.6 Relocating 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 form 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. Select the RIPS tab on the upper navigation menu — select Hardcopy Records
— then Relocate — then To National Archives from the drop-down menu. The
Relocate Boxes to National Archives screen appears, as shown in Figure 125.
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Figure 125. RIPS — Relocate Boxes to National Archives

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

Relocate Boxes to National Archives Details

[tispaxal Cantsinar
Authasing Lacation T

lyps

Figure 126. RIPS — Relocate Boxes to National Archives Details

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.

5.3 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 5.3.2.1 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.
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5.3.1 Master Index Search

The Master Index Search provides drop-down pick lists for ACOM/ASCC/DRU, unit,
and office symbol, followed by radio buttons to specify the record media type. Search
fields include keyword, privacy act number, disposition authority, record instruction
number, prescribing directive, and date submitted range. Drop-down menus are used for
selecting special collections and record instruction categories, and check boxes are used
to select the record type.

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 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.

1. To begin a search for records, mouse over the Master Index tab on the upper
navigation menu — and then select Search. The Master Index Search form is
shown in Figure 127.
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Figure 127. Master Index — Search

2. 'You may search using any combination of the fields available by way of the
Master Index Search.

If no text is entered in the Subject field, the folder and document check boxes are
ignored. If text is entered in the Subject field, the folder and document check
boxes are conditionally connected together via the search functionality of the
system.

Two or more conditions form a compound search, and when the compound search
condition results in a match (or is true), that is if any condition of the search is
true, results will then be retrieved. This kind of search is based on *“or”
connections of search terms, e.g. a user is looking for any results that happen to
match “Washington” or “District of Columbia” or “DC”. However, if none of the
conditional search terms can be found, then no results are returned.
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All other fields are concatenated (or “added”) together when text is entered, e.g. a
user is looking for results for “Soldier’s Name” + “Washington, DC” +
“Deployment”.

If Record Type is used and the All check box is not checked, you cannot search
on the Event and Calendar, or the Permanent and Time-based options at the
same time. If the Date Submitted Range is used, it must contain a beginning
date, but the ending date is optional. You cannot enter an ending date without a
beginning date.

§
§

Optional — Select an ACOM/ASCC/DRU, RHA, and/or Unit from the drop-
down lists to narrow the search.

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.

Optional — 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.

Optional — 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.

Optional — use the Special Collection pull-down to select a Special [Records]
Collection.

Optional — use the Record Instruction Category pull-down to select an
RRS-A Category.

Optional — 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.

Optional — use the Privacy Act Number field to select records with a
designated Privacy Act number.

Optional — use the Disposition Authority field to select records with a
designated disposition authority.

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.

Optional — enter an ARIMS/ARIMS-C Record Instruction Number to select
records with a designated record number.

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

Optional — use the Date Submitted fields to narrow your search by date.
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3. When you are finished specifying criteria for your search, click the Submit
button. Figure 128 shows a sample query for the keyword “finance” in the
AAHS-RDR-R Office Symbol.

Master Index Search

You may search using any combination of the fiekds below. If no tead i5 entered in the Subject field, the lolder and document check boxes are
ignored. B text 15 enlened in the Subject field, the folder and document check boxes are Ored together. All other fieids ane Anded together when
text is entered. I Record Type is used and the All check box is not checked, vou cannot search on the Event and Calendar, nor the Pérmansent
and Time-based oplions al the same time. If the Dale Submitied Range 15 wsed, I must contain a beginneng date, but the ending dabe is
oglional You cannol enter an ending dale withoul a beginning date
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Figure 128. Master Index — Search Example

4. When ARIMS/ARIMS-C completes processing the query, results are returned as
shown in Figure 129. If you have access permission to view an electronic record
within the result set, the folder subject will be an active link and no checkbox will

be present.
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Figure 129. Master Index — Search Results

5. If arecord listed in the View 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
Title link to see the record details. A hard copy folder detailed view is shown in
Figure 130. An electronic folder detailed view is shown in Figure 131.
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Figure 130. Master Index — Search — Hardcopy Record Details
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Figure 131. Master Index — Search — Electronic Record Details

6.

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.

5.3.2 Record Requests

5.3.2.1 Requesting Records

You can request access to records, either hardcopy or electronic, using the Master Index
Search. See Section 5.3.1. Use the Master Index Search Results, as shown in Figure 132,

to find the records you wish to see.
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Figure 132. Master Index — Search Results

1. Select the items you wish to access and click Request Records. The Submit
Records Request page then appears, allowing you to specify type and priority,
add a justification and date required, or make changes to the request, as shown in
Figure 133.
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Figure 133. Master Index — Submit Records Request

2. 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 134.
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Figure 134. Master Index — My Requested Records

5.3.2.2 My Requested Records
You can use the menu at any time to see the items that you have requested.
1. Click the Master Index button on the menu — and then select Requests — and

then My Requests. The My Requested Records screen is displayed, as shown in
Figure 135.
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Figure 135. Master Index — 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.

5.3.2.3 Requested Records

The Requested Records module allows servicing records officers/officials to view
requests for both hard copy records in an RHA and electronic records in the AEA.

1. To see the items that other users have requested you to authorize, mouseover the
Master Index tab on the upper navigation menu — then select Requests — and
then Requested Records. The Records Requested of Me page is displayed, as
shown in Figure 136.
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Figure 136. Master Index — Records Requested of Me (Individual)

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 137. To
return to your own records, click the Return to my view link.
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Figure 137. Master Index — 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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5.3.3 Disposition

Disposition, or the final destruction of hardcopy records, is handled by RHAMs. The
RHAM first requests destruction, and then certifies that it has been done. Other users may
generate a Disposition Report that shows the number of days remaining until the
disposition date of records.

Records officials are expected to check the Disposition Report once or twice a year. 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 Master Index — Disposition — Request Destruction functionality
which is described below.

5.3.3.1 Request Destruction

RHAMs can review a list of records located within his/her RHA that are ready for
destruction. From this list, the RHAM selects the records to be destroyed.

1. To request destruction of records, select the Master Index tab on the upper
navigation menu — then select Disposition — and then Request Destruction.
The Request Destruction page is displayed, as shown in Figure 138.
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Figure 138. Master Index — Request Destruction

2. Use the check boxes to select records for destruction, and then click Submit. A
message similar to Figure 139 is displayed.
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Figure 139. Master Index — Records Added to Destruction List

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

5.3.3.2 Certify Destruction of Records

An RHAM 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 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 the Master Index button on the menu —
then select Disposition — and then Certify Destruction. The Certify
Destruction of Records page is displayed, as shown in Figure 140.
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Figure 140. Master Index — Certify Destruction
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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.

5.3.3.3 Disposition Report

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

1. To create a Disposition Report, select the Master Index tab on the upper
navigation menu — then select Disposition — and then Disposition Report.
The Disposition Report page is displayed, as shown in Figure 141.

Disposition Report

Sorl.  UNIT Ascending Ordar - ACORMASCCDRLY: HODA

Saarch by Year ALl - Ling USA SERV AND OP5 AGCY - WIIIAL w

Submit

Figure 141. Master Index — Disposition Report

2. Select any combination of Year, ACOM/ASCC/DRU, or Unit from the drop-
down lists. The values in these lists are based on your role and the organizations
you support. Also select a Sort order.
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3. Click the Submit button. The report will display the Unit, UIC, Office Symbol,
Record Number, Title, Year, and Date Eligible to Destroy/Delete, as seen in

Figure 142.
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Figure 142. Master Index — Disposition Report Results
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5.4 Account Administration

5.4.1 User Profile

The User Profile form, as seen in Figure 143, allows you to update your profile
information: address, email, phone, DSN, etc. 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 keep your e-mail address current in ARIMS/ARIMS-C. 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, CHANGE YOUR E-MAIL ADDRESS FOR YOUR USER
ACCOUNT ASAP. This will ensure that your records are being serviced properly and
accurately.
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To view your User Profile:

1. Select Account Admin from the upper navigation menu — Profile.
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Figure 143. Account Administration — User Profile
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5.4.2 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. You can
approve or deny sponsorship by clicking either the Approve or Deny check box, and

then clicking Submit.
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Figure 144. Users Requesting Sponsorship
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5.4.3 Users Currently Sponsored

If you are sponsoring user accounts, this selection will display a list of users you are
currently sponsoring.

+ARIMS @2

il

Hime, RRER, ANGASEED L Aceourd Admin. SialemiAdien, | HelpDowndoads), | Logtul

Users Currently Sponsored

Usars will be sponsored weeg the Dafault Une of WI1144
Pizase chack the appropriate bo {renew or withdraw] then click subma

Ranww Whtstdrans Mamis [ Drtm Cxpires
Linsr Ussimams IIE55-121F  SAAHT 1124044 AM
Usiw Uisiimama ME58-1212  RAAA0H012.03.55 PM
Liser Uspmama M2-E65-1212  BMBR2009 123600 PM
Liser Lissmama M2-555-1212  VEOIOGEHD 3212 PM
Lises Lisimams M558 LCRE00 12618 PM
Liser Lispminms O2E65-1212  TUR42008 10-28-58 AM
202-555-1212  RUIN00D 2 TH.55 AM
M2588-1212  EE2070 10040.23 A

AO2S55-1312  TATR0M0 180511 AM

Ueer Ussimams
Us Useiname

User Lisemamea

il

3

= |
iy

it

H

Figure 145. Users Currently Sponsored

5.4.4 Instructions for Requesting a New Sponsor

If you would like to request a New Sponsor before your current sponsorship expires,
follow these steps:

1. Select Account Admin from the upper navigation menu — Profile.
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Figure 146. Account Administration — User Profile for New Sponsor Request

2. Click on the Request New Sponsor button. You are then taken to the ARIMS
Sponsorship page.
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Figure 147. Account Administration — ARIMS Sponsorship —
New Sponsor Request

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

4. You are done. At this point, you will need to wait for the new ARIMS
Sponsorship to be approved for your account.
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5.4.5 Unit Users
Records Managers can deactivate or close user accounts within their own Units.

1. To deactivate a user within your unit, select Account Admin on the menu — then
Unit Users . ARIMS/ARIMS-C displays the Unit Users page, as shown in
Figure 148.

2. 'You may choose between the two radio buttons at the top of the page, 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.
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Figure 148. Account Administration — Unit Users

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.
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5.4.6 Access Requests

5.4.6.1 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.

1. To submit a request for access to another organization, select Account Admin
from the upper navigation menu — select Access Request — and then Unit
Access Request.

2. Use the Unit Access Request page, as shown in Figure 149, 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.
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an onlee help desk loket
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Unit.  LISA SERV AND OP3 AGCY - W313AA »
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Figure 149. Account Administration — Unit Access Request
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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 150,

which shows the default Unit for the 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.

The Select Unit feature is available for RHAM-RM/RM/RA Users when they have access
to more than 20 units. There is a Unit Filter option available on the Homepage for these
Users which allows them to utilize the filter feature to narrow down the list of available
Units that he/she may be attempting to access. You must be logged in as a RHAM-
RM/RM/RA User to see the functionality.

T

i & o
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Login Options
Uit Sadectin
Select URA- USA SERV AND OPS AGCY - WITIAA

ANNOUNCeMENtS as of GAM007

= (AL Logon i unsvailable at this tme ™
Systum Maintenance Schedule =
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ARMS = a role-based syslem managed =
suthonzed person

Welcome to the Army Records Information Management System (ARIMS)

Fopular Links
BRSA updatas

(anling Video Tutorists

Popular Downloads

ARINS Usei’s Gaide
BAT User's Gulde

Figure 150. Account Administration — Select Unit for ARIMS/ARIMS-C Session
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5.4.6.2 User Role Change

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.

1. To submit a request for a higher level of access than you currently possess, select
Account Admin from the upper navigation menu — then select Access Request
— and then User Role Change Request. The User Role Change page is
displayed, as shown in Figure 151.
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Figure 151. Account Administration — User Role Change Request

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

3. The request was submitted, as noted in the confirmation message shown in Figure
152. Click OK to dismiss the message and return to the request form. The request
is then sent to the appropriate level administrator.
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Windows Internet Explorer @

I . Role request was successfully submitted.

Figure 152. Account Administration — Role Request Confirmation

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.

5.4.7 Access Approvals (RHAM/RM, RM, RA, SA only)

5.4.7.1 Role Escalation Request Approval

1. To approve users to access other units, select Account Admin on the upper
navigation menu — then Access Approval — and then User Role Change
Request Approval. 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 153.
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Figure 153. Account Administration — User Requesting Role Change

2. Click the check box to Approve or Deny each request, and then click Submit.
The requestor will then be notified of the results.
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5.4.7.2 Unit Access Request Approval (RHAM/RM, RM, RA, SA only)

1. To approve users to access other units, select Account Admin on the upper
navigation menu — then Access Approval — and then Unit Access Request
Approval. ARIMS/ARIMS-C then displays the Users Requesting Multi-hatted
User Access page, shown in Figure 154.
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Figure 154. Account Administration — Users Requesting Unit Access

2. Click the Approve or Deny check box — and then click Submit.
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5.5 System Administration (SA Only)
5.5.1 Records

5.5.1.1 Special Collections

Special Collections are groups of records that have historical significance to the
Army. A Special Collection can consist of both "T" (long term and permanent)
and "K" (short term) records; a single retention is assigned to the entire collection
that overrides the retention of any of the records within it. 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.

5.56.1.1.1 Create Special Collection

1. To create a Special Collection, select System Admin from the upper navigation
menu — then select Records — then Special Collections — and then Create
Collection. ARIMS/ARIMS-C displays the Create Special Collection page, as
shown in Figure 155.
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Figure 155. System Administration — Create Special Collection

Revised Date: 08/31/2009 154



ARIMS/ARIMS-C User’s Guide Version 3.5

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. The
following message shown below in Figure 156 is displayed.

Windows Internet Explorer (3]

! . Special Collection created successfully,

o 0K

Figure 156. System Administration — Special Collection Created Successfully

5.5.1.1.2 List and Edit Special Collections

1. To list or edit a Special Collection, select System Admin from the upper
navigation menu — then select Records — then Special Collections — and
then List Collections. ARIMS/ARIMS-C then displays the List Special
Collection page, as shown in Figure 157.
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Figure 157. System Administration — 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 158.

View Special Collection

To print Special Collection Dietails, change vour print preferences to print by Landscape

Special Collection Hame OPERATION DESERT STORM
Specinl Collectlon Description OPERATION DESERT STORM
Permanent Specinl Collection? Yes
Allow K Records? Yo

_Al:tim Yoo
s8] o]

Figure 158. System Administration — View Special Collection

3. Click Edit to change any of the information shown: name, description, or active
state, as shown in Figure 159. Then click Submit.
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Edit Special Collection
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Figure 159. System Administration — Edit Special Collection

4. The changes are accepted, and the following message shown below in Figure 160
is displayed.

Microsoft In x|

L] "j Special Collection updated successFully,
L

Ik |

Figure 160. System Administration — Special Collection Updated Successfully

5.5.1.2 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.

5.5.1.2.1 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.

Revised Date: 08/31/2009 157



ARIMS/ARIMS-C User’s Guide Version 3.5

1. To create a Freeze Code, select System Admin from the upper navigation menu
— then select Records — then Freeze Codes — and then Create Freeze Code.
ARIMS/ARIMS-C then displays the Create Freeze Code page, as shown in
Figure 161.
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Figure 161. System Administration — 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. ARIMS/ARIMS-C then displays a confirmation message, as shown in
Figure 162.

Windows Internet Explorer @

I 3 The Freaze Code GMF was inserted

L Ok ]

Figure 162. System Administration — Create Freeze Code Confirmation

55122 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.
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1. To lift a Freeze Code, select System Admin from the upper navigation menu —
then select Records — then Freeze Codes — and then Lift Freeze.

ARIMS/ARIMS-C displays the Lift Freeze Code page, as shown in Figure 163.
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Figure 163. System Administration — Lift Freeze Code

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

Lift Freeze Code. ARIMS/ARIMS-C then displays a confirmation message that
the code was lifted, as shown in Figure 164.

Windows Internet Explorer

S|

I L The Freeze Code NAM has been lifted

Lok |

Figure 164. System Administration — Lift Freeze Code Confirmation
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5.5.2 Reports (RM, RA, SA Only)

5.5.2.1 User List Report

1. To create a User List Report, select System Admin from the upper navigation
menu — then select Reports — and then User List to display the screen shown
in Figure 165. 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 status is Active, Deactivated, Expired,
or Pending Approval. You can also specify the roles of the users to be included on
the list.

System Administration - User List

This page can ba used 10 search for e by thair ACOMASOLIDRU, Und, Ofice Symbal namse or part of the name
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Accoont Hobes. AS -

Raole. Al -

Figure 165. System Administration — User List

2. Search for users by specifying an ACOM, Unit, Office Symbol, name or partial
name, role, or account status. The ACOM, Unit, and Office Symbol fields are
required. Figure 166 shows a search for all active users in an Office Symbol.

3. Click Submit and the requested list is displayed.
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5.5.2.2 Unit List Report

Figure 166. System Administration — User List Results

1. To create a Unit List Report, select System Admin from the upper navigation
menu — then select Reports — and then Unit List to display the screen shown in
Figure 167.
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System Administration - Unit List
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Figure 167. System Administration — Unit List

2. Select an ACOM from the drop-down list to show all the units in that ACOM.
Figure 168 shows all units in the HQDA ACOM.

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.
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Figure 168. System Administration — Unit List Results

5.5.3 Office Symbols (RM, RA, SA Only)

Office symbols may be created in two different ways. Users with access to the System
Administration functions may use the Create Office Symbol page and to create a new
office symbol.

Users new to the unit may create an unverified office symbol when they first log into
ARIMS/ARIMS-C. 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.
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5.5.3.1 Create Office Symbol

1. To create an Office Symbol, select System Admin from the menu — then select
Office Symbol — and then Create Office Symbol, as shown in Figure 169.
Select the ACOM/ASCC/DRU and Unit. The existing office symbols for the Unit
are then displayed so you do not attempt to create a new symbol with the same
name.

I ARIMS 2
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Create Office Symbol
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frst fsr chmmctarn baing requinsd Opbanasily, the Office Symbal may snd in 8 dash folizwad by 8 single s

ACOMASCC/DRLE HODA -
Uit LISA SERV AND OPS AGTY - WITIAA -
Cfice Symbol  SFMR-RON.D
Sukemn

Current List of Officn Symbods for USA SERV AND OP5 AGCY . WO1IAA:

JOBO-FART | AAHS-RDOIM AAROEF JORP-CC JOS0DLP JDZS0-PAT-D-E
AAHE AAMG-ROR AAROTFS JORP-CC-O-F JOSODOLS JOS0-PAT-O-EF
AAHGE AAHG-HDR-C EANC JORF-CH JOSO-ULSF | OAA-ROCE
AAHS-EF AAHE-RORCH EE0M JORF-EE JOBO-DLE-E | OAARDC-BT
AMHEFG AAHE-RDR-R HQDA-5 JODRPHRE JOSD-PAR OAA-ROC-ETO
BAHS.LG AAHS-RDR-T MDA OD-RAS JURP-HRMAMPED | JOSO-PAR-A 0 RMOA
AARSLGO AAHSROR-T HIQDNAA Y 00K JORP-HRKMD JOSO-PARF - | SAASD
AAHELGS AAHE-RORT MR A JORPIH JOSOPART | BAANDA
BAHS.LGT BAAHS.X0 JOHE-PAEH JURPR JOSD-PARG | SAAL. RIS
AAHS-F AARD JORF JORPFS JOS0-PAT SAASROC
ASHEPAAER | AMRDHE JORF-AS JORP-RMD JOSOPAT-D | BARASPD

¥ Required Fsld

B e
dOE

Figure 169. System Administration — Create Office Symbol

2. Enter a name for the new Office Symbol and then click the Submit button.
ARIMS then displays a confirmation message that the office symbol was created,
as shown in Figure 170.
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Windows Internet Explorer @

! The office symbol “SFMR-RDX-B" was successfully created.

Figure 170. System Administration — Create Office Symbol Confirmation

5.5.3.2 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 keys in the name of a new office symbol, that office symbol must be
validated (approved) before work can be started.

Records Managers 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, phone number, and checkboxes used to validate or
reject 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 Records Manager can also modify the office symbol by changing its description.
Modification of the office symbol implies that the Records Manager wants to validate the
office symbol (after modification).

1. To validate an Office Symbol, select System Admin from the upper navigation
menu — then select Office Symbol — and then Office Symbol Validation — as
shown in Figure 171.
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Figure 171. System Administration — Office Symbol Validation

2. To edit the name of the office symbol, click the Edit Office Symbol button next
to it name, and ARIMS/ARIMS-C will display a screen as shown in Figure 172.
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Figure 172. System Administration — Edit Office Symbol

3. If you wish to change the name, key it in and then click Update.

4. You may remove the office symbol, or validate it by clicking the appropriate
check box, and then clicking Submit. If the change was successful, the following
message box is displayed.
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Windows Internet Explorer @

I . Office symbol validation has been processed successfully.

Figure 173. System Administration — Office Symbol Validation Successful

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

1. Toretrieve the AKO/AKO-S Schema for a particular user, select System Admin
from the upper navigation menu — then select Retrieve AKO/AKO-S Schema,
as shown in Figure 174.

~

UnClasgiimed.

Retrieve AKO Schema
Pleage enter AKC Dsamame " s, armmy.mi

| Retreve AKO Schama

* Requirned Field

BB it
i ¥ Curviwes
ww B T

Figure 174. System Administration — Retrieve AKO/AKO-S Schema

2. Key in 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 175.
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Figure 175. System Administration — AKO/AKO-S Schema Displayed

5.6 RRS-A System Administration (RRS-A Admins only)

The System Administration area allows RRS-A Systems Administrators to create and
change record instructions and record instruction categories.

5.6.1 Creating Record Instructions

1. To create a Record Instruction, select System Admin from the upper navigation
menu — then select RRS-A — and then Create Record Instruction, as shown in

Figure 176.
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Figure 176. RRS-A Administrators — Create Record Instruction

2. When you have filled out all the fields needed, click Submit to create the record.
If the record is created successfully, you will see the message shown in
Figure 177.
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Windows Internet Explorer @

I . Record instruction created successfully

Figure 177. RRS-A Administrators — Record Instruction Created

5.6.2 Viewing and Accepting Updated Record Instructions

1. To view updated Record Instructions, select System Admin from the upper
navigation menu — and then select RRS-A — then Record Instruction
Changes — and then Instruction Change Details. See Figure 178 below.
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Figure 178. RRS-A Administrators — Updated Record Instructions

2. Click on the Record Title to display record details, as shown in Figure 179.
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Figure 179. RRS-A Administrators — Change Detail

3. Click Close when you are finished viewing the changes, and you will be returned
to the Updated Record Instructions page.

4. To update Record Instructions, select System Admin from the upper navigation
menu — and then select RRS-A — then Record Instruction Changes — and
then Accept/Apply Updates. See Figure 180 below.
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Figure 180. RRS-A Administrators — Accept/Apply Updates
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5. Click Accept/Apply Updates to accept the Record Instruction updates. When
completed, a message similar to Figure 181 is displayed.

Windows Internet Explorer @

! .1 record instruction updates have been applied.

Figure 181. RRS-A Administrators — Record Instruction Updates Applied

6. Click OK to dismiss the message, and you will be returned to the Accept/Apply
Updates screen.

5.6.3 Creating Record Instruction Categories

RSS-A Systems Administrators can create new Record Instruction Categories simply by
filling in a unique prefix and name for the new category. A description of the new
category is optional. A list of existing prefixes/names can be viewed prior to creating a
new category, but ARIMS/ARIMS-C will not allow duplicates to be entered.

1. To create a new Record Instruction category, select System Admin from the
upper navigation menu — and then select RRS-A — and then Create Record
Instruction Category. See Figure 182 below.
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Figure 182. RRS-A Administrators — Create Record Instruction Category

2. Enter a unique prefix and name for the new record instruction category. You may
also enter a description. Click Submit. When completed, a message similar to
Figure 183 is displayed.

Windows Internet Explorer ==

I . Record instruction category created successfully.

oK |

Figure 183. RRS-A Administrators — Record Instruction Category Created

5.6.4 Listing and Updating Record Instruction Categories

The list of Record Instruction Categories includes the category prefix, title, and
description. The list may be sorted by any of these column headings. Clicking the title
will display detailed information about the selected Record Instruction Category.
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1. To view a list of Record Instruction Categories, select System Admin from the
upper navigation menu — and then select RRS-A — then List Record
Instruction Categories. See Figure 184 below.
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Figure 184. RRS-A Administrators — List Record Instruction Categories

2. 'You may sort the list by any of the column headings: Prefix, Title, or Description.
To view the details about a specific title, click the title. The resulting screen is
similar to Figure 185.
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Figure 185. RRS-A Administrators — Record Instruction Category Details
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3. Click the Edit to make changes in the currently displayed Record Instruction
Category, as shown in Figure 186.
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Figure 186. RRS-A Administrators — Update Record Instruction Category

4. Use this screen to make changes to the prefix, name, or description, but remember
that the prefix and name must be unique in ARIMS/ARIMS-C. When completed,
a message similar to Figure 187 is displayed.

Microsoft Internek x|

L] E Record Instruckion Cakteqory updated successtully,
L

Ik |

Figure 187. RRS-A Administrators — Record Instruction Category Updated
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6 Glossary

ACOM
Action Officer

AEA

AIS

AKO
AKO-S
AO
ARIMS
ARIMS-C

Army Knowledge
Online

ASCC

Authorized
Individual

BAT
Bulk Archive Tool

CFA

Document
Management
Application

DoD
DRU

Electronic Record

Extensible Markup
Language

FOIA
FOIA Officer

Army Command (formerly MACOM - Major Army Command)

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

see 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 module for bulk loading, or automatically
importing, data.

Current Files Area

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
(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
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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
PKI
RA
RC

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

Public Key Infrastructure
see Records Administrator

see Records Coordinator
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Record

Record Folder

Record Instruction

Records
Administrator

Records Coordinator

Records Holding
Area Manager.

Records Input
Processing
Subsystem

Records
Management
Application

Records Manager

Records Retention
Schedule — Army

RHA
RHAM
RIPS
RM
RMA

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.

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.

An RHAM manages and directs the operations of a records holding
area facility. See Section 3 of this document for more information on
roles and responsibilities.

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.

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
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RMD
RMDA
RRS-A

RRS-A System
Administrator

SA
Secure Socket Layer
SF

Simple Mail
Transport Protocol

SIPRNET
SMTP
SOAP

System
Administrator

uiIC

Vital Records

XML

see 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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