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1 Introduction

The ARIMS Bulk Archive Tool (BAT) enables registered users to store electronic
documents and emails locally, on a local computer hard drive or on a shared network
drive, and then submit them as a batch to the ARIMS Army Electronic Archive (AEA).

The BAT creates a local directory folder structure on a user’s computer or on a shared
network drive that mirrors the electronic folder structure defined by a specific approved
Office Records List (ORL) in ARIMS to which a user wishes to archive files. If a user is
multi-hatted, he or she will be able to create multiple sets of electronic folders that
correspond to each of the approved ORLs they are associated with.

NOTE: Users must be sure to follow the naming convention for electronic folders of no
more than 100 characters for both the File System and Outlook if using both locations to
setup the folder structure.

When electronic folders are created from an approved ORL in the ARIMS and setup on
an individual or shared network drive or in Outlook using the BAT, users will be able to
store any files in them that will eventually be uploaded to the ARIMS AEA. The folders
will be used throughout the lifecycle of the particular ORL to which they correspond.
The BAT may be executed as frequently as desired, depending on the policy established
at each user site since only new or changed files will be uploaded.

When the BAT process begins, the first time it is executed, it will determine if the user
has already defined a root location to be the starting point for the creation of electronic
folders and subfolders or if a new location will define the source folders. This is the root
directory that is located either on the user’s local computer drive or on a shared network
drive. The BAT will remember the root location between executions so that it need only
be specified once.

Once the root location is established, the authenticated user will select an office symbol if
he or she is associated with more than one. The current/most recent year ORL will be
displayed by default but the user may select a different year. The BAT will then query
ARIMS to determine the structure of open electronic folders for that ORL. Under the
root folder/location, a directory will be created to setup the electronic folder structure for
the selected ORL. This ORL directory name will consist of the Office Symbol and the
year of the ORL. Under the ORL directory, folders and subfolders will be created that
mirror the electronic folders created in ARIMS from a particular ORL. This will include
folders of all record types. In general, only T-Code records will be uploaded to the
ARIMS AEA; K- and U-Code records will be uploaded only if they belong to a special
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collection. K- and U-Code records must be managed locally and deleted when eligible
for destruction so long as no records freeze or other action (e.g. audit, legal proceeding) is
delaying their final disposition.

On subsequent executions, the BAT will verify that the existing structure still matches the
ORL. It will add any missing folders and inform the user if any folders were added,
renamed, or closed. If there are invalid or closed folders, the user will be warned that any
files in those folders will not be uploaded. An invalid folder is any folder not created by
the ARIMS-BAT.

The BAT will find any files in open record folders. The BAT will store basic information
about each file, including file name, modification, creation times, and file path info. It
will fill in metadata for all of these files and import that data along with the files into the
ARIMS AEA. The following is a list of file types, listed by extension, that will not be
uploaded into the ARIMS AEA due to AKO unacceptable file format limitations.

The ARIMS System (and the ARIMS AEA) does not accept the following record types:

".ace", ".ad", ".ade", ".adp", ".asp", ".aspx”, ".b64", ".bas", ".bat", ".bhx", ".ceo", ".ce0",
".chm", ".class", ".com", ".cpl", ".crt", ".dbx", ".dllI", ".dot", ".eml", ".exe", ".hlp", ".hgx",
"hta", ".inf", ".ins", ".ini",".js", ".jse", ".Ink", ".mdb", ".mde", ".mim", ".msi", ".msp", ".nch",
".ocx", ".pl", ".pif", ".pst", ".rar", ".scr", ".sct", ".shb", ".shs", ".upx", ".uue", ".uu", ".vbe",

".vbs", ".vss", ".vst", ".vsw", ".wmi", ".ws", ".wsc", ".wsf", ".wsh", ".xxe", ".zip",
All other file formats will be accepted.
When all files have been examined, the BAT provides the user with a list of all the

associated folders that contain files that need to be uploaded; these files are indicated by
providing a status icon beside the file names that are listed.
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The user may then initiate upload of the files to the ARIMS AEA. Each file is uploaded
separately, complete with all available metadata. Users can minimize the BAT window
during the upload process but cannot close it. If a user tries to close the BAT window, it
will warn the user that the upload is incomplete and will stop the upload process. If a
user attempts to upload more than 5 gigabytes of data in one upload session, the user will
experience a latency issue where his or her computer or network will run significantly
slower during the upload process. This circumstance comes as a result of a large upload
batch being sent through the processors of any computer or network server, ultimately
placing significant demands on the user’s local machine or on the network processors
where the shared folder locations reside.

NOTE: The BAT does not provide any security beyond the local system security for
documents that should be protected by classification or Privacy Act (PA). Users should
coordinate with their IT Support to establish the necessary permissions/restrictions to
folders setup on a shared network drive that may be used to file/manage classified or PA
restricted information.
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2 Using the ARIMS-BAT — File System Option

You may run the BAT File System option, or the BAT Email System option, depending
on where the files to be uploaded currently reside or where the agency/organization has
established a shared network drive or public folder for all files.

2.1 Installing ARIMS-BAT (File System)

1. Toinstall the BAT, click the RIPS tab on the ARIMS menu, select Electronic
Records, then Bulk Archive Tool from the drop-down menu — and then the
Bulk Archive Tool page appears, as shown in Figure 1.

K| ARIMS S

3 ! _.- M-, :

[y

Bulk Archive Tool

Llsg this page 1o deploy the Bulk Aschree Tool (BAT). The BAT can be used 1o upload mulliple documents mlo

the Anmy Electromc Archnoe and enter thern inbo the ARRMS system. When you chick on the ink proveded below

the BAT will b2 downloaded onbo your compuler. The BAT will be sulomalscally inslalled wilh user approval f 1)
the BAT has never bean instalad on your computer or 2) the BAT has baen upgraded since you last usad &

See the BAT User's Guids in the downloads section of ARIME fer further information on the uase of the Bulk
Archive Tool

ARIME Il Vesion 205923

Figure 1. ARIMS - Bulk Archive Tool Page
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Click the Run the Bulk Archive Tool (File System) link. If the BAT has never been
installed on your computer a Security Warning appears, as shown in Figure 2, asking if
you want to install the BAT.

Do youn wst o install this application? g

e Budkrchive Tool
Froee arima us. anmymil

Pubiber:  SHITH.JOHN.000000
mad |[ ot |

'| Wotie: appdcastions from thes Dnbemet canbe ussh, they can potentisly harm your
2 compuber, IF o da rok it the source, do not iratal this softrans,

Figure 2. ARIMS-BAT Installation Security Warning

2. Click the Install button — there will be a brief delay while the application is being
installed — then the BAT default window will appear as shown in Figure 3.

Ee| ARIMS Bulk Archive Tool = kS
= 113 hi | m]

(wsamv]

Configuratior | Folder&l Legendl Lag I

— Folder Tree
Foot Folder

|F:‘v’-‘n.F|IMS_FILES_T O_UPLOAD QI
Office Symbol Office Records List

|W31 b - AAHS-RDR-A 2002 - BRD - ORL

ORL Falder

[FrARIMS FILES TO LPLOADNW 2] 348 - A8HS-ROR-RY2002 - BRD - ORL

— Options
™ Remember last selected Recards List

[~ Close program after successful upload

|Ipdate Folders Cloge

Figure 3. ARIMS-BAT Default Window
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The BAT default window has four tabs: Configuration, Folders, Legend, and Log.

The Configuration tab shows the root folder of files to be uploaded from your
computer and the destination folders on the ARIMS Server.

The Folders tab shows the file structure on your machine and any files to be
uploaded.

The Legend tab shows the various icons you may encounter while running
the BAT.

The Log tab shows all results and status messages that are written to the
Status log.
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The icons displayed on the Legend window can be seen in Figure 4 below.

5 ARIMS Bulk Archive Tool

ARIMS §

Army Records | 1on

IJ.S.HIIH'I' t

Eonfigurationl Folders Legend | Log I

Folder lcons File Icons

Opened Folder File needs to be tranzferred to ARIMS 11

Mon-AR1MS Folder File in a folder cloged in &R1MS 1]

Clozed Folder O File succeszfully tranzferred to ARIMS ||

£ LS

Ay File has been modified since transfer to ARIMS 11

Cloze |

Figure 4. ARIMS-BAT Legend Window

NOTE: Once you have downloaded the BAT, the next time you use the Run the Bulk
Archive Tool link on the ARIMS Bulk Archive Tool page, the BAT will launch and start
immediately. If the BAT program has been changed, however, it will download again
before you can run it.
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2.2 Running the ARIMS-BAT (File System)

1. From the Bulk Archive Tool Screen — click the Run the Bulk Archive Tool
(File System) link to launch the BAT — the default BAT window will appear,
as shown in Figure 5.

ARIMS Bulk Archive Tool

Configuratian | FCI|E|EISI Legendl Log I

— Folder Tree
Root Folder

IF:"-AFHMS_FILES_T O_UPLOAD AI
Office Symbol Office Records List

IWS'I 348 - AAHS-RDR-R 2002 - BRD - ORL

ORL Falder

[FAARIMS FILES TO UPLOADWWZ1 384 - AAHS RDR-RL2002 - BRD - ORL

i Options

™ Remember last selected Records List

" Close pragram after successful upload

|pdate Folders | Cloze

Figure 5. ARIMS-BAT Default Window, Configuration Tab Display

2. Select the Root Folder on your own machine or on a shared network drive. This is
the location where files to be uploaded are currently located and stored locally —
Then select the Office Symbol and Office Records List (ORL) for the files to be
uploaded. You may also select the two check boxes to Remember last selected
Office Records List, or Close program after successful upload.

3. Click the Update Folders button — The BAT will examine the existing folder
structure, if any, and compare it to the folder structure obtained for the ORL. If
any new folders or subfolders are needed, they will be created.
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NOTE: All results and status messages will be written to the Status log, which is
accessed using the Log tab.

4. Then click the Folders tab to see the structure, or folder tree, that was created on
your machine or shared network drive as shown in Figure 6.

ARIMS Bulk Archive Tool

ARIMS

Army Records Informetiol

IJ.S_HEH'I' i

Configuration  Folders |Legend| Log I

Folder/File name Upload Progreszs Bar

Ld Temporary Duty Travel Applications
Ld Tempaorary Duty Travel Approwals

-[g Budgst Guidance
[ Conferences
-3 Program Office

Update Folders I Beqin Upload | Cloze

Figure 6. ARIMS-BAT Folder Tab, Folder Tree Display

5. Copy or move files to the appropriate folders. If new files are added, or if files
are moved or removed after the update, you will need to update the folders again.
The example below in Figure 7 shows that new files were moved into the file
structure to be uploaded. New files are marked with a green plus mark.

NOTE: You can copy or move files at any time to the appropriate folders, even if the
BAT is not active. You can also copy, move, or drag and drop files in non-ARIMS
folders that may not already be included in your BAT folder tree structure (depending
upon your privileges to locally shared folders), and place them into the appropriate
ARIMS-BAT folders for eventual uploading.
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ARIMS Bulk Archive Tool

ARIMS &

Army Records In

IJ.S.HIIH'I' t

Comfiguration  Folders |Legend| Log I

Folder/File name |Jpload Progress Bar

g

i Temporary Dutp Travel Applications

b 3 Temporary Duty Travel Approvals
-] 1-1B1

----- ) Budget Guidance

‘ @ Budget Analyzsis Requirements_APROE. doc
B3 Conferences

@ BRD Conference Applcations. doc

@ Departmental Mermoz JanD3.doc

...... [ Program Office
La 11

-[Cg 718k

Update Folders | Begin Upload | Cloze

Figure 7. ARIMS-BAT Folder Tab Display (Files to be Added)

NOTE: There are character limitations associated with ARIMS file naming conventions
that must be taken into consideration. When creating electronic folders there is a 127
character limit by default in MS Outlook. With this consideration in mind, it was decided
that a constraint should be put on the number of characters when creating a folder name
in ARIMS. The character limit will be 100 characters for both the File System and the
(Outlook) Email System which will standardize the naming convention and keep it
consistent for both options even if users wish to run the BAT in two locations. Any
names put on folders will also be stored as variables in order to accommodate the option
that those names can be changed at a later date if necessary.

6. When you are ready to upload files, click the Begin Upload button — The
Upload Progress Bar(s) will become active as the files are uploaded. See
Figure 8 for an example showing that new files were uploaded to the ARIMS
AEA and is verified with the Upload Complete dialogue box.
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ARIMS Bulk Archive Tool

|ARIMS

—— i Army Records ation Ma
[u.sneny]

Configuration  Folders |Legend| Log I

Folder/File name Upload Frogress Bar

[ Thh

- &) Tempaorary Duty Travel Applications

b =3 Temporary Duty Travel Approvals

- 1161

-5 Budget Guidance - =
¢ (@ Budget Analysis Requirements_APR0S.doc
-3 Conferences

Upload Camplete

() BRD Conference Applications.doc
8 Departmental Memos JanlE8. doc
. 2 Frogram Office
La 11¢c
- 715k

Update Folders | Beqgin Lpload I Cloze

Figure 8. ARIMS-BAT Folder Tab Display (Files Added)

7. If the upload is successful, the Upload Complete message appears. If the upload
is not successful, the message will display the number of files that did not upload.
The files that were successfully uploaded are marked with a green check mark. If
files did not upload successfully, rescan and try again.

8. If you checked the Close program after successful upload check box and if all
files uploaded successfully, the BAT will close automatically. If the Close
program after successful upload check box is unchecked, you will be returned

to the BAT Main Screen.

The window may be minimized during the upload, but if you exit the BAT
before it has finished, the upload will be incomplete.

If you selected the Remember last selected Office Record List check
box, this setting will be remembered between executions of the BAT.
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After the records are successfully uploaded, they will appear immediately
under the List Folder option under the RM-Assist tab in ARIMS and in
the ARIMS Master Index after the next scheduled database update,
usually within 24 hours.

NOTE: The BAT window will remain active as long as you are logged into ARIMS. If the
session times out, you will have to enter your AKO login and password to continue.

9. If the Close program after successful upload check box was not checked, you
will need to click the Close button at the bottom of the BAT window in order to exit.
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3 Using the ARIMS-BAT — Email System Option

3.1 Installing ARIMS-BAT (Email System)

1. Toinstall the Bulk Archive Tool (Email System), click the RIPS tab on the
ARIMS upper tab menu — select Electronic Records — then select Bulk
Archive Tool from the drop-down menu — and then the Bulk Archive Tool
page appears as shown in Figure 9.

Bulk Archive Tool

Llsg this page 1o deploy the Bulk Aschree Tool (BAT). The BAT can be used 1o upload mulliple documents mlo

the Anmy Electromc Archnoe and enter thern inbo the ARRMS system. When you chick on the ink proveded below

the BAT will b2 downloaded onbo your compuler. The BAT will be sulomalscally inslalled wilh user approval f 1)
the BAT has never bean instalad on your computer or 2) the BAT has baen upgraded since you last usad &

See the BAT User's Guids in the downloads section of ARIME fer further information on the uase of the Bulk
Archive Tool

ARIMS Il Vesion: 3.0 5923

Figure 9. ARIMS-BAT — Bulk Archive Tool Page

2. Click the Run the Bulk Archive Tool (Email System) link. If the BAT has
never been installed on your computer, a Security Warning appears asking if you
wish to install the BAT, as shown in the example in below.

[Application astall - Securiy Wamisg x|
r

s o vt b install Hhis spplication? i

Harm: b Airchive Tool
Frome WAL US BT
Pl SMITHLBOHN. 000000

metad || portiatal |

; mmﬁmhkm:mhmﬂwtmmmmw
5 compuber. IF you g Rok Bt B sounce,, do not iratal Hh softeans

Figure 10. ARIMS-BAT Installation Security Warning
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3. Click Install. After a short delay while the application is installed, the BAT
default window will be displayed, similar to the one in Figure 11.

ARIMS Bulk Archive Tool =101 %

ARIMS 3

Army R

IJ.S.MH'I' t

Configuration |Fnlder$| Legendl Log I

— Folder Tree
Root Folder

IEIutIu:u:uk: ;‘I
Office Symbal Dffice Recaords List

|W31 344, -- AAHS-RDR-A 2002 - BRD - ORL

ORL Faolder

[ Dutlook w31 344 -~ AAHS RDR-FL2002 - BRD - OFL

— Optiohs
[ Remember last selected Office Records List

" Close pragram after successful upload

Update Folders Cloze

Figure 11. ARIMS-BAT Default Window
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The ARIMS-BAT default window has four tabs available in its upper navigation:
Configuration, Folders, Legend, and Log:

The Configuration tab shows the root folder of files to be uploaded from your
computer, and the destination folders on the ARIMS Server.

The Folders tab shows the file structure on your machine and any files to be

uploaded.

The Legend tab shows the various icons you may encounter while running
ARIMS-BAT.

The Log tab shows all results and status messages that are written to the
Status log.

The icons on the Legend window are shown below in Figure 12.

ARIMS Bulk Archive Tool

Eonfigurationl Folders Legend | Log I

Folder lcons File Icons

Opened Folder File needs to be tranzferred to ARIMS 11

Clozed Folder File succeszfully tranzferred to ARIMS ||

Mon-AR1MS Folder File in a folder cloged in &R1MS 1]

£ LS &
©00©

A File haz been modified since transfer to ARIMS 11

L~

.

Cloze |

Figure 12. ARIMS-BAT Legend Window

NOTE: Once you have downloaded the BAT, the next time you use the Run the
Bulk Archive Tool link on the ARIMS Bulk Archive Tool page, the BAT will start
immediately. If the BAT program has been changed, however, it will download
again before you can run it.
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3.2 Running the ARIMS-BAT (Email System)

Using the BAT Email System is similar to using the BAT File System. The majority of
the steps and considerations for using either BAT System will be the same.

1. Click the Run the Bulk Archive Tool (Email System) link to display the BAT
default window shown below in Figure 13.

ARIMS Bulk Archive Tool

ARIMS

Army Records Informetion W

IJ.S.HIIH'I' t

Configuration |Fnlder$| Legendl Log I

— Folder Tree
Root Folder

IEIutIu:u:uk: __‘I
Office Symbal Dffice Recaords List

|W31 344, -- AAHS-RDR-A 2002 - BRD - ORL

ORL Faolder

[ Dutlook w31 344 -~ AAHS RDR-FL2002 - BRED - OFL

— Optiohs
[ Remember last selected Office Records List

" Close pragram after successful upload

Update Folders | Cloze

Figure 13. ARIMS-BAT Default Window, Configuration Tab Display

2. Select the Office Symbol and Office Records List for the files to be uploaded.
You may also select the two check boxes to Remember last selected Office
Records List, or Close program after successful upload.

3. Click the Update Folders button.

The BAT will examine the existing folder within your email structure, if any,
and compare it to the folder structure obtained for the selected ORL.

If any new folders or subfolders are needed, they will be created.
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All results and status messages will be written to the Status log, which is
accessed using the Log tab.

4. Then click the Folders tab to see the folder structure, or folder tree, that was
created on your machine, as shown in Figure 14.

RIMS Bulk Archive Tool

Comfiguration  Folders |Legend| Log I
Folder/File name Upload Progress Bar

Ld Temporary Duty Travel Applications
L_d Temporary Duty Travel Approvals

-3 Budget Guidance
--[Cg Conferences
“[-g Program Office

Update Folders I Begin Upload | Cloge

Figure 14. ARIMS-BAT Folder Tab, Folder Tree Display

5. You can also see the file structure by opening your email program (MS Outlook)
and looking for the directories created under your office symbol, similar to that
shown in Figure 15.
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Mail Folders o

2] All Mail Items -

- £ AAHS-RDRR 2002 <u——
= 3 1-1b1

| Budget Guidance
| Conferences
[ Program Office
-1 L3 1hh
[ Temporary Duty Travel Applic
[ Temporary Duty Travel Appro
fa] Deleted Items
LE) Search Folders

Figure 15. ARIMS-BAT Email Folders

6. Move or copy email messages or other documents/files into the appropriate
folders either in your Outlook or your local windows machine. If new files are
added or files are moved or removed after the update, you will need to update the
folders again. The example in Figure 16 shows that three new files were moved
into the file structure to be uploaded.

NOTE: You can place messages or other documents/files into the Email folders at any
time, even if the BAT is not active. You can also copy, move, or drag and drop any files
in non-ARIMS folders that may not already be included in your BAT folder tree structure
(depending upon your privileges to locally shared folders), and place them into the
appropriate ARIMS-BAT folders for eventual uploading.
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ARIMS Bulk Archive Tool

Army Records information Wan

IJ.S.MH'I' t

Configuration  Folders ILegendI Log I
Folder File name Upload Progress Bar

La Temporary Duty Travel Applications
La Temporary Duty Travel Approvals

i D) RE:Latest BAT User Guide dated 1/27/2009 (UMCLASSIFIED)
La Conferences
[ Program Office

..... = 1-1c

|Ipdate Falders I Begin Upload | Cloze |

Figure 16. ARIMS-BAT Folder Tab, Folder Tree Display (Files to be Added)

NOTE: There are character limitations associated with ARIMS file naming conventions
that must be taken into consideration. When creating electronic folders there is a 127
character limitation by default in MS Outlook. With this consideration in mind, it was
decided that a constraint should be put on the number of characters when creating a
folder name for ARIMS. The character limitation will be 100 characters for both the File
System and the (Outlook) Email System which will standardize the naming convention
and keep it consistent for both options even if users wish to run the BAT in two locations.
Any names put on folders will also be stored as variables in order to accommodate the
option that those names can be changed at a later date if necessary.

7. When you are ready to upload the files, click the Begin Upload button — The
Progress bars will become active as the files are uploaded.

The example below, Figure 17, shows that the three new files have been
recently uploaded to the ARIMS AEA. Copies of these new files are still
resident on your own machine or shared network drive.
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ARIMS Bulk Archive Tool

Configuration  Folders ILegendI Log I

Folder File name Upload Progress Bar

------ La Temporary Duty Travel &pplications
------ La Temporary Duty Travel Approvals

----- D 1-1b1
------ La Budget Guidance - =]

i RE: comments
i O ARIMS Unclazsified

O RE: Latest BAT User Guide dated 1/27/200¢
[ La Conferences

...... La Pragram QOffice
..... 11z

Upload Complete

|Ipdate Falders I Begin Upload | Cloze

Figure 17. ARIMS-BAT Folder Tab Display (Files Added)

8. If the upload is successful, the Upload Complete message appears.

If the upload is not successful, a message will display the number of files that
did not upload. If any files did not upload successfully, the user can rescan

those files and try again.

The files that were successfully uploaded are marked with a green check
mark.

9. If you have checked the Close program after successful upload check box,
and if all files uploaded successfully, the BAT will close automatically.

If the Close program after successful upload check box is unchecked, you
will be returned to the BAT default window.

The window may be minimized during the upload, but if you exit the ARIMS-
BAT before it has finished, the upload will be incomplete.
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If you had selected the Remember last selected Office Records List check
box, this setting will be remembered between executions of the BAT.

After the records are successfully uploaded, they will appear immediately
under the List Folder option under the RM-Assist tab in ARIMS and in the
ARIMS Master Index after the next scheduled database update, usually

within 24 hours.

NOTE: The BAT window will remain active as long as you are logged into ARIMS. If the
session times out, you will have to enter your AKO login and password to continue.

10. If you did not check the Close program after successful upload check box, you
will need to click the Close button at the bottom of the BAT window in order to exit.
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3.3 Encrypted or Digitally Signed Email

There is a warning message that can appear while using the BAT and the Email System
Option for upload from MS Outlook. Whenever the BAT encounters a Digitally Signed or
Encrypted Message, Outlook will prompt the user for permission to allow interaction via
another program with Outlook. This dialogue box and prompt is built into Outlook as a
security feature to prevent viruses or unwanted programs from accessing information
which is stored or handled by the Outlook application.

Outlook can be used to update and upload folders with the BAT; whenever Outlook
encounters a Digitally Signed or Encrypted Message, it produces a pop-up window
alert that requires action by the user in order to continue. While the user is
performing an upload, the BAT will alert the user that the application is performing
an action that may take a long time.

Please Wait

The application is performing an action that could take a long time.

Figure 18. Application is performing an action processing window
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The user will see the dialogue box which allows access to data from MS Outlook.

Microsoft Office Outlook M

E’?‘ A program is trying to access data from Outlook that may
\.;J include address book information. Do you want to allow this?

If this is unexpected, it may be a virus and you should
choose "Mo".

[/] Allow access for
’ Allowe ] l Deny l ’ Help l

Figure 19. Allow Access to Data from Outlook Dialogue Box

When this dialogue box which allows access to data from Outlook appears, the user
is required to select an amount of time for access to be allowed — and to then
click the Allow button, before it would allow it to run.

NOTE: This pop-up will occur whenever a digitally signed or encrypted message is
encountered. It will occur even in just checking the folder for messages, so if there is a
digitally signed or encrypted message in the folder, even if it was already uploaded this
will occur. Given that digital signatures are becoming more and more standard within the
DoD, this will continue to be the method of operation more and more.
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4 Using the ARIMS-BAT for SharePoint

The BAT is able to perform folder level bulk archiving by way of SharePoint for the File
System & Email System. The process begins by finding the local location of the folders
(on the local machine or local shared network location) which are associated with your
Shared Documents in your agency or group’s SharePoint System. Then a network
location can be added to the user’s computer network locations folder; and that will serve
as the short cut to which to point the BAT when using it from ARIMS. The instructions
for setup and use are as follows.

4.1 Installing the ARIMS-BAT for SharePoint
To configure the BAT for use with SharePoint:

Log into the SharePoint System that is used by your agency or group for records
management — browse to the Document Library which will be used for records
management functions.

Figure 20 below shows an example of a typical Document Library that may be setup for
use for records management functions by any particular agency or group; in this case, the
Document Library is named “Shared Documents.”
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Figure 20. Example of Documents Location Used for Records Management
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Click on the Actions tab — select “Open with Windows Explorer” (on Vista you will
have to allow this function, see Figure 21 for a picture of the dialog box).
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P RHDA Imtranet - Unclassified M ADT thared Documenis
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view Al Site Candent Shave a documen: wih the team by adding & o this decument lbrary
pocsmcet R e - (B8 vocaments |
= Shared DosLrents = :_____r:ﬂ_nml_*rd - 5 -
il 0 ASORTS R s IS0 532 A Usesrmame, User & CTR L iS4
Lits " AR GEFAsoasd Oees with Windows Explorer L0 B34 AN Uisrruims, Uar & CTE LS LESA
= Tages S WIIMAA - AMHS D ol cros Flet inty o iy TS A0 ¥ A e riane, e & CTR LS LEA
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Figure 21. Actions tab dropdown menu to select Open Windows Explorer

It is possible that a user may see one or more warning dialog boxes, depending upon the
configuration of the user’s network. If the user sees the dialog warning “Network
discovery is turned off”, the user should simply click the OK button and continue.
Despite this warning, all of the functionality of the application will still work as designed.
This message is simply notifying users of a network configuration option. Depending on
the agency or group, network discovery may be controlled by Army DOIM, but does not
affect installation and it is safe for users to ignore this message and continue.

Revised Date: 10/01/2010 26



ARIMS-BAT User’s Guide Version 3.5

|" \‘| Network discovery is tumed off. Network computers and devices are not visible. Please tum on network
"\l discovery in Network and Sharing Center.

Figure 22. “Network discovery is turned off.” warning

It is possible that you may need to obtain assistance from you IT support team to map the
SharePoint Document Library to a drive.
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If a user sees the message in Figure 23, he/she is using the Windows Vista (or later)
operating system (OS). This is one of the standard security warnings included with the
Windows Vista OS. As long as the user’s environment and SharePoint Server are safe, it
is safe to allow this access and continue. This is a one-time permissions consideration;
and a one-time action that the user will perform. Therefore, it is not recommended that
users check the “Do not show me the warning for this program again” check box.

Internet Explorer Security ﬁ

I@ A website wants to open web content using this
program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program,

E Mame: Windows Explorer
Publisher: Microsoft Windows

Do not show me the warning for this program again

() Details Allow | : Don'tallow |

Figure 23. Standard Security Warning for Microsoft Windows Vista

If you are presented with any other dialog boxes at this time, it would be wise to contact
your IT support to verify that your computer is not be compromised.
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Ultimately, this action will open the SharePoint Document Library in Windows Explorer
as shown in Figure 24.
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Figure 24. SharePoint Document Library in Windows Explorer
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With the Shared Documents window open, highlight the location by clicking inside the
address bar — This will reveal the path to the folder directory for the files that are
associated with the SharePoint Shared Documents — When the path is highlighted,
copy it (Ctrl+C).
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Figure 25. Copy Address Bar from Windows
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4.1.1 MS Vista OS SharePoint Set-up Steps

For a computer operating with the MS Vista OS, open My Computer (for XP skip ahead
to 4.1.2, the MS XP OS Set-up Steps section) — right click in the My Computer
window — and select Add a Network Location

Favorite Links Name Type Total Size Free Space
EE' Do Er ) Local Disk (C:) ) LCWEFN(DJ—
B Pictures %7 84.0 GB free of 230 GB - S 141 6B free o 200 GB
E[J’ Music & &
More » R—g DVD RW Drive (E:) ] . Some Folder
Folders w :
Bl Desktop
B Fulks, Kelly L
J Public

18 Computer
&, Local Disk (C)
s RECOVERY (D)
o) DVD RW Drive (E:)
. Some Folder

uF Metwork
Control Panel
& Recycle Bin

, Demo Folder

J SharePoint

SGI-SEI-KLF Domain: ingrnet.com

| Kelly Fulks - 154 - 9244 Processor: Intel(R) Core(TM)2 CPU 6600 @ 240GHz
Memory: 2,00 GB

Figure 26. Right click in the My Computer Window

After the user right clicks in My Computer and selects Add a Network Location —
click on Next for the “Welcome...” window of the Wizard for network location set-up
— select Choose a custom network location — and click on the Next button —
Then paste the URL from Windows Explorer folder (the one you just copied) into the
Internet or network address text box in the Setup Wizard and click on the Next button
— Finally, give the location a name that has meaning such as “ARIMS Documents” and
click on the Next button and finally Finish.
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Uninstall'orc

Name' Total Size

Type
Local Disk (C)

p——- -
&/ 84.0 GB free of 230 GB
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EI Documents
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Free Space

RECOVERY (D)
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Maore »»

E@ DVD RW Drive (E:) ,

B _
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Some Folder

Folders hd .
Bl Desktop ’ ARIMS Documents
B Fulks, Kelly L '
./ Public
1M Computer
£, Local Disk (C3)
a RECOVERY (D)
< DVD RW Drive (E5)
. ARIMS Document
. Some Folder
@ Metwork
Ig Control Panel
& Recycle Bin
. Demo Folder
. SharePoint
- SGI-SEI-KLF Domain: ingrnet.com
w‘l Kelly Fulks - 154 - 9244 Processor: Intel(R) Core(TM)2 CPU
| Memory: 2,00 GB

6600 @ 240GHz
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4.1.2 MS XP OS SharePoint Set-up Steps

For a computer operating with the MS XP OS, open My Network Places (for Vista skip
back to 4.1.1, the MS Vista OS Set-up Steps section) — then click on the Add a
Network Place link in the left Network Tasks navigation

B | My Metwork Places |Z| |E| |._|
Flle Edit “iew Favorites Tools  Help 'a.

\_)Back 'J I.E pSearch H__ Folders v

Address \_-i Ty Metwork Places 4 | G

Network Tasks

e add a network place
@ Wigw network connections

) Set up a home or small
~ office netwark

,_‘:], Set up a wireless netbwork
for a home ar small office

,;fﬂ Wiew workgroup computers

ETj. Shiowe icons For netvorked
UPnP devices

Other Places

(& Desktop

H My Computer
@ [y Documents
[ Shared Documents

gy Printers and Faxes

Details

Figure 27. Open My Network Places and click "Add a network place"
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Click on Add a network place — then click on Next for the “Welcome ...” window
— select Choose another network location and then click Next — Then the user will
paste the URL from Windows Explorer into the Internet or network address text box
and again click Next.

SsShared P My Motwark Places
Fle Edt Vew Fovortes Teoks e
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Address | W My Ksbvmul: Places
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w23 3 retwerk place
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officd ratvriak

L Sl g s, sk
For & hotnd or small office

oy Veew weorkiroun computens

oy iconv For networiesd

PP el

“.--.' Shared Doouments. of
- e s . o P I_FE share intengraph com

uther Places

[ Dwaktop
i My Compurer

) My Documents
I Fhared Deturmenis
% Prinbers and Faces

Give the location a name that has meaning such as “ARIMS Documents” and click Next
— uncheck the Open this network place when | click Finish check box — and then
click Finish
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If you see the dialog warning box that reads “Network discovery is turned off” —
simply click the OK button and continue; all of the intended functionality will still work
as designed. This message is simply notifying you of a network configuration option.
Since this is controlled by the Army DOIM it does not affect what users are doing; it is
safe to ignore this message and continue.

.\"| MNetwork discovery is tumed off. Network computers and davices are not visible. Please tum on network

"
"\l discovery in Network and Sharing Center.

Figure 28. "Network discovery is turned off" warnings can be ignored

It is possible that you may have to contact your local IT Support unit to get assistance in
mapping the SharePoint Document Library to a drive if this doesn’t work.
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4.2 Running the ARIMS-BAT for SharePoint

In order to run the BAT for SharePoint, a user must first go through the install process.
Once the install process has been performed, a user is ready to launch the BAT for
SharePoint.

When the user is ready, he or she will login to ARIMS.

*|ARIMS S

(18 1]

Welcome to the Army Records Information Management System (ARIMS)

User Log=in Popular Links

Entai youi Arsy Knowlsdge Delneg (AHD] ulesarme and paidwsnd Faskds an "

chid-Antgdng, &5 be Sus 10 whi upped- oF okl Cadd chadaclir, nombei, #lc .

a5 nesded .

AFE O U rmaerie: ¥ L I3
AKO Password: — I, Popular Downloads

& ARIMS User's Gk
+ BAT User's Guids

Sagn ks ARIMG

Forgot you Passecad? Dont havee an AND Acoown? Go o the SHO shio.

Announcements as o

& =% CAC Logon is unavailable at i time =
» System Waintenance Scheduln

Pravdous Announcemants

ARIMS 3 3 bated S8 Managed d operated by the S Army Recosds WManagement and Declassfcabon Agency (RMOA) Es prvmary porpose i3 10 prowde suthorzed personnel with web based

Figure 29. Log-in to ARIMS to Launch the BAT for SharePoint
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1. Next, the user will launch the BAT — Click the RIPS tab on the ARIMS menu
— select Electronic Records — then Bulk Archive Tool from the dropdown
menu — The Bulk Archive Tool page appears as shown in Figure 30 — Click
on the Run the Bulk Archive Tool (File System) link to run the BAT for the
SharePoint System.

*|ARIMS 0

(18 1]

- A0 :

Bulk Archive Tool

Use iz page to deplay the Bulic Aechave Tool {BAT). The BAT can be used o uplsad muliple documents o smasts info e ARIMES Ay Elections:
Archeos. Whan you chik of one of the ki balow the BAT well be downlosded oalo your comguber. Tha BAT will ke sdomabally walalled with yisr
apprenal # 1) B BAT Butt nuvit by initallad 80 your computer o ) the BAT has bies upgraded sincs yeu last vt

Sea the BAT Uliads Geads o the o #ichen of ARILES lor barthar wloerraleon on B wie of B Bulk Bschew Tosl

BABIH B e 35 W S

Figure 30. Click the "Run the Bulk Archive Tool (File System)" button
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After clicking the Run the Bulk Archive Tool (File System) button, the BAT will
launch — then click on the Folder icon, directly adjacent and to the right of the Root

Folder text box shown in Figure 31.

5=/ ARIMS Bulk Archive Tool o[BS

Corfiguration IFoIders ! Legend ! Log |

Folder Tree
Root Folder
H:\Documents Bulk. Archive =

Office Symbol Office Reconds List

|W313AA ~ AAHS-RDR-R -] (2011

ORL Folder
[H:\Documents\Bulk Archive\W313A4 - AAHS-RDR-R |

Cptions
[7] Remember last selected Office Records List

[7] Close program after successful upload

IUpdate Folders | I Close

Figure 31. Click on the folder icon Folder button
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If the Windows Vista OS is being used, expand the Windows Explorer window under
Computer — and select the folder that was created earlier (in this case “ARIMS
Documents”) — and then the user is now ready to work with the BAT for SharePoint.

[Emwse For Folder ! ! - Iﬂl Iﬁ]

Select BAT root folder.

Bl Desktop -
B Fulks, Kelly L
+ 1. Public
4 18 Computer
- &L, Local Disk (C2)
» —a RECOVERY (D)
- = DVD RW Drive (E})
» L. ARIMS Documents
+ L. Some Folder
- F Metwork i
; Control Panel
2] Recycle Bin

- P

m

[ Make Mew Folder ] [ aK ] [ Cancel ]

Figure 32. Under the "Computer" directory, select the folder created earlier

Revised Date: 10/01/2010 39



ARIMS-BAT User’s Guide Version 3.5

If the Windows XP OS is being used, expand My Network Places — and select the
folder which was created earlier (in this case “ARIMS Documents”) — and then click
the OK button — the user is now ready to work with the BAT for SharePoint.

;' ARINIS Bulk Archive Tool

%|ARIMS 38

e . el U e
[esmmir) ' g Browse For Folder

7 Salact BAT root folder.
Configuration | Folders | Legend [ Log i

Folder Trea |

Ract Foldar | B Desktop

H \Documents'Bulk Archive ! n Soren, Daniel CTR US USA

Offica Symbol | Public

:':"-'313."«.*. = AAHS-RDR-R i % Computer

ORL Foldar | O Metwork

{ A poyurments Bl Archive W AR - [H contral Panel

Options | L F?eq-cle Ein
R ot anlaciad Offica Racads Lis CURR Research Files 2003 - Office2k7
Closs program after sucossshul upload

| Moke New Foider | oK | Cancel

Figure 33. Expand “My Network Places” and select the folder created earlier

NOTE: There are character limitations associated with ARIMS file naming conventions
that must be taken into consideration. When creating electronic folders there is a 127
character limitation by default in MS Outlook. With this consideration in mind, it was
decided that a constraint should be put on the number of characters when creating a
folder name for ARIMS. The character limitation will be 100 characters for both the File
System and the (Outlook) Email System which will standardize the naming convention
and keep it consistent for both options even if users wish to run the BAT in two locations.
Any names put on folders will also be stored as variables in order to accommodate the
option that those names can be changed at a later date if necessary.
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Figure 34. Shared Documents Folder Example
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Figure 35. Folders within the User's Document Library Example
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Figure 36. SharePoint Folder Drilldown Example

Copy or move email messages or other documents/files to the appropriate folders. If new
records are added, or if they are moved or removed after the update, you will need to
update the folders again.

NOTE: You can copy or move files at any time to the appropriate folders, even if the
BAT is not active. You can also copy, move, or drag and drop files in non-ARIMS
folders that may not already be included in your BAT folder tree structure (depending
upon your privileges to locally shared folders), and place them into the appropriate
ARIMS-BAT folders for eventual uploading.
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The example in Figure 37 shows that three new files were moved into the file structure to
be uploaded.

ARIMS Bulk Archive Tool

Comfiguration  Folders ILegendI Log I

Folder/File name |Jpload Progress Bar

4 RE:Latest BAT User Guide dated 1/27/2003 (UNCLASSIFIED)
) Conferences

..... = 11c

|Ipdate Falders I Begin Upload | Cloze |

Figure 37. ARIMS-BAT Folder Tab, Folder Tree Display (Files to be Added)
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5 Troubleshooting the ARIMS-BAT

5.1 Network Failure

If a network failure occurs while the BAT is uploading folders, the system will display
error messages in the status box. You should stop the upload.

When the network connection has been restored, restart the BAT and start a rescan. This
should put you back where you were before the network stopped working.

5.2 Power Failure

If you have a power failure or other fatal program errors while uploading files, the control
file will be corrupted. When you restart and rescan, the BAT will use the backup file and
generate a message informing you of this.

The result will be that all files successfully uploaded before the power failure will be
copied to the ARIMS AEA a second time; you will need to contact the ARIMS Help
Desk to delete the duplicated records.

5.3 Latency Issue When Uploading More Than 5 Gigabytes

If a user attempts to upload more than 5 gigabytes of data to the ARIMS AEA in one bulk
upload session, the user will experience a latency issue where his or her computer or
network will run significantly slower during the upload process. This circumstance
comes as a result of a very large upload batch being sent through the processors of any
computer or network server, ultimately placing significant demands on the user’s local
machine or on the network processors where the shared folder locations reside.

5.4 Character and Naming Limitations

In the ARIMS-BAT, there are character and naming limitations associated with ARIMS
file and folder naming conventions that must be taken into consideration.

5.4.1 Electronic Folder Character and Naming Limitations

When creating electronic folders there is a 127 character limitation by default in MS
Outlook. With this consideration in mind, it was decided that a constraint should be put
on the number of characters when creating a folder name for ARIMS. The character
limitation will be 100 characters for both the File System and the (Outlook) Email
System which will standardize the naming convention and keep it consistent for both
options even if users wish to run the BAT in two locations. Any names put on folders
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will also be stored as variables in order to accommodate the option that those names can
be changed at a later date if necessary.

5.4.2 File Path, Character Count, and Naming Limitations

When using the ARIMS-BAT to upload files, there is also a file path limitation that must
be considered. The entire path for any particular file can be no longer than 260
characters and therefore there are several considerations to keep in mind when choosing
where to locate your local ORL folder directories and how to name folders and files. The
more nesting that occurs where one folder is stored within another folder, within another
folder, etc., having multiple steps from the root folder drilling down to the file, the longer
the Path will be (as each folder name is appended to the Path and then the file name).

Users need to understand what determines the Path length of a file and the folder(s) it is
nested within. The following image shows how a file will live inside of a folder that may
be nested within other folders which ultimately lead to the root folder. See Figure 38
below for a visual example of how a File Path is created within the BAT system.

What Determines Path Length

In the BAT,
the fully
qualified
Path is the
combination
of the names

Root Folder
of the folders
and the file

P—
L—)- Nested Folder
which is being =

LY L |
uploaded. l—»- Nested Folder
The file Path

includes

the directory
name, UIC,
Office Symbol,
ORL year/name,
folder name,
and file name.

[]

T

O

\ » | —— Document File

Lkl [ T —

#
r

In this example, the Path would read:
C:\Root Folder\Nested FolderiNested Folder\Office SymbolORL\Document File

Figure 38. What Determines Path Length
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The file path, including the overall character count, determines whether the BAT can
work with a particular file or not. The specified Path, which includes folder names and
file name (the directory name, UIC, Office Symbol, ORL year/name, folder name,

and file name), must have no more than the allowable character count (as determined by
the operating system) i.e. Microsoft has a limitation of 260 characters including spaces
for the file path.

If the character count in your file path is more than 260 characters, the user will receive
an error message as shown in Figure 39 below.

Error [&J

[/ "_"‘-.I The specified file path is too long. Microsoft has a limitation of 260
'S’ characters including spaces for the file path. If assistance is needed,
please refer to the BAT User's Guide. The file path is shown below.

Ci\\Wery_Long_Very_Long_Very_Long_Very_Long_Very_Long_
Directory_Name\W313AA — AAHS-RDR-R\2010 - ARE ORL\1hh
Office temporary duty travel\Very_Long_Very_Long_Very_Long_
Very_Long_Very_Long_Very_Long_Very_Long_Very_Long_Very_
Long_Very_Long_Very_Long_ Very_Long_Felder_Title

Figure 39. File Path is Too Long Error Message

After receiving the error message that the file path is too long, the ARIMS-BAT will shut
down. Before closing, the BAT will inform the user with a final error message alerting
the user that the BAT will now close; as seen in Figure 40 below.
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Error Li_E-J

[8} THE BAT WILL MOW CLOSE

Figure 40. The BAT Will Now Close Error Message

To resolve the issue of a file path being too long for the Microsoft OS, the user must
make certain edits to the file. The user may:

shorten the length of the fully qualified Path by shortening the number of
characters in the folder names,

and/or by shortening the number of characters in the file name,

and/or by changing the location, or “path”, of the folder directory so that the
folders and file(s) reside closer to the root folder of the directory
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