
New ARIMS Interface and Features Quick Reference Guide 

1. The tabs are more defined and very easy to navigate. 

 

2. The Login Page will display the three tabs: Home, Search, and Help. Also, you will have quick access to 

Popular Links to the left and Popular Guides on the right. 

 

 

 
 

*Please Note: This page will be CAC enabled only!  

 

  

 



The homepage incorporates new features, which include “My Favorites”, “Manage Approvals”, and “My 

Sponsorship” sections. These features are explained individually below. 

3. A “My Favorites” section allows users to add pages and functions that they most frequently use within 

ARIMS. This is for quick access. 

 

Once logged into ARIMS, your tabs will be displayed based on your role type in ARIMS.  This 

example is based on a user role of RRSASA. 

 

 

 

 

 

 

 



4. A “Manage Approvals” section allows users to see all pending approvals for sponsorships, ORL’s, and 

Unit Access Requests. This is for quick access. 

 

  

 

 

 

 

 

 

 



5. A “My Sponsorship” section notifies users that are being sponsored the number of days they have left 

until their sponsorship expires. 

 

 

 

 

 

 

 

 

 



6. References will display links to access the ARIMS, ACRS, and BAT User Guides. 

 

 

 

 

 

 

 

 

 

 

 



7. Search Tab allows you to search ACRS, Crosswalk, Records, and List/Export records. 

 

 
 

*Please note: The Favorites tab displayed to the upper right hand corner of the screen will allow 

users to add that particular page to their My Favorites section. 

 

  



8. The “Upload” tab allows users to run the BAT (Bulk Upload) and Document Upload. 

 

 

 

 

 

 

 

 



9. The “ORL’s and Folders” tab allows users to create, list, reorganize ORL’s, create an ORL library, view 

proposed ORLs, and manage folders. 

 

 

  

 

 

 

 

 

 



10. The “Manage” tab allows users to manage hardcopy ORL’s, Records Requests, Manage Sponsorship, 

Manage Access, Manage Approvals, Manage Office Symbols, and Manage Dispositions. 

 

  

 

 

 

 

 



11. The “My Account” tab has a “My Favorites” section. This allows users to manage and personalize their 

“My Favorites” section on their homepage.  A drag –and-drop feature has been added for easier sorting 

under My Favorites and My Contact List. 

 

Please note: To use the drag and drop feature, just left click on the item you want to move, hold down 

the button, and drag the item to desired order. 

 

 

 

 

 

 



12. The “My Account” tab has a new section called “My Contact List.” This allows users to create a contact 

list. A drag-and-drop feature has been added for easier sorting of contacts.  

 

*Please note: To use the drag and drop feature, just left click on the item you want to move, hold 

down the button, and drag the item to desired ordering. 

 

 

 

 

 

 



13. The “Help” tab has a “Glossary” section that has been added. This tab is to help users who are 

unfamiliar with the words and abbreviations that are used within the ARIMS site. 

 

 

  

 

 

 

 

 

 



14. The “Admin” tab is for users with administrative roles.   

 

Please note: This tab is not available to all users. Only users who have administrative roles in ARIMS will 

see this tab. 

 

 

 

 

 



15. The “Reports” tab is for users with administrative roles.  

 

Please note: This tab is not available to all users. Only users who have administrative roles in ARIMS 

will see this tab. 

 

 

 

 



Please Note: For your reference, a list of what is placed under each tab. 
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