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.
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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.
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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.
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5. A “My Sponsorship” section notifies users that are being sponsored the number of days they have left
until their sponsorship expires.
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6. References will display links to access the ARIMS, ACRS, and BAT User Guides.
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7. Search Tab allows you to search ACRS, Crosswalk, Records, and List/Export records.
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HOME SEARCH

SEARCH = SEAR

UPLOAD

Staging

ORLs & FOLDERS MANAGE MY ACCOUNT

ACRS = SEARCH ACRS INSTRUCTIONS

Search ACRS

Search Crosswalk

Search for Records

Admin Search

List / Export

Logged In As:

Unit: US AHS-W313AA | Log Out il

HELP ADMIN REPORTS

SEARCH ARMY CONSOLIDATED RECORDS SCHEDULE (ACRS) INSTRUCTIONS

All users may search the Army Consolidated Records Schedules, which are a component of the Army Records Information
Management System (ARIMS). The Records Schedules reflect all Mational Archives and Records Administration approved retention and

disposition information for Army records.

You may search by Keyword or Record Series. To start a new search, click the Reset Form button.

Search by Keyword
Keyword:

[¥] Search within Record Series

Browse by Record Series
Record Series:
Sub-series:

Duration:

Explanation of Disposition Instructions

Submit Search ] l Reset Form

| FAVORITES |

Hints for Searching
by Keyword

+ Search by Keyword is not
case sensitive; however, it
will not perform stemming
functions, Boolean, or "fuzzy”
searching (i.e., entry must be
exact wording).

The keyword being searched
may appear anywhere in the
instruction title or instruction
description. If Search within
Record Series is checked,
the Series fitle and Series
description will also be
searched. lt will not be
highlighted

Enter one keyword instead of
a phrase, and then use the
Search within Results option
to reduce the number of hits.
Do not begin and end a
search phrase with quotation
marks (7).

The search engine will not
properly search phrases
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*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.
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& Bulk Archive Tool X | @ NewTab

MS

ds Information Manaaement System

Staging Logged In As

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

UPLOAD = BULK UPLOAD

FAVORITES

Bulk Upload BULK ARCHIVE TOOL

Use this page to deploy the Bulk Archive Tool (BAT). The BAT can be used to upload multiple documents or emails into the ARIMS Army
Electronic Archive. When you click on one of the links below the BAT will be downloaded onto your computer. The BAT will be
automatically installed with user approval if 1) the BAT has never been installed on your computer or 2) the BAT has been upgraded
since you lastused it.

Document Upload

See the BAT User's Guide in the References section of ARIMS for further information on the use of the Bulk Archive Tool.
Run the Bulk Archive Tool (File System) M

Run the Bulk Archive Tool (Email System) M
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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.
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'_@ Create ORL From Scratch

Staging Logged In As: Unit: US AHS-W212AA | Log Out

gement System

HOME SEARCH UPLOAD ORLs & FOLDERS MANAGE MY ACCOUNT HELP ADMIN REPORTS
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ORLS & FOLDERS = OFFICE RECORDS LIST = CREATE ORLS = CREATE FROM SCRATCH

FAVORITES

Office Records List CREATE AN OFFICE RECORDS LIST FROM SCRATCH

Create ORLs | List ORLs
Reorganize ORLs | ORL Report

ORL Library

Proposed ORLs

Create from Scratch | Create by Copying | Create from Library

Folders
Create an ORL from Scratch by selecting the Office Symbol, enter the name ortitle of the ORL in the Office Records List text box, and

selectthe ORL Year. Then, click the Create ORL button. After creation is complete, the ORL can be updated to add record series and
retention periods.

Note: If you need an ORL created for years prior to 2012, please submit an online help desk ticket and include the following information
— Unitname, UIC, Office Symbol, ORL Name, ORL Year, and a list of all record numbers to be included.
US AHS - W313AA

Office Symbol: [TEST? E

Name:

Year: 2012E
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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.
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MANAGE >~ MANAGE ACCESS = USER ROLE CHANGE REQUEST

FAVORITES

Manage Access USER ROLE CHANGE

Manage Approvals User Role Change Request | Unit Access Request

This screen allows the user to request a different role within a unit. The requestor will be notified of role appraval or denial via email.

Manage Sponsorships
Hote: Requests will be automatically denied after 30 days if no one has approved the request.

Manage Office Symbols ]
Units: US AHS - W313AA -

Current Role: RRS-A System Administrator (RRSASA)
Request Role:

Manage Dispositions

Manage Hardco
g Py Reason for Request:

Records Requests
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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.
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My Account Overview USER PROFILE

— Username: Amminlln mounn Records Administrators

My Contact List Army Account Type: AR|CO Walker, Emis

User Class: RREASA HaDA

UIC: W313A4 ernis.walker@us_army.mil
My Favorites Unit Name: US AHS 703 545-0502

Office Symbol: TEST2 7 Glover, Willie
HQDA

Grade: B4 willie_glover@us._army.mil
First Name: Naniella 703-545-0538

Midle Name: Shadd, William
Last Name: HQDA
Address: william.shadd@us.army. mil

AKO Email Address: danielle navna@us army mil 717-770-6208

Williams, Jeannette
Telephone: 703-428-6977 wiia

sangeeta.nayak@us.army. mil
DSN Telephone: 703-602-2010

Fax: Records Managers

Approval Date: 201812011 9:25:43 AN Yang, Sonyo
HGDA

sonyo.yang@us.army.mil
724-6391

Sponsor Username: - - -+ - Request Mew Sponsor

Mcgregor, Tyrone

HQDA
tyrone.mcgregor@us.army.mil
703-428-6419

Dua, Maude
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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.

Staging Logged In As:

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

FAVORITES

My Account Overview

— This is your personalized contact list for ARIMS. You may add contacts to your list, or remove them from the list. You may move contacts

@ up or down in this list to adjust placement of your contacts for ease of access to your maost frequently used contacts.
| Add a Contact to your List

My Favorites Name: Add contacts to your Contacts List by completing the

Add a Contact to your List form (on the lefi). Click and
ACOM/ASCCIDRU: . N o
drag contacts up and down to position your contacts in
Email: your contact list To remove a contact, 5 the trash
1in the upper right-hand corner of the contact
Phone:

Add Contact to Your List

My ARIMS Contact List
Sort your contacts by clicking-and-dragging the contactitem up or down in the list and then release.

Name: Elizabeth Palma
ACOM/ASCCIDRU:
Email:

Phone: 703-428-6151

Will Bill 24 o
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*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.
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HELP = FAQS
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ARIMS FREQUENTLY ASKED QUESTIONS (FAQ)

For additional answers to frequently asked questions, visit the Online Knowledge Base under the ARIMS Online Help menu.

Help Desk General FAQ

b What is ARIMS?
» What can I access in ARIMS?

What if my question is not answerad here in the FAQs or in the Knowledge Base under the Online Help
User Roles Desk center?

Where do I send problems that I have?

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

» Can organizations have more than one "records manager” so that there is an alternate identified?
Online Video Tutorials » Why can't I see the same units and/or ORLs as I could earlier?

Training

Useful Links with all the options available at the ARIMS website, how do I easily move around the site and find what I
need?

System
» System Requirements - I am having problems viewing the ARIMS website. What should I do?
Registration/Login
» Why does ARIMS require me to have an AKO account?
b What are the different user levels, functions and responsibilities?
What if I forget my CAC PIN?

When a user transfers to a new unit, do they stay in the system? Do they have to reregister? If so,
what happens to their old registration?
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14. The “Admin” tab is for users with administrative roles.
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ARIMS

Arry s Information Manage

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

ADMIN = ACRS ADMIN = CREATE RECORD SERIES

FAVORITES

ACRS Admin CREATE RECORD SERIES

Records Admin Create Record Series | Create Record Sub-series

Update Record Sub-series | List Record Instruction Categories
Record Instruction Changes

Create a Record Series by entering a unique record instruction series prefix and name, and a record instruction series description.

Record Series Prefix:

Record Series Name:

Rec Series Prefix - Name:

Record Series Descr:
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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.
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ARIMS
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REPORTS = DISPOSITION REPORT

| I FAVORITES

Disposition Report DISPOSITION REPORT

ORL Report Sort: UNIT Ascending Order

Search by Year: | ALL
ACOM/ASCC/DRU: |HQDA

Unit: |US AHS -

Unit 2: |US AHS -

Unit 3: |US AHS -

Unit 4: |US AHS -

@ @ |« & @ 5 [EE

Unit 5: |US AHS -
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Please note: This tab is not available to all users. Only users who have administrative roles in ARIMS
will see this tab.
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