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Plan of Instruction Summary

This plan of instruction is designed to support instructor-led training in a classroom environment.  However, it can also be used for individual or small group on-the-job training.

This lesson plan contains:

· A title page which includes specific instructor guidance in preparing for the training, objectives for the course, and required resources.

· A course content outline.  The outline is divided into two columns.

· Left Column – The left column contains the specific topics to cover during the instruction.  

· Right Column – The right column contains tips/reminders for the instructor and specific guidance related to the subject discussed.  It provides tips such when to administer an exercise, what handout to use, and when to summarize previously covered information.  This column is for the instructor/trainer use.  Feel free to personalize your instruction by adding your own notes or tips to this column.

· Guidance on exercise administration, training system access, and who to contact for help.

Tips when using this plan of instruction

· Memorize the course objectives and keep them in mind when delivering the instruction.  

· Become the “expert” before delivering the instruction.  Practice.  

· Follow the lesson plan but keep obvious reference to the plan to a minimum. Practice is key.

· Don’t panic when you go back to the lesson plan and realize you missed something.  It will happen.  Work it into the discussion and try to keep the transition as smooth as possible.  If necessary backtrack and re-summarize material already covered to help with the transition.  

· Watch for participant non-verbal feedback that indicates a need to adjust content.  Be prepared for an unplanned break or an impromptu hands-on activity.

	Module Title:
	Records Transfer Training Plan

	Objectives:
	· Use the ARCIS Portal to create an electronic SF-135.
· Use the ARCIS Portal for internal coordination, approval and submission of electronic SF-135 to the FRC.
· Use the ARCIS Portal to locate and comprehend the status of a previously submitted records transfer.


	Target Audience:
	Federal agency employees responsible requesting or approving the transfer of records to a Federal Records Center.


	Length:
	2 hours



	Resources:
	· Instructor PC

· Projector

· Computer for each student

· Access to ARCIS



	Instructional Materials:
	???


	Instructional Methods:
	Instructor led: Lecture/Demonstration/Performance


	Prerequisites:
	Understanding of pre-ARCIS SF-135 data and practices.

	Instructor Guidance:
	Prior to class, review POI and insure instructional materials are available for all participants.

Ensure availability and test required resources.  



	I. INTRODUCTION 
	SLIDE: 1

	A. Attention
	Capture Student’s attention. Doesn’t even need to be topic related.

	B. Motivation
	Instill participant value in the topic and motivate them to learn.  Why should they listen to you?

	C. Objectives for Class
	SLIDE: 2

	D. Overview of Topics
	SLIDE: 3

	1. ARCIS Overview and Tour
	

	2. ARCIS Records Transfer Process
	

	3. Creating and Submitting a Records Transfer
	

	4. View, Edit or Reassign Created Transfers
	

	5. Printing Electronic SF135
	

	II. ARCIS OVERVIEW
	

	A. What is ARCIS
	SLIDE: 4

	B. Interdependent Components
	SLIDE: 5

	C. Two Sides of ARCIS
	SLIDE: 6

	D. Benefits of ARCIS
	SLIDE: 7
TRANSITION: SLIDE: 8

	III. ARCIS TOUR
	DEMONSTRATE/DISCUSS: Use ARCIS system as a visual aid.

	A. Access and Login
	

	1. General access requirements
	

	2. Login
	

	3. Reset forgotten password
	Requires establishment of a challenge question in “Personal Profile”.

	B. Page Navigation
	

	1. Page Header Components
	

	a. Archives.gov website link
	

	b. Screen Tabs
	Screen details discussed later – keep high level

	c. Log-Out Link
	

	d. Reports Access
	SF 135 is currently the only report available.

	e. Personal Profile
	TRANSITION: Suggest to all users they establish a challenge question immediately after first login. It allows them to click the “forgot password” link at the login page and reset their password without administrator assistance.

	2. Edit Personal Profile
	DEMONSTRATE: by navigating to the “Personal Profile” screen.

	a. Name, Phone and Address
	Most info pre-populates fields when creating a reference request or records transfer.  If left blank, may result in increased data entry later.
NOTE: The address pick-list allows users to create an address book that may be helpful if the user submits requests for someone else.

	b. Set challenge question
	

	c. Do Not E-mail Flag
	Automated messaging not currently used in ARCIS.

	d. Change password

	NOTE:  Do not use ampersand (@) as a special character.  Will cause system issues.
DO NOT change training account passwords.

	e. “Set Primary” button
	Allows users to change the default access/control value that populates when a transfer or request is created.

	3. Access/Control and Capabilities
	USER MANUAL: X 

	a. Access and Control
i. Relations to transfers user can view

ii. Relationship to transfers user can create.
	Demonstrate/Discuss: Have participants view their profile summary screen and discuss access control. 
Unless user has access “Agency-Wide” capability, limited to viewing transactions that fit profile.

Settings limit selections available when creating a transfer.

	b. Capabilities
	DEMONSTRATE/DISCUSS: Use Records Transfer “link” screen and discuss each capability definition and show ARCIS screen tabs or links affected by each capability.
TRANSITION: Common layouts and functions throughout ARCIS.

	C. Common ARCIS Layouts and Functions
	DEMONSTRATE/DISCUSS: Demonstrate using Records Transfer creation screen.  Keep at very high level; the records transfer process will be covered later.

	1. Transaction List Screens
	

	a. Views
	

	i. My Workspace
	Transactions user has created that have not began processing by NARA.

	ii. FRC Workspace
	Transactions that NARA has began processing.

	b. Navigating to next group of records in the list
	

	c. Drill-down links within list
	

	d. Sort List
	

	e. Query Button
	Query discussed later.

	2. Common Data Entry Field Elements
	Use records transfer data entry screen to demonstrate.

	a. Default value entry (some based on user’s profile)
	

	b. Pick-lists
	TIP: Instead of opening pick-list, try typing entry in field and clicking tab.  System will automatically search pick-list for typed value and open filtered pick-list if multiple match.

	c. Drop-down lists
	

	d. Help links [image: image2.png]



	

	3. Query for Records
	USER MANUAL: X

	a. Build query
	DEMONSTRATION: Demonstrating building and executing a basic query.

	b. Execute query
	

	c. Using Wildcards
	DEMONSTRATION: Demonstrate use of querying using the wildcard asterisk (*).
EXERCISE 1: Query Exercise.
TRANSITION: ARCIS Record Transfer Process


	IV. RECORDS TRANSFER PROCESS
	

	A. Process Workflow
	HANDOUT: Workbook Page X
DISCUSS: Process flow handout.

	B. ARCIS Records Transfer Screens and Views
	DISCUSS: Views accessed through the main Records Transfer’s link screen and what shows in each view.
REVIEW QUESTION: What determines which links are available for each user? – Answer: User capabilities established in profile, discussed earlier.

	C. Relationship to ARCIS Reference Requests
	Very briefly discuss 

	V. RECORDS TRANSFER CREATION and SUBMISSION
	

	A. Create from Scratch (“Create Records Transfer” button)
	DEMONSTRATE/DISCUSS: Demonstrate records transfer creation; allow participants to following along on their PC.
IMPORTANT: Advise participants not to get ahead if following along on their computer. Also, advise them to ask questions if they get lost.
HANDOUT: Completed SF 135 that relates 135 fields to ARCIS screen fields.

	1. Transfer #
	DISCUSS: Pre vs Post ARCIS format differences.

	2. Status
	

	3. Customer Reference #
	

	4. Record Group
	Access Control Item

	5. Charge Account
	Access Control Item

	6. Branch
	Possible Access Control Item – Not used by most agencies.

	7. Customer Defined
	Access Control Item

	8. Records Center
	Access Control Item

	9. Security Classification and Security Level
	Access Control Item

	10. Privacy Act flag
	

	11. Disposition
	

	12. Vital Records Flag
	

	13. Proposed Disposition Authority
	

	14. Proposed Disposition Date
	

	15. Comments
	

	16. Type of Records
	

	17. Mixed Media flag
	

	18. Container Type
	

	19. Number of Containers
	

	20. Start/End Dates
	

	21. Description of Records
	

	22. Agency Personnel
	Addresses from user profile

	a. Created By
	

	b. Agency Contact
	

	c. Agency Approver
	Must be set as “approver” to appear in this pick-list

	d. Agency Official
	

	23. Shipment From
	

	24. Retiring Office
	INTERIM SUMMARY: Summarize records transfer and relationship to the user’s profile settings

TRANSITION: to Reference Requests

	B. Add and Attachment to a Transfer
	DEMONSTRATE: how to add an attachment

	C. “Save and Finish Later”
	DEMONSTRATE: how to save and finish later

	1. How to identify in the list
	Saved transfers will be in the status “Initiated”.

	2. How to access to finish
	Click the Records Transfer # in the list.

	D. Submission and Approval
	

	1. Authority to Approve and Submit
	DISCUSS: Approvers established via User Profile permission. 

Pick-list values for “Agency Approver Last Name” field reflect those with approver permission in profile.

	2. User Who Can Create and Approve
	DEMONSTRATE/DISCUSS:

	a. Default “Agency Approver” value
	“Agency Approver” name field defaults to the name of the person creating the transfer if they have approver rights.

	b. “Submit to FRC”
	Click “Continue” and the “Submit to FRC” button will appear and allow direct submission to the FRC. 

	c. Transfer Status
	“Submitted”

	3. User Creates; someone else approves
	DEMONSTRATE/DISCUSS:

	a. Default “Agency Approver” value.
	Field is empty if the person creating is not an approver; they must select an approver from the pick-list.

NOTE: Even if the user is an approver, they can have someone else review and approve the transfer by selecting another name from the “Agency Approver” list then “Forward to Approver”.

	b. “Forward to Approver”
	Click “Continue” and the “Forward to Approver” button will appear in place of the “Submit to FRC” button.

	c. Transfer Status
	“Review Requested”

	4. Approver process
	DEMONSTRATE/DISCUSS: [Need sample demonstration transfer in the instructor and each student’s “Approve” view.
HANDOUT: X [Process flow]

	a. Locate transactions needing approval
	“Approve” view of Records Transfer Screen.

Shows transfers with user’s name in the “Agency Approver” field.

	b. Review transfer
	Click transfer # link to review

	i. Request Corrections
	Approver can add comments and request user to created transfer make corrections prior to approval.

Transfer status will change to “Corrections Requested” – User can make corrections and click the “Forward to Reviewer” button again to change status back to “Review Requested”

	ii. “Submit to FRC”
	If OK, approver clicks the “Submit to FRC” button.  Transfer status will change to “Submitted”.

	E. Create Transfer by Copying Another
	DEMONSTRATE: by selecting a transfer from your list and clicking the copy icon in the list applet.

	F. Practice Creating and Approving Records Transfers
	EXERCISE: Create Reference Requests [write scenarios – Consider using pre-filled SF 135s.  As minimum have class key one they will approve, key one someone else will approve, and create a transfer using the copy function.  Have them go through the approval process]

	VI. View, Edit or Re-assign Records Transfers
	HANDOUT OR USER MANUAL PAGE: [Should describe conditions for transaction availability for each view.]

	A. “Create”
	Users can view all transactions they created.

Can edit most fields and add attachments to transactions in “Initiated” status.

Can “Forward to Approver” or , if authorized, “Submit to FRC”

	B. “Edit”
	Can view transactions with user’s name in the Agency Contact fields.  
Can edit most fields and add attachments to transactions in “Initiated” status. 

Can “Forward to Approver” or , if authorized, “Submit to FRC

	C. “Approve”
	Can view transactions in the status of “Review Requested” if the user’s name in the Approver fields. 

Can edit most fields and add attachments to transactions. (Approver fields are locked)

Can “Submit to FRC” or “Request Corrections”.

	D. “Re-Assign”
	Can view transactions that have not been submitted to the FRC or have been submitted, but returned for corrections.
Can edit “Agency Contact” and/or “Agency Approver” and “Comments” field.
DEMONSTRATE: How to re-assign a records transfer to another approval authority.

	E. “Profile-Specific” view
	Can view records transfers in all statuses that match the access control permissions established in the user’s profile.

	F. “Agency-Wide” view
	Can view all record transfers for the agency.

	G. Application for Supervisors who determine capability assignments.
	EXERCISE X: [develop typical office scenario of multiple users.  Those who create, approve are contacts, etc.  Ask what capabilities they should have.]

	VII. PRINT ELECTRONIC SF-135
	

	A. Suggest status for printing
	Until “Approved” by the FRC, the SF135 should be considered draft and subject to change.

	B. How to Print
	DEMONSTRATE:
PERFORMANCE: Allow participants time to locate a transfer in Approved or later status and open for printing. [will require approved transfers are available for participants]

	VIII. Final Sandbox Exercise
	EXERCISE X: [develop – at least 1 transfer entry, 1 approval, 1 edit as contact, and 1 re-assign]

	
	

	IX. CONCLUSION
	

	A. Summary
	

	B. Re-motivation
	

	
	

	X. TRAIN THE TRAINER – Methods and Materials
	SKIP this section if not a train-the-trainer session.

	A. Building ARCIS expertise required to train
	

	1. Practice
	

	2. Dry-run of training
	

	B. Using this Plan-of-Instruction
	

	1. Overall instructor guidance
	

	2. Two-column outline
	

	a. Outline
	

	b. Instructor notes
	Add/modify to personalize instruction.

	3. Exercise and Demonstration Guidance
	

	4. Delivery methods
	Can be customized for any formal or informal delivery.

	C. Instructional Materials
	

	1. ARCIS Training system
	DISCUSS: URL, UserID, Passwords and system reset

	2. Workbook, User Manual and Handouts
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