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Basic Records Transfer Process Flow
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Note: Internal sub-processes and ARCIS status options are available but not shown.  See page 3 for comprehensive process with all available process options.

Comprehensive Records Transfer Process Flow
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Sample ARCIS User Profile Summary Page
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Reference Requests Process Flow
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Demonstration Exercise - Records Transfer Access Restriction for Reference
Navigate to the “User Administration” screen and query for user Colin Campbell.  Click on the last name link to view his profile summary.  Colin will not be able to request records from one of the following records transfers.  

From which records transfer will Colin be prevented from requesting a record? _____________________

Transfer 1
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Transfer 2
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ARCIS User Branch Hierarchical Structure
Within ARCIS, agencies will be set-up with one of the following branch structures.  

· Horizontal Branch Structure:  With a flat, or horizontal, structure agencies will only have access to Level 1 and Level 2 shown below.  All users and administrators will be assigned the “Root” branch.

· Vertical Branch Structure:  Agencies using a vertical branch structure will have levels below the root level as shown below.

For most agencies, the “Branch” field in ARCIS will simply serve as a container to house users.  Branch is not part of transaction access or control functionality.
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User Creation Follow-Along Exercise (Optional)

If desired, use the sample user application form on the following page and complete the new user profile as the trainer demonstrates and discusses each section.
Important:  Do not get ahead of the trainer.

[image: image7.jpg]ARCIS i ARCIS User Request Form

Action Requested Date of Request 7/13/11
] Create new user account. Complete all sections.
|:| Modify existing user account. Complete sections required to identify user and indicate needed modification.
[ ] Deactivate existing user account. Complete Section 1, Line 1.
1. User Information: The following information is used to identify authorized ARCIS users and will be used as a default value for some fields when
submitting Record Transfer and/or Reference Requests.
Last Name: Sampson First Name: Dennis Mi: Prefix: E-Mail: dennis.sampson@i##. gov
Branch/Office: Central Address: 9700 Page Ave city: St Louis | state: MO [ zip: 63132
Country: USA Work Phone #: 314-801-0583 Work Fax #:
2. Approver Authorizati Check one of the following statements below.
D NO - Records transfers created by user will be approved by a separate approval authority prior to transmission to the Federal Records Center.
|z YES - User will approve record transfers created by others OR will submit record transfer he/she creates directly to the Federal Records Center.
Do you know of an existing user whose access control and user capabilities can be copied for this user?
[] YES - Existing users name and e-mail (skip section 3 and 4 below)
X NO - (complete all sections below)
& e O O era e and col (o) eria 1ol e £ e dpPap e e e e apab e e po: e
Allow . .
. Allow R d Add or Remove the following capabilities not 4 T
Federal Records Primary Reference SEOIS automatically granted to all users.
(check Transfers Yy g
Centers only one} !
Remove Remove Records Transfers 1. CREATE: | can create transfers, +|Z| H _ D
St Louis X X+ -] X -1 and | can edit and track the transfers | created. ;
Chicago 0 +X -0 +K - Record Transfers 2. EDIT: | can edit and track transfers W : 0
|:| +|:| [ |:| +|:| - D for which | am the agency contact. v
Record Groups Primary Reference Transfer Record Transfers 3. APPROVE: | can approve transfers +[X ; O
#H#1 X +X -0 +X -0 created by others. '
##3 | +[] ¢ - X - Record Transfers 4. RE-ASSIGN: | can re-assign +[X] ! O
|:| +|:| - |:| +|:| . _ D transfers to a different agency contact or approver. -
Charge Accounts | Primary Reference Transfer Record Transfers 5. PROFILE-SPECIFIC VIEW: | can i
T view all transfers whose properties match those inm + .
#4#990011 K [+K:-O|+XK:-O Gl Prop Y X : U
O +O: -0 +0O -0 Record Transfers 6. AGENCY-WIDE VIEW: | can view - ' -
T T all transfers from my agency, regardless of their + V-
[} + ¢ -0 +1 ¢ - properties. ;
Security Classification Reference Transfer Reference Requests 1. CREATE: | can create requests, N 0
H- Lo and | can edit and track requests | created. .
3 Standard Storage +X] : [l +X j [l q 1
& | Restricted Storage +J -0 0 -0 Reference Request 2. PROFILE-SPECIFIC VIEW: | ]
3 H can view all reference requests whose properties match | +[X] | - []
8 | CUISBU - Standard Storage +J: -0 +0 : -0O0 those in my profile. :
= | CUI/SBU - Restricted ] -0 ] -0 Reference Requests 3. AGENCY-WIDE VIEW: | can \
- — — — view all requests for my agency regardless of their +|:\ . o D
Confidential +[] Lo [l +[] L [H] properties. H
Confidential — SCI +O: -0 +0O -0 ADMINISTRATOR ACCOUNT: This user will be an administrator
Confidential - RD/FRD ] - | +0O ¢ -0 and manage other user accounts. [] NO X YES
Confidential -RD/FRD-SCI | +[ ] ¢+ -[] [ +[] : -[] If an administrator, will they manage the accounts of other peer
o | Secret +[1 1 - 1 -1 administrators?  [X] NO []YES
2 H H
% | Secret-SCI 0 -0 1 +0 ¢ -0 Reference Request Category: If applicable, check the category of
& | Secret - RDFFRD 1 -0+ -1 reference requests the user will submit.
Secret — RD/FRD - SCI ] -1 ] -] General Reference  +[X] -[] IRS Tax Return +1 -0
Top Secret 11 -1 1 -1 Passport +0J - Post Entitlement  +[] -[]
Top Secret — SCI 11 -0 1 - T-Checks +J - X-Ray +0J -0
Top Secret — RD/FRD +0 % -0 01 -0 USPS Money Order  +[] -[] VAXC + -
Top Secret — RD/FRD - SCI -0 +0 ¢ -d Account Approval
Authorized Customer Defined Field Values (Not used by
most agencies) Approving Official’s Name:
None Office:
Date of Approval:
Signature:

Training Use Only — Not an Official Form (5/11/11)




User Creation Practice Exercise

Use the following ARCIS User Request Forms to create new users.
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Action Requested Date of Request 5/19/11
] Create new user account. Complete all sections.
|:| Modify existing user account. Complete sections required to identify user and indicate needed modification.
[ ] Deactivate existing user account. Complete Section 1, Line 1.
1. User Information: The following information is used to identify authorized ARCIS users and will be used as a default value for some fields when
submitting Record Transfer and/or Reference Requests.
Last Name: Smith First Name: Jason Mi: Prefix: E-Mail: jason.smith@##. gov
Branch/Office: Central Address: 123 Apple St City: Humeston | State: |A | Zip: 50123
Work Phone #: 314-867-5309 Work Fax #: 314-867-5310
Check one of the fdlowing statements below.
- Records transfers created by user will be approved by a separate approval authority prior to transmission to the Federal Records Center.
&NOR ds tl f ted b ill by d by t | authority prior to t ission to the Federal R ds Cents
D YES - User will approve record transfers created by others OR will submit record transfer he/she creates directly to the Federal Records Center.
Do you know of an existing user whose access control and user capabilities can be copied for this user?
Xl YES - Existing users name Bill Clinton and e-mail bill.clinton@##. qov (skip section 3 and 4 below)
[ NO - (complete all sections below)
& e O O era e and col (o) eria 1ol e £ e dpPap e e e e apab e e po: e
Allow . .
. Allow Records Add or Remove the following capabilities not 4 T
Federal Records Primary Reference automatically granted to all users.
Conies (check Transfers
only one) i
Remove Remove ecords Transfers 1. CREATE: | can create transfers, "‘D H _ D
] +01 ¢ -[] +0] ¢ -] and | can edit and track the transfers | created. ;
0 +00 ¢ -0 +00 ¢ -0 Record Transfers 2. EDIT: | can edit and track transfers +0 : 0
|:| +|:| _ |:| +|:| . _ D for which | am the agency contact. . -
Record Groups Primary Reference Transfer Record Transfers 3. APPROVE: | can approve transfers +[0 ; O
O +J 1 -0 +[J ¢ - created by others. : -
| +[] ¢ - +[1 -0 Record Transfers 4. RE-ASSIGN: | can re-assign +[0 ! O
|:| +|:| - |:| +|:| . _ D transfers to a different agency contact or approver. -
Charge Accounts | Primary Reference Transfer Record Transfers 5. PROFILE-SPECIFIC VIEW: | can 0 0 0
T T view all transfers whose properties match those in my * .
D *, D v D * D (i D profile. g
O +O: -0 +0O -0 Record Transfers 6. AGENCY-WIDE VIEW: | can view - ' -
T T all transfers from my agency, regardless of their + V-
[} + ¢ -0 +1 ¢ - properties. ;
Security Classification Reference Transfer Reference Requests 1. CREATE: | can create requests, O 0
- Standard Storage -0 ] - and | can edit and track requests | created. 1 -
2 | Restricted Storage +J: -0 +J -0 Reference Request 2. PROFILE-SPECIFIC VIEW: | ]
3 H can view all reference requests whose properties match | +[] | - [
8 | CUISBU - Standard Storage +J: -0 +0 : -0O0 those in my profile. :
> | CUI/SBU - Restricted +|:| Lo |:| +|:| V- D Reference Requests 3. AGENCY-WIDE VIEW: | can
- — — —— view all requests for my agency regardless of their +|:\ V- D
Confidential +[] Lo [l +[] L [H] properties. H
Confidential — SCI «J: -0 +0 ¢ -0 ADMINISTRATOR ACCOUNT: This user will be an administrator
Confidential - RD/FRD ] - | +0O ¢ -0 and manage other user accounts. [X] NO O Yyes
Confidential -RD/FRD-SCI | +[ ] ¢+ -[] [ +[] : -[] If an administrator, will they manage the accounts of other peer
o | Secret +[1 1 - 1 -1 administrators?  [] NO []YES
2 H i
% | Secret-SCI 0 -0 1 +0 ¢ -0 Reference Request Category: If applicable, check the category of
& | Secret - RDFFRD 1 -0+ -1 reference requests the user will submit.
Secret — RD/FRD - SCI ] -1 ] -] General Reference  +[_] -[] IRS Tax Return +1 -0
Top Secret 11 -1 1 -1 Passport +0J - Post Entitlement  +[] -[]
Top Secret — SCI 11 -0 1 - T-Checks +J - X-Ray +0J -0
Top Secret — RD/FRD +0 % -0 01 -0 USPS Money Order  +[] -[] VAXC + -
Top Secret — RD/FRD - SCI -0 +0 ¢ -d Account Approval
Authorized Customer Defined Field Values (Not used by
most agencies) Approving Official’s Name:
None Office:
Date of Approval:
Signature:

Training Use Only — Not an Official Form (5/11/11)




[image: image9.jpg]ARCIS ' ARCIS User Request Form

Action Requested Date of Request 5/19/11
X] Create new user account. Complete all sections.
|:| Modify existing user account. Complete sections required to identify user and indicate needed modification.
[ 1 Deactivate existing user account. Complete Section 1, Line 1.

1. User Information: The following information is used to identify authorized ARCIS users and will be used as a default value for some fields when

submitting Record Transfer and/or Reference Requests.

Last Name: Lange First Name: Cindy MI: Prefix: E-Mail: cindy.lange@##.gov
Branch/Office: Atlanta Office Address: 3535 Peachtree Road City: Atlanta | State: GA | Zip: 30326
Work Phone #: 404-267-0200 Work Fax #: 404-267-0901

Check one of the fdlowing statements below.

D NO - Records transfers created by user will be approved by a separate approval authority prior to transmission to the Federal Records Center.

|z YES - User will approve record transfers created by others OR will submit record transfer he/she creates directly to the Federal Records Center.
Do you know of an existing user whose access control and user capabilities can be copied for this user?

[] YES - Existing users name and e-mail (skip section 3 and 4 below)
X NO - (complete all sections below)
& e O O era e and col (o) eria 1ol e £ e dpPab e e e e apab e e po: e
Allow . .
. Allow Records Add or Remove the following capabilities not 5 i Bormo
Federal Records P("c"h‘gca;y Reference Transfers automatically granted to all users.
Centers only one} :
Remove Remove Records Transfers 1. CREATE: | can create transfers, +|Z ' D
Atlanta X X 1 - D -] and | can edit and track the transfers | created. 1
: T T
St Louis 0 +X -0 +1 ¢ -0 Record Transfers 2. EDIT: | can edit and track transfers +0 . O
|:| +|:| D - D +|:| HEE D for which | am the agency contact. H
Record Groups Primary Reference Transfer Record Transfers 3. APPROVE: | can approve transfers +X1 . O
#H#1 |Z| +|Z| HIE D +|Z| |- D created by others. H
T T
#43 O +] -1 + -0 Record Transfers 4. RE-ASSIGN: | can re-assign + . O
D +|:| I - D +|:| I - D transfers to a different agency contact or approver. i
Charge Accounts | Primary Reference Transfer Record Transfers 5. PROFILE-SPECIFIC VIEW: | can X : 0
T view all transfers whose properties match those in my + [
##9000AT X | «X:-0O0)|+X -0 profile. :
##990022 O X -0 | +«O 7 -0 Record Transfers 6. AGENCY-WIDE VIEW.: | can view 4
T T all transfers from my agency, regardless of their +|:| H |:|
| +[] 1 -0 +1 ¢ - properties. !
Security Classification Reference Transfer Reference Requests 1. CREATE: | can create requests, +X . O
3 Standard Storage +X : =[] +X : - and | can edit and track requests | created. H
& | Restricted Storage «dJ:-gd | +0O -0 Reference Request 2. PROFILE-SPECIFIC VIEW: | H
ﬁ i i can view all reference requests whose properties match +|:| i- |:|
S CUI/SBU - Standard Storage | +[] P - O +[] Lo O those in my profile.
2 | CUI/SBU - Restricted 1 -0 |+ -0 Reference Requests 3. AGENCY-WIDE VIEW: | can ;
— — — view all requests for my agency regardless of their + -
Confidential +[] i [l +[] V- [H] properﬁesl.q Y BomneY 1e9 2 i L
Confidential — SCI +[] ' - +[] ' - ADMINISTRATOR ACCOUNT: This user will be an administrator
Confidential —- RD/FRD 11 -0 +] 1 - and manage other user accounts. [X] NO [ YES
Confidential -RD/FRD-SCI | +[ | ; -[] | +[] i -[] If an administrator, will they manage the accounts of other peer
o | Secret 1 -0+ i -0 administrators?  [] NO [1YES
= 1 1
% | Secret-SCI +0: -0 1 +0 -0 Reference Request Category: If applicable, check the category of
® | Secret — RD/FRD + V- + V- reference requests the user will submit.
(8]
Secret — RD/FRD - SCI +[1 1 -0 +[1 1 -1 General Reference  +[X] -[] IRS Tax Return +[] -
Top Secret 1 -0 +[1 7 -1 Passport + -0 Post Entitlement  +[] -]
Top Secret — SCI 0 -g 1 +O ;7 -0 T-Checks + -0 X-Ray + -0
Top Secret — RD/FRD +1 1 - +[1 -1 USPS Money Order  +[X] -[] VAXC +1 -
Top Secret — RD/FRD - SCI 0 -0 +0 -3 Account Approval

Authorized Customer Defined Field Values (Not used by

most agencies) Approving Official’s Name:
None Office:
Date of Approval:
Signature:

Training Use Only — Not an Official Form (5/11/11)
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Action Requested Date of Request 5/11/11
X] Create new user account. Complete all sections.
|:| Modify existing user account. Complete sections required to identify user and indicate needed modification.
[ ] Deactivate existing user account. Complete Section 1, Line 1.

1. User Information: The following information is used to identify authorized ARCIS users and will be used as a default value for some fields when

submitting Record Transfer and/or Reference Requests.

Last Name: Lacey First Name: Terry Mi: Prefix: E-Mail: terry.lacey@##.gov
Branch/Office: Eastern Address: 9583 Terrace Drive City: Anytown | State: IL | Zip: 62258
Work Phone #: 800-800-8001 Work Fax #: 800-800-9555

Check one of the fdlowing statements below.

D NO - Records transfers created by user will be approved by a separate approval authority prior to transmission to the Federal Records Center.

|z YES - User will approve record transfers created by others OR will submit record transfer he/she creates directly to the Federal Records Center.
Do you know of an existing user whose access control and user capabilities can be copied for this user?

[] YES - Existing users name and e-mail (skip section 3 and 4 below)
X NO - (complete all sections below)
& e O O era e and col (o) eria 1ol e £ e dpPap e e e e apab e e po: e
Allow . .
. Allow Records Add or Remove the following capabilities not 4 T
Federal Records Primary Reference automatically granted to all users.
(check Transfers
Centers only one} !
Remove Remove Records Transfers 1. CREATE: | can create transfers, +|Z| H _ D
Washington National X X+ -] X -1 and | can edit and track the transfers | created. ;
Boston 0 +X ;-0 +X -0 Record Transfers 2. EDIT: | can edit and track transfers +X : 0
Philadelphia O X -0 < 1 -0 for which | am the agency contact. o
Record Groups Primary Reference Transfer Record Transfers 3. APPROVE: | can approve transfers +[X ; O
#H#1 X +X -0 +X -0 created by others. '
#H2 | +X - X - Record Transfers 4. RE-ASSIGN: | can re-assign +[X] ! O
##3 |:| +|Z| - |:| +|Z| . _ D transfers to a different agency contact or approver. -
Charge Accounts | Primary Reference Transfer Record Transfers 5. PROFILE-SPECIFIC VIEW: | can i
T view all transfers whose properties match those inm + .
##9900D1 X | +K -0 +X i -0 profile. e ’ x i -
##990011 O X -0 | +X -0 Record Transfers 6. AGENCY-WIDE VIEW: | can view - 1 -
T T all transfers from my agency, regardless of their + V-
##990012 | +X -0 +X -] properties. :
Security Classification Reference Transfer Reference Requests 1. CREATE: | can create requests, +[X 0
H- Lo and | can edit and track requests | created. .
3 Standard Storage +X] : [l +X j [l q 1
& | Restricted Storage +X -0 X -0 Reference Request 2. PROFILE-SPECIFIC VIEW: | ]
ﬁ : can view all reference requests whose properties match +X -0
8 | CUISBU - Standard Storage +J: -0 +0 : -0O0 those in my profile. :
= | CUI/SBU - Restricted ] -0 ] -0 Reference Requests 3. AGENCY-WIDE VIEW: | can \
- — — — view all requests for my agency regardless of their +|Z| . o D
Confidential +] Lo [l +[X] L [H] properties. H
Confidential — SCI +O: -0 +0O -0 ADMINISTRATOR ACCOUNT: This user will be an administrator
Confidential - RD/FRD ] - | +0O ¢ -0 and manage other user accounts. [] NO X YES
Confidential -RD/FRD-SCI | +[ ] ¢+ -[] [ +[] : -[] If an administrator, will they manage the accounts of other peer
3 Secret +[1 1 - 1 -1 administrators?  [] NO X YES
% | Secret-SCI 0 -0 1 +0 ¢ -0 Reference Request Category: If applicable, check the category of
& | Secret - RDFFRD 1 -0+ -1 reference requests the user will submit.
Secret — RD/FRD - SCI ] -1 ] -] General Reference  +[X] -[] IRS Tax Return +1 -0
Top Secret X - X - Passport +0J - Post Entitlement  +[] -[]
Top Secret — SCI 11 -0 1 -0 T-Checks +J - X-Ray +0J -0
Top Secret — RD/FRD +0 % -0 01 -0 USPS Money Order  +[] -[] VAXC + -
Top Secret — RD/FRD - SCI -0 +0 ¢ -d Account Approval
Authorized Customer Defined Field Values (Not used by
most agencies) Approving Official’s Name:
None Office:
Date of Approval:
Signature:

Training Use Only — Not an Official Form (5/11/11)




[image: image11.jpg]ARCIS i ARCIS User Request Form

Action Requested Date of Request 5/19/11
[ ] Create new user account. Complete all sections.
|E Modify existing user account. Complete sections required to identify user and indicate needed modification.
[ ] Deactivate existing user account. Complete Section 1, Line 1.
1. User Information: The following information is used to identify authorized ARCIS users and will be used as a default value for some fields when
submitting Record Transfer and/or Reference Requests.
Last Name: Lange First Name: Cindy Mi: Prefix: E-Mail: cindy.lange@##.gov
Branch/Office: Atlanta Office Address: 3535 Peachtree Road City: Atlanta | State: GA | Zip: 30326
Work Phone #: 404-267-0200 Work Fax #: 404-267-0901
Check one of the fdlowing statements below.
D NO - Records transfers created by user will be approved by a separate approval authority prior to transmission to the Federal Records Center.
|z YES - User will approve record transfers created by others OR will submit record transfer he/she creates directly to the Federal Records Center.
Do you know of an existing user whose access control and user capabilities can be copied for this user?
[] YES - Existing users name and e-mail (skip section 3 and 4 below)
X NO - (complete all sections below)
& e O O era e and col (o) eria 1ol e £ e dpPap e e e e apab e e po: e
Allow . .
. Allow Records Add or Remove the following capabilities not 4 T
Federal Records Primary Reference automatically granted to all users.
(check Transfers
Centers only one} !
Remove Remove Records Transfers 1. CREATE: | can create transfers, "‘D H _ D
Atlanta ] X+ -] +] ¢ -X and | can edit and track the transfers | created. ;
St Louis X +X ;-0 +X -0 Record Transfers 2. EDIT: | can edit and track transfers +0 : 0
|:| +|:| [ |:| +|:| - D for which | am the agency contact. v
Record Groups Primary Reference Transfer Record Transfers 3. APPROVE: | can approve transfers +[0 ; O
#H#1 O +X -0 01 -K created by others. '
##3 X +X - X - Record Transfers 4. RE-ASSIGN: | can re-assign +[0 ! O
|:| +|:| - |:| +|:| . _ D transfers to a different agency contact or approver. -
Charge Accounts | Primary Reference Transfer Record Transfers 5. PROFILE-SPECIFIC VIEW: | can i
T view all transfers whose properties match those inm + .
##9900AT O | +0¢-X|[+0 ! - profile. e ’ - i -
##990022 X X -0 | +X -0 Record Transfers 6. AGENCY-WIDE VIEW: | can view 1
v : all transfers from my agency, regardless of their +|:| : = |:|
| +[] 4 -0 +1 ¢ - properties. :
Security Classification Reference Transfer Reference Requests 1. CREATE: | can create requests, O 0
H- Lo and | can edit and track requests | created. .
3 Standard Storage +[] : [l +[] j [l q 1
& | Restricted Storage +J -0 0 -0 Reference Request 2. PROFILE-SPECIFIC VIEW: | ]
3 H can view all reference requests whose properties match | +[] | - [
8 | CUISBU - Standard Storage +J: -0 +0 : -0O0 those in my profile. :
= | CUI/SBU - Restricted ] -0 ] -0 Reference Requests 3. AGENCY-WIDE VIEW: | can \
- — — — view all requests for my agency regardless of their +|:\ . o D
Confidential +[] Lo [l +[] L [H] properties. H
Confidential — SCI +O: -0 +0O -0 ADMINISTRATOR ACCOUNT: This user will be an administrator
Confidential - RD/FRD ] - | +0O ¢ -0 and manage other user accounts. [X] NO O Yyes
Confidential -RD/FRD-SCI | +[ ] ¢+ -[] [ +[] : -[] If an administrator, will they manage the accounts of other peer
o | Secret +[1 1 - 1 -1 administrators?  [] NO []YES
] H H
% | Secret-SCI 0 -0 1 +0 ¢ -0 Reference Request Category: If applicable, check the category of
& | Secret - RDFFRD 1 -0+ -1 reference requests the user will submit.
Secret — RD/FRD - SCI ] -1 ] -] General Reference  +[X] -[] IRS Tax Return +1 -0
Top Secret 11 -1 1 -1 Passport +0J - Post Entitlement  +[] -[]
Top Secret — SCI 11 -0 1 - T-Checks +J - X-Ray +0J -0
Top Secret — RD/FRD +0 % -0 01 -0 USPS Money Order  +[] -[X] VAXC + -
Top Secret — RD/FRD - SCI -0 +0 ¢ -d Account Approval
Authorized Customer Defined Field Values (Not used by
most agencies) Approving Official’s Name:
None Office:
Date of Approval:
Signature:

Training Use Only — Not an Official Form (5/11/11)





Modify Existing Users Exercise

Use the following ARCIS User Request Forms to modify existing user accounts. 
Important:  Practice querying to locate each user you need to modify even if you can see the name on the list without running a query.

[image: image12.jpg]ARCIS T ARCIS User Request Form

Action Requested Date of Request 8/29/11
[ ] Create new user account. Complete all sections.
|E Modify existing user account. Complete sections required to identify user and indicate needed modification.
[ ] Deactivate existing user account. Complete Section 1, Line 1.
1. User Information: The following information is used to identify authorized ARCIS users and will be used as a default value for some fields when
submitting Record Transfer and/or Reference Requests.
Last Name: Lange First Name: Cindy Mi: Prefix: E-Mail: cindy.lange@##. gov
Branch/Office: Atlanta Office Address: 3535 Peachtree Road City: Atlanta | State: GA | Zip: 30326
Work Phone #: 404-267-0200 Work Fax #: 404-267-0901
Check one of the fdlowing statements below.
D NO - Records transfers created by user will be approved by a separate approval authority prior to transmission to the Federal Records Center.
|z YES - User will approve record transfers created by others OR will submit record transfer he/she creates directly to the Federal Records Center.
Do you know of an existing user whose access control and user capabilities can be copied for this user?
[] YES - Existing users name and e-mail (skip section 3 and 4 below)
X NO - (complete all sections below)
* e O O €era e and col (o) eria 1ol e i3 e dpap e 8 e e apab e <] po: 35
Allow . .
. Allow Records Add or Remove the following capabilities not 2 B
Federal Records P("c"h‘gca;y Reference Transfers automatically granted to all users.
Centers only one} '
Remove Remove Records Transfers 1. CREATE: | can create transfers, "‘D H _ D
Atlanta ] +] ¢ - +] ¢ -X and | can edit and track the transfers | created. :
St Louis X +X ;-0 +X -0 Record Transfers 2. EDIT: | can edit and track transfers +0 ; 0
|:| +|:| o |:| +|:| - D for which | am the agency contact. y "
Record Groups Primary Reference Transfer Record Transfers 3. APPROVE: | can approve transfers +[0 O
#H#1 0 X V-0 +J 1 -K created by others. .
##3 X +X - X - Record Transfers 4. RE-ASSIGN: | can re-assign +[0 ! O
|:| +|:| _ |:| +|:| _ D transfers to a different agency contact or approver. -
Charge Accounts | Primary Reference Transfer Record Transfers 5. PROFILE-SPECIFIC VIEW: | can i
T view all transfers whose properties match those inm + .
##9900AT O | +O0-X[+0 ! - profile. e Y - E -
##990022 X X -0 | X -0 Record Transfers 6. AGENCY-WIDE VIEW: | can view '
v : all transfers from my agency, regardless of their +|:| : - |:|
| +[] 4 -0 + ¢ - properties. H
Security Classification Reference Transfer Reference Requests 1. CREATE: | can create requests, 0O : 0
. i and | can edit and track requests | created. as
3 Standard Storage +[] ; [l +[] : [l q :
& | Restricted Storage +0J -0 0 -0 Reference Request 2. PROFILE-SPECIFIC VIEW: | :
3 H : can view all reference requests whose properties match | +[] | - [
8 | CUVSBU - Standard Storage +J: -0 +0 : -O those in my profile. :
= | CUI/SBU - Restricted ] - ] -0 Reference Requests 3. AGENCY-WIDE VIEW: | can I
- — — — view all requests for my agency regardless of their +|:\ - D
Confidential "‘D i |:| +|:| § D properties. H
Confidential - SCI +O: -0 +0O -0 ADMINISTRATOR ACCOUNT: This user will be an administrator
Confidential - RD/FRD ] -0 +0O ¢ -0~ and manage other user accounts. [X] NO O Yes
Confidential -RD/FRD-SCI | +[ ] ¢ -[ ] [ +[] : -[] If an administrator, will they manage the accounts of other peer
o | Secret 10 -0+ -0 administrators?  [] NO ] YES
2 H 1
% | Secret - SCI +[ ¢ - +0 -0 Reference Request Category: If applicable, check the category of
&
& | Secret - RDFFRD 1 -0+ -1 reference requests the user will submit.
Secret — RD/FRD - SCI ] - ] -0 General Reference  +[X] -[] IRS Tax Return +1 -
Top Secret 1 -1 1 -1 Passport +0J - Post Entitlement ~ +[] -]
Top Secret — SCI 11 -0 1 -0 T-Checks +J - X-Ray +0J -0
Top Secret — RD/FRD 0% -0 01 -0 USPS Money Order  +[] -[X] VAXC +] -
Top Secret — RD/FRD - SCI -0+ -0d Account Approval
Authorized Customer Defined Field Values (Not used by
most agencies) Approving Official’s Name:
None Office:
Date of Approval:
Signature:

Training Use Only — Not an Official Form (5/11/11)




[image: image13.jpg]ARCIS i ARCIS User Request Form

Action Requested Date of Request 5/30/11
[ ] Create new user account. Complete all sections.
|E Modify existing user account. COMMENTS: Add all items below including address and phone #. Do not remove any current settings
[ ] Deactivate existing user account. Complete Section 1, Line 1.
1. User Information: The following information is used to identify authorized ARCIS users and will be used as a default value for some fields when
submitting Record Transfer and/or Reference Requests.
Last Name: Villemure First Name: Gilles Mi: Prefix: E-Mail: gilles.villemure@##.gov
Branch/Office: New York Address: 100 W Pine St city: New York [ state: NY [ zip: 11040
Work Phone #: 646-524-1127 Work Fax #:
Check one of the fdlowing statements below.
D NO - Records transfers created by user will be approved by a separate approval authority prior to transmission to the Federal Records Center.
|z YES - User will approve record transfers created by others OR will submit record transfer he/she creates directly to the Federal Records Center.
Do you know of an existing user whose access control and user capabilities can be copied for this user?
[] YES - Existing users name and e-mail (skip section 3 and 4 below)
[ NO - (complete all sections below)
& e O O era e and col (o) eria 1ol e £ e dpPap e e e e apab e e po: e
Allow . .
. Allow Records Add or Remove the following capabilities not 4 T
Federal Records Primary Reference automatically granted to all users.
(check Transfers
Centers only one} !
Remove Remove Records Transfers 1. CREATE: | can create transfers, "‘D H _ D
Washington ] X+ -] X -1 and | can edit and track the transfers | created. ;
Boston 0 +X ;-0 +X -0 Record Transfers 2. EDIT: | can edit and track transfers +0 : 0
|:| +|:| [ |:| +|:| - D for which | am the agency contact. v
Record Groups Primary Reference Transfer Record Transfers 3. APPROVE: | can approve transfers +[X ; O
#H#1 O +X -0 +X -0 created by others. '
| +[] ¢ - +[1 -0 Record Transfers 4. RE-ASSIGN: | can re-assign +[X] ! O
|:| +|:| - |:| +|:| . _ D transfers to a different agency contact or approver. -
Charge Accounts | Primary Reference Transfer Record Transfers 5. PROFILE-SPECIFIC VIEW: | can i
T view all transfers whose properties match those inm + .
##9900D1 O |[+x:i-0|+x:-O Gl Prop Y U : U
O +O: -0 +0O -0 Record Transfers 6. AGENCY-WIDE VIEW: | can view - ' -
T T all transfers from my agency, regardless of their + V-
[} + ¢ -0 +1 ¢ - properties. ;
Security Classification Reference Transfer Reference Requests 1. CREATE: | can create requests, O 0
H- Lo and | can edit and track requests | created. .
3 Standard Storage +[] : [l +[] j [l q 1
& | Restricted Storage +J -0 0 -0 Reference Request 2. PROFILE-SPECIFIC VIEW: | ]
3 H can view all reference requests whose properties match | +[] | - [
8 | CUISBU - Standard Storage +J: -0 +0 : -0O0 those in my profile. :
= | CUI/SBU - Restricted ] -0 ] -0 Reference Requests 3. AGENCY-WIDE VIEW: | can \
- — — — view all requests for my agency regardless of their +|:\ . o D
Confidential +] Lo [l +[X] L [H] properties. H
Confidential — SCI +O: -0 +0O -0 ADMINISTRATOR ACCOUNT: This user will be an administrator
Confidential - RD/FRD ] - | +0O ¢ -0 and manage other user accounts. [] NO X YES
Confidential -RD/FRD-SCI | +[ ] ¢+ -[] [ +[] : -[] If an administrator, will they manage the accounts of other peer
o | Secret +[1 1 - 1 -1 administrators?  [] NO []YES
2 H H
% | Secret-SCI 0 -0 1 +0 ¢ -0 Reference Request Category: If applicable, check the category of
& | Secret - RDFFRD 1 -0+ -1 reference requests the user will submit.
Secret — RD/FRD - SCI ] -1 ] -] General Reference  +[_] -[] IRS Tax Return +1 -0
Top Secret X - X - Passport +0J - Post Entitlement  +[] -[]
Top Secret — SCI 11 -0 1 -0 T-Checks +X - X-Ray +0J -0
Top Secret — RD/FRD +0 % -0 01 -0 USPS Money Order  +[X] -[] VAXC + -
Top Secret — RD/FRD - SCI -0 +0 ¢ -d Account Approval
Authorized Customer Defined Field Values (Not used by
most agencies) Approving Official’s Name:
None Office:
Date of Approval:
Signature:

Training Use Only — Not an Official Form (5/11/11)




[image: image14.jpg]ARCIS i ARCIS User Request Form

Action Requested Date of Request 5/12/11
[ ] Create new user account. Complete all sections.
|E Modify existing user account. COMMENTS: Make only additions shown below. Do not remove existing capabilities.
[ ] Deactivate existing user account. Complete Section 1, Line 1.
1. User Information: The following information is used to identify authorized ARCIS users and will be used as a default value for some fields when
submitting Record Transfer and/or Reference Requests.
Last Name: Farrell First Name: James Mi: Prefix: E-Mail: James.Farrell@##.gov
Branch/Office: Address: City: | State: | Zip:
Work Phone #: Work Fax #:
Check one of the fdlowing statements below.
|z NO - Records transfers created by user will be approved by a separate approval authority prior to transmission to the Federal Records Center.
D YES - User will approve record transfers created by others OR will submit record transfer he/she creates directly to the Federal Records Center.
Do you know of an existing user whose access control and user capabilities can be copied for this user?
[] YES - Existing users name and e-mail (skip section 3 and 4 below)
[ NO - (complete all sections below)
& e O O era e and col (o) eria 1ol e £ e dpPap e e e e apab e e po: e
Allow . .
. Allow Records Add or Remove the following capabilities not 4 T
Federal Records Primary Reference automatically granted to all users.
(check Transfers
Centers only one} !
Remove Remove Records Transfers 1. CREATE: | can create transfers, "‘D H _ D
] +01 ¢ -[] +0] ¢ -] and | can edit and track the transfers | created. ;
0 +00 ¢ -0 +00 ¢ -0 Record Transfers 2. EDIT: | can edit and track transfers +0 : 0
[l ] -0 +0 ¢ -0 for which | am the agency contact. .
Record Groups Primary Reference Transfer Record Transfers 3. APPROVE: | can approve transfers +[0 : O
O +0 4+ -0 +0 -0 created by others. '
| +[] ¢ - +[1 -0 Record Transfers 4. RE-ASSIGN: | can re-assign +[0 ! O
|:| +|:| - |:| +|:| . _ D transfers to a different agency contact or approver. -
Charge Accounts | Primary Reference Transfer Record Transfers 5. PROFILE-SPECIFIC VIEW: | can i
£ T + T view all transfers whose properties match those in my ] -0
O O i O J Vo ] profile. H
O +O: -0 +0O -0 Record Transfers 6. AGENCY-WIDE VIEW: | can view '
v : all transfers from my agency, regardless of their +|:| : = |:|
| +[] 4 -0 +1 ¢ - properties. :
Security Classification Reference Transfer Reference Requests 1. CREATE: | can create requests, O 0
H- Lo and | can edit and track requests | created. .
3 Standard Storage +[] : [l +[] j [l q 1
& | Restricted Storage +J -0 0 -0 Reference Request 2. PROFILE-SPECIFIC VIEW: | ]
3 H can view all reference requests whose properties match | +[] | - [
8 | CUISBU - Standard Storage +J: -0 +0 : -0O0 those in my profile. :
= | CUI/SBU - Restricted ] -0 ] -0 Reference Requests 3. AGENCY-WIDE VIEW: | can \
- — — — view all requests for my agency regardless of their +|Z| . o D
Confidential +[] Lo [l +[] L [H] properties. H
Confidential — SCI +O: -0 +0O -0 ADMINISTRATOR ACCOUNT: This user will be an administrator
Confidential - RD/FRD ] - | +0O ¢ -0 and manage other user accounts. [] NO X YES
Confidential -RD/FRD-SCI | +[ ] ¢+ -[] [ +[] : -[] If an administrator, will they manage the accounts of other peer
o | Secret +[1 1 - 1 -1 administrators?  [X] NO []YES
2 H H
% | Secret-SCI 0 -0 1 +0 ¢ -0 Reference Request Category: If applicable, check the category of
& | Secret - RDFFRD 1 -0+ -1 reference requests the user will submit.
Secret — RD/FRD - SCI ] -1 ] -] General Reference  +[_] -[] IRS Tax Return +1 -0
Top Secret 11 -1 1 -1 Passport +0J - Post Entitlement  +[] -[]
Top Secret — SCI 11 -0 1 - T-Checks +J - X-Ray +0J -0
Top Secret — RD/FRD +0 % -0 01 -0 USPS Money Order  +[] -[] VAXC + -
Top Secret — RD/FRD - SCI -0 +0 ¢ -d Account Approval
Authorized Customer Defined Field Values (Not used by
most agencies) Approving Official’s Name:
None Office:
Date of Approval:
Signature:

Training Use Only — Not an Official Form (5/11/11)





User Problem Scenarios

The following are examples of problem situations that may require your assistance as an ARCIS Administrator.  Please read each scenario and use ARCIS to see if you can determine the problem and possible solution.

	
	Scenario 1:  You received the following message from Bernie Parent.

“I do not have the authority to approve the transfers I create before sending them to the records center.  When I created transfer number PT-##3-2011-0046 my supervisor, Brett Hull, did not appear in the approver picklist.  I have been able to pick him for other transfers, but not this one.  What am I doing wrong?”
What profile items did you check? _______________________________________________
What did you find as the source of the problem? ____________________________________
	

	
	Scenario 2:  Phil Esposito is the administrator of a very large office of ARCIS users.   Phil wants Eddie Johnston as an alternate administrator, but when he tries to give administrator rights he receives and error message that says “You can not promote this user as Administrator”.  
Why is Phil receiving this error message?
_____________________________________________________________________________
	

	
	Scenario 3: Russell Farley sent an e-mail indicating; 

“One of my technicians, Jack Thomas, is trying to submit a reference request for a container from transfer number  PT-##1-2011-0078. However, he cannot see this transfer number in his pick-list when trying to create the reference request.  It’s a good transfer number because Jack can the transfer number in his agency wide records transfers view.  Jack seems to always have this problem when submitting requests for records that were sent to the records center from our Seattle office.  Can you help?”
Why can’t Jack see transfer PT-##1-2011-0078 in the transfer # pick-list when trying to submit a reference request? 
_____________________________________________________________________________
	

	
	Extra Credit:  Kendra Hodge is assigned to the Central region but also serves as an alternate administrator for the Western region.  Kendra indicates she cannot see Western region employees when clicking the “User Administration” tab.  

Why might this be occurring? 

_____________________________________________________________________________
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Agencies using a flat Branch structure in ARCIS will have all users assigned to the Root level.
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