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Getting Started 

Install the barcode scanner program (Active Sync): Install the ActiveSync 4.5 Software 

1. Locate the ActiveSync installation folder on your hard drive. 
[image: ]
2. Double-Click the installation file named setup.msi

[image: ]



3. Click on the Next button to continue the installation.

[image: ]


4. Select the “I accept the terms in the license agreement” radio button option 
and Click on the Next button.
[image: ]



5. Click on the Next button. 

[image: ]

6. Click on the Next button.
[image: ]


7. Click on the Install button.

[image: ]

8. Wait for the Installation to finish.


[image: ]

9. Click on the Finish button to close the installation window.

The above steps complete the installation of Active Sync.




Before using the barcode scanner to capture asset location and asset id information, you need to connect the specific scanner with the computer. 

To connect scanner with a computer 

i. Clicking the Start button
ii. Selecting All Programs
iii. Selecting Microsoft ActiveSync (How to Install the ActiveSync 4.5 Software)
iv. The ActiveSync icon[image: ] will appear in the taskbar when the ActiveSync program in running. 
                                    [image: ]
v. Connect the Scanner docking station to your PC.    		
vi. ActiveSync will automatically launch the scanner Setup Wizard. 
                   [image: ]
[image: ]

vii. Click on the OK button.
		[image: ]

viii. Click on the OK button.

Setting up Handheld 
[image: ]

i. Click on the Next button.

[image: ]

ii. Click on the Next button.


[image: ]

iii. Enter a Profile name. For Example “KAdeloye PC”.

[image: ]

iv. Uncheck all of the Information Type options and Clikc the Next button.

[image: ]

v. Uncheck the “Allow wireless data connection” option, if checked, and Clikc on the Next button.

[image: ][image: ]

vi. Click on the Finish button to complete the Setup Wizard.















Introduction to MobileFrame:

Mobile Frame is a handheld bar code application configured to scan shelf location bar codes and asset bar codes and then to synchronize the scanned entries to the HMS application which in turn updates the assets with the scanned locations. 
 Logging Into MobileFrame :

To log in to MobileFrame Network: 

1. Power up the scanner(handheld) by pressing the yellow button in the upper left corner. 
2. Client login screen appears.
Or
Click the Start button 🡪 select MobileFrame Handheld option.
3. Enter your HMS ID in Login ID field. (Note: No password required in Password field. Server address is stored by default, you don't need to re-enter this information each time you login)
4. [bookmark: kix.37oz2bbp20zp]Click the Login button. 
				[image: ]

After you login, your home screen is the entry point for the MobileFrame Client. From this screen, you have access to Projects, Current Tasks, and Messages. 










Capture Asset Location in handheld

To capture Asset Location in handheld:
 
1. From the application-level menu, choose Go.
2. Then, select the Projects option. Please refer the screen shot below.

[image: ]	




3. Under the project (PROD-Project-New), select the Task (ScanLocationAssets-Prod). Please refer the screen shot below.
                                                   
[image: ]





4. Before continuing to scan the location and it assets, select your HMS User ID from the dropdown and click the button   Go to Scan Page.   Please refer the screen shots below.                                                     
[image: ]
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5. Locate the asset location barcode and scan the barcode. Hold the handheld scanner approximately 12-18 inches away from the Asset Location barcode. Hold the Blue button at the center of the scanner, until you hear the beep. (Note: You will see a red scanning beam appears around the barcode). The scanner program fills Asset Location field with location code which was read. The example screen shot given below.

[image: ]


Capture Asset ID in handheld: 

1. Locate the asset id barcode. 
2. Hold the handheld scanner approximately 12 inches away from the Assets Barcode. (Note: You will see a red scanning beam appears around the barcode).
3. Hold the blue button at the center of the scanner. 
4. For each new barcode found, a beep sounds one time, the Indicator LED flashes green.
5. The scanner program fills Asset ID field with asset barcode which was read. Go to next asset to scan the Assets Barcode, continue until all the Asset Ids are captured. Please refer to the screen the shot below for one location and its assets.

[image: ]


6. Now you want to continue to scan second location and its assets. For this you do not need to touch the screen, let the cursor be there on Asset ID. Scan the second location, this will move the scanned location to location field. Continue to scan the second location Assets.      

[image: ]

                                   
7. Press the Save button to save the scanned data. This will save the data to the handheld device and data will be cleared from the above screen. When you synch next time, whatever the data saved so far in the device will be transferred to HMS.

Note: Use the Save button before synching to the HMS, otherwise no results will be saved to the device and no data will be transferred to HMS from device.

8. At the end of the day or after certain period of time, if you want to check what has there in the device and which did not synch to HMS, press the [image: ] button.
Note: You do not need to click this button or go to any other screen to synch the data to HMS.

Synchronize Data 
    
After you finish capturing asset locations and ids, you can synchronize the data in HMS.
  
	1.   After saving the data to the handheld, you need to sync the data to HMS.
2.   Connect the handheld with the computer. (Note: Make sure the ActiveSync is needed to be in Connected Mode.)
				[image: ]    
                                                . 
[bookmark: kix.h7q42cuiq7gq][bookmark: kix.j2kxulfse3no]3. Press [image: ](SYNC) icon on the handheld screen. (Note: SYNC icon should appear RED).
					[image: ]
4. Upon synchronizing the Data to HMS the [image: ] icon will come back to its original state. 

Updating Barcode Data in HMS  

1. Login to your HMS account.
2. Click the Barcode Locations screen tab to begin the task.

    		    [image: ]
[bookmark: kix.grsdann60ot7][bookmark: kix.fm8lz2jihmme]3. Click the [image: ] button, to update the assets Scanned locations to HMS location.

       [image: ]

Note: A background job will be submitted to the server when you have more than 200 assets to be updated in the list. It may take up to 5-10 minutes depending on number of assets to be updated. Refresh (Query and Go) your screen after some time, you should see all locations get updated.

Exiting out of Mobile Frame 

Press the Log off button from the below screen.




				[image: ]
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HMS Barcoding

The barcoding functionality provides users with the ability to capture location information using a handheld scanner. Each asset in HMS has its own unique Asset ID number (HC1-_________).  This HC1 number is used to generate barcodes labels.  Once an individual affixes the barcode label on a box, he/she can use a scanner to scan the shelf location and upload the location information into HMS.  Eventually, this barcode may also be used for work requests, pull slips, and other HMS related activities.
Printing barcode labels
1. Query for record entry that you want to barcode.  Navigate to the Assets tab.  
2. In the Assets tab, click the Print Label flag next to the assets you want to print barcodes for.  Use the Change Records option if desired.
3. Click the Graphs icon in the top left corner of the screen.  Choose Assets Barcode.
4. The system generates a PDF with the selected barcodes.  Each barcode label contains the Asset ID, the container number, and the actual barcode.
5. Print out the barcode using the appropriate printer in your office area.

Suggestion: When barcoding many assets, export the assets to an Excel spreadsheet and edit the spreadsheet to include only those assets that are being barcoded.  In this manner, one creates a paper record to take to the stacks to match the barcodes to the assets.
Putting barcode labels on boxes
1. Affix the barcode label on the box in the appropriate location based on the Barcoding Placement Powerpoint.  Any questions should be directed towards your team lead or supervisor.
2. It is VITAL that you put the correct barcode label on the appropriate box.  Each barcode is attached to a specific asset, so the label needs to be on the right box.  Use the container number for reference.
3. Don’t cover any other labels or information on the box.
Scanning the boxes
1.  Use the HMS Asset Barcoding Manual for step by step instructions on how to use the scanner, capture locations, and ultimately update the locations in HMS.



HMS
Importing Asset Descriptions, Folders and Items
Standard Operating Procedures

   _________________________________
	
[image: ]    
      _________________________________

	
	Prepared by:

	
	HMS Operating Procedures Working Group


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
June 11, 2012
  Version-1.0





Document Change Log

	HMS  Processing Standard Operating Procedures Change Log

	Version
	Date of Change
	Sections Impacted 
	Summary of Changes
	Changed by

	
	
	
	
	· 




HMS Importing Asset Descriptions, Folders, and Items

HMS has the capability of importing Microsoft Excel spreadsheets to create folders, items, and container lists in HMS.  The Import Folders tab appears in designated HMS users under the main Record Entries tab.  Since this function has the ability to both import and delete information, it should be limited to necessary users as determined by unit supervisors.  
There are several ways to import folders, items, and/or asset descriptions.  The basic steps are the same, but the user needs to select the appropriate option to upload.
1. Create spreadsheet based on example.
a. Make sure the container numbers match with the container numbers in HMS.  Currently, the Import Folders function cannot work with series that contain duplicate box numbers, such as multiple Box 1’s.
2. Save spreadsheet as CSV file.
3. Navigate to Import Folders tab.
4. Click appropriate button (see table below). 
5. Click check box on far right corner. Add Attachment window will appear.
6. Browse for the spreadsheet and click Add.
7. If the import was successful, nothing will appear after the file has uploaded.  Check the assets to make sure everything was imported correctly. If it has not imported correctly, review the spreadsheet and/or record entry for issues.  
8. If the import was unsuccessful, an error message will appear.  Go back to the spreadsheet and determine the issue.  See Troubleshooting below for details.

Desired Result and Appropriate Import Button
	Desired Result
	Appropriate Import Button
	Spreadsheet Example

	Importing Folders without updating Asset Description
	Import File
	Appendix A

	Importing Folders and updating Asset Description (container list)
	Import File – Asset Desc
	Appendix A

	Updating Asset Description (container list) without creating folders
	Update Asset Desc
	Appendix B

	Importing Folder Items
	
	Appendix C






Troubleshooting – Potential Causes for Error Message and Incorrect Upload
1. Has the Excel spreadsheet been saved as a CSV file?
2. Has the appropriate spreadsheet format been used?
3. Was the appropriate Import button chosen?
4. Do the container numbers in the spreadsheet match the container numbers in the record entry?
5.  Are there quotation marks in the spreadsheet?
a. The import function will double regular (") quotation marks, so you may want to replace them with single (') before you import.
Deleting Folders and Items
The Import Folders tab also has the ability to delete folders and items in case of an error or other approved reason.  
1. Navigate to Import Folders tab.
2. Click Delete Folders or Delete Items depending on situation.
3. A confirmation window will appear.  Click OK.
4. The folders will be deleted from the assets within the record entry.
If a user wants to erase the Asset Description field for a bulk of assets, use the Change Records function.  This is particularly helpful if an error occurs during importing.
1. Highlight the assets that should have the Description field cleared.
2. Navigate to Edit Menu at the top left corner of the screen.
3. Click Change Records.
4. In the 1st Field to Change, choose Description for Field and leave the Value blank.  Click OK.
5. The Asset Description will be blank for selected assets.







HMS
HMS Populating Containers 
Standard Operating Procedures

   _________________________________
	
[image: ]    
      _________________________________

	
	Prepared by:

	
	HMS Operating Procedures Working Group


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
January 9, 2012
  Version-1.0

Document Change Log

	HMS  Processing Standard Operating Procedures Change Log

	Version
	Date of Change
	Sections Impacted 
	Summary of Changes
	Changed by

	
	
	
	
	· 





HMS Standard Operating Procedure for Populating Containers

In limited circumstances, we create folders and items in order to track their movement. This is done when they are removed from their container and when actions are performed on folders and items, not their whole container.  Actions include conservation and preservation work, digitization, exhibition, disposal, and reference staff use, workshops, VIP tours, and press events.  Items or folders also may be created if metadata for digital images is required below the container level. 

The Custodial Unit archivist determines what are items and/or folders because of the many types of items and folders that exist in NARA’s holdings.  Archivists consider the different levels available (namely container, folder, and item), and how they can apply them consistently throughout the record entry.  

I. Terms/Definitions
a. Populating– Creating assets in HMS beneath the container level. HMS can drill down to the item level. Hierarchy in HMS within a Record Entry consists of: Container – Folder – Item
b. Container – the physical container in which materials are housed, such as a box or a volume. 
c. Folder –a physical divider in a container, such as a folder, a tab, an envelope, a bundle, a trifold or a volume, or a placeholder when no folder exists and items need to be created.
d. Item – the most specific record level within a folder for that record entry; for example a single letter, an artifact, a volume or documents fastened together.
II. Procedure
If a container, folder, or item is removed from the stack, a pull slip from an HMS work request (see HMS work request SOPs) or a reference service slip (NA 14001) needs to be filled out in order to bring it to a staff member’s workstation. 
a. Describe the Container
i. Go to the Record Entries – Assets view of HMS, find the container number of the box you pulled (Container # and Sequence # may not match). 
ii. Fill in the Description for the container, if it is not filled out, such as Folder A THRU Folder Z or the description as determined by the archivist.Complete the Description



[image: ]Click on the corresponding hyperlink


Locate the correct container


b. Create Folders if the folders do not exist in HMS.
i. Click on the HC1 hyperlink to go to the Assets – Folders/Items view of HMS.
ii. It is preferred but not required that all folders in the container are counted and created in HMS, in order to reflect the actual physical representation of folders in the container in the virtual HMS environment.  Make sure your folder count is right. 
iii. In the Asset Box, fill in the fields: # of Folders and Beginning Folder #. Click Create Folders.

[image: ]1) Must complete these fields in order to create folders

2) Click to create folders in the box



iv. HMS will create the given number of folders and create Asset ID’s (HF1 #s).
c. Update folder Description if the folders were created or they already exist.
i. The person populating the container can choose to describe each folder under Description, but they MUST fill in the Description for the folder that contains the item to be worked on.
d. Create Items if they do not exist in HMS.
i. It is preferred but not required that the total number of items in a specific folder are counted and created in HMS to reflect the actual physical representation of items in the virtual HMS environment. If a folder is very thick and/or full an archivist from the Custodial Unit will need to decide if it would be more efficient to divide a folder into several parts, such as: Folder A Part 1 of 2, etc. 
ii.  In HMS, fill in the Beginning Item # (usually ‘1’) and # of Items in the Folders tab. Click Create Items.
[image: ]2) Click to create items in the folder


1) Must complete these fields in order to create items inside the folder




iii. HMS will create the given number of items and create Asset ID’s (HD1 #s). 
iv. Update the newly created items or existing items.
v. Drill down to the correct item number in the folder (which should reflect the record’s physical position in a folder) and complete the Description, Date, and # of Sheets fields for the item(s) that will be worked on.
vi. The Description for an item meets agency descriptive standards for items or matches the title /subtitle given to the item in ARC.



image39.png




image8.png




image51.png
H9-0)° Document1 - Microsoft Word | Picture Tools | - = x

3 Brightness + Ja{ Compress Pictures - [PPicureshape~ || [F@] & Bringto Front - 12 Align B i) oo
O Contrast~ By Chongepicure || |aamall - = - E u * Rpauesader- || =) aysenatosae Bioo- | A —
GgRecolor~ g Reset Picture Q Picture Ertecs + | e [l Text Wrapping v Sk Rotate - || 7 e Widh (5397

st e syes 5 arnge e 5
[ SRR RN R RN RS RN RS RN (RREE RRRRRREE RRRY

15 Microsoft ActiveSync

License Agreement
Please read the following icense agresment carefuly.

{ [MICROSOFT SOFTWARE LICENSE TERMS =
|

MICROSOFT ACTIVESYNC 4.5

IThese license terrms are an agreement between Microsoft Corporation (or
Ibased on where you live, ane of its affiliates) and you. Please read thern,
[They apply 1o the software named above, which includes the media on which
lyou received it if any. The terms also apply to any Microsoft

O aicept e i n s eeres sgesart e

(Odo not accept the terms i the icense agresment

<Back Nt > Concel

T

O accept the terms in the kcense agreement [ om )
(O do nokaccept the terms in the e sgreemert -

<o et > Concel

Page: 2012 | Words:

S ToPY N





image64.png




image40.png
0a)d -6 Document1 - Microsoft Word - = x
)

B - e C)
a0 ST I B 40 2 MO

ad = = (5} Date &uTime

Cover Blank Page | Table | Picure Clip Shapes Smartart Chart || Hyperlink Bookmark Cross.reference | Header Footer Poge | Text Quick WordArt Drop Equation Symbol
Page~ Page Break | - At - - Number~ | Box- Partsv v  Cap- '4dObject - - -

Pages Tables Ilustrations Links Header & Footer Symbols

Microsoft ActiveSync 4.5
Customer Information

Plesse enter your information,

User Nare:

Organizaton;
fuara





image66.png




image13.png




image57.png
Document1 - Microsoft Word =

&)

- @
% cut = = - A Find -

NS sl R B [E-E- == aasoccoe| assbcede AaBbCi AaBbce AADB 4asice. 1| . e |

paste
S Fomat painter

Ciipboard 5

[B 2 U -abex x Aa-|Z-A 3=)[&- & ||| 1nomal I1nospaci.. Heading1  Heading2 | Titie subtle - Change

Styles 5

3 selec~
ating

Font Paragraph

& Microsoft ActiveSync 4.5
Destination Folder

Clck Nt to nstallto this Folder, or click Changs to nstal to 3 diferent folder

C' Install Microsoft ActiveSync 4.5 to
CiProgram Filesipicrosoft Activesyncl

Diksize| Avalble| Regured Diferences
MoGE 12468 £ 12468
o3l li0Ge o 11068

Page: 2012 | Wordsi1 | <5 |




image42.png
(=}
i)
Home | Insert | Page Layout

Document1 - Microsoft Word - o x
References  Mailings  Review  View ©
’—b' ﬁ o) El @ = ‘E] A= [&isignature Line ~
= hall @5 = =] = =
Cover Blank Page | Table || Picture Clip Shapes Smartart Chart | Hyperlink Bookmark Cross-reference | Header Footer
Page Page Break | - At -
Pages Tables Ilustrations

Page
Number
Header & Footer

Tedt  Quick Wordart
Box- Patst -

£ 2 T Q

Equation Symbal
o’ g Object + e

Links

Symbols

Microsoft ActiveSync 4.5
Ready to Install the Program

The wizard is ready to begin installation.

Setup s ready to begin nstaling Microsoft ActveSync 4.5





image11.png




image38.png
Document1 - Microsoft Word 5 X
(&5
Wome | it | Pagelsout  References  Mallngs  Review  View ®
] H A= [&sSignature Line -
| = | |d) B8 = I I I AS
Cover Bank Page | Table | Pidure Cip Shapes SmaArt Chart | Hyperik Bookmark Crossreference | Header Footer
Fage~ Page Break | - o
Pages Tables

Page
Number
Tlustrations

Header & Footer

e Y

Equation Symbal
o’ g Object + e

Tedt  Quick Wordart

Box- Patst -
Links

Symbols

Microsoft ActiveSync 4.5

Installing Microsoft ActiveSync 4.5

The program features you selected are being installd.

Plesse wait whils the Setup Wizard nstalls icrosoft ActiveSync 4.5. This
may take several minutes.

Status:

Updating USg drivers.

[C

Page:30f3 | Words:2 | <5 |

©)

2P0




image17.png
O\ H 9 - Document1 - Microsoft Word - = x
)

B - e C)
a0 ST I B 40 2 MO

ad = = (5} Date &uTime

Cover Blank Page | Table | Picure Clip Shapes Smartart Chart || Hyperlink Bookmark Cross.reference | Header Footer Poge | Text Quick WordArt Drop Equation Symbol
Page~ Page Break | - At - - Number~ | Box- Partsv v  Cap- '4dObject - - -

Pages Tables Ilustrations Links Header & Footer Symbols

18 Microsoft ActiveSync 4.5

Microsoft ActiveSync 4.5 Setup is complete.

The Setup Wizard has successful installed Microsoft ActiveSync 4.5. Click Finish to extt the
wizard,

©)

2P0




image12.png




image45.png
PR e S8 S8
2 EETHE

K
El

Microsoft Office  ZENworks  M-Class2pdf  ro_uriqueid_..  brakes.txt
PowerPant 2007  Applicati

svﬁlﬁé

Moot SR Doibaemds | Acesn A 2oiik

- ! el
A A A 18 gﬁ =
Natloni Archives And Recor dministration
BE = & &

S i

ReaPlayer V12021 Inventory B, SOFnOhquv\aqDataM\qvatng
Enterprise

[ cmmossmon | S 00zttt [com.. | /2 NARAGWakHame -, | © Miosot Acivesyne e





image20.png
0a)\H92- 06 )+

Document1 - Microsoft Word - 5 X
3
[ Wome | et pagemout  Reterences  wllngs _ Review _view ©
e Tmestiewroman |12 - A" «7|[5)]
s =4 Copy.

g -
aagocee AaBbC AaBbce AAB aasnee. e
4 romatpainer (B 4 U~ abe xo ' Aacl[22- A TNo Spaci..  Heading 1

Gipboara

3 selec~
eating

Heading2  Title Subtitie

Styles

® Microsoft ActiveSync.
Fle Vew Tooks Help

© sme (D) sthediie: [ plore
No partnerships

Not connected

Hide Detail &

Information Type | Status

Page:7 of 7| Wordsi 48 | 3 |

® i




image53.png
H9-0 )+ Document1 - Microsoft Word 5 X
[ore I )

& Times New Roman

#rina -
i aasceoe AaBbCi Aambce AAB acmce - A & Repince
P ot piter |

Clipboard.

0 Spaci... Headin: eadin; itle uotitie - Change
ThoSpaci.. Headingl Heading2  Til subtte | < Change | (s

Styles 5| Editing

=

k= Microsoft ActiveSync

‘You will be able to synchronize only files, folders, and other non-Outlook items if you continue.

To synchronize E-mai, Calendar, Contats, Tasks and Notes with this computer, do the folowing:
Disconnect the device, install and run Outiook, and then reconnect the device and complete the Synchronization Setup Wizard.

Windows Messaging

The MAPI Spaoler could nat be started. Clase and then restart al maikenabled applcations.

MAFL 1.0 [000004C7]

Page o7 | Wordsid | B |





image23.png
. ou wil be able to synchronize orly files, folders, and other non-Outlook tems i you continue.

To synchronizs E-mail, Calendar, Contacts, Tasks and Notes with tis computer, do the follwing:
Disconnect the device, install and run Outosk, and then reconnect the device and complete the Synchronization Setup Wizard

o





image49.png
Page: 2012

start

Words:0

AaBbC: AaB

ThoSpaci... Headingl Heading2  Title Subtitle

), e s et

O & oD

® Synchronization Setup Wizard

Welcome to the Pocket PC Sync
Setup Wizard

To set up a sync partnership between this compter and
you Pocket PL, cick Next
16 you slick Cancel,you can st

+ Copy and move fles between your Packet PC and
this computer

* dd and remove programs on your Pocket PC

|

ook ==

EED

)
E‘
@

@

€ |[FFRCaEwO LA |

sl

°
&)




image27.png
Hd9-0
Home | Insert

)

Page Layout

References Review  View @
= s

e - = Pna-
Bl Tmesewgonan |12~ (A" «°|[£)] actocco| nssbccoe AaBbC Aapbce AAB sasbce - A B
aste - 3 ~|[%2 - B lormal 10 Spadi. jeading jeading 2 itle ubtitle  — Change =
Pt romatpater || B £ U " abe %, x' Aa|[ B A | Thomal | 7Ho Spaci.. Headingl  Heading it subtite - Change | Fo

Gigbosd s 5| eting

wne oy
g U S S B

e RIS [ o i, e A o B A
e e st | e s e s A2l =

-—S—_E...—-“' -

ynchronization Setup Wizard

Deleting a sync relationship

Delete an esisting sync elationship before setting up 3 new ore.

Your Packet PC i synchrorizing ith two desktop computers. “You cannat set up a spnc
with a new desklop computerurtl you delete an existing sync elationship with one of the.
other computers.

Deleting & sync reltionship resuls n your Pocket PC lsing al setings specifsto
that computer. To delete a src elatonship, select it from the fst and cick Delete.

Windaws PC Delete





image37.png
[ one IR

S

| Times New Roman
Copy.

Document1 - Microsoft Word
Review  View

S -
Paste

S Fomat painter
Cipboard

[B 7 U-aex x Aa|[-A-

=&
Font

Paragraph

AaBbCCDC

aagbcede AaBbCi AaBbce AAB aasice
o | THo Spaci. eading 1

Il
Heading 2

g -
|
&, Replace
Title Subtitle - Change

© St s selea
soes

Editing

e

D 1) 2 RS o] s AaBoc, asoce ADDS
e B EE dx %A EEEmE S [

[

Computer name

This rame wil be used duing this wizard, and alterwerds by ActiveSync.

‘Your Packet PC i aready set up to synchionize ith anather computer (Windows P,

Please enter a name that willhelp you easil distinguish this computer from your other.
‘computer (Windows PL)
Kadeloye PC|





image34.png
@aqu=

Document1. - Microsoft Word
Home | Inset  Pagelayout  References  Mailings

- ®x

Review  View @
% cut T A B
i [rmes Newroman 12~ JESSES} assbceoc AaBbCi AaBbce AAB aazbee & remce

Paste - ¢ Aa~ - B lo Spaci... Headin feadin le ubtitle - Change

" romatpamter | B4 U sbe %, X' Aa |- A~ = TNoSpaci.. Headingl Heading2  Tit subtiie < Change |
Cipbors % ot 5 arsgran 5 soes 5 eiting

o ' 0 % i i i B i B i 0 i B i 3 y 5

A -

Dis e

e B0 W b 2

o =i e on |20 2

P

Calendar

£ Bl

O 53 Favoies
) 4 Fies
0 @ Medis





image46.png
[ one IR

S

| Times New Roman
Copy.

Document1 - Microsoft Word
Review  View

S -
Paste

S Fomat painter
Cipboard

[B 7 U-aex x Aa|[-A-

=&
Font

Paragraph

AaBbCCDC

aagbcede AaBbCi AaBbce AAB aasice
o | THo Spaci. eading 1

Il
Heading 2

g -
|
&, Replace
Title Subtitle - Change

© St s selea
soes

Editing

e

D 1) 2 RS o] s AaBoc, asoce ADDS
e B EE dx %A EEEmE S [

[

Allow Wireless Connections

[l wielss data connections (such as MMS ot Inteet Caling)on
you device whie & s connected toyour compule.





image56.png
@ Hd9-06 Document1 - Microsoft Word - o x
Home | Insert  Pagelayout  References  Mailings  Review  View @
% cut =T M FArind -
B cony mes Newroman 12~ [& &7|[)] | aasbceoc AaBbCi AaBbce AAB aasbee & repioce
P comatpainter || B 4 U~ sbe % ' Aa-| - A-| &) ThoSpaci... Headingl Heading2  Title subtite < Change || (5 e-
Ciipboard 0 Font 0 Styles 5| edting

o [

(S

DYAS e o i nc nagc, nasvce AAB

e B4 B A A oy e e o] g o ”

E Completing the Pocket PC Sync
Setup Wizard

o You have successfuly completed the Pocket FC Sync Setup
Wizard. The setings you chose have been stored and il be
used when you syrchionize your Pocket FC.

T clase tis wizard and begin synchrorizing your Packet PC.
ek Fiish. Do ot discorneot your Pocket PC untl the fist
synchiorization i finished.

BE == St
B Document! - Hir € | A DT Y|





image52.png
Hd9-0 Document1 - Microsoft Word -5 x
e I ©
%t ——— A B
o imes Newroman—~[12 -7 7[5 nasbceoe AaBbC AaBbce AAB 4asnce. & Repice
Paste - 3 | - = T No Spaci. leading leading itle ubtitle  _ Change
M comatpainter || B 4 U " sbe %, x Aa-| 2 A-| & NoSpaci.. Headingl  Heading2 Tt subtiie < Change |
Clpbosd @ Font 5 styis 5| ating

o T

g ' 1 ' 2 ' El '

B s D

[ e - (R =i asscex Aabc: nambce AQB' A B

e e e

Completing the Pocket PC Sync
Setup Wizard

o have successtul corplted the Pocket PC Syn Setup
Wieard. The seting you chose hsve been tred and i e
sed when you symchrrize you Pocket P

Microsoft ActiveSync.

. @y o

T clase tis wizard and begin synchrorizing your Packet PC.
ek Fiish. Do ot discorneot your Pocket PC untl the fist
N synchiorization i finished.

Page:g o8 | Wordsi0 |

start

IS DS |





image25.png
@MI)IIILEFRAMEE

Logn:  [sbellam =

Bassword;

Server: 172.28.128.30 =
Login | Advanced

——
BAMOBILEFRAME®

File Go Tools Il @





image19.png
% | MobileFrame Client

iy Projects

LZPROD-Project-New
Seanl ocationdssetsFrod

Home Page
Projects

Running Tasks

File |Gol





image22.png
MobileFrame Client
By Projects

.5 PROD-Project-New
Seanl ocationdssetsFrod

——
BMOBILEFRAME®
et T B E®




image32.png
5% | MobileFrame Client

Please Select your HMS User ID:

Gato Scan Page

Logoff

PSRN T 1)




image29.png
Please Select your HMS User ID:

[RSHIBLIEE
[cBARCLAY
IcHRNAYLO
lcLIsNYDE
[IMINER
hopFooRr
lpaToSBOR
lsaRAHERM

Logoff

File Go Taols ;.

e




image33.png
5% | MobileFrame Client





image47.png
Location  [A1010011W2A024101406

assetm [
[z Location [sset I

[A101001 1W2A024101406. HC1-ge3S0011
lntoton 1wzanzet01406. HC1 8350017
lnto1001 1w2anz4101406.HC1-s8350020

< W

lpening Syne Locations Save

Logort
Fie Go Tooks 1) B0 @





image14.png
MobileFrame Client  {:

Location  [A2020000130005100203

assetm [
F Locato

i

[AL01001 1W2A024101406. HC1-G8350011
lnto1001 1w2a024101406 HC1-B8350017
lnto1001 1w2a024101406  HC1-B8350020
IA101001 1W2A024101406 HC1-a%895601
lnznz00001 30005100203 HC1-8%895613
lnznzo0001 30005100203 HC1-8%895613
lnznz00001 30005100203 _ HC1-8%835610

lpening Syne Locations Save

Logoff

File Go Tools |, || | @




image43.png
[Pending 5ync Locations





image55.png
© Microsoft ActiveSyne (=) &3

Bl Vew Took telp

© e (O oetie [ ovioe
WM_SBellam
Connected

Hide Detail &

Information Type | Status [





image31.png




image18.png
5& | MobileFrame Client

Location  [A1010011W2A024101406

Asset D

[eset ocation =

[ALD10D1 1W2A024101406. HC1-G8350011
lnto1001 1w2a024101406 HC1-B8350017
lat01001 1w2A024101406 HC1-B8350020

[a101001Tw2a0z4101408

< W

lpening Sync Locations

File Go Tools





image59.png
H| 2Rl

Record Entries [X=25ll] Barcode Locations Thg|
Barcode Locations





image16.png
Update Locations





image15.png
AssetID:
My Barcode Locations v
AssetiD
> Hct-ss3s0008
Hc1-gass00t
HC1-sa350020
CE

Hc1-gass00t

HC1-88350014
HC1-88350017
HCT-o8050011
HC1-68350011
HC1-e8350008

Service Tickets

enu v Query]  [Update Locations
Scanned Asset Location Container #
A10100112802¢101 405 1
A1010011A2802¢101 405 »
£2020000130005100203 5
“A2020000130005100203

A2020000130005100203

A2020000130005100203

A2020000130005100203

“A2020000130005100203 )
A2020000130005100203 »
A2020000130005100203 1

Credit Card Processing

Record Entry 1D
H31-68350001
HS1-63350001
H51-63350001
a1 08350001
HS1-63350001
HS1-63350001
HS1-63350001

i1 ga350001
Hs1-ga380001
Hs1-ga380001

Record Entry lame

Congressionsl and Archival Courtesyaa
Congressionsl and Archival Courtesyaa
Congressionsl and Archival Courtesyaa
Congressionsl and Archival Courtesyaa
Congressionsl and Archival Courtesyaa
Congressionsl and Archival Courtesyaa
Congressionsl and Archival Courtesyaa
Congressionsl and Archival Courtesyaa
Congressionsl and Archival Courtesyaa

Congressional and Archival Courtesyas

Record Groups

Handheld Logi
SeELLAM
seELLAM
seELLAM
seELLAM
seELLAM
seELLAM
seELLAM
seELLAM
seELLAM
seELLAM

Archival Unit
NcT2
T2
T2
T2
T2
T2
T2
T2
T2
T2

Status
New
New
New
New
New
New
New
New
New

New

LS| Barcode Locations

Barcode Locations

1-100f 10+

HS Asset Locati

A1-01.00111428.024-1-014.08
42.02-0000130-005-1-002.0
42.02-0000130-005-1-002.0
42.02-0000130-005-1-002.0
42.02-0000130-005-1-002.0
42.02-0000130-005-1-002.0
42.02-0000130-005-1-002.0
42.02-0000130-005-1-002.0
42.02-0000130-005-1-002.0
A1-01.00111428.024-1-014.08

i

LI I»





image50.png
5& | MobileFrame Client

Location  [A1010011W2A024101406

Asset D

[eset ocation =
[p101001 twzAGEA 101406 C1-g5350011
Jr101001 1wzA024 101406 HC1-85350017
Ja101001 1wzages 101406 He1-8350020

[A101001 Tw2A02310140¢ |

< W

lpening Sync Locations

Logort
Fle Go Tools 7 ) 0 @





image48.png
\ N\
,\:L; - /\
\‘ :) — i

NATIONAL
ARCHIVES




image44.png
\ N\
,\:L; - /\
\‘ :) — i

NATIONAL
ARCHIVES




image54.png
\ N\
,\:L; - /\
\‘ :) — i

NATIONAL
ARCHIVES




image60.png




image69.png




image58.png
/€ Holdings Management and SOFA .. - Windows Internet Explorer

O~ (@ roiimericm adwes.govns it vesviec: sericesachives GoVRSWETS=1320265466 88 e search

Fie et Vew Favorkes Took relp

X Google [v] Bsearch - | ore >  sinin A -
i Favortes | 5 2] SIRIS References-irks [T Nationsl Archives and Recor... @ Holdings Managerent and 5. (@ 5o+ Sto- + €] Genealogy, Famiy Trees an

55 - |4 Holdngs Management ... | [@ fecycls Data Requremen.. | @ Archives worker accused 0. [E] Timaj el Complan: | he Text Message > stude... | - [ @ - Page~ Sfety~ Toos~ @~

s e |

Queries: &l 2o #
[Homo | Record rous |ETETIETTIR assots | [Projecs |
Record Entry (& 1ot1e [v]
* Record Entry Hame: ARC ID: * General Record Type: Beginning Container #
* Record Entry ID: Finding Aid Prefix:  Finding Aid Suffix: * Status: Container Type: Cubic Feet:
ot 1 E] sctive [~ lean 3733257 &
* Record GroupiCollection # Record Entry Prefix: Record Entry Suffi * Status Date: #of Containers:

imsiDigtals | Update

Assets | IR | Il NSl X =
Container # Container Type Description Asset Location Auailabiity Status Asset ID arcin
773 Loas A2-02.0000250-026-1-035-01  Avalable HCI-aa144070 302020
s Loas A2.02-0000250-026-1035.01  Avalable HClaatanrz 302021
4775 Loas A2.02.0000250.026-1035.02 Avalble HClataaors 302021
778 Loas A2:02-0000250-026-1035-02 Avalable HClaataars 302021

A2.02.0000250-026-1035-03 Avalable HCl-da1ad0en 302020
A2.02-0000250.026-1035.03 Avalble HCidatainez 302021
A2.02-0000250-026-1035.03 Avalble HClda1ad0zd 302021

one | &
— STz ], @ ol Groupuise -1... | E)EDIT 508 procecre .. | @ LE.vs,E.G.- When H AP HGND s21mm

[ 17 s T o -





image3.png




image5.png




image62.png




image68.png




image30.png
Holdings Management and SOFA
7.8

@ 19002005 Sisel System, o

by LS. and temationa . and. f provided Password: [N
e [T




image61.png




image26.png
] Holdings Management and SOFA - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Qs - © - ¥ B G s erons @3- 2

e

cress (1] tpfjoservices.anchives.qomstart swe TSWECd=Login: = cREOYPIMERVIbWGACDEYSYDAYor ALo_BSWEH

ervices.archives. GOvSWET:

269349148

Be

Google

Edt Vi

9 @

Search -+ @+

Share ~ () sdewii ~ | "8 Check -

anstate ~ - ol - 4

- s -

Record Entry #64314_> Assel #HC1-49153362 > Foldersitens:

[Home | Record Groups | Record Entries |EXSRl Risk Assessments | Projects | Work Requests | Relocation | Renorts |

Rssets Foders Oy fems Only
Query Results
*Asset ID: Asset Description: *Container Type: Record Group/Collection # #of Folders:
Hor-m1saae2 ez H  ess oosa s
*Container # 701 d8at 1100 1 *Recora Entry Hame: Beginning Folder #
3847 | certraiDecinaiFies, 1530153 1@
Fotdersttems |
iport i NoRecards | [
Import File Hame
Folders | [Wenuv] | [New]| Conce | [Guery] [Create Foders ] [Updte Asset Dese | [ et Work Reaest | IRTTal|
Folder # . Description arcin Comments  #ofSheets  MediaType  CubicFest  Classification Sta Avilabilty Status AssetiD Fol
> 1701470 THRU 701 481158 Tedual Uncissified  Avaiatle WIS Act
2 7014211122 THRU 01 48111 Tedual Unclssified Avaiatle WIS Acl
3 7014211167 THRU 701 4541 Tedual Unclssified Avaiatle WIS Acl
4 7014841153 THRU 701 4841° Textual Unclassified Available HF1-63863098 Adl

items | [Meniv] | [New] [ Corcel | [Guery]

[reate toms | [Create Work Reest |

1-gota

O Trusted sites

@ novelropwis... | @ amai - nbox 5

.8 osanens

[ Bireccsnstoreo

[ ®UB@ B BN s





image70.png




image2.png




image6.png




image71.png




image36.png




image10.png




image21.png
] Holdings Management and SOFA - Microsoft Internet Explorer
Fle Edt Vew Favortes Toos Hep

Qs - © ¥ B O] Dswr forens @3- 2

e

Address | ] http:feservices.archives. govihms/start. swe?SWECmd=Logings_sn=wd.JdMRe0YPrhEjwvkbWGACZRENLIVSYID3yor 1 ALo_BSWEHo=eservices. archives. govBSWETS=1269349148 v Be
Google [v] S search - 2 - - | Eshare~ [ sdewti ~ | 4 Check + 33/ Trarslte - vt - & = i

® 8@ Queries: &) PR |
Record Ertry #64314 > Assel £HC1-49153062 > Foldersftems:

‘W! Rer:nanmlll)s Record Entries JEESZAN Risk Assessments | Projects | WnrkRelmesls
Assets_Fokers Only_ tems Ony

et-dasaaez oot E  oas
e 701 ori100 3

3847

o0sa I

*Record Entry Hame:

Beginning Folder #
Certral Decima Fis, 1930-1338 18

Foldersitems.

Import File Hame.

NoRecorss | [

Folders |

Folder # . Description Beginning tem # Hoftems  Total #of Hems. ARCID AssetiD

Comments  #ofSheets  MediaType  Cuf

2 701421122 THRU 701 431111 o

HF1-63883036 Textual
3 7014211187 THRU 701 454172 o HF1-6s883087 Textual
4 70148811758 THRU 701 4381 o HF1-638830%8 Textual

I

ftems | [Wenav] | [New] | Cancel | [Guery] [Createems | [GresteWerk Reaest | sorae [E
Mem # . Description arcin Comments #of Sheets Media Type Cubic Feet Classifiation Staf Avi
> 1 o1a7n 1 Tedusl Uncissifes 4]
2 o1 arim 2 Tedual Uncissifes 4
5 o i 1 Total Unokssted

. O Tnstedsies

m @ tovel Growi... | @ Gral-Inbox (5. | () wyDocuments | B procedre orpo... || @ DEI@BEMD MN 1051 an





image4.png




image1.png




image7.png




image65.png




image67.png




image63.png




image41.png




image24.png




image9.png




image28.png
@ Hd9-0 Document - Microsoft Word - = x
Wome | It Pagelyout  Retences  Malngs  Rewew  View C)
& cut

Times NewRoman  ~ |12~ [ A" A7[[2)
3 Cony ()

- #AFind -
asebcene AaBbC AaBbce AAB 4csice. A

o mepisce

Paste - ¢ Aa~ - B 1 No Spaci jeading jeading itle ubtitle  ~ Change
5 oot | B £ L~ e x, % A2 A oSpoc._Hesdngd eoong2 T sute | Chunge | LT
IO o scivesynca.s 5| ot

[ i Pl Edt Vew Favortes Tooks Hep 3 & 7

Siee | Type | Date Modfied
File and Folder Tasks (&) I 7,702K8  Windows Installer P...  7/14/2011 11:26 AM

£ vake anew folder
@ Pubish thisFlder tothe
web
Other Places &
B Holdngs Management
e System
() My Documerts
N 2 NARA-ADSSED

N Details &

ActiveSynce.5
File Folder

<Back Next > Cancel

Page:ots | Words:25 | <5





image35.png
() Document1 - Microsoft Word
La,

| vome | et pagelmout  Refeences  Maings  Rewew  View

& cut N @ Fina~
(alk TimesewRoman -[12 - [&° w7[[£)] | aasceoe AaBbCi Aambce AAB acmce - A

13 Copy

Paste

S Fomat painter

Ciipboard

B I U-deox xA|Z-A e

Font

ThoSpaci... Headingl Heading2  Title Subtitle

Styles

_ Change

Stytes ~

. Repisce
I select -
cating

18 Microsoft ActiveSync 4.5
Microsoft ActiveSync 4.5

Welcome ta Microsaft ActiveSync 4.5 Setup

Click Nt to nstall Microsoft ActiveSync 4.5 on your computer





