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INTRODUCTION

Welcome to ARCIS—the Archives and Records Centers
Information System.

ARCIS is a new web-based system being developed by the
Federal Records Centers (FRCs) of the National Archives and
Records Administration. When fully deployed, ARCIS will serve as
the online portal through which your agency will conduct business
with the FRCs. It will allow your agency to handle all transactions
online, reducing paperwork and saving you time. The system will
also allow you to track your transactions electronically, giving you
instant access to information about your records.

ARCIS is being rolled out on an incremental schedule. As of
October 19, 2009, the system has been deployed at all Federal
Records Centers and is being used by FRC employees to process
and track transactions.

Currently, only the ARCIS Reference Requests module is
available to customers. This module allows you to submit
reference requests to FRCs electronically. Over the course of the
next year, other ARCIS modules will be released to customers.
These modules will allow you to submit SF 135s electronically,
manage your agency’s users, control access to your agency’s
records, and more.

This manual provides you with step-by-step instructions on
using ARCIS to submit reference requests. The manual will be
updated periodically as improvements and additions are made to
the system. Check back frequently, at www.archives.gov/frc/arcis,
to be sure you have the most recent version of the manual.


http://www.archives.gov/frc/arcis

NOTES ON THIS EDITION

Readers of previous versions of the ARCIS User’s Manual will find a few
changes in Version 1.3. Among the most significant updates:

e The section Filling In the Reference Request Form (starting on page 23)
has been updated in several places to explain that the number in the
charge account field may change once you identify the specific records
you are requesting. (For some types of records, reference services are
billed to the account associated with the records, not the account
associated with the requester.)

e The section If Your Request Category Is “USPS Money Order” (page
33) illustrates and describes new fields that have been added to this
screen.

e The section Entering Status Details (page 37) clarifies which option you
should select if you want your records shipped by your FRC’s standard
shipping method.

Throughout the manual, other minor changes were made to improve the
clarity of text and to ensure that images reflect small improvements that have
occurred on the ARCIS screens.



ARCIS BASICS

This chapter provides basic information about getting started with ARCIS,
getting around in the system, and getting help when you need it.

If you were previously a user of the Centers Information Processing System
(CIPS), you were migrated to ARCIS with the same rights you had in CIPS. Your
user name and password were sent to you. If you did not receive your login
information, please contact the ARCIS Help Desk at 314-801-9300 or
arcishelp@nara.gov.

If you were not previously a CIPS user, or if it has been more than a year

since you requested records through CIPS, contact the ARCIS Help Desk for
assistance in obtaining an ARCIS account.

Getting Started

LOGGING IN TO ARCIS

To get to ARCIS, point your browser to https://eservices.archives.gov/arcis.
Or click the link on the FRC web page, at www.archives.gov/frc/arcis. The ARCIS
login screen appears.

Enter your user ID and your
password, then click the arrow (or
press the Enter key).

THE NATIONAL ARCHIVES

ARCIS Customer Portal

NOTE

Your user ID is the e-mail address you had
at the time your ARCIS account was
created. Your actual e-mail address may
change later, but your user ID will remain
the same.

After you log in for the first time, you may want to change your password to
something you’ll remember more easily. You can change your password from the
Personal Profile page. See CHANGING YOUR PASSWORD on page 20.

While you're in your Personal Profile, be sure to specify a challenge
question and answer in case you should ever forget your password. See
page 19.


mailto:arcishelp@nara.gov
https://eservices.archives.gov/arcis
http://www.archives.gov/frc/arcis

FORGOT YOUR PASSWORD?

T _ If you forget your password, click Forgot
: Your Password? on the ARCIS login
Password: screen. You'll be prompted to click

Fargat “four Continue, then to enter your name and
e-mail address.

NOTE:

The e-mail address is the one shown in your Personal Profile.
It is probably the same as your user ID, but it may be different

if your e-mail address has changed since your ARCIS account
was created.

Once your name and e-mail address have been verified, you will be asked to
answer your challenge question.

Reset Password - Online

Please answer the following question to reset your password:

Challenge Question: YWhat is the name of your home town?
*Answer to Challenge Question:

Enter the answer to the challenge question, then click Continue. Your reset
password will be displayed on the next screen.

NOTES:
Remember that your challenge answer is CASE SENSITIVE.

If a challenge question does not appear, it means that a
challenge question and answer have not been specified in
your Personal Profile, and you will not be able to reset your
password online. Contact the ARCIS Help Desk at 314-801-
9300 or arcishelp@nara.gov. After you receive your reset
password, be sure to specify a challenge question and
answer in case you should ever forget your password again.
See page 19.

After you log in with your reset password, you may want to change the
password to something you’ll remember more easily. You can change your
password from the Personal Profile page. See CHANGING YOUR PASSWORD
on page 20.


mailto:arcishelp@nara.gov

HAVING TROUBLE LOGGING IN?

Passwords are case sensitive. Be sure you are entering the upper-case and
lower-case characters in your password correctly.

If you still have difficulty logging in, contact the ARCIS Help Desk at 314-801-
9300 or arcishelp@nara.gov.

For security reasons, after three unsuccessful login attempts, a user is locked
out of the system for 30 minutes. So you might want to contact the Help Desk
before your third attempt—or wait 30 minutes before contacting the Help Desk.
Once you’ve been locked out, Help Desk staff will not be able to help you log into
the system until the lockout period has passed.


mailto:arcishelp@nara.gov

Getting Around in ARCIS

THE ARCIS HOME PAGE

Once you log in to ARCIS, you’ll see the ARCIS home page.

THE NATIONAL ARCHIVES

Reference Requests

Archives,gow Home

Personal Profile  Log Out

FEDERAL

RECORDS

CENTERS

My Transactions

*My Reference Requests * California
Agency Transactions * Colarado

* District of Columbia

# My Agency Reference Requests
* Georgia
* lllinais
* maryland
* Massachusetts
* Missouri
* Ohia
* Pennsylvania
* Texas

* Washington (State)

The LS. Mational Archives and Records Administration

8601 Adelphi Road, College Park, MD 20740-6001

Mational Archives main number: 1-86-MARA-MARA or 1-866-272-6272
ARCIS Help Desk: 314-801-9300

Welcome, BOB SANDERSON from the Department of Yeterans Affairs.
Today is Thursday, May 14, 2009. Please verify that your profile is current.

Records Center Locations by State/Territory

v Freedom of Information Act

ARCIS Help
# Contactthe ARCIS Help Desk

¢ Readthe Online Manuals
* Get Training

ARCIS News and Information

* General ARCIS Mews and
Infarmatian

= About ARCIS

* ARCIS Deployment Schedule

L |

At right and center are links to general information about ARCIS and about

NARA'’s Federal Records Centers.

Along the top and down the left side are the links that will help you get around
in ARCIS. The particular links you see will depend on the transactions you are

authorized to perform in ARCIS.

THE NATIONAL ARCHIVES

BRI | Reference Requests

s Welcome, BOB SANDERSON from the Department o1

Today is Thursday, May 14, 2009. Please verify that y
FEDERAL
RECORDS
CENTERS

My Transactions Records Center Loca

“Wy Reference Reguests * ~alifornia
Agency Transactions * Colorado

* Wiy Agency Reference Requests Sldeetl dis

* Georgia

Currently, only reference transactions
are available. You can get to the
Reference Requests module by
clicking the Reference Requests

tab near the top of the page or by
clicking My Reference Requests in
the My Transactions section along
the left side.



If you are authorized to view all reference requests from your agency, you will
also see an Agency Transactions section on the page. This section contains a
link to My Agency Reference Requests.

All users have access to their own i
Personal Profile, where they can
update contact information, change
their password, and more. The ko
Personal Profile link is found near
the upper right corner of the page.

Personal Profile  Log Out

-

State/Territory ARCIS Help
* Contactthe ARCIS Help Desk

¢ Read the Online Manuals

* GetTraining

UNDERSTANDING TRANSFER NUMBERS

With the launch of ARCIS, you will notice some changes to the numbers you
formerly knew as “accession numbers.”

These changes will differentiate the terms used to refer to agency records
and National Archives holdings; will standardize numbering across all Federal
Records Centers nationwide; and will facilitate tracking of records and
transactions.

Formerly, the records you sent to Federal Records Centers for temporary
storage were called “accessions” and were given “accession numbers.” Now
records sent to an FRC for temporary storage are called transfers and are given
transfer numbers. The term “accession” is reserved exclusively for records that
have become permanent holdings of the National Archives.

ARCIS-Born Transfer Numbers

The transfer number for any
ARCIS-born transfer—that is, a
transfer created in ARCIS—
consists of four parts. The first

two characters (PT) stand for ?ﬁ%gf; 1B RECERES Transfer
Physical Transfer.” The next Transfer’) signifies  Record sequence
three characters indicate the that the transfer group number
record group number. The next originated in ARCIS

four characters denote the fiscal

year. The final four characters are the ARCIS-generated transfer sequence
number. If, for example, the number is 0001, that means this was the first
transfer from that record group for that fiscal year.
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Legacy Transfer Numbers

A legacy transfer is any transfer that was created in the legacy system
NARS-5, before the launch of ARCIS. Your pre-ARCIS accessions are now
legacy transfers.

Legacy transfer numbers will look slightly different from the “ARCIS-born”
transfer numbers described on the previous page—and slightly different from
how accession numbers used to look.

The NARS-5 numbers consisted of A former “accession number”...
three parts—record group, fiscal year, @' @ (m'
and transfer sequence number.

: Transfer
Record Fiscal

In ARCIS, these legacy numbers group year sequence

will have some additional information number

at each end. The first character is a

- L ...will look like this as a
facility pode .that signifies the records legacy transfer number in ARCIS
center in which the transfer was

shelved when ARCIS launched. The @ @ @ [.mua.

final three characters are a unique = '\t

. - egacy system
identifier that was generated by fFaFf:i?it Kaoord Eiscdl l;ar;sef:;e uniaue identifier
NARS-5. (If there was no identifier y group  year 4q (only appears if as-

generated by NARS-5, the last three e NUMBET signed in NARS-5)
characters will not appear.)

When searching for and selecting a legacy transfer number in ARCIS, you will
need to know the facility where the records were stored when ARCIS launched,
and you will need to pay attention to the facility code in the number.

NOTE:

If your records were relocated between the time you sent them
to an FRC and the time ARCIS launched, your agency will
have received a Notice of Accession Location Change.
Refer to the information on file at your agency.

Below is a complete list of FRC facility codes.

FRC Facility Codes Used in Legacy Transfer Numbers

Atlanta A Pittsfield Q
Boston B Riverside L
Chicago C San Bruno S
Dayton/Kingsridge D Seattle T
Denver Vv St. Louis (MPR) XorY
Ft. Worth F St. Louis (CPR) UorR
Lee’s Summit/Lenexa K Suitland (WNRC) W
Philadelphia P

11



NAVIGATING LISTS

Much of the information in ARCIS is presented in lists. For example, you may
see a list of record groups to choose from, or a list of all the records transfers
from a certain record group.

The lists in ARCIS all follow a basic format that makes them easy to use.
Here is a list of records transfers:

LR Transter # M| starting with B -iooriz+ @ B
lran=lens Wi T E:f?v;:;'::j; Humber ~ gfacs::'r'tt':::ation Type : gfacs::'r'tt':::ation

> PT-015-2009-0007  Shelved Standard

» PT-015-2009-0006  Shelved Standard

> PT-015-2009-00045 Received Standard

> PT-015-2008-0003 Received Claszsified SecrettRD_FRD
> PT-015-2008-0002  Partially Shelved 12345 Standard

> PT-015-2008-0123 Shelved 10 Standard

»>  PT-0145-2008-0083 Received Standard

» |PT-015-2008-0057  Shelved Standard

> PT-015-2008-0007 Received Classified Top Secret

> FT-015-2008-0001 Farially Received Standard

Every list has columns that show certain categories of information about the
items in the list. For example, in the list of records transfers above, there are
columns that show transfer number, transfer status, customer reference number,
security classification type, and security classification.

You can choose to sort the information in a variety Customer ()
of ways. If a column heading has a pair of arrows next Meterence "““"““"
to it, you can sort the list by that category of information. ~ U18-02-0033-VAC
For example, to sort a list of records transfers by your 015-02-0040-VAC
agency’s own internal reference numbers, click one of 015-02-0041-YAC
the arrows next to the heading Customer Reference 015-03-0001-YAC
Number. 015-03-0002-YAC

015-04-0001-YAC

Click the “up” arrow to sort the list in ascending 01 5-04-0002-YAC

order; click the “down” arrow to sort the list in
descending order. The list at right is sorted in ascending
order—that is, from lowest number to highest number.

015-04-0003-%AC
015-04-0004-VAC
015-05-0001-%AC
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Each list can show only a certain number of items at one time. For example,
in the list of reference requests below, only 5 requests are visible. To move from
page to page in a list, click the forward and back arrows at upper right:

Reference Requests - Initiated
| Initiste Reference Reguest | | Guery for Reference Reguest |

Referenc? Request Charge Recipient Status = Records Submitted £ Copy Refe
Request & Category Account Hame Center Date Request
>  ARRI-B2126796  Transfer 09909500 gf\ﬁDERSON ngceeriig;e ;ﬁi?a;jelpma 101 0/2008 B
> ARRI-82100796  Transfer 09908500 ggﬁDERSON ngceeriig;e :;Ei?a;jelphia 100872008 o
P AMREIBIUIEL: NN 13303500 ggrsEJIDERSON ﬁﬁifitfgce ;Ei?a;lelphia G
> ARR1-82109781  VAXC 09908500 ESSDERSON ngceeriigge E'Ei?a;:lelphia 10/2/2008 s
> ARRI-B2004067  Transfer 09909500 ggSDERSON Eﬁifz{sgce ;Ei?a;:lelphia b

While some lists may contain only a few items, others—such as lists of
records transfers—may contain hundreds or even thousands. To quickly find the
item you want, you can perform a query.

PERFORMING QUERIES

Most lists in ARCIS allow you to perform a query—that is, a search that lets
you quickly find the item you are looking for. To start a query, click the Query
button at the top of the list.

Refereg ests - Submitted

Reference i Request Charge
Request & Category Account
> ARR1-82004859 | Transfer 03309500
> ARR1-82004952 | Transfer 08909500
A query window opens. Each query window Reference Request #: |
has spaces for certain kinds of information, Request Category: | ~]
depending on the type of item you are searching Record Group: |
for. The sample query window at right allows you Charge Account; |
to search for reference requests that you have Records Transfer #: |

already submitted.

Sendce Level: | ;l
. . . Nature of Service: | _vJ
You can gnter llnforma’glon into any one or Recipint Name:
more of the fields in the window. :
Status: I j
. . . . Records Center: -
« If the field has a ™! at right, click it to select : ! =
. Submitted Date: || T
from a drop-down menu of choices. )
Shipped Date: | 5
« If the field has a = at right, click it to open

13



the calendar tool. Use the calendar tool to select a date. (Or, you may type
the date directly into the field, using the format MM/DD/YYYY.)

« If the field has neither a ™| nor a B, you can type text directly into the field.

NOTE:
When entering text, please remember that all queries are CASE SENSITIVE.

You can structure queries in any number of ways. Here are just a few
examples:

* If you are looking for one particular reference request, you can type that
request number into the Reference Request # field.

« If you are looking for all the requests you submitted on a certain date, you
can indicate that date in the Submitted Date field.

* If you are looking for all the Service Level: | Erergercy |
emergency requests you submitted Nature of Service: | =]
on a certain date, you can select Recipient Name: |
“Emergency” from the Service Level Status: 5
drop-down menu and indicate the = )

. X - cords Center: | j
date in the Submitted Date field. :
Submitted Date: |5.|"| 112008 =4
Shipped Date: | 5
When you have entered your criteria, ([co Dicaree|
click Go to see the items that meet those
criteria.

Some lists provide a shortcut for doing queries. For example, the list of
transfer numbers below has not only a Query button but also a set of Find fields.

CustomerReference L gk | starting with B 10012« 3

UGz 7 QiHnsiRESI Sus g::::g‘:z; Humber ?:facsl:i"rt'iation Type f:facsl:i"rt'iation
> PT-015-2009-0007 Shelved Standard
> PT-015-2009-0006 Shelved Standard
> PT-015-2009-0005 Received Standard
> PT-015-2009-0003 Received Clagsified SecretRD_FRD
> FT-015-2009-0002 Fartially Shelved 12345 Standard
> PT-015-2008-0023 Shelved 10 Standard

Choose a category of information from the Find drop-down menu, then type a
few characters into the blank field and click Go.

NOTE:
Don't forget that all queries are CASE SENSITIVE.

14



USING “WILD CARDS” IN YOUR QUERIES

ARCIS queries have a special feature that allows you to customize
your queries even more precisely. It saves you from having to type in long
numbers and allows you perform queries even if you are missing some
information.

That feature is the wild card, indicated by an asterisk (*). The asterisk can
stand for any unknown or unspecified information.

Let’s say you are looking for a particular reference request. You know that the
reference request number ends in 94.

Type *94 into the Reference
Request # field. The * stands for any
B | =l and all characters to the left of the 94.

Record Group: |

Reference Request = I*Q 4 —

The system returns all the reference request numbers that end in 94. In this
case, there’s only one—the exact one you were looking for.

Reference Request Charge Recipient St Records
Request # Category Account Hame Center
BOR Refarence FRC -
% sRELELINRE: Wt BABIHAHN SANMDERSOMN  Initiated Fhiladelphia

The wild card can be especially helpful when you are searching for records
transfers.

TIP:

Knowing a little about transfer numbers (formerly known as
“accession numbers”) can help you more quickly find the transfer
you want. To learn about the new format for transfer numbers in
ARCIS, see page 10.

For example, let’s say you want to find

all the records transfers that have been Transfer # |72009" e
processed during fiscal year 2009. In the Transfer Status: |

Transfer # field, you would type *2009*,

where the first asterisk stands for the Customer Reference Number: |

characters to the left of the fiscal year Security Classification Type: |

designation, and the second asterisk

stands for the characters to the right of Security Classification: |

the fiscal year designation.

15



The system shows all the records transfers that were processed during fiscal
year 2009, no matter what their record group or sequence number.

Query Results Find M| starting with B i-50i5 3

Trans‘fer N Transfer Status - g;?::;:s; Humber = (S:fac;:if't'ls:;atinn Type = (S:fac;:it't'iation
> PT-015 oooy Shelved Standard
> PT-01420090006 Shelvad Standard
> FT-014-2003-0005 Received Standard
> PT-01% 200940003 Received Classified SecretRD_FRD
> PT-015%200380002 Partially Shelved 12345 Standard
'

TIP:

If you want to perform a similar query for a legacy transfer—that is,
a transfer created in the legacy system NARS-5—bear in mind that
legacy numbers have a slightly different format. For example, a
legacy number might be P015-04-0001-PGH, where “04” indicates

the fiscal year. (For more about legacy transfer numbers, see page
11.)

If you performed a wild card search for *04*, Transfer # [*-04-* il
the system would also show any transfers

that have “04” in the record group number or
sequence number. You can avoid the extra Customer Reference Number: |
search results by including the hyphens that
appear around the fiscal year—for example,
*.04-*, Security Classification: |

Transfer Status: |

Security Classification Type: |

Sample results are shown below.

Query Results  Find (RIENCIE B2 M| starting with gD B -20t4 @ B
Transfer Status fj; E:z:f;:z; Humber = (Sifacsl:'r':'::a‘tion Type .1:' (S:fac;:irl?::atinn
> Shelved 015-04-0001-YAC Standard
> Shelved 015-04-0004-YAC Standard
> Shelved 015-04-0003-YAC Standard
> Shelved 015-04-0002-YAC Standard
o
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Managing Your Personal Profile

On the Personal Profile page, you can update your contact information,
change your password, and more.

You can view your Personal Profile
by clicking the link near the upper right
corner of any ARCIS page.

Personal Profile Loy Out

s Affairs.
ile is current.

State/Territory ARCIS Help
* Contactthe ARCIS Help Desk

* Read the Online Manuals

+ GetTraining

THE PERSONAL PROFILE PAGE

The Personal Profile page displays your contact information and other
information about you. This information was entered when your account was first
created. You can add or update some information if necessary.

At the bottom of the Personal Profile page, you'll see a list of the
agreements between your agency and NARA as well as the charge codes and
accounts associated with those agreements.

THE NATIONAL ARCHIVES archives.gou Hamne
Personal Profile  Log Out
Reference Reguests ]
User
Change Pagsword
Last Name: Agency: Address Line 1: Do Not E-mail:
SANDERSOM Department of Yeterans Affairs 4578 FEDERAL LANE ] Yes
First Name: Agency Location: Address Line 2; *Record Group:
BOB Wiashingtan ms
Middle Name; Work Phone # City: Records Center:
WASHINGTOMN FRC - Philadelphia
Prefix: Work Fax #: State: *Challenge Question:
D VWhiat is the name of your home towvwn?
Joh Title: E-mail: Zip Code: *Challenge Answer:
Ahob sanderson@agency gov 20036 Wizst Hartford
User ID: Country:
BOB . SANDEREONE@AGEMCY .GOY usa
Change Password
Agreements
1-30f3
Primary Agreement # Agreement Type Fiscal Year Charge Code Charge Account Status
> pekele] 2004 ekl 03955959 Active
> v 045 20049 Juli] 049903500 Active
> 0496 20049 il 09909601 Active

17



EDITING YOUR PERSONAL PROFILE

To add information to your personal THE NATIONAL ARCHIVES
profile, or to update existing information,
: -
click Edit.
S f the field h | (Ceat JEnange Possword
ome of the fields on the Persona
1 H Last Name: Agency:
P r Ofl | e page WI II ope n u p SO that you Ca n SANDERSOMN Department of Yeterans Atfairs
H First Name: Agency Location:
ed It th e m - BOB wWashington
User
| Save || Cancel || Change Password |
*Last Name: *Agency: Address Line 1: Do Not E-mail:
ISANDERSON Departmert of Yeterans Affairs 4575 FEDERAL LANE 3] =2
Agency Location: Address Line 2: 2
*First Name: Washington City: *Record Group:
BOB Work Phone #: WASHINGTORN ID1 3 i
= 3 I State: Records Center:
L[EEBUIIES = oc FRC - Philadislphia
Work Fax # Zip Code: *Challenge Question:
Prefix: 20036 |What is the name af your home town? j
57 *E-mail: Sg:mw: *Challenge Answer:
Job Title: bob sanderson@agency .qoy IWE <t Hartford
User ID:

BOB SANDERSONGDAGENCY GO

[ save | [ cancel |[ Change Password |

To edit your first, last, or middle name; your job title; or your work phone or
fax number, simply type the new information into the field. If no information
currently appears in one of those fields, you may want to add it.

You may select a prefix (such as Mr. or Ms.) by clicking the ! next to the
Prefix field and choosing the right prefix from the drop-down menu.

The address that appears on this page is the one that was been designated
as your primary address when your account was established. When you create a
reference request, the primary address is filled in automatically on the form. If no
address appears here, or if you want to designate a different primary address:

1) Click the & icon next to the Address Line 1 field. The Pick Contact
Address window opens.

Address Address
Line 1 Line 2

PO i FECIERL WASHINGTON DG 20036 UsA
LAME
12000

»  PROFESSIONAL COLLEGE PARK MD 0740 UsA
FLAZA
8500 FEDERAL

> VY PHILADELPHIA  PA 19109 USA

City State Zip Code Country

~l

2) If the correct address appears in the list, proceed to step 4.

18



3) If the correct address does not appear in the list, enter a new address:
Click New. The Enter Contact Address window opens. Enter the
address, then click Save to return to the Pick Contact Address window.

4) Click the arrow next to the correct address, then click OK.

The record group number that appears in the Record Group field is the one
that was designated as your primary record group when your account was
established. If you have access to more than one record group, you can
designate a different one. To designate a different primary record group:

1) Click the & icon next to the Record Group field. The Pick Record
Group window opens.

Find [IEMIGREGIT R | Starting with
Record Group Description Agency
> ooo Congressional and Archival Couresy Department of Yeterans Affairs
> 014 Weterans Affairs, Department of Department of Yeterans Affairs
E

2) Click the arrow next to the correct record group, then click OK.

An important part of your Personal Profile is your challenge question and
answer. If you ever forget your password, the challenge question and answer
allow the ARCIS system to verify your identity and provide you with a reset
password.

To establish or change your challenge “Challenge Question:
question and answer, click the ™| next to the What i the narme of your harne town? =
Challenge Question field, and select a
question from the drop-down menu.

dhatis the name of your home town?
Whatis your pet's name?

Wihat is your mother's maiden name?
Then type the answer into the Challenge WWho was your childhood hero?

Answer field. YWhat is your favorite car?

NOTE:
Your challenge answer is CASE SENSITIVE.

When you are finished editing your Personal Profile, click Save to save your
changes. (If you want to leave the Personal

Profile page without saving your changes, &
. Save _Il:ancel Change Password
click Cancel.) . | g |
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CHANGING YOUR PASSWORD

You can change your ARCIS
password at any time by clicking
Change Password on the Personal
Profile page.

*Current Password: I

*New Password: |

"Werify New Password: |

NOTE:

User - -
| save || Cancell{| Change Password [}

Enter your current password, and
enter your new one twice. Then click
Save.

Passwords must be at least 8 characters long and must contain at
least one upper-case letter, one number, and one special character
(such as @, #, $). Please note that the ampersand character (&) may

NOT be used.

You will be required to change your password at least once every 365 days.
You may change it more frequently if you choose.

Getting Help

If you need assistance with any aspect of using ARCIS, contact the ARCIS

Help Desk.
By e-mail: arcishelp@nara.gov

By telephone: 314-801-9300

Hours: Monday through Friday (except Federal holidays)
7 a.m to 5:30 p.m. (Central Time)
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REFERENCE REQUESTS

When you need to consult records you have stored at an FRC, it is easy to
refer to them. You may refer to a single file or an entire box. You may access
your agency's records by removing them on temporary loan, reviewing them on-
site at the FRC, requesting photocopies or electronic scans of the records, or
permanently withdrawing the records.

To obtain records stored at an FRC, you need to submit a reference request.

This chapter explains how to use ARCIS to initiate and submit a request and to
track its progress online.

Getting Started

THE “MY REFERENCE REQUESTS” PAGE

From the ARCIS home page, click the Reference Requests tab.

THE NATIONAL ARCHIVES

BTN 4| Reference Requests

Welcome, BOB SANDERSON from the Department of Veterans Affairs.
Today is Thursday, May 14, 2009, Please verify that your profile is current.

FEDERAL

RECORDS

CENTERS

My Transactions Records Center Locations by State/Territory
*My Reference Reguests * Califarnia

The My Reference Requests page appears. The page displays information
in two different views—Reference Requests — Initiated and Reference
Requests — Submitted.

THE NATIONAL ARCHIVES Archives. gov Home
Personal Profile  Log Out

Reference Reguests - Submitted
| Wiew reference requests that are being or have been processed by NARA.

m Reference Requests

My Reference Requests

Reference Reguests - Initiated
Create, review, and submit reference requests

Reference Requests - Initiated

[ Initiste Reference Request | [ Guery for Reference Request | 1-80fG+ ¢
Reference . Request Charge Recipient Stat Records Submitted Copy Reference
Request # " Category Account Hame e Center Date Request

BOB Reference FRC-San

> ARR1-89789534 Transfer 09909601 SAMDERSON Hocanid e 6/14/2008 ;]
BOB Reference FRC - San

> ARR1-89789583 WARC 09909601 SANDERSON Receied Frartiato 51442008 3
BOB Reference FRC-San

%5 |ARRIBHIRASHS VARG HAA05h0" SANDERSON Initiated Francisco L8
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Reference Requests — Initiated displays requests that you are working on.
Reference Requests — Submitted displays requests that NARA has started or

completed working on. Click the name or the icon for either view to see the

transactions currently in that category. The transactions appear in a list in the

bottom part of the page.

INITIATING A REFERENCE REQUEST

Be sure you’re in the Reference Requests — Initiated view. Then click

Initiate Reference Request.

Reference Beauests - Initiated
"ir_ Query for Reference Request |
‘Reference Request Charge
Request = Category Account
> ARR1-82109756 Transfer 0gg048500
> ARR1-82100794 WA 08g0g9500
> ARR1-82108781 WK 08ang500

The Reference Request form opens.

THE NATIONAL ARCHIVES

Recipient
Hame

BOB
SAMDERSOMN

BOB
SANDERSON

BOB
SANDERSOM

Personal Profile  Log Out

m Reference Requests

Reference Request
[ Save and Finish Later | [ Do Hot Save | [ Review and Submit |

Click Help far mare infarmation on submitting a reference reguest

Click Save and Finish Later to save an unfinished request.

Click Do Not Save to go back to the previous page without saving your changes
Click Review and Submit when you are ready to submit the request

Fields marked with * are required befare saving your request to finish later.

Request Details Reference Details
*Reference Request #: Request Category:
ARR1-89768585 -
*Record Group:

015 b

Agency:

Department of Veterans Affairs

*Last Name:

SANDERSON

First Name:

BOB

Charge Account:

03308500 ]
*Nature of Service:

Temparary Loan of Reco *

*Service Leval:
Standard =

Shipment Details
*Recipient Narme:

BOB SANDERSON

*Address Line 1:

4578 FEDERAL LANE [

Address Line 2:
City:
WASHNGTON
State:

oo

Zip Coue:
20036

Countnyz
usa
Phone #:

Fax #:

e —

E-mail:

1bob sandersonf@agent

Status Details

*Status:
Reference Intisted

Submitted Date:

*Shipping Method:

I UsPs he
Shipping Account #:
Shipping Tracking #:

*Records Center:

IFRC - Philadelphia ~

Some information, such as your record group and address, will be

automatically filled in, based on information stored in your personal profile.

will be able to change some of this information if necessary.
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Filling In the Reference Request Form

The Reference Request form collects important information that allows the
FRC to find the right records and get them to you in the format, by the date, and
via the delivery method you require. Some of this information is automatically
filled in based on information stored in your personal profile or copied from a
previous request. You will need to fill in additional information.

Be sure to complete a separate reference request for each file or box you
would like. Please note that the FRC will bill your agency separately for each
request (as specified in your agency’s agreement with NARA).

If you are requesting multiple boxes or files from one transfer, you can save

time by using the “Copy Reference Request” function. For more information on
copying a reference request, see page 39.

ENTERING REQUEST DETAILS

Fequest Details) Reference Details The Request Details section of
*Reference Request = Request Category:

i | o the Rgferenge.Reques_t form
*Record Group: contains basic information about
[os [+ your request. This information is
Em— : . .

Dt e ATl filled in automatlc.;a.lly. You can
*Last Name: change some of it if necessary.
SANDERSON

First Name:

BOB

Charge Account;
|nagason b
*Nature of Service:
|Temp0rar\,r Laoan oij
*Service Level:

| Standard Ll

» Reference Request #: This is generated by ARCIS.

* Record Group: Your primary record group is the default selection. If you
have access to more than one record group, you can select a different one
here. To select a different record group:

1) Click the i icon next to the Record Group field. The Pick Record
Group window opens.
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Find Starting with

Record Group — Description — Agency
> noo Congressional and Archival Courtesy Department of Yeterans Affairs
@ 015 Yeterans Affairs, Department of Department of Yeterans Affairs

() ==

2) Click the arrow next to the correct record group.

3) Click OK to close this window and return to the Reference Request
form.

TIPS:

You can directly enter a record group without opening the Pick Record Group window.
Simply type the record group number into the Record Group field. Use a three-digit
format—for example, 015.

If you have access to numerous record groups, you can use the Find fields at the top
of the window to quickly locate the right one. For example, you can type in the first few
letters of the record group description, then click Go. Please note that queries are
case sensitive. For more information about queries, see page 13.

* Agency, Last Name, and First Name: This information is filled in
automatically based on information in your personal profile.

» Charge Account: Your primary charge account is the default selection. As
you fill out the rest of the Reference Request form, the number shown in
this field may change if a different account number is associated with the
records you are requesting.

If no account number is associated with the records you are requesting, and
if you have access to more than one charge account of your own, you can
select a different one here. To select a different charge account:

1) Click the M icon next to the Charge Account field. The Pick Charge
Account window appears.

EOEN Charge Code Description ~ | EERTT LLLU]

Charge Account — Charge Code — Charge Code Description .
> 092995949 94 WA Distribution Account
> 08209500 an WA Central Office

|®.ugangam 01 Veterans Benefits Admin

2) Click the arrow next to the correct charge account.

3) Click OK to close this window and return to the Reference Request form.
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TIP:

If you have access to numerous charge accounts, you can use the Find fields at the
top of the window to quickly locate the right one. For example, you can type in the first
few letters of the charge code description, then click Go. Please note that queries are
case sensitive. For more information about queries, see page 13.

*Nature of Service: * Nature of Service: The default selection is
Temporary Loan ofReca ¥|  Temporary Loan of Records, which is the
most common type of reference request. After

gﬂpg_?fge'{mdﬁ agency use, temporary withdrawals are
N-alle REeview 1

e A IR returned to the FRC for refiling.
SmartScan

‘Temparary Loan of Recards |

You may select a different type of service from
the drop-down menu. (Some services incur
additional fees, as specified in your agency’s agreement with NARA.)

Copy of Records: The FRC can make photocopies of your records
and send the copies to you. The copies are yours to keep.

On-Site Review: You may make an appointment to visit the FRC
and examine the records on site.

Permanent Withdrawal: Permanent withdrawals are removed and
retained by the agency.

SmartScan: Federal Records Centers provide same-day electronic
delivery of requested files with SmartScan.

Other: If you would like a different kind of service, please provide
details in the Comments section at the bottom of the Reference
Request form.

» Service Level: The default service level is Standard. Standard requests
are processed within 24 hours. If you require faster service, choose
Emergency from the drop-down menu. (NOTE: If you designate a request
as an emergency, you must be willing to pick up the requested items
within one business day or pay for overnight delivery service.)

ENTERING REFERENCE DETAILS

The Reference Details section of the Reference
Request form collects information about the records you Request Category:
are requesting. | =

The information needed depends on your request
category—that is, the type of record you are requesting.
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Click the ™| next to the Request Category field to see the menu of available
choices.

All six categories of records are seen in the Request Category menu below.
The choices you see will depend on your record group and the types of records
you are authorized to request.

Request Category: From the menu, select the type of record you are

| ~| requesting. If your request does not fall into a special

category, such as “IRS Tax Return” or “USPS Money
Order,” select “Transfer.”

RS Tax Return
Faost Entitlernent
T-Checks

Transfer

LISPS Money QOrder
WA

The fields in the Reference Details section will
change based on what request category you have
chosen.

If your request category is “Transfer”...
The following fields will be visible:

Request Category:

| Transfar j
Records Transfer #:

| [
Container =

| i
Case/File Information:

Whaole Container:
1
= of Units:
1
Security Classification Type:

Security Classification:

* Records Transfer #: Click the l] icon next to the Records Transfer #
field. The Pick Records Transfer window opens.
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3 pick Records Transfer - Microsoft Internet Explorer o ] 4 |
=R Transfer # b | starting with Bl 26-350f65 | -]
[lanz=tcn A flan=lerstatu=F E:fst:?;::; Humber = g.la:;sri':l!::ation Type = g'leatlsrﬁlt'::a‘tion
»  PT-015-2009-0023 Received 015-09-0001 Standard
»  PT-015-2009-0071 Shelved Standard
> PT-015-2009-0093 Sheling In Pragress Standard
@ PT-015-2009-0107 Shelved Standard
FT-015-2008-0109 Shelved Standard
» FT-015-2008-0116 Fartially Shelved Standard
»  PT-015-2009-0129 Sheled Standard
»  PT-015-2009-0131 Shelved Standard
> PT-015-2009-0146 Shelved Standard
»  PT-015-2009-0150 Sheling In Progress Standard -
Meed help finding a transfer number?
=

You will see a list of transfers that have been received by the FRC. Find the
transfer you want, and click the arrow next to it. Then click OK.

ABOUT TRANSFER NUMBERS:

We've made a few changes to the format of transfer numbers, formerly known
as “accession numbers.” For information about transfer numbers, see page 10
of this manual, or click “Need help finding a transfer number?” at the bottom of
the Pick Records Transfer window. If you are looking for a legacy (pre-
ARCIS) transfer, remember to pay attention to the facility code at the beginning
of the number.

TIP:

To quickly find the transfer you want, use the Find fields at the top of the
window, or click the Query button. Please note that queries are case
sensitive. For more information about queries, see page 13.

NOTE:

After you pick a transfer number, you may notice that the number in the
Charge Account field has changed. For the Transfer request category,
reference requests are charged to the account associated with the transfer, not
the account associated with the requester.

+ Container #: Click the = icon next to the Container # field. The Pick
Container window opens. Click the arrow next to the container you want,
then click OK.

TIP:

You can directly enter a container number without opening the Pick Container
window. Simply type the container number into the Container # field. Please do not
use leading zeros or other extra characters. For example, type 23, not 023.

» Case/File Information: If you would like to request a specific case or file

from the container, enter that information here. You must either specify that
information or check the box for Whole Container, below.
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» Whole Container: If you would like to request the entire container, check
this box. You must either check this box or specify Case/File Information,
above.

« # of Units: This field is filled in automatically. The number of units is
always 1.

 Security Classification Type and Security Classification: These fields
are filled in automatically based on the transfer you have selected.

If your request category is “IRS Tax Return”...
The following fields will be visible:
A * Form Type: From the drop-down menu, select the

[IRS Tax Return ~| type of form you are requesting—1120, 1040, 941, or
Form Type: Other.

| &

Form Type Other: * Form Type Other: If you selected “Other,” a field will
DLK: open up so that you can enter the type of form.

I * DLN: Enter the document locator number for the
Iss""E'": return you are requesting.

LA « SSN/EIN: Enter the taxpayer’s Social Security number
! or employee identification number.

Last Name:

! , * First Name: Enter taxpayer’s first name. (This field is
IT““W’”' optional.)

Tax Period:

| » Last Name: Enter the taxpayer’s last name. (This field
is optional.)

» Tax Year: Enter the tax year for the form you are requesting.

» Tax Period: Enter the tax period for the form you are requesting.
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If your request category is “Post Entitlement” ...
The following fields will be visible:
Request Category:

|PostEntitlernent =]
Records Transfer =:

| v
Container

| b
Entitlement Name:

Social Security &

Security Classification Type:

Security Classification:

* Records Transfer #: Click the o icon next to the Records Transfer #
field. The Pick Records Transfer window opens.

/J pick Records Transfer - Microsoft Internet Explorer o ] [
TN Transfer # b | starting with K 5-35065 | [
[LLanatetis f U G S : E;Ifs;:emnz; Humber -'f.; (Si'laaca:lsrﬂ't'::ation Type f;- 2fac:sri$::ation \
> PT-015-2009-0023 Received 015-09-0001 Standard
> PT-015-2009-0071 Shelved Standard
> PT-015-2009-0093 Shelving In Progress Standard
@ PT-015-2009-0107 Shelved Standard
FT-015-2009-0109 Shelved Standard
> PT-015-2009-0116 Partially Shelved Standard
> FT-015-2009-0129 Shelved Standard
> FT-015-2009-0131 Shelved Standard
> FT-015-2009-0146 Shelved Standard
> PT-015-2009-0150 Sheling In Progress Standard -
Meed help finding a transfer number?
[

You will see a list of transfers that have been received by the FRC. Find the
transfer you want, and click the arrow next to it. Then click OK.

ABOUT TRANSFER NUMBERS:

We've made a few changes to the format of transfer numbers, formerly known
as “accession numbers.” For information about transfer numbers, see page 10
of this manual, or click “Need help finding a transfer number?” at the bottom

of the Pick Records Transfer window. If you are looking for a legacy (pre-
ARCIS) transfer, remember to pay attention to the facility code at the beginning
of the number.
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TIP:

To quickly find the transfer you want, use the Find fields at the top of the
window, or click the Query button. Please note that queries are case
sensitive. For more information about queries, see page 13.

NOTE:

When you pick a transfer number, the number in the Charge Account field
may change if a different charge account is associated with this transfer.

+ Container #: Click the = icon next to the Container # field. The Pick
Container window opens. Click the arrow next to the container you want,

then click OK.

TIP:

You can directly enter a container number without opening the Pick Container
window. Simply type the container number into the Container # field. Please do not
use leading zeros or other extra characters. For example, type 23, not 023.

* Entitlement Name: Enter the name of the person whose file you are

requesting.

 Social Security Number: Enter the Social Security number of the person
whose file you are requesting.

 Security Classification Type and Security Classification: These fields
are filled in automatically based on the records transfer you have selected.

If your request category is “T-Checks” ...

The following fields will be visible:

Fequest Category:
| T-Checks =
Locator #

Check #:

Effective Date:
| ]
Symhbol;

Records Transfer #:
| o
Transmittal:

 Locator #: Enter the locator number of the Treasury
check.

* Check #: Enter the check number of the Treasury
check.

» Effective Date: Enter the effective date of the
Treasury check. (This field is optional.)

* Symbol: Enter the symbol of the Treasury check.
(This field is optional.)

30



* Records Transfer #: If you know the transfer number for the transfer that
includes this check, you may specify it here. (This field is optional.) To

specify a transfer, click the ~ icon next to the Records Transfer # field.
The Pick Records Transfer window opens.

< Pick Records Transfer - Microsoft Internet Explorer =1Ol=]
ST Transfer # M| starting with Kl 26-35065 | <]
[lian=ter: A anstenstat =h E;fs;:;:z; Humber gﬁ?;ﬂlt'::a‘tion Type gf::;ﬂn::aﬁon
»  PT-015-2009-0022 Received 015-09-0001 Standard
»  PT-015-2009-0071 Shelved Standard
> PT-015-2009-0093 Shelving In Progress Standard
@ PT-015-2008-0107 Shelved Standard
PT-015-2008-0108 Shelved Standard
»  PT-015-2009-0116 Partially Shelved Standard
»  PT-015-2009-0129 Shelved Standard
> PT-015-2009-0131 Shelved Standard
> PT-015-20089-0146 Shelved Standard
»  PT-015-2008-0150 Shelving In Progress Standard -
Meed help finding a transfer number?
[

You will see a list of transfers that have been received by the FRC. Find the
transfer you want, and click the arrow next to it. Then click OK.

ABOUT TRANSFER NUMBERS:

We've made a few changes to the format of transfer numbers, formerly known
as “accession numbers.” For information about transfer numbers, see page 10
of this manual, or click “Need help finding a transfer number?” at the bottom

of the Pick Records Transfer window. If you are looking for a legacy (pre-
ARCIS) transfer, remember to pay attention to the facility code at the beginning
of the number.

TIP:

To quickly find the transfer you want, use the Find fields at the top of the
window, or click the Query button. Please note that queries are case
sensitive. For more information about queries, see page 13.

NOTE:

When you pick a transfer number, the number in the Charge Account field
may change if a different charge account is associated with this transfer.

» Transmittal: Enter the transmittal number for this check. (This field is
optional.)
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If your request category is “USPS Money Order” ...

The following fields will be visible:

Request Categony
|U5F‘5 Maney Order j
Locator #:

Issue Date:
| |
Money Order Serial #:

Microfilm #:

Voucher Amount:

* Locator #: Enter the locator number for the money order you are
requesting.

* Issue Date: To specify the date on which this money order was issued, click
the # icon. The Calendar tool opens.

o
year from the drop-down

B WA D Me e e menus, or click the forward
g a8 1w 1 HEl o and back arrows to get to

13 16 17 18 19 20 -2 .

¥ 2 oW B B N the right month and year.

29 an

Click the right day on the
ﬁ) calendar, then click Save.

TIP:

You can directly enter a date without opening the Calendar tool.
Simply type the date into the Issue Date field, using the

format MM/DD/YYYY.

* Money Order Serial #: Enter the serial number of the money order you
are requesting.

» Microfilm #: Enter the microfilm number for the money order you are
requesting.

* Voucher Amount: Enter the voucher amount for the money order you are
requesting.
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If your request category is “VAXC” ...

The following fields will be visible:

Request Category:

| vanc =l
Records Transfer #:

| e
WA Claim # (XC or XSS):

Date of Transfer:
| =]
Retiring VARO City:

Retiring VARO Station =;

Veteran's Service =:

\Veteran's First Name:

\Veteran's Last Name:

* Records Transfer #: If you know the transfer number for the transfer that
includes this claim, you may specify it here. (This field is optional.) To

specify a transfer, click the = icon next to the Records Transfer # field.
The Pick Records Transfer window opens.

 pick Records Transfer - Microsoft Internet Explorer B =101
TN Transfar # Bl starting with _ Kl 26-350165 @ B
fllani=tety ~A flansfedstatu=le E:fs;:;:z; Humber .'1:5: (Sifac:;igation Type :if gf::;igation
> FT-015-2009-0023 Received 0145-09-0001 Standard
> FT-015-2009-0071 Shelved Standard
> PT-015-2009-0093 Shelving In Progress Standard
@ PT-015-2009-0107 Shelved Standard
PT-015-2009-0109 Shelved Standard
> PT-015-2009-0116 Partially Shelved Standard
> PT-015-2009-0129 Shelved Standard
> PT-015-2009-0131 Shelved Standard
> PT-015-20049-0146 Shelved Standard
> PT-015-200%9-0150 Shelving In Progress Standard -
MNeed help finding a transfer number?
[

You will see a list of transfers that have been received by the FRC. Find the
transfer you want, and click the arrow next to it. Then click OK.
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ABOUT TRANSFER NUMBERS:

We've made a few changes to the format of transfer numbers, formerly known
as “accession numbers.” For information about transfer numbers, see page 10
of this manual, or click “Need help finding a transfer number?” at the bottom

of the Pick Records Transfer window. If you are looking for a legacy (pre-
ARCIS) transfer, remember to pay attention to the facility code at the beginning
of the number.

TIP:

To quickly find the transfer you want, use the Find fields at the top of the
window, or click the Query button. Please note that queries are case
sensitive. For more information about queries, see page 13.

NOTE:

When you pick a transfer number, the number in the Charge Account field
may change if a different charge account is associated with this transfer.

* VA Claim # (XC or XSS): Enter the VA claim number for the claim you are
requesting.

- Date of Transfer: To specify the date of transfer, click the # icon. The
Calendar tool opens.

year from the drop-down

Sun Mon Tue Wed Thu Fri Sat

e N menus, or click the forward

g ) 10 1 12 13 14

2 g e el O gnd back arrows to get tp the
§ W e right month and year. Click

the right day on the calendar,

E) then click Save.

TIP:
You can directly enter a date without opening the Calendar tool. Simply type the date
into the Date of Transfer field, using the format MM/DD/YYYY.

* Retiring VARO City: Enter the location of the VA regional office that retired
the claim.

* Retiring VARO Station #: Enter the station number of the VA regional
office that retired the claim.

* Veteran’'s Service #: Enter the service number of the veteran whose claim
you are requesting.

» Veteran’s First Name: Enter the first name of the veteran whose claim you
are requesting.

* Veteran’s Last Name: Enter the last name of the veteran whose claim you
are requesting.
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ENTERING SHIPMENT DETAILS

Sipment Detar
*Recipient Name:
BOB SANDERSOM
*Address Line 1:

|45?8 FEDERAL LAME [

Address Line 2:

City:
WASHINGTON

State:
o

Zip Code:
20036

Country:
LS&,

Phone #

Fax #:

e

E-mail:

Ibub.sandersun@agency

The Shipment Details section on the Reference
Request form contains information about where your
records should be delivered.

* Recipient Name: Your name is the default selection. If
the records should go to another recipient, enter that name
here.

* Address Line 1: Your primary address is the default
selection.

NOTE:

If an address does not appear here, it means that a default address has
not been specified in your Personal Profile. For information on editing
your Personal Profile, see page 18.

If the records should be sent to an address other than the default address:

1) Click the = |

con next to the Address Line 1 field. The Pick Contact

Address window opens.

Address Address . -
Line 1 Line 2 City State Zip Codle Country
> [EliEEEER WASHINGTON DG 20036 UsA
LANE
12000
> PROFESSIONAL COLLEGE PARK  MD 0740 UsA
PLATA
y |BS00FEDERAL FHILADELPHIA  PA 19108 UsA
WY

=l

2) If the correct address appears in the list, proceed to step 4.

3) If the correct address does not appear in the list, enter a new address.
Click New. The Enter Contact Address window opens. Enter the
address, then click Save to return to the Pick Contact Address window.

4) Click the arrow next to the correct address, then click OK.

The remaining address fields in this section will be filled in automatically.

* Phone #: Youm

ay enter a phone number in case there are questions about

your request. (This field is optional.)

» Fax #: If you are

requesting that your records be faxed to you, be sure to

enter a fax number. (This field is optional.)
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ENTERING STATUS DETAILS

The Status Details section on the Reference Request form contains
information about the status of your request, as well as additional shipping

information.

Status Details
*Status:
Reference Intisted

Submitted Date:

*Shipping Method:

USPS =]

Shipping Account #:

Shipping Tracking #:

*Records Center:
FRC - Philadelphia |

« Status: The status of your request is updated automatically by ARCIS. Until

you submit your request, the status is “Reference Initiated.”

» Submitted date: This information will be filled in automatically once you

submit your request.

» Shipping Method: USPS is the default
shipping method. No additional charges apply.

NOTE:

If you would like your records shipped by
your FRC’s standard shipping method,
leave this field set to “USPS,” even if your
FRC uses a different carrier for standard

shipping.

You may select a different delivery method

*Shipping Method:

LISPS |

Customer Pick-up
Fax

FedEx

Metro Courier
On-Site Review
Scan and E-mail
UPS

from the drop-down menu. Some methods may incur an extra charge, as

specified in your agency’s agreement with NARA.

Customer Pick-up: If you would like to have the records picked up
by your agency’s own messenger, select this option, and provide the
approximate time of pick-up in the Comments field at the bottom of
the Reference Request form. Messengers will be required to provide
photo ID and agency affiliation when they arrive at the FRC to pick up

requested files. The agency messenger must also be on the

approved agency authorization list.
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Fax: If you would like to have your records faxed to you, select this
option, and provide a fax number in the Fax # field.

FedEx or UPS: If you would like to have your reference request
delivered by one of these express couriers, select the courier here. If
you select an express courier, you must provide your account
number in the Shipping Account # field.

Metro Courier: Federal Records Centers provide next-day delivery
of reference requests via Metro Courier. Contact your FRC for more
information.

On-Site Review: If you selected “On-Site Review” in the Nature of
Service field in the Request Details section, select it here as well.

Scan and E-mail: If you selected “SmartScan” in the Nature of
Service field in the Request Details section, select “Scan and E-
mail” here.

NOTE:

If your records will be delivered by e-mail, please indicate the e-mail address in
the Comments section of the form, even if the correct address already
appears in the E-mail field.

* Shipping Account #: If you have selected FedEx or UPS as your shipping
method, this field will open so that you can enter your account number
(required).

* Shipping Tracking #: If you have selected FedEx of UPS as your shipping
method, this field will be filled in after your records are shipped.

* Records Center: Select the records center where the records you are
requesting are stored. (This field may be filled in automatically.)
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Saving a Reference Request to Complete Later

If you are unable to complete your reference request in one session, or if you
want to have someone else review the request before you submit it, you can
save it and complete it later.

First, be sure you have filled in all the fields that are marked with a *. These
fields must be filled in before an unfinished reference request can be saved.

Then click Save and Finish Later near the top of the Reference Request
form.

| Helpdll Do Hot Save || Review and Submit |

Save and Finish Later

You will see a message confirming that your request has been saved and
providing the reference request number. Make a note of the number.

Next time you visit the My Reference Requests page, you will find the
unfinished reference request in the Reference Requests — Initiated category,
with a status of “Reference Initiated.” When you want to work on the reference
request again, simply click the reference request number, then click Edit.

Submitting a Reference Request

When you have finished filling out the Reference Request form, click Review

and Submit.
Reference Request
| Help || Save and Finish Later || Do Hot Saveq Review and Submit | )

You will see your completed reference request. Please review the information
carefully. If you need to change any information, click Edit to return to the
Reference Request form, or click Save and Finish Later to make the changes
at a later time.

When you have confirmed that all of the information is correct, click Submit to
submit your request.

Reference Reguest
| Edit || Cancel | | Save and Finish Later{; Submit }
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Copying a Reference Request

If your reference request will be similar to one that has already been
submitted, you may want to start from a copy of the previous request. This option
automatically fills in almost all of the information from the previous request. It's
especially useful if you need to request several different boxes or files from the
same transfer.

To copy a previous reference request, go to the My Reference Requests
page. Locate the previous request in either the Reference Requests — Initiated
list or the Reference Requests — Submitted list. You may want to perform a
query to quickly find the right request. (For more information on queries, see
page 13.)

Once you’ve found the right reference request, look to the far right of the row
of information about that request. In a column labeled “Copy Reference
Request,” you'll see an icon.

Reference Requests - Submitted

[ Guery for Reference Reguest | 1-20f2
Reference Request Charge Recipient Status Records Submitted Shipped Copy Reference
Request # Category Account Hame Center Date Date Request

BOB Feference Mot FRC -
> ARR1-82004853 Transfer 082809500 SANDERSOM | Found Philadelphia 10f772008 @
> ARR1-82004952 Transfer 09809500 DOD Shipped G 10/7/2008 10/8/2008 £
SAMDERSOM Fhiladelphia

Click the icon. The Reference Request form opens. Several fields will be
filled in with information from the previous request. Fill in the missing information,
then review and submit the new request.

Tracking a Reference Request

Immediately after you submit your reference request, you will see the request
in your Reference Requests — Initiated list with a status of “Reference
Received.” This means that the request has been transmitted to the FRC’s part
of the ARCIS system, but that the FRC hasn’t started processing it yet.

Reference Requests - Initiated
[ Inttiste Reference Request || Query for Reference Request |

Reference Request Charge Recipient Hitus Records
Request 2 Category Account Hame Center
BOB 'Reference FRC -
> ARR1-82126796 Transfer 09809500 SAMDERSON Philadelphia
NOTE:

You can cancel a reference request at any point before the FRC begins
processing it. For information on canceling a reference request, see page 40.
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As soon as the FRC staff begins to work on your request,

Status the request will move to the Reference Requests — Submitted
M crcrence list. The status will change to “Reference Processing.”

Frocessing

Reference

Processing Status

When the status changes to “Shipped,”
you’ll know your records are on their way to
you.

Reference Mot

Found
Status Details
Status:
Reference Mat Found
g;?;znuigtged Date: If the FRC is unable to find the records you have
Shipped Date: requested—for example, because they have already been

charged out by someone else—the status of the request
will be “Reference Not Found.” Click the reference request
number to open the Reference Request form and view
the reason why your records could not be found. If the
FRC staff have additional comments, you will see them in
the Not Found Comments field.

Heason Not Found:
Prexviously Charged Out

Hot Found Comments:

Shipping Account #:

Shipping Tracking #:

Records Center:
FRC - Philadelphis

Canceling a Reference Request

If, after initiating or submitting a reference request, you discover you do not
need the records after all, you can cancel the request at any time before the FRC
begins processing it. In other words, you can cancel it as long as it still appears
in the Reference Requests — Initiated list.

To cancel a reference request, visit the My Reference Requests page, and
locate the reference request in the Reference Requests — Initiated list. Click the
reference request number, then click Cancel.

Refere uest
| Edit}] | Cancel ack to Reference Requests | | Review and Submit

The reference request will disappear from the Refererence Requests —
Initiated list. It will appear in the Reference Requests — Submitted list with a
status of “Reference Canceled.”
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The Reference Label

When your records arrive, you'll notice that there is a bar coded reference
label affixed to the file or box. This label allows the FRC to precisely track your
records and the status of your transaction.

If you have requested a file, the reference label will typically be affixed in the
upper right corner of the file. If you have requested an entire box, the reference
label will be at lower right.

NOTE:
If the transfer was created in ARCIS, the box will also have an ARCIS transfer
label at upper left.

The figures below show label placement on a file and a box.

Bar coded transfer label will
be affixed here for all

f—\ ARCIS-born transfers
TRANSFER NUMBER
a

[AGENCY BOX NUMBER|

FT.021.3008 2001

) i

Bar coded reference label will
typically be affixed in the /

upper right corner of the file rBeaf;rceondceed
© / label will be
i affixed here
FRONT
Figure 1: LABEL PLACEMENT ON FILE Figure 2: LABEL PLACEMENT ON BOX

Please do not remove or cover up the reference labels. The labels will ensure
that your records are tracked and refiled accurately.

Returning Your Records to the FRC

When you are finished using your agency’s records, you should return them
to the FRC. You don’t need to mark anything on the file or box; the reference
label has all the information that the FRC needs.

Be sure to return the records in the original file or box, with the reference label
visible, so that the records can be refiled correctly.
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Viewing All Requests From Your Agency

If you are authorized to view all reference

THE NATIONAL ARCHI

requests from your agency, you will see an

Agency Transactions section on the ARCIS

VES

Application Help

home page. Click the My Ag ency Reference o Welcome, BOB SANDERSON from the Departime
Requests link to go to the My Agency o

Reference Requests page.

Today is Friday, October 10, 2008. Please verify1

RECORDS
CENTERS

My Transactions

*hly Reference Requests

Affency Transactions

* My Agency Reference Requests

Records Center Loc:

* California

* Colorada

* District of Columbia
* Georgia

* lMinois

The page displays information in two views—Reference Requests —
Initiated and Reference Requests — Submitted.

My Agency Reference Requests

Reference Requests - Initiated
'il “iew reference requests that are being crested by or hawve recently been
! submitted by your agency.

processed by NARA.

——

Reference Requests - Submitted

| Guery for Reference Request |

Reference
Request #

> |ARR1-82005761

> |ARR1-82004959

> |ARR1-82011070

> ARR1-22004852

> |ARR1-82010788

Request
Category
Transfer
Transfer
Transfer

Transfer

Transfer

Charge
Account

09809500

09a09500

098999494

03809500

09809500

Reference Reguests - Submitted
“Wiew reference requests that are being or have bean

Recipient Hame Status gz'::;(rls

b AR ahipged -
HOB SANDERSON  Folerence Not Eﬁi?ahemhia
CHARLES COLEMAN Shipped Eﬁi?a;jelphia
BOB SAMDERSON  Shipped ;ﬁi?a;,emma
BILL JONES Ezaecr::lrl]gde E‘ﬁi?a;:lelphia

Submitted
Date

100742008

10/752008

105752008

1-50f5+|»

Shipped
Date

100772008

10/8/2008

10/2/2008

Click the name or the icon for either view to see the transactions currently in
that category. The transactions appear in a list in the bottom part of the page.

TIP:

To quickly find the reference request you want, click the Query for
Reference Request button. For more information about queries, see

page 13.

Once you have found the reference request you are looking for, click the
reference request number to view the details of that request.
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