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Managing Your Personal Profile

Slide 2 - Slide 2

[image: image2.png]This module demonstrates how to update your personal profile in
the ARCIS customer agency portal. The Personal Profile screen is
where users change items such as challenge questions, passwords,
phone numbers, and addresses.

Use the Back and Continue buttons near

the bottom of the screen to navigate this
presentation.





Text Captions

This module demonstrates how to update your personal profile in the ARCIS customer agency portal.  The Personal Profile screen is where users change items such as challenge questions, passwords, phone numbers, and addresses.
Use the Back and Continue buttons near the bottom of the screen to navigate this presentation.
Duration: 3 minutes
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Continuous improvement efforts may result in minor differences between items shown in this module and the actual production system.

However, the differences will be minor and should not affect the value of this module in demonstrating how to use ARCIS.
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To view or edit your Personal Profile, select the Personal Profile link near the top of any ARCIS page.
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To edit your profile, click the Edit button.
Information on this page represents data entered when your account was first created.

The Agreements applet near the bottom of the page provides details from the support agreements between NARA and your agency used to establish charge accounts.
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Fields with open text boxes or drop-down lists may be completed or edited.  Items without the red asterisk are not required, but may reduce data entry when later submitting a transaction through ARCIS.
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Select Prefix

Slide 10 - Slide 10

[image: image8.png]THE NATIONAL ARCHIV] Arch He
Personai Profile _Log Out

[Fome | RefeenceReavets | optcaon o

[Save ] [Cance |
— — e
o .
e i —
*First Name: Work Phone = City:
. ]
tnane e 7ok miwe e
D
I 3
B, o

User ld:
REFSTUI@NARA GOV

[1-100 73]
Agreement Type Fiscal Year Charge Code Charge Account Status
National 2008 At 198888A1 Active

f—

The LS. Naton Arcives and Records Admiistratin
8501 Adelhi Road, Colege Park, MO 20740-6001 2





Text Captions

Enter Job Title
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Enter Work Phone Number
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Enter Telephone Numbers
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Enter Fax Number
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Select Address Line 1
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Insert note
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If your address is not available in the pick-list, click the New button to add it.
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Enter Address
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Fill in the Address fields
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Enter City and State
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Enter Zip Code
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Select State from pick list.
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Enter zip code
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Enter the Country
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Save your profile 
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Save your profile 
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View your profile
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Approve your profile
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Enter a challenge question
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Select challenge question from the pick list

Slide 32 - Slide 32

[image: image28.png]THE NATIONAL ARCHIV] Arch He
Personai Profile _Log Out

[Fome | RefeenceReavets | optcaon o

User B
5o [Cocer]
Last N “Aoncy: Addesston Dot Emat
sugentt Ceparnent of ARCES racice 1245 Spre ] o
Raency Locatio: Mooz
“First Name: v Room 123 et el
Work Phone e 9
Reference (314) 5551111 o]
" Slak Records Center:
e ame: otk St G Pasdea
(314) 556-2222 o “Challenge Ouestion:
P = 2 cote: Vit ou ohers maloen Naro” 19
] e — sz Chatlongo newer
ot iy o | G
L.
Practice Technician L ooV
5] [Caeer]
Agee
@1-10015)
Primary. Agreement = Agreement Type Fiscal Year Charge Code Charge Account Status
> v Natonal 208 A 1a0gsar o
[T ——v—
S i o ot P 5748001 V





Text Captions

Enter Challenge Answer
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After completing updates to your Personal Profile, click the Save button.
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Save your profile
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Your Personal Profile has now been edited and saved.  Click the Continue button near the bottom of this screen to view the process for changing your ARCIS password.
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To change your password, enter the Personal Profile screen through the link near the top of any ARCIS page.
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Click the Change Password button.
Click the Change Password button.
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On the Change Password screen, first enter your Current Password.
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Next, enter your New Password ensuring it meets the minimum password requirements shown above.
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Re-enter your new password in the Verify New Password field.
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Click the Save button to save changes to your password.
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Save your password
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The End
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