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Creating an ARCIS Records Request using the Copy Function
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This module demonstrates the process of using the Archives and Records Centers Information System (ARCIS) customer agency portal to create a reference request by copying a previously created request.  This process will save time when submitting multiple requests for records or containers from the same records transfer.

If not already complete, view the module "Submitting an ARCIS Records Request" prior to watching this module.
Use the Back and Continue buttons near the bottom of the screen to navigate this presentation.
Duration: 4 minutes
Slide 3 - Slide 3

[image: image3.png]Continuous improvement
between items shown in t

However, the differences
value of this module in

Back Continue




Text Captions

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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During this module we will use the following scenario.
     You need boxes 8, 9, and 10 from records transfer PT-015-2008-000817.

     You have already completed data entry and submitted a request for box 8.

     You now would like to submit requests for boxes 9 and 10 without making 

     redundant data entries.
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Locate the request you just created and submitted for box 8 of transfer PT-015-2008-000817.
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Click the Copy Reference Request icon for the box 8 request.
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The fields form the copied request are transferred to the new request except:

   A new Reference Request # is generated

   The Container # is blank

   The Status is Reference Initiated

   The Submitted Date is blank

To complete this request, enter the new container number and edit the Case/File Information.
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Case File Information
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Reference Request page
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Click the Continue to Review and Submit button.
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After review, click the Submit button to submit this request for box 9.

Slide 12 - Slide 12

[image: image12.png]THE NATIONAL ARCIIVTS

[Torne | ecords Transfers

[Trferies | Ffies | ophcston 1ok | Rovkcaton Admmiraion

Bpicalon Administafion_Persona Profi

Successful Submise

¥0.1SME16°69 30 19513 2930 SUDITEGE SUCE3SSAIT 4N 1163 103935530 by 3 42RA ROFIS9 BINE 35 30 o7 32 pOs3ic.

Refeneincn Reqiest % 2R T7R17870

oTolErneras

lsterene aquest

Fesguast Dt
Ketoronce Roquest
ey
Rocord Groug:
Sgency:
Last Nae:

peb
Aret Nane
Clunge Accoms:
Natune o Serdce:
Sentce Lewt

Commons:

Rofsanc Datis
Foquost catogory:

Trengtr

Racords Transeer
Lasei e mtonnaton:

S kT 2000

Wil Coneamat:

501 s

Sscuty Chassication Tune:

Ssoumy chissicaton:

Dot

Sty
R Narne:
DO SREEN
Adiross Lo 1
Aniata,
(900 w3 e 7
(0 1:0)
L
Silois
stor
Tt

Cot:

Stmus Dot
Status:
Reterenge 2ecivt
Submad Darst
St ot

Heason et ouns

HotFoum C

Stipping Mot
St Account

Recons comer:





Text Captions

Submission page
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The reference request for box 9 has been submitted successfully to the Federal Records Center.

Return to the Reference Requests list applet page to repeat this process for box 10.
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Select the Copy Reference Request
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Select the Container number
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Select the Case File Information
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Help Text series
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Review the request and submit.
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