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Trammg Outlme

Deﬁne ARIMS
= Why the change from MARKS to ARIMS

= Discuss how ARIMS different from MARKS

= Give guidance on how to establish an
ARIMS account.

= Show how to create an ORL.
* Show how to make a label for ARIMS files.

= Questions and Answers.




What is ARIMS?

ARIMS (Army Records Informatlon Management
System) Is the Army’s newest filling system

= ARIMS provides the Army with the ability to
more easily manage its hard copy and electronic
records. Using web based tools and technology;
ARIMS provides enhanced capabilities for the
iIdentification of important records, storage and
iIndexing of those records, and the tracking and
retrieval of those records stored in the Army’s
Records Holding Area(s). The Army Electronic
Archive (AEA) module of ARIMS provides large-
scale, secure storage for the Army’s important
email and other electronic records.



Why change from MARKS to
ARIMS'P

Under the MARKS System of ﬁlmg,
records were large and cumbersome.
There was a great deal of confusion
when trying to establish new records
or even determining when and where
an item should be filed.

= ARIMS streamlines the filing process
by empowering the controlling office
with the tools needed for success.



How is ARIMS different from
MARKS?

= A typical MARKS label would look
something like this.

25-1c Information Management (02)
Plans (IMP)

COFF 31 Dec 02, Trf RHA Jan 05, Ret

WNRC Jan 96, Dest Jan 2011




T:. MACOM MODPLAN
(04)

= T'his is an example of a new ARIMS label.
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Wait, that is a lot

differeni oy T

* As you can tell the new label 1S
much more compact.

= It also seems like there is quite a

bit less information on the new
label.

»You will see that all the old
information is still there, but in a
new form.




Parts of the New Label

» letter T refers to the file d13p051tion.
T is for transfer, K is for keep.

T: MACOM MODPLAN (04)

File name File year




Ok, that makes some

SRS DItk a0 gy
» What about my file numbers?

+File numbers are still used, and can
be found on the ARIMS website. You
can include file numbers on your files
if you feel they are necessary.

2b-1cl

T: MACOM MODPLAN
(04)




I am starting to
Jgnderstand oy Tl e

*How do I know when to stop and start
a file?

+All files are based either on calendar year
or fiscal year. You can find that
information by looking up your file in the
ARIMS website.




How do I get started'?

= The ﬁrst step to ARIMS 1S to get a copy of
AR 25-400-2 dated 18 March 2003.

= Next you will want to register with the
ARIMS website which is
https://www.arims.army.mil

= After you register you will be able to build
a Office Record List (ORL) for you files.

= In order to register properly you will need
to know your AKO email address.



https://www.arims.army.mil/

Step by Step Registration

Army Records Information Management System - Microsoft Internet Explorer

File Edit ‘“ew Favortes Tools Help

Gback ~ = - D 7at ‘ Q5earch  [GFavorites  EliMedia £4 | BN Sh B -

Address I@j hittps: {femsw arims. army  mil

first page
on the

ARMY RECORDS INFORMATION MAHAGEMEHT SYSTEM DISCLAIMER ARI M E ;
ATTEHTION: THIS IS A DEPARTMENT OF DEFEHSE COMPUTER 5YSTEM
Before processing classified information, check the accreditation level of the system. Do not process, store, or transmit information i
classified accredited above the accreditation level of this system e f ; 1 | e
L]

This computer system, including all related equipment, netwarks and network devices (includes internet access), are provided only far
authorized U5, Government use. DOD Computer Systems may be monitored for all lswful purposes, to faciitate protection sgainst

unauthorized access, snd to verify security procedures, survivability and operational security. h' °

Maonitaring includes, but is not limited to, active attacks by authorized DOD entities to test or verify the security of the system. During -..I_ ( : 1 1 C k I l e I e
monitoring, informstion may be examined, recorded, copied and used for authorized purposes. Allinformation, including personsl
intormation, placed on or sert over this system may be monitored

Use of this DOD Computer System, authorized or unauthorized, constiutes congent to monitoring of this system. Unautharized use may 18 e
subject youto criminal prosecution. Evidence of urauthorized use collected during monitoring mey be used for administrstive, criminal or
other adverse action. Use of this system constitutes consert to monitoring for all lawful purposes
.

PROCEED TO ARIME ARMY ML HOMEPAGE

Home | ARMS Training | Hot Topics | What's Meve | Search RRE-L | Links
Becords Management snd Declassificstion Agency | The Adiutart General | LS. Army Hurman Resources
Command | Army Home Pace

Contact Us | Privacy & Security Motice | About ARIMS | DoD Wish Policy d

[&) bore ’_’_ré_lo Internet




Step by Step Reglstratlon

::To begin the registration process Click on this

t a 43 Army Records Information Management System - Microsoft Internet Explorer = =1

Links **

File Edit “iew Favorites Tools Help

GBack -~ =» - (@ fat | Qi search [GFavorites SfMedia 4 | N S B

Address I@ htkps: /fwww . arims, army . milfaersmain. asp

LI @Go

-

ARMY RECORDS INFORMATION MANAGEMENT SYSTEM

View RRS-A UPDATES Download ARIMS E-Card
View ARIMS Training Application Download latest ARIME User's Guide
View Quick Reference Guide for Deployed Units

View ARIMS Account Information (lostforgotten usernames and passwords)

1. ARIMS will be temporarily offline from 08:00 EST to 12:00 EST on Friday April 30,
2004 for upgrade. Sorry for the inconvenience.

2. Mew Online Help Desk links will replace the Contact Us links on 4 May 04. The new
links will provide improved and faster service to include a history of all help desk
tickets and an expanded knowledge base offering effective solutions.

3. Mote:ARIMS must have both your organizational and AKO email addresses.
Please access your user profile and ensure all information is current and accurate.
To access: Log-in to ARIMS, click on the S¥S. ADMIN. tab and then on the USER
MAINTENANCE tab. After completing, click on the Update User Profile button at
the bottom of the form.

2. Your 2004 ORLs can now be created {Note that your 2003 ORL= have expired). cick

here for more information

The Army Records Information Management System (ARIMS) is provided by the LS. Army Records Management and
Declassification Agency (RMDA). £S primary purpose is to provide suthorized Army personnel with web-based tools and technology to
manage both hard copy and electronic Army records. =

& [ [ 5 [ meernet
iastart”J Ho=2Me & |J (2] Inbo - Micrasaft Outlook "@Army Records Inform... [®@|Document1 - Microsoft W, |Q§® @ G wz7am




Step by Step Registration

New User Introduction crosoft Internet Explorer

g

File Edit View Favaorites Tools  Help

dapack - = - @ 7} | Qisearch (G Favorites

Click the
blue link to

continue\

Address I@ https: e, arims army milfregfintro, asp

ARIMS REGISTRATIOH PROCEDURE

Hew!! View Registration Training
ATTEHTION: THIS IS A DEPARTMENT OF DEFEHNSE COMPUTER SYSTEM

This iz a DoD relsted computer system. Before processing classified information, check the security
accreditation level of the system. Do not process, store, or transmit information classified ahove the
accreditation level of the system. This computer system, including all relsted equipment, networks | and
netwark devices (includes internet access) are provided only for authorized LS. government use. DoD
computer systems may be monitored for all lavwful purposes, including to ensure their use is authorized,
for management of the system to faciltate protection against unauthorized access, and to verify security
procedures, survivabilty, and operational security. Monitoring includes, but is not limited to, active sttacks
by authorized DoD entities to test or verify the security of the system. During monitoring, information may
be examined, recorded, copied, and used for authorized purposes . All information, including personal
information, placed on or sert over this system may be montored. Use of this DoD computer system,
authorized or unauthorized, constitutes consent to montoring. Unawuthorized use of this DoD computer
system may subject you to criminal progecution. Evidence of unauthorized use collected during monitoring
be uszed for administrative, criminal, or other adverse action. Use of this system constitutes consent to
faor all lawful purposes.

CONTINUE MEW USER REGISTRATION

Home | ARIMS Training | Hot Topics s Mewy | Search RRS-A | Links
Becords Manaoement and Declassification Agency | The Adutant General | LS. Army Humsn Resources
Command | Artmy Home Page

=
(&) ,_,_ E & Internet
iﬂstartl“ m @ @ & |J (0| Inbax - Microsoft Outlook I@New User Introduction... @Ducumentl - Microsoft ... | QI(—@ @ Q 237 aM




Step by Step Registration

= Enter your
UIC code
here and

click GO
continue.

Mew User Introduction - Microsoft Internet Explorer

File Edit WYiew Favorites Tools Help

GaBack ~ = - @ 4t | @search  [lFavarites  iMedia £ ‘ BN S B -

Address I@j hiktps: | funana, arims . army . milfreg funitform, asp

j @G0 | Links ®

REGISTRATION

ARIMS REGISTRATION PROCEDURE

Mewr User Registration allovws users to register for ARIMS. Hotice: Before proceeding with the registration, you must know your
Unit i ion Code or Uni Pleaze type your UIC or Unitname in the text box and click go to continue your registration for
ARIMS. Dept of Anmy civilians can locste their UIC in Block 44 of a filed-in SFS0.

Your UIC and unit name a

ppears on your latest SF Form 50 for
civiligg i

assignment/PCS orders for military

Enter your Search String for Unit IdentificBgon Code or Unit Hame
I [e]

Please type UIC or Unitname and Click Go to

Home | ARIMS Training | Hot Topics | What's Mews | Search RRS-A | Links
Records Mansgement and Declassification Agency | The Adiutant General | U.S. Arny Human Resources
Command | Army Home Pade

Contact Us | Privacy & Security Motice | About ARIME | DoD Veb Policy

Bl
@ W
il start |J :[ﬁ @ © a8 H Inbux - Microsoft Outlook I@New User Introduction... Ducumentl - Microsoft W Qﬂf@ @ Q Q3F AN




Step by Step Reglstratlon

= Select your

unit by

marking
here.

E= Then click

e on “Submit

Home | ARIMS Training | Hot Topics | What's Mewy | Search RRS-& | Links

Records Managsment and Declassification Agency | The Adjtart General | LS &nmy Human Resources
Command | Army Home Pade
Contact Us | Privacy & Security hotice | About ARIMS | DoD ek Policy
o

jew User Introduction - Microsoft Internet Explorer

File Edit WYiew Favorites Tools Help

GaBack ~ = - @ 4t | @search  [lFavarites  iMedia £ ‘ B S -

Address I@j hibbps s, arims . army . milfregfregistrationsearch . aspaction=unit

Links **

j @Go

ARIMS REGISTRATION PROCEDURE

RECORD COUNT 1 MATCHES RESTART REGISTRATION

FORT LEAIS

PRSTTT A8, ROTC REGION 4

E

[&] [ 5 [ mtemnet
start ||| 4 [ A ® @& || [Olibo:-Mcrosoft cutlook || £7New User Introduction... EFjbacuments - Microsoft ... e ) 3@ 9msam




Step by Step Registration

—a-——a--———a-——a--———a--——a--————a-————a—————i—-—— ——a—— — - — - —
TERT
Office Symbol from  ee«- 5 01 4] @san Graers Gus 3 & G-
the pull down ]j_St. \ Address I@ https: ffw, arims  army. milfregfregistration, asp?action=registr ationfsearch=4w3w7 A A8Licid=200808sort=180rder=0&page=1 j @Go | L\nksj
# 2 S ele Ct your uS er ARIMS REGISTRATION PROCEDURE
level ( AC thI’l REGISTRATIOH: PROFILE ATION
5 ]
O ff].C e r) . \ CLICK H O INSERT & NEWM OFFICE SYMBOL FOR YOUR LINIT
ol office Symbol * [aTowre =]
-.I. 3 . E nter your \\ Please click on the link below to review the user level functions and
respagsibilities before proceeding with the registration process.
N ame. I~ “SER LEVEL FLNCTICNS AND RESPONSIBLITES
wl [y \ Usekﬁ'ss*\ IAcﬁon Officer j
= 4. User type is | e e
G ove I‘Ilment o W& = JsaLazar
h_' ast Hame *
= 5. Enter your e
address and phone Address > |PocimoUseET avE
numb er. Alt Address |
City * [FoRT LEws
State * IWashington j
h_- \ Zip* Jas433
:I' C liC k S ub mit fo =1 \\Cuuntry . |United States of America |
; ﬁlﬁphsne\ [z52s6Tazan |
to continue. ==
(* Indicates Recguired Field) | \K Submit Form |) Clear Profile Form
El

|@ Done I_I_E\o Internet
Hstant ||| AT BE I © @ | Blnoox- oo, [ New User 1. Bcorument1 -, | Emenagement..| Ep & 4 manag.. e saram




Step by Step Registration

. . . - — — - — — i — — & — — - — — i —
3 New User Introduction - Microsoft Internet Explorer -8l x|

File Edit Yiew Faworites Tools Help

FBack - = - @ o | @Search [l Favorites @Media @ | %v 5 - E nter your Ork
Address I@j https: s, arims.army. milfregfregistration, asp?search="W3W7 AARuicid=200808s0rt=1 &page=1 Border=0fsubmit=1 j @Go Links e I I l all addre S S
S 1 -

Enter your AKO
email address

e
ARIMS REGISTRATION PROCEDURE S e ]- e C t yo u r
REGISTRATIOH: ACCOUNT INFORMATION u S e rn a m e

ARIMS Password Criteria
Must be greater than eight (8) characters. fro m th e p u 11
Must have at least one (1) special character.
(Cannot contain these special characters: Less than (=), Greater than (=); Asterisk(*), Space( )

Must have at least one (17 numeric character. d O Wn

Must hiave at least one (17 capital letter.

Official Email Address * Isevero =.oligog@drotc Jewis army mil A// / a S S WO rd

AKO Email Address * Isevero.s.ohgo@u:M p

Username * [zouso x| C 1 c J t

s ick submi
o

Confirm Password * - fo rm to

If you wish to receive an email notification of your username and password, &

Click on the Yiew ARMS Accourt Information Iinkw&hnme page C O ntlnu e

( * Indicates Recguired Field) (I Submit Form HMM

i

|9:| Done ’_’_|—é_|0 Inkernet
dstart||| D B E S © @ || Blimbox-ticro..|[Einew user 1., Hpocumert1 -...| Evanagement...| EF &4 Manag...| A% smm




Step by Step Registration

lew User Introduction - Microsoft Internet Explorer
File Edt View Favorkes Tools Help i
Gback + = - (@ fat | Qsearch [EFavorites hMedia (4 | By 5 -

Address |ﬁj hittps: { i, arims . army  milfreq/registration. asp?action=conformationdsearch="3W 7 AAewicid=200808s0rt=1 &page=18order=0 j @Go |Links »
S ST RIS e [

REGISTRATION: ACCOUNT INFORMATION CONFIRMATION
(f'ou need ta click on the Submit Form button &t the bottom of the page to complete your registration)

g+ WIWTAA
|Unit Address *
|Unitname * ROTC REGIOH 4
" [office Symbal * ATOW-PA
;-;_ C O nﬁrm your User Class * UNIT
iz 3 First Hame * SEVERO
]_nfo r'm atlon L If Middle Hamne * SALAZAR
. = Last Hame * OLIGO
lt ].S all C O rre C t User Type * Government
. ) Address * BLDG 1010 LIGGETT AVE
click the link
7 5 e City * FORT LEWAS
Submit Form wa
Zip * 98433
Country * United States of America
Email Address * Severo.s.oligoi@4rote.lewis.army.mil
\ AKO Email Address * severo.s.oligof@us.army.mil
\ Telephone * 2539679830
Fax 2539677910
|Username * | S.0LIGO
[ * Indicates Required Field) ’\ Submit Farm o Back to Previous Form

|
=
&ooms T B




Step by Step Reglstratlon

= After you have submitted the forms
via the internet you will need to wait
for the ARIMS people to email you
back your Username and Password.
Once that happens you are
registered and ready to use ARIMS.



What is an ORL and how do I
make one'?

*=An ORL is what use to be known as the
Master File List. It is a list of all the files
that are contained within an office.

= To build an ORL go to the ARIMS website,
after logging in you will be able to go to
the RM-Assist Tab and then to Create ORL.

= After selecting the Create ORL you will be
Asked to name your ORL and give it a file
year.



How do I add files to my

* Once your ORL is created you will be
able to use the RM-Assist to add files
to it.

*You can search for files by name or by
file number.




Step by Step to Making an

a Army Records Information Management System - Microsoft Internet Explorer = |5| |_|

'Hh. ° File Edit Yiew Favorites Tools Help
K, Flrst I O g GBack ~ = - (2 a | Qisearch  [ElFavortes  Media $4 ‘ B S -
j @Gn

Address Iﬁj htbps: | . arims. army . milfaersmain. asp

And go to

Links **

ARMY RECORDS INFORMATION MAHAGEMENT SYSTEM

Download ARIMS E-Card
latest ARIMS User's Guide
ed Units Download latest ECS Version

ARIMS ANNOUNCEMENTS AS OF 04/26/2004

1. ARIMS will be temporarily offline from 08:00 EST to 12:00 EST on Friday April 30,

2004 for upgrade. Sorry for the inconvenience.

2. MNew Dnline Help Desk links will replace the Contact Us links on 4 May 04. The new
links will provide improved and faster service to include a history of all help desk
tickets and an expanded knowledge base offering effective solutions.

page.
3. MNote:ARIMS must have both your organizational and AKO email addresses.
Please access your user profile and ensure all information is current and accurate.

L]
:: I h e n C 11 To access: Log-in to ARIMS, click on the SYS. ADMIN. tab and then on the USER
MAINTEMANCE tab. After completing, click on the Update User Profile button at
the bottom of the form.

4. Your 2004 DRLs can now be created (Note that your 2003 ORLs have expired). cick
th e RM here for more information

o
A The Army Records Information Management System (ARIMS) is provided by the LS. Army
Records Management and Declassification Agency (RMDA). tts primary purpose is to provide = =
S S 1 S a- [ ) authorized Army personnel with web-based tools and technology to manage hoth hard copy and RiATIG (EOESCDM) LI
@ 3 @ e




Step by Step to Making an

a RM-ASSIST Menu Page - Microsolt Internet Explorer
File  Edit

GBack + = - () tat | Qisearch [GFavortes liMedia (4 | -5

Address I@j https: ffw, arims, army milfrmajrmintro, asp
s & .
s record ementjassistance : ) i t
ARMYARECO ) | - = YOour nex
HOME || ' RM-ASSIST 3 ) !
tepist
)
Hew!! Wiew RM-Assist Training Cll C k O I I t I I e
” ffi
(ARIME) and members of the general public. This subsystem will allow all users ta search the Army Record Retertion Schedules O O 1 C e
using & guery by example (QBE) form

L]
# OFFICE RECORD LIST (ORL) iz & subsystem which alloves both the authorized user from the unit and the RHA 12
create Office Record Lists (ORL) far units. The ORL will be tracked &t the Office Symbol level. This accomplished by e ‘ O I 1 S

linking ftems from the Army Reterdion Schedules to the Office Symbol as a basis for th cords that a unit will generate.

‘Wiew List of Proposed ORL's | b u tt O n o

Home | ARIMS Training | Hot Topics | YWhat's Mew | Search RES-& | Links
Eecords Management and Declassification Agency | The Sdiutant Genersl | LLS. Army Human Resources
Command | Army Home Page

Wiew Favaorites  Tools  Help

x| @so |Links
B

RM-ASSIST SUB-MODULE

FM Assist subsystem is comprized of two (2) major compaonents, RRS-A and Office Record List.

# RRS-A iz the subsystem that is available to both the authorized uzer of the Army Records Information Management System

Goto Office Record List

Contact Us | Privacy & Security botice | About ARIMS | DaD eb Policy

]
T T




Step by Step to Making an

ORL.

This screen
should list

RHA, Unit N\,
and Office
Symbol.

You will want
to click on the
“Create ORL’

ternet Explorer

File Edit Yiew Favorites Tools Help

GBack ~ = - (2 a | Qisearch  [ElFavortes  Media $4 ‘ B S

Address Iﬁj htbps: ) . arims . army . milfrmajorlintro. aspFaction=reloadofficesymbol

the unit's filing ares fol ure records collection by records managers.

MACOM FORSCOM

RHA Lewis (FORSCOM)

UHIT | ROTC REGICN 4 =l
OFFICE SYMBOL [aTownrm 2|

(1) To Create an ORL 7 Select the Create ORL button and enter name
(2) To Updatefiew an ORL 7 Select the ORL Name

VIEW ACTIVE ORL S

Approved Date Created Created By Active

Sorry!, There are no ORL < (Office Record Lists) for the Office Symbol you selected.

button to
continue.

Create ORL | Rename oRL || Copy ORL | wiew oRL | Updete oRL | Print oFL | Print Lobel

* Please use the COPY ORL button, to save an existing ORL as a hew one.

2_'] Done

’7 ’7 ’—g |4 Internst



Step by Step to Making an
ORL .

S5 B el e el e e TR M = ———————.—— S i R e R =
<c§ Office Record List - Microsoft Internet Explorer =18l x|
Ele Edit View Favorkes Tooks Help 'Hh' H
Back » = - @ al ‘ @Search [3] Favorites @Media @ | %v =] v fola? ere you
Address |ﬂj hitps: | fwww arims. army . milfrmafarlintro, asp?action=createor j @Go ‘Links »

»

OFFICE RECORD LIST (ORL) SUB-MODULE J W j. ]. ]. j. n p u t

Office Record List (ORL) is & subsystem which allows bath the authorized user from the unit and the RHA Records Manager the abilty to

creqte Office Record Lists (ORL) for unitz. The ORL will be tracked at the Office Symbol level, This process iz accomplizhed by linking W I I a t O l I
items fromthe Army Retention Schedules to the Office Symbol as & basis for the types of records that a unt will generste.
Ifthe ORL is created by the Unit uzer, the RHA Records Manager may approve the ORL before the unit can use the list. Once the unit has

created an ORL, & set of barcode labels can be genersted for the unit's use. These barcode labels are to be placed on foldershoxes in
the unit's filing area for future records collection by records managers,

MACOM FORSCOM

RHA Lewis (FORSCOM) RL

UNIT |ROTC REGICN £ =l O e
OFFICE SYMBOL | aTow-RM |

(1) To Create an ORL 7 Select the Creale ORL button and enter naime
(2) To Upchateiview an ORL 7 Sefect the ORL Nawme

named.

— 5l i
#* Then click

T the “Create

VIEW ACTIVE ORLs

I 1 tt
Year Approved Date Created Created By Active O R b l I O [ ]
°

Sorny!, There are no ORL= (Office Record Lists) for the Office Symbol you selected.

Creste ORL || Rename ORL || Copy ORL | View ORL | Updste ORL | prirt ORL | rint Label

* Please use the COPY ORL button, to save an existing ORL as a new one.

Home | &RIMS Training | Hot Topics | Yhat's News | Sgarch RRS-4 | Links ﬂ

[&] Done ’_’_|—é_|ﬁ Internet




Step by Step to Making an

= T'his screen
shows that

your ORL is
N

saved
successfully

= To continue
click on
your new
ORLSs nawre.

/23 Office Record Li

ternet Explorer

File Edit Yiew Favorites Tools Help

GBack ~ = - @[] 4 | @search  [ElFavortes  Media $4 ‘ B S

Address Iﬁj htbps: | s, arims . army. milfrmajorlintro. asp?action=create

HOME Il FM-ASSIST

Il HELP/

OFFICE RECORD LIST (ORL) SUB-MODULE

Office Record List (ORL) is & subsystem which allows both the authorized user from the unit and the RHA Records Manager the ability to
create Office Record Lists (ORL) for units. The ORL will be tracked st the Office Symbal level, This process is accomplished by linking
items from the Army Retention Schedules to the Office Symbol a5 a basis for the types of records that & unit will generste

the ORL is crested by the Unit user, the RHA Records Mansger may spprove the ORL before the unit can use the list. Once the unit has
ed an ORL, & set of harcode labels can be generated for the unit's use. These barcode labels are to be placed on foldershoxes in
filing sres for future records collection by records managers.

MACOM FORSCOM

RHA Lewis (FORSCOM)

uHIT [RoTC REGION 4 2|
OFFICE SYMBOL CHAL-RM =]

(1) To Create an ORL 7 Sefect ihe Create
(21 To Updatefview an ORL 7 Seiect the ORL

Jiton and enter hame

THE ORL WAS SAVED SUCCESSFULLY

VIEW ACTIVE ORL s

Approved Date Created Created By Active

Office Files 2004 Proposed  4/2852004 BryanMichasl Gowrie Yes

Greate ORL || Rename ORL || CopyORL | view ORL | Updste ORL | Print ORL | Print Labal

* Please use the COPY ORL button, to save an existing ORL as a new one.

Home | ARIME Training | Hot Topics | What's Meww | Search RRS-4 | Links
Records Mansgement and Declassificstion Agency | The Adiutant General | ULS. Arny Human Resources
Crmmaned | Army Home Pans

(]

’7 ’7 ’—g |4 Internst



Step by Step to Making an

a Dffice Record Li ternet Explorer

=18 ]

File Edit Yiew Favorites Tools Help

GBack ~ = - @[] 4 | @search  [ElFavortes  Media $4 ‘ v Sk

= Now your new

Address Iﬁj htbps: . arims . army. milfrmajorlintro. asp

OFFICE RECORD LIST (ORL) SUB-MODULE

Office Record List (ORL) is a subsystem which allows both the authorized user from the unit and the RHA Records Manager the ability to
create Office Record Lists (ORL) for units. The ORL will be tracked st the Office Symbal level, This process is accomplished by linking
items from the Army Retention Schedules to the Office Symbol 5 a basis for the types of records that & unit will generste

If the ORL i crested by the Unit uzer, the RHA Records Manager may approve the ORL before the unit can use the list. Once the unit has
created an ORL, & set of barcode labels can be generated for the unit's use. These barcode labels are to be placed on foldershoxes in
the unit's fiing ares for future records collection by records managers.

MACOM FORSCOM

RHA Lewis (FORSCOM)

uHIT [RoTC REGION 4 |
OFFICE S5YMBOL | aTow-RM |

(1) To Create an ORL 7 Sefect the Create ORL button and enter natme
(21 To UpdsteMview an ORL 7 Select the ORL Name

[VIEW ACTIVE ORLs]
Approved Date Created Created By Active
Office Files == 2004 Proposed  4/28/2004 jichael Gowrie Yes
creste ORL | RensmeoRL | copyorl | wieworL [( Updste orL ) printoRL | print Labal
i
* Please use the COPY ORL button, to save an existing ORL a W ONne.

Home | ARIME Training | Hot Topics | What's Meww | Search RRS-4 | Links

Eecords Management and Declassification Agency | The Adiutant General | LS. Army Human Resources
Command | Army Home Page

Contact s | Privacy & Security hotice | About ARIMS | DoD Web Polic:

j 6o |L\nks &
_j

ORL is
highlighted and
the 7 buttons
below it are
accessible.

= We will now

add a file to the
ORL.

= To Continue
click on the
“Update ORL

~ button.

|@ Done

’7 ’7 ’—g |4 Internst



Step by Step to Making an

#= Click on
the “Add

J office Record List - Microsoft Internet Explorer -8 x|

File Edit Yiew Favorites Tools Help

EBack v = - (D) at | Qsearch [FFavortes liMeda (4 | B8 -

Address Iﬁj hittps: i, arims. army. milfrmaforintro, aspraction=updateor!

x| P ks ?

HOME

OFFICE RECORD LIST (ORL) SUB-MODULE

SORRY THERE ARE HO RECORDS CURREHTLY IN YOUR ORL, PLEASE ADD RECORDS AND THEM RETURN

Records to
ORI’ link.

T i L00 RECORDS TO ORL

Home | ARIMS Trairing | Hot Topics | VWhat's Mew | Search RRS-4 | Links
Fecards Management and Declassification Agency | The Adjutart General | LS. Anmy Human Resources
Command | Army Home Page

Cortact Us | Privacy & Securfty botice | About ARMS | DoD sk Policy

|
1€l I_I_E o Internet




Step by Step to Making an
ORL. .

RRS-A Search - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help |

EBack + = - () 2 | Qoearch [EFavorites GliMedia (4 ‘ H 5

598%cboofficesymbol=144618rflnam

ffice% 20Filestureate:

Address Iﬂj hittps: s, arims. army. milfrrsanewrrssrch, asp?page=6aofh 28]

E L]
RECORDS RETENTIOH SCHEDULE UPDATE ORL - ARMY (SEARCH) FOR OFFICE FILES :‘- e Wl p u. t

Hew!! View RRSA Training -
Update ORL Records Retention Schedule - Army (RRS-A) allows all users to search the Related Links 1 l l t I l e O 1 d

. N Army Records Retention Schedules and iz a component of the Army Records
GRame: OMeElRIES) Information Management Systemn (ARMS). The Records Retertion Schedules B fdvanced Search

Created By: Bryan retlect all Mationsl Archives and Records Administration sgproved retention  ERS-A View Updates
Michael Gowrie and disposition information for Army records Dispoztion Codes MA R B ﬁl
Date Created; 4/28/2004
417:36 PM
Search by Keyword I l l l I I lbe I tO

| -

o search for

Search By Army Regulation or other
prescribing directive. Enter numbers

only, do not enter AR, PAM, etc. th e n ew

ARIMS file
CEVENT  NONEVENT & aLL
' PERMANENT " MO PERMANENT % ALL

O TRansFER O KEEP @ ALL nu mb e r
o

Browse by Record Category
IPIease Select a record categary j Order by © number © Description

Submit Search Rezet Form | Insert Mesw Instruction

&) Done l_ ’_ ’—g | Intemet




Step by Step to Making an

RRS-A Search - Microsoft Internet Explorer -8 x|

File Edit Yiew Favorites Tools Help |

EBack + = - () 2 | Qoearch [EFavorites GliMedia (4 ‘ H 5 -

Address I@j hitps: v, arims. army . milfrrsanew rrssrch, asp?page=6inoflid=10898%choofficesymbol=1446 1&finam

fice%:20Filestcreate

28

=~ We enter
6 O O ' 8 - 1 O a RECORDS RETENTIOH SCHEDULE UPDATE ORL - ARMY (SEARCH) FOR OFFICE FILES
Hew!! View RRSA Training
‘ ’ O Update ORL Records Retention Schedule - Army (RRS-A) allows all users to search the Related Links
ORL Hame: Office Files Army Records Retention Schedules and iz a component of the Army Records RS Advanced Sesrch
Search by Keyword

Information Management Systemn (ARMS). The Records Retertion Schedules :
Created By: Bryan retlect all Mationsl Archives and Records Administration sgproved retention  ERS-A View Updates
J6o0-5-10a
.
= Then click "

Michael Gowrie and disposition information for Army records Dispoztion Codes
Search By Army Regulation or other

gte Created: 4/28/2004
prescribing directive. Enter numbers

O n th e only, do not enter AR, PAM, etc.
" s Select Type of Record
u I I l ]_ CEVENT  NONEVENT & aLL

' PERMANENT " MO PERMANENT % ALL

S e arC h 4 C TRansFER O EEP @ AL

Browse by Record Category

tt %&e Select a record categary j Order by © number © Description i
.
button.
Submit Search Rezet Form | Insert Mesw Instruction

&) Done l_ ’_ ’—g | Intemet




Step by Step to Making an

A wecetat
our search
results bring
back 3 files.
gllii-A SEARGHFOR:  BHISEITEERCECEnIm I VNN, FRAE O R S8 The ﬁrSt one j.S

USE THE CHECK BOX TO SELECT ANY RECORD

— A to ORL Cart Checkout Cart Return to y 2L Dt S l I p e rS e d e d
| GO| Sesrch = 600-8-108

1-3 OF 3MATCHES PAGE 1 OF1 MNEW SEARCH PAGE l_ E th e S e C O n d j.S
D T TN T not selectable

PERSOMMEL Leave of absence files (Superseded; B30-

r ABSENCES uze RN E00-8-10a) Sa Bk .

i and the third
L]
1S current.

1-3 OF 3MATCHES

e | e e o = Click on the

| ' blue to link to
read
information on

., the file.

Address I@j hittps:jfw, arims , army,milfrrsanewrrsasearch, asp?page=~6anoflid=10698%cboofficesymbol=144618rflname=0ffice % 20Flestoreated=4/25/2004%204: 1?:35%20PM&by=Ej @GU

E00-  BO0-

Mo GRS 2, item Bb AOO0MBTAPC 8108 510

|&] Done l_ ’_ ’—g 4 Intermet



Step by Step to Making an

7 We see that
this is the
file that we

want to add
to our ORL.

= Click “Back
o List” to
return to

the section
screen.

File Edit View Favorites Tools Help

duBack ~ = - (D &} | Qsearch GaFavortes Emeda oF | BN S FE - 2]

Address |®_‘| https: ffwww.arims, army. milrrsanew/rrsdetail. asp?page=1&batchid=&uicid=&search=600-8-1 Datsearcheon =01

== NEWY SEARCH == == PRINT == == PREVIOUS

Record+ _tegory Personnel--General

These recards coneern sublects pertaining to miitary and civiian personnel not specifically
provided for in other B00 series, or which cortain procedures pertaining to more than ene
series. Generally, internal office personnel information relsting strictly to miltary personnel
s Idlertified below with & B00-series number, information on civiian personnel within an
office is idertified with & G30-series number

Leave of absence files

Copies of DA Form 31 used in requesting and grarting lzave for miltary personnel

KEB. Evert is after 3 years or GAQ auct, whichever is sooner, Keep in CFA until event
oceurs and then Urtil no lenger needed for conducting business, kut not longer than 6
years after the event, then testray

Re ord Description

[ sposition

Zvent Description 3 years old or G40 audi, whichever is sooner

A0001RTAPS
GRS 2, item B [Additional Disposition Authority
600-5-10a Record Type Keep

[Privacy Act Humber
Disposition Authority

Fiscal Year

hby=Firstarecc

[&] Done

E




Step by Step to Making an

File Edit Yiew Favorites Tools Help

GaBack ~ = - @[] 4 | Qisearch  [ElFavortes  Media $4 ‘ B S

Address Iﬁj hitkps: { funana, arims . army . milfrrsanew rrsaSearch. asptpage=6aoflid=106958cboofficesymbol=1446 1 Brfiname=0ffice %k Z0Filestcreated=4 25 2004%: 204 17:35%20PM&by=Ej @GD

= Place a
check mar
in the box to
select the
T | file to be
e oo added to the
ORL.
= Click the
“Add to ORL
Cart” button
sese— O cOntinue.

RRS-A SEARCH FOR SEARCH FOR OFFICE FILES: CREATED BY: BRYAH MICHAEL GOWRIE OH 4:28/2004 %17:38
P

ORL USE THE CHECK BOX TO SELECT ANY RECORD

Search within Results

1-3 OF 3MATCHES

600- 600~
8-10z 8-10

|¥ Personnel--General  Leave of absence files K Mo GRS 2, item Bb AQO0bTAPC

PAGE 1 OF1 MEW SEARCH

1-3 OF 3 MATCHES

RED ROWYS - UPDATED INSTRUCTION | GRAY ROWS - UPDATED ORIGINAL INSTRUCTICN SORTDESC.  TOP
GREEM ROWWS - INSTRUCTIONS IM CART | BLUE RCWS - INSTRUCTIOMS IN ORL




Step by

Step to Making an

ORI e

= Place check
marks on
the files
that you
have added
to your
ORL.

= Click “Add

to ORL’ to —

continue.

Ahttps:/

File Edit Yiew Favorites Tools Help |

GBack ~ = - ) a | Qsearch [EFavorites liMedia (4 ‘ A S

Address I@j https:jjwww.arims.army.mil,l'rrsanewforlcheckout.asp?hatchid=&uicid=&search=600-ﬂ-1Da&searchc0n=0&event=N&perm=N&tork=N&searchhy=First&reccatid=&armyreg=&j o

www.arims.army.mil /rrsanew/ orlcheckout.asp?batchid=Ruicid=R:search=600-8-10ag=searchcon=0 - Mi E = |E‘|§|

HOME
QORI CHECKOQUT CHECKOUT CART OFFICE FILES: CREATED BY BRYAH MICHAEL GOWRIE OH 4282004 4:17:38
CART T
Add to ORL Delete from ORL Cart
14 OF 1 MA{C\icllere to Add Records bo your selected ORL] PAGE 1 OF1 MEW SEARCH
REC. TITLE TK PERM DISP. AUTH PRIV, ACT HO. IIUM..
¥ PerscnnefGeneral Leave of absence files K Mo GRS 2 itemBh  AODDMKTAPC ?g:'a' 1530'8'

SORTDESC.  TOP

=] l_ ’_ E 4 Intemet



Step by Step to Making an

File Edit “ew Favorites Tools Help

“Back v = - @ﬁ|@5 ch  []Favorites @Md @“%‘é'@

Addres:

slﬂjhttp L ivava, arims, army . milrrsanewforlCheckout, asp?s

THAHK ¥OU FOR YOUR SUBMISSION, PLEASE CLICK OHE OF THE LINKS BELOW

RETURM TO Rbd-ASSIST | RETURM TO SEARCH | WIEWN AND APPROVE ORL

i@

’_ l_ ré_ |4 Ineemet

¥ T'hat is it.

Your files
are added to
your ORL.

= You can add

multiple
files to your
ORL before
checking out
the cart.
And
completing
the process.



Who approves my ORL’P

*Your ORL is approved by the Records
Manager.

=Your ORL is sent to them via the
internet and they will scrub it and
either approve or disapprove each file.




How do I print my labels?

= Highlight the ORL name and then click
on the Print Label box. Type the
number of labels needed for each type
of record number in the white box.
Click on the Print Labels red box near
the top of the page. Be sure you have
Avery labels #5161 or equivalent
loaded in your printer before you start

the print.



Step by Step Guide to Printing
Labels

= Log into
ARIMS and
go to the
RM-Assist
section.

= Highlight
your ORL
that you
want to print
labels from
by clicking
the name of
your ORL.

3 Office Record Li

ternet Explorer

File Edit Yiew Favorites Tools Help

GaBack ~ = - @[] 4 | Qisearch  [ElFavortes  Media $4 ‘ B S

Address I@j htbps: ) . arims . army . milfrmajorlintro. aspFaction=reloadofficesymbol

OFFICE RECORD LIST (ORL) SUB-MODULE

Otfice Record List (ORL) is & subsystem which alloves both the authorized user from the unit and the RHA, Records Manager the abilty to
create Office Record Lists (ORL) for units. The ORL will be tracked at the Office Symbal level, This process is accomplished by linking
iterns from the Army Retention Schedules to the Office Symbol s a basis for the types of records that & unit will generste

If the ORL is created by the Unit user, the RHA Records Mansdger may approve the ORL before the unit can use the list. Once the unit has
created an ORL, & set of harcode labels can be generated for the unit's use. These barcode labels are to be placed on foldershoxes in
the unt's filing sres for future records collection by records managers.

MACOM FORSCOM

RHA Lewis (FORSCOM)

UHIT | ROTC REGICN 4 =l
OFFICE SYMBOL [aTownrm 2|

(1) To Create an ORL 7 Select the Create ORL button and enter name
(2) To Updatefiew an ORL 7 Select the ORL Name

VIEW ACTIVE ORL S

Active

Approved Date Created Created By

rffice Files

2004 Proposed  4/28/2004 Bryantlichael Gowrie

Create ORL | Rename oRL || Copy oRL | wiew oRL | Updste oRL | Print oRL | rint Label

* Please use the COPY ORL button, to save an existing ORL as a new one.

J @Gn

Links **

|2_'] Done

’7 ’7 ’—g |4 Internst



Step by Step Guide to Printing
Labels

Record List

osoft Internet Explorer

File Edit WYiew Favorites Tools Help

GaBack ~ = - @ [ | Qisearch  [EFavortes  FMedis (4 | By S

Address Iﬁj https: ffwns. arims. army.milfrmajorlintro, asp

ATION NAGEEHT

I HELP/D

OFFICE RECORD LIST (ORL) SUB-MODULE

Otfice Record List (ORL) is & subsystem which allowes both the authorized user from the unit and the RHA, Records Manager the shilty to
create Office Record Lists (ORL) for units. The ORL will be tracked at the Office Symbol level, This process is accomplizhed by linking
iterns from the Army Retention Schedules to the Office Symbol as a basis for the types of records that a unit will generate.

If the ORL is created by the Unit user, the RHA Records Mansdger may approve the ORL before the unit can use the list. Once the unit has
created an ORL, & set of harcode labels can be generated for the unit's use. These barcode labels are to be placed on foldershoxes in
the unt's filing sres for future records collection by records managers.

MACOM FORSCOM

RHA Lewis (FORSCOM)

uHIT |ROTC REGICN 4 =l
OFFICE SYMBOL [aTowrm 2|

(11 To Create an ORL 7 Select the Create ORL button and enter name
(2) To Update/iew an ORL 7 Sefect the ORL Name

[VIEW ACTIVE ORLS]

Approved Date Created Created By Active

Office Files = 2004 Proposed  4028/2004 Bryantlichael Gowrie

Create ORL | Rename 0RL | Copy ORL | “iew ORL | Update ORL | PrintORL | Print Label

* Please use the COPY ORL button, to save an existing ORL as a new cne.

|2_1 Done

= Click on the

“Print
_—~Label”
button to

continue.

=l
Y T —



Step by Step Guide to Printing

Labels

= Put in the
box the
number o
the labels
that you

need for
that file.

= Click
“Print

Labels” to
continue.

File Edit WYiew Favorites Tools Help

Back ~ = - (2 at | Qisearch  [EFavortes  FMedis (4 | By S -

Address Iﬁj https:,l’,l’www.arirns.army’.m\lp’rrsanewfbarcude\fiew.asp?barcudE:trua&cbufﬁcaSymbUl:14461&0F|id=1D698&1FInamE:OFFicE%ZDFiIes&zreated=412512004°/o204:1?:38%20PI‘fj @GD

PRINT LABELS OFFICE FILES: CREATED BY BRYAH MICHAEL GOWRIE OH 4/28:2004 :17:38 PM
PRINT LABELS USE THE CHECK BOX TO SELECT ANY RECORD

PRIV. ACT REC.
HO. HUI

Leave of ahsgp fies K Mo A0001bTAPC 1532.8. o0

REC. TITLE

Bersonnel--General

Reset Form |

[
& R




Step by Step Guide to Printing
Labels

a https:/ /www.arims.army.mil ‘rma/printbarcode.asp?view =&list =&chofficeSymbol=14461%oflid=10698%:f - Microsol it - |E'|L|

File Edit Wiew Favorites Tools  Help ol "
GBack ~ = - (D[4 ﬁ|@saarch Gl Favarkes 0 Media @\%-5-@ I‘- Make Sure

Address I@j https:,i,iwww.arlms.army.mll,l’rma,ipr\ntbarcade.asp?waw=&l|st=&cboFF\ceSymbo\=14461&oﬂld=1DSQS&rfIname=OFF|cE%ZUFl\es&Ereated=412812t|tl4%2t|4:1?:38%2E|Pm&by=j s | Links **

JRAHIVIOIE g, RN ave

= Avery 5161

S —— or equivalent
labels loaded
into your

printer.

x= Click the
print button
and your

- I done.

L]

KN




Where can I find more
information?

#* More information can be found:
+In AR 25-400-2 (18 March 2003)

#+#Via the internet at
https://www.arims.army.mil

#Guides can be downloaded from
https://www.arims.army.mil/help/download.
asp

+A FAQ file can be found at
https://www.arims.army.mil/help/aersmainh
elp.asp

#And online training is available at

https://www.arims.army.mil/etraining/Sect
10n%204/4 0.htm



https://www.arims.army.mil/
https://www.arims.army.mil/help/download.asp
https://www.arims.army.mil/help/download.asp
https://www.arims.army.mil/help/aersmainhelp.asp
https://www.arims.army.mil/help/aersmainhelp.asp
https://www.arims.army.mil/etraining/Section%204/4_0.htm
https://www.arims.army.mil/etraining/Section%204/4_0.htm
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Contact Informatmn

* SGT Gowrie, 253-966-2971
(DSN 347-2971)

= Email is:
bryan.gowrie@4rotc.lewis.army.mil
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