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Archives and Records Centers
Information System (ARCIS)

Managing Your Personal Profile
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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.
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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.

Change Your Password - Click Here

Update Personal Profile - Click Here

Page 3 of 39



Captivate Friday, September 19, 2008

Slide 4 - Slide 4

i HE NATTONAL AKCHIVES Archives, gov Home

Persnrﬁ“’ronle Log Ouwt

m Reference Requests | Application Help | Application Administration

Towiew or edityour Personal Profile, -
¥ Welcome Reference Student 1! from Department of ARCIS Practice. select the Personal Profile link near
Today is Sunday, September 14, 2008 Please verify that your Profile is current. the top of ay ARCIS page
FEDERAL
RECORDS
CENTERS
My Transactions Record Center Locations by State Territory User Alens
I-"L_-:.Gv.‘l.'-'r—ld_-u.- Reguesis * Califomia \f\ﬁ Brare, Kl w'ﬁ'&wﬁ’.;\...v..u.
Agency Transactions ® Coloradn I y
. S * Ois f CallmbiE Top FAOs
- 1]

ome Contact Us

The U5, Mational Archives and Records: Administration
— BE01 Adelphi Road, Collese Park, MD 207 40-6001
b Telephoner 1-86-MARA-MARA or 1-866-27 2.6272
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THE NATIONAL

e | 0 2dit your profile,
click the Edit button.

Usel

ow Home

lle Log Ouwt

& 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 A
agreements between NARA and your agency used to establish charge accounts.

Agreements

“Back | Confinue |
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THE NATIONAL ARCHIVES

Archive

Personal Praofile  Log Out
[Fome | Roerence Reawots | Rppicat

Fields with open text boxes or drop-down lists may be completed ar

. edited. Items without the red asterisk are not reguired, but may reduce -
Ser paer 5
[Save | [Caneel | [Changs Pasaword | data entry when later submitting a transaction through ARCIS.
*Last Name: *Agency: Adidress Line 1: [0 Mot Email:
Studentt Department of ARCIS Practice 5| F]
Agency Location: Addiess Line 2: " 2
*First Mame: Work Phone #: o Record Group:
11— I P — aaa | v e
Recolds Center; z Zip Codle:
FRC - Philadeiohia Middle Name: WVou b R, C!rulrlry'.
*Challenge Question: |
b Prefbc *Emaik:
*Challenge Answer: refstul @nara goy
Job Title: User ld:
REFSTLH @NARS, GOV

[ Save | [ Cancel || Change Password |

Aqgreements

1-1aM1
Charge Code Charge Account Status Primeiy Agreement 2 Agi eement Type Fiscal Year
Al 19888841 Active >

W aee Mational 2008

v Home  Contact Ltz Priv olicy y 4 i of Information Act
Back Continue

The L=, National Archives and Records Administr ation
2501 Adedohi Road, Coliage Park, MD 20740.6001

TR S Lt LY
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Reference Requests | Application Help VTGS 0T TR R T L 001

Archives. gov Home

Personal Profile

Log Out

User
[ save | [ Cancel || Change Password |

*Last Name: *Agency:

Student1

Department of ARCIS Praciice

Fiscal Vear Charge Code

[{]1-10f1]¥]

s

m of Informeation Act
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Archives. gov Home
Personal Profile  Log Out

Reference Requests | Application Help VTGS 0T TR R T L 001

User
[ save | [ Cancel || Change Password |

*Last Name: *Agency:

Studenti Department of ARCIS Praclice

[ save | [ Cancel || Change Password |
Agreements

Primary Agresment £ _ Agreement Type ; Fiscal Vear

govHome  Contact Lis
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THE NATIONAL ARCHIVES

m CEE TS ) W RATETE Application Administration

Archives

Personal Profile

oy Horme

User

[ save | [ Cancel || Change Password |

“Last Name:
Student1
*Firsi Ve
Referance
kiddle Hae:

Mk i -
i LT

*Agency:
Department of ARCIS Praciice
Adency Logation:

Work Plhone =

[

Work Fax =2

Address Line 1: Do Not Email:
=l O
Adidiess Line 2: B T A ——
LT
City: .
State: B33 -
Tinn ‘L‘ﬂﬁ‘\.u\ — Reaealile Costegs

FRC - Philadekshia
*Challenge Ouestion:

Country:
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Archives. gov Home

Personal Profile  Log Out

m e L Ll Application Administration

User
[ save | [ Cancel || Change Password |

*Last Name: *Agency: Address Line 1: Do Mot Email:
St Department of ARCIS Praciice i F]
udent1
- ! Adency Location: Addiess Linge 2 . . R o it

Sawe || Cancel | Change K

Agreements

Agreement Type Fiscal Year > Charge Code Charge Account

Mccessibiity  Freedom of Information ot A ves gov Home  Contsct Ls
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THE NATIONAL ARCHIV Archives. goy Home
Personal Profile  Log Out

m e L Ll Application Administration

User
[ save | [ Cancel || Change Password |

*Last Name: *Agency: Address Line 1: Do Not Email:
.Stutlenh ] Department of ARCIS Praclice [ | 0

Adency Logation:

Address Line 2 an. .

Job Title: User |

Practice Technician REFSTUI@NARAGOY
[ save | [ Cancel || Change Password |
Agreements
[4]1-10of1 ¥
Primary Agreement = Agreement Type Fiscal Year Charge Code Charge Account Staius
> W ags Matianal 2008 Al 19088341 Active

ov Home  Contact Us  Priv y  Freadom of Information Act I

The LS. Nationsl Archives and Recards Administration
5601 Adelphi Rioad, College Park, bD 20740.8001 o
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THE NATIONAL ARCHIVES

m Reference Requests | Application Help JIETTLE

Personal Profile  Log Out

User
[ save | [ Cancel || Change Password |
*Last Name; *Anency: ..
Student! Department of ARCES Praciice
: Agency Location:
“First Nowre: Waork Phone £
SIS 314-555-1111
Middle N 3 .
iy e L Winche Eave sz ..
Challenge Cuestion
W
‘Challenge Answer:
1-10f1
Charge Code Charge Account Status
Al 1 98 82T Active
W

Address Line 1: Do Not Email:
e55 Line 2:
ate:
Zip Codes
Prefic
W
Job Title:
Fractice Tachrueian

Sawe | Cancel | Change Passwond

Aqreements
Primaiy Agieenent =
> w gae

O
*Record Group:
888
Records Ceiter:

St T | TR B R R
3 4-555-2222
Emaik
refsiul @nara gov
User
REFSTU@MARLS, GO

Agreement Type

Mational

Ths L= Hetmnal 2 ichive = and Recosds Sdmniciration

e

=11}
T B

e Fioad,

albege Park, W0 20747 530

Coum|

Fiscal Year
2008
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Archives, gov Home

THE NATIONAL A
Personal Profile  Log Owt

m e L Ll Application Administration

User
fomee 1T i R it s ..

“Last Name: *Agency:
PEETE— .
b &enh_mm']m oL ot
“First Name:
Records Center:
FRC - Philadeiphia
; “Challenge Cuestionc
. - “Emait
refsiul @nars gov “Challenge Answer:
Job Title: User Id:
REFSTUH@MNARA GOY

Practice Technician

liR-=Emr el Gh jresdnsasnistlv

Agreements

Fiscal Year Charge Code — Chai ge

Contact Lz of Informat

The U5, National Archives and Records Administr ation
8501 Adedphi Road, College Park, MD 20740-5001

A A L
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THE NATIONAL ARCHIVES Archives, gov Horne
Personal Profile  Log Out
m e L L Ll Application Administration

[fyour address is not available in the pick-list, click the Mew
button to add it

User
[ save | [ Cancel || Change Password |

| [ Senee] LChanap PassmardL ... ..
Agreements

[€]1-1of1]¥]

Status Piimeaiy Agresment = Agieement Type Fiscal Year Charge Account

| IEE I i

wHome  Contact s Priv
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THE NATIONAL AR Archives.goy Home

Personal Profile  Log Out

m e L Ll Application Administration

User
| save | [ Cancel || Change Password

|
Thddress L T )
*Last Hame: . ;A —M Email:
Student! ;’:’;““‘ e | ' a
- - f -

Skt I T | PR N

*TFirsi Mamnea:
Reference State: _ 2 =
L T o Tioy £ e,

Country: | USA w

Fob e
Fraies Machnicia

WP Intemet

[ Save [ Cancel | Change Password |

Agreements

Fiscal Vear

The US. National Archives and Reconds Administ ation
AR Adelichi Rinad ©ol o Dol 84N MTAENM, .,
i

..... [ I AT =TT - TR RN, Lt LY
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THE NATIONAL ARCHIVES

User
[ save | [ Cancel || Change Password |

*Last Name:
Student1

A s

Fefer=nce

EINITEE
|Firapt|ﬁ£|Techn|cJan

[ Save | [ Cancel || Change Password |

Agreements

Fiscal Year
00e

o of Information Aot

Charge Cotle
Al

*Address Line 1: |
Address Line 2:
*City:

State:

Zip Codde:

Country:

Charge Account
198888A1

UBA v

 Interret

Status
Active

Archives

Personal Profile  Log Out

bt Email:

1-1of1
Primary Agreement 2 Agreemer
> vy ges Mational

The U=, National Archives and Records Administration
5501 Adelphi Road, College Park, 84D 207405001

i e e e
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THE NATIONAL ARCHIVES

http:/fgpeatest.archives.gov - Contact Add . A

Personal Profile  Log Out

A | E£x0OET_LE _

*Agery
Degpartm

m Reference Requests | Application Help JIETTLE stration
User i
[gave | [ can A B ! —
il | (e Eosnwasdt .
Email: “Last Name:
a Student
o Group: *“First Name:
ds Centey
Philacegphia
v Mpe Cuestion
— Y
=ave || Cance ge Answer:
| @ Interret !
ment Type Fiscal Yeat Charge Code Charge Account
| =2 ¥ EES LEJOra [ ===——H1]§"7
of Information Act
The LS National Archives and Recards Adminisiration
8501 Adelphi Road, College Park, D 20740.5001

Agenc *City:
Work N =
Reference 31 4-5 T
Middle Hame: Work F Zip Code:
314-5 Country: | LS4
pl i i — =l e
= refstul
Job Title: User |
R Tl 4
Practice Technician EFSTU &1 Dor
Sawe | Cancel | Change Password
Agreements
1-10of1
e Primary Agreement = Agreei
—]s: e e m_—
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User
[save Icmml | ﬁ"iwu_eaqﬁm.,m. N .
O
P vl Group
j—
i
ds Center:
Fhilackeiphia
v e Question:
enge Answer:
Charge Code Charge Account
Al S 1AARARAT _
rdom of Informs

Personal Profile  Log Out

[T W S SO BLT_LN _*
b LR I
Student1
“First Name;
Reference
Middle Hamne:

Prefioc

Joh Title:
Practice Technician

REFSTU =7 pore

| Save | [ Cancel | Change Passwond |

Agreements

Primary Agreement = Agreement Type Fiscal Vear
> | _w  ees Mational JnnR.

2801 _A delphi Road, Colege Par k40207408001

a Loy By PR U Y S o P RV e bt

he LS. National Archives and Reconds Adminsioation...
W
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Archives

Personal Profile  Log Out

User
[ save | [ Cancel || Change Password |

Last Namme: B T mal:
Student: O
*First Namme: il Group:
Reference: 2 4.51m L K et m
- . (MO Is Cemter:
e ——— Zin Code; «
m Mame:, ... ®r - fis my Philacelphia
3145 Country: MT enge Ouestion:
b il L *Emai D JL_\
i | -mfeh [ 1=l I 1 L g e[ | 1] RN e L
Job Title: User ﬂﬂ
R 1 T
Practice Technician B |‘El Deone @ Internet |
Save | Cancel | Change Password |
Aqgreements
1-10f1
e Account Status Primeany Agreement = A ecment Type Fiscal Vear Charge Code Cha
8a8A1 Active > ' aes Mational 2008 Al 19

_ e ) = of Information Act

The LS. National Archives and Reconds Administration
o 0T 0T o - HB01 Adelphi Road, College Park, MD 20740-5001

W

D
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Archives, gov Home

Personal Profile  Log Out

User

[save lcmiﬁ” n"imu_egﬁml. )

— (bl " Al
[l Student]
ril Groug: “First Nare:
. - o Referznce

[IL

LA B bl

e Question: |
w Piefic

@ e Answer:

Jish Title:

@ Internet Riraeties ek =6 — | Done
[Save | [ Cancel || Change Passwond |
Agreements
1-1aM1
an Charge Code Charge Account — Status Primary Agreement = Agreement Type Fiscal Vi
4 TErenam dative s | Hshangl Eliij

Fresdom of information Act

The ULZ. National Archives and Records Administration
8501 Adelphi Road, College Park, MD 20740-8001

o S I, ¥ e T

fRiNTA ReATRA oo d
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THE NATIONAL ARCHIVES
Personal Profile  Log Owt

m e L Ll Application Administration

User f & .gov - Contact Add A

[ Gawe lcmiﬁ” n"infw.l?aqﬁm.'.i..m-

bR ] = S LS
O Student1
ril Groug: “First Nare:
= Refetance
ds Center: Middle Mame:
Philacelohia
v . Quiestion — 131457
— " Prefix
[Save |[Cancal e ey i v
“H T —— g Do ... & Trpermet

Agreements

ea . ChaoeCode . _ Chagefceoams ... Staws ... : N Pesement= e Aveement Tupe L Fiscal
005 | —— [Btive o]« e Haticnal

The U= Hational Archives snd Becords Adminisiration

2501 Adedpni Foad, Coliege Fark, sD 2074075001

o P P O T Y LY LBt )
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Archives, gov Home

Personal Profile  Log Out

User

[save lcmiﬁ” n"imu_egﬁml. )

b LR I
Student1
“First Name;
Reference
Middle Hamne:

Piefic

Job Title:

Interret Prartice Tachnisian | .
N [ P - R - - - - - L AT, TR TRl BT PR
Bgreements
1-10i1
Agreement Type Fiscal Vear Charge Code Charge Account Status Primany Agresment =
Mational 2008 Al 198828A1 Artive > W ags
Freadom of Infor . w Home  Comtact Lis Pr

[ririEtr ation The U= National Archives and Records Ad

EO01

2501 Adelphi Road, Coliege Park, BD 20740,
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Archives, gov Home

Personal Profile  Log Out

User

[save lcmiﬁ” n"imu_egﬁml_ )

b LR I
Student1
*First Nanwe:
Reference
Middle Hamne:

Piefic

CANCEl e Answer: v
Job Title:

Inbermst Practice Technician

[ Save | [ Cancel || Change Password |

Agreements

1-10f1
Charge Code Charge Account Status Piimeary Agreement = Agieement Type Fiscal Vear
Al 1 9B88EA1 Active > v BeB Mational 2008

The U=, National Archives and Records Administration
8501 Adelphi Road, College Park, MD 207408001

T P I Y

R TTY TR TN TN LN Lt 1)
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THE NATIONAL ARCHIVES Archives
Personal Profile  Log Out
User s
=y |F|IF. ,
Adklress Address Zip
Cl State Cournty
- LS e - < ~agdfl i Lhsp] ) .._..:'y_.- = . i - P - ST

Depa 1245 5t O
Studenti >

Ages Spruce LN Room 123 Louls MO 63132 USA e
“First Mame: Wor —— =
Reference 314 LR | Y |

- 5 Cefilef:

Middle Mame: Wl | B

314 e Cuestion:

v Prefic “Em
b retsh e Answier:

Job Title: Use|

REFS| =
Practice Technician 2] Done @ ntermnet

Cancel || Change Password
Bygreements
1-10oM1
Charge Account Status Primary Agieement 2 Agreement Type Fiscal Yea Chaige Code}
L T b v | qedl. . .- nmn . i .. 2000 Y

Fresdom of information Act

Page 24 of 39



Captivate Friday, September 19, 2008

Slide 29 - Slide 29

THE NATIONAL ARCHIV Archives. goy Home
Personal Profile  Log Out

m Reference Requests | Application Help NG L

] http:/fgpeatest.archives.govfarciscustgalstart.s... E|@® a

User
[ save | [ Cancel || Change Password |

H 101 @

Adkdress Address

“Last Namg; o 1 1L N : »
1245 5t |
Room 123 MO 63132 USA Studertt m 3
Spruce LN Louis ‘ r— : :,-m
H [ 2L S i e r— TiE T B Hafe L H ”
314 e Question:

.me Answer:

el vd permameeeee, — - w N

LN WS E ML

Agreements

Charge Code Charge Account Status
Al T9geasal

_ I : ' m et

The U= Hetional Apchives and Recosds Sdmnict stion
2501 AoepniFoad, Coliege Park, 4D 2074005001

o S O O N S ey R P R S o}

Primany Agieement £ Agreement Type Fiscal Vear
>0 « s Natidgal 2006
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Personal Profile  Log Owt

m CEE TS ) W RATETE Application Administration

User s

[ save | [ Cancel || Change Password |

*Last Name: *Agency: Adidress Line 1: [0 Mot Email:
i R L 0
- A el ALl e 2 - - - -
Ensifane: Wosk Phone 2 il TR e,
Refetance 314-555-1111 City:
. St Louis Recolds Cefiter:
Middle Hame: Work Fax =: State: FRC - Philageiphia
314-555-2272 ey Challenge Ouestion:
. T rﬂ@eﬁrm
e i o
e i 63132 N
vy redstul @nars gov Country: *Challenge Answer: "
Job Title; User li: HER
R TR o (SO
Fractice Tathrieian EFSTUNGNARA GO
[ Save | [ Cancel | Change Password |
Agreements
of1 1-1
Piimany Agieement 2 Agreement Type Fiscal Year Chaige Code — Charge Account Status

i N - —

2501 AcepniFoad,

T e

W
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THE NATIONAL ARCHIVES
Personal Praofile  Log Out
[ Home | [PT=TNGEGE Application Administration
User s
[ save | [ Cancel || Change Password |
*Last Name: *Agency: Address Line 1: Do Mot Emaik
e Sz 0
= { i il e 22 | "
*First Hame: rk Phone Room 123 Record Growp:
RFferears TT. PR | T e T — — E","L'".J
— _ : oulis Reconds Center:
B RS - Fhiisdelptis Bl o A e T .
*“Challenge Ouestion: e E MO
20“9: PreTbe *Email: gg: =
iy b retstiu] @Enara ooy ol
: LR TS R N ST (e i Job Title: User Id: LSA
WEED = e pels A e Py —— REFSTUAEMARLD, GOt
Whatl s wanr molh e fsmaidEn TRCHCE-leCnEian
Wi as wour childhood hero? | | | |
Wihat'is vaur prefemre dunternet pas sword? T e AR
Aqgreements
1-1aM1
Charge Code Charge Account Status Prrimeary Agreement = Agi eement Type Fiscal Year
Al 1 GHEEE] Active > v HEE Mational 2008
RS Platinna A hives ol Becords Sdmmisiration
- 2501 Adetpni Foad, Soleye Park, W8 2074055001
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Personal Profile  Log Out

[ Home | [PT=TNGEGE Application Administration

User b
[ save | [ Cancel || Change Password |
*Last Name: *Agency: Address Line 1: Do Mot Emaik
T s 0
= { i il e 22 | "
*First Hame: rk Phone Room 123 Record Growp:
RFferears TT. PR | T e T — — S;'L'".J
— _ : oulis Reconds Center:
B RS - Fhiisdelptis Bl o A e T .
*“Challenge Ouestion: e E MO
20“9: What is your molther's maiden Name? [§% Pi&li: -Emaik: gg;a
iy *Challenge Answen: bt ratsiul E@nara goy Con
: Job Title: User ld: LISA,
Tl PR, GO
Fractice Tlachriean REFSTIE G
[ Save | [ Cancel || Change Password |
Aqgreements
1-1aM1
Charge Code Charge Account Status Prrimeary Agreement = Agi eement Type Fiscal Year
Al 19882841 Active > W aEe [Mational 2008
TRsilE Hationa Apchives ol Becopds Sdmmistration
3 Zsi Adelahi Bioad, Solge) ek 8B 207400

) o Lt il e b o o
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THE NATIONAL ARCHIVES Archives. gou Horne
Personal Profile  Log Out
m Reference Requests | Application Help NG L
User s
[ save | [ Cancel || Change Password |
*Last Name: *Agency: Adidress Line 1: Do Mot Emaik
Student] Depariment of ARCIS Praciice 1245 Spruce LN ] O
- Agency Location: Addiess Line 2: » .
*First Hame: rk Phone Room 123 Record Group:
REfppnre qa P A ST R A I| o :!tll%?lr-. o 830 SI-I:' _d
— - : oulis Recolds Center:
P FRC - Philadelpta Mo fmnere: ittt P it
*“Challenge Ouestion: e E MO
AL SIS O Un rioitier's At Narme?. v Prefix: T L Zip
-5 ]
ey “Challenge Answer: ¥ retstul Enara ooy
-{3:-,.._- = i S Wearlb .
T ENAR S GO
Fractice Tackrucian FEESTL &
Save | Cancel | Change Password |
Aqgie aents
1-10f1 i i i ]
After completing updates to your Personal Profile, click the Save |
htuis [harge Code Charge Account S
button.
ive 51 i 19888aA1 A

gov Home Contact s Privacy Policy  Accessibiity Freedom of Information Aot
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THE NATIONAL

ARCHIV

Archives
Personal Praofile  Log Out
m Reference Requests | Application Help JIETTLE stration
User s
[ save | [ Cancel || Change Password |
*Last Name: *Agency: Adidress Line 1: Do Mot Emaik
s e 0
- { i il e 2 - .
*First Hame: rk Phone Room 123 Record Group:
REfppnre '10 P A ST R A I| o, :h%?ﬁ o 830 S’.I-I:'_-J
— - : oulis Recolds Center:
e FRiC - Fhiladelptis = Siadns e WA i T ey
*“Challenge Ouestion: e E MO
Ot SIS O Un rioitier's At Narme?. v P elix: T o L Zip ¥
b ¥
I Ry, “Challenae Answer: - retzl Erara g
= Jines Job Title: User 1d:
TUA AR, GO
Fractice Tachrieian REFSTING o
1 T P . [ ann | p—senery || g
QL= cwne el
I Aulamen'rs
1-1oM1
——— LA "||WHEW__—__‘ RgreEmidl Iy pemre— " Sl T 42 Wl e o R OO L ]
Active > v aae Mational 2008 Al 198888A1
Freedom of Information Act
The U= Nationsl Archives and Record:
e [ R L 0 | SR e e 1 AT WL

s L =

b o
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THE NATIONAL

Archiv

ARCHIVES

Personal Profile  Log Out

m LT e ) T Tl Application Administration

Your Personal Profile has now been edited and saved. Click the
User Continue button near the bottom of this screen to view the process for 5
[ Save || Cancel || Change Passw changing your ARCIS password.
*Last Name: *Agency: Adidress Line 1: Do Mot Emaik
Student] Depariment of ARCIS Praciice 1245 Spruce LN i
- ' I URgeney _deanon - e T Boulesy _md 2 . : .
*First Nanme: Work Phone £ Room 123 Recod Grouyp:
Referance . City: a88 I
(314) 5551111 =3 Lowiis R —r—
. ecofds Center:
Middle Name: Work Fax &: State: FRC - Philadelphia
(A3 BF 5 P2202 Mo - Rl | T T Y
Prefic *Emaik gg;;"dﬂ’ What is your mother's maiden Name?  «
b refsiul @nara.goy Country: *Challenge Answer:
— Ik Titlas e Usar b - e
- o T T 'RE'ESI'U'i@'N:&RA GOV =TALHUCE  =2Cnrmcidn
[Save || Cancel | Change Password
Agieements
1-10f1
Fiscal Year Charge Code Charge Account Status Primany Agreement = Agreement Type
2008 Al 19888841 Active > o gaa Mational
The LS. National Archives and Reconds Administration
& 550N Adeiphi Road, College Park, MD 20740-5001
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THE NATIONAL ARC Archives. goy Home

Persong! Profile  Log Out

m Reference Requests | Application Help | Application Administration

To change your password, enter the Personal Profile

screen through the link near the top of any ARCIS A
= Welcome Reference Student 1! from Department of ARCIS Practice. page
P O £ T e L B B L Rt T o IR s
FEDERAL 1
RECORDS ARCIS Online
CENTERS
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