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Archives and Records Centers
Information System (ARCIS)

Creating an ARCI|S 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.
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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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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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The fields marked with * are reguired fields
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These are Series of Help Texts.
The fields marked with * are reguired fields

Please do not use Browser Back Button, Use the Back Butlons in the forms whenever possible

Please review the Reference Request prorto submitiing.

Check Application Help section for mare guidelines on hew Lo create a Reference Regquest
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The fields marked with * are reguired fields
Please do not use Browser Back Button, Use the Back Butlons in the forms whenever possible
Please review the Reference Request prorto submitiing.
Check Application Help section for mare guidelines on hew Lo create a Reference Regquest
Reference Reqguest
" Sawe and Finish Later || Cancel | Continiie 1o Review and Submit
Click on "Sawe and Finish™ 10 continue |ater %
Clirk an*Caneal® tn raneal tha anarstion
Click on™Continue 1o Review and Submit™ to review and submit the Refarence Reguest
hils: Requuest Details Reference Details Shipment Details Status Det
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ated "E" ":‘1;9"‘9 Transfer - DON GREENLEE H“e'"":d"':
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These are Series of Help Texts.

The fields marked with * are reguired fields

Please do not use Browser Back Button, Use the Back Butlons in the forms whenever possible
Please rewiew the Reference Request pror to submitting.

Check Application Help section for mare guidelines on hew Lo create a Reference Regquest

Reference Request

Edlit || Sawe and Finish Later J'hm

Click on"Edit to update the Reference Raguest

Click on "Sawe and Finish™ to continug |ater

Feview the request and submit.

Click on"Submit” to submit the reference request.
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prence request has been submitted successfully and will be processed by a NARA Representative as quickly as possible
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