PREPARING AN OFFICE RECORDS LIST (ORL)

1. Log into ARIMS after registration.

2. Click on to RM-Assist.

3. Office Records List (ORL) Sub-Module will come up.

4. Click on Create New ORL

a.  You will be creating a name for your ORL,

b.  You will name your ORL your office symbol 

5. After you have named your ORL with your office symbol you will go back and click on your Office Symbol.

6. When you click on your office symbol you will be able to access all of the different buttons.

7. Now you click on the “update” ORL button.

8. It will bring you to another window and you will click on add instructions to ORL. (Add instructions to ORL is how you add your records to your list.)

9. Now use browse by Record Category or Key word. (Which ever method you chose to use)

10. When you decide which Record name you want, click on the box to the left of the Record Category and then click on the “Add to ORL Cart” button. (If you request a record that has been superseded(S) read the information that follows the superseded record.  The information will give you the new record number that you use for the superseded record.

11. This will bring you to another window; you need to click on the “checkout cart”.

12. At this window you will need to check on the box at the left of the record to add the record to the checkout cart

13. At the next window click on “Add to ORL” button

14. Continue steps #6 thru #13 to create your ORL.

