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Overview:

This guide is designed to provide step by step instructions for uploading Shipment Data
Files (SDF) and Record Index (RI) Files into ARCIS/MRS via the ARCIS/MRS MTF Customer
Web Portal. It also provides instructions on how said files should be created and extracted
from CHCS.

When a MTF is ready to retire a shipment of inactive medical records to the National
Personnel Records Center (NPRC), two electronic ASCII files are first generated within
CHCS.

Shipment Data File (SDF): The electronic ASCII file that provides information about the
MTF shipping the records and the shipment details (used by NPRC to create
Transfer/Accession documentation).

Record Index (RI): The electronic ASCII file that provides a patient information index of
each medical record that is included in the shipment (used by NPRC to generate registry
indexes and labels).

Under the legacy Medical Registry System (MRS) process, these files were created by
Medical Record Technicians in CHCS and then extracted by the System-Electronic Transfer
Utility (System-ETU). Once extracted, these files were transmitted via SFTP to the Veterans
Administration’s Austin Information Technology Center (VA-AITC).

Under the new process, covered within this user guide, said files will still be created by
Medical Record Technicians. However, the files will then be automatically extracted from
CHCS by the System-ETU on a nightly basis. Once extracted, the System-ETU will then save
the files to the MTF’s LD (logical device) secure directory. Designated PAD POCs will then
access the files and upload them directly into ARCIS/MRS through the use of the
ARCIS/MRS MTF Customer Web Portal.



Chapter 1: Creating the SDF and RI ASCII Files in CHCS
(Performed by Medical Records Technicians)

The SDF and RI files that are uploaded into the ARCIS/MRS MTF Customer Web Portal
originate from data held within CHCS. In the legacy MRS process, the SDF (.S01) and RI
(.R0O1) ASCII files were created in CHCS and then extracted by the System-Electronic
Transfer Utility (System-ETU) for SFTP transmission to the VA-AITC. The IT specialists at
the VA would then upload the files into the legacy MRS application, thus making them
available for NPRC to process.

In the new ARCIS/MRS file upload process, MTF Medical Records Technicians still create
the files in CHCS. However, while the System - ETU still extracts the created files, it now
saves said files to the MTF’s LD (logical device) secure directory. Designated PAD POCs will
then access the files and upload them directly into ARCIS/MRS through the use of the
ARCIS/MRS MTF Customer Web Portal.

In order to create the SDF and RI files, the MTF Medical Records Technicians must adhere
to the following instructions:

Step 1: Medical Records Technician generates the index in CHCS

Step 2: Verify, edit the index for records that are not available, and then package the
records

Step 3: Enter the shipment information into CHCS menus using the existing business
processes:

Primary Menu: (EXISTING)

CRI Create Records Index

EPR Edit/Process Records Index
DEL Delete Records Index



CHCS - Reflection for UNIX and OpenVM C=re X

Eile Edit Connection Setup Macre Window Help
OD=-H & # A= T o e |[EE EHEH NP

Do you uwant to use the file room's default devices? Yes// Ho

You are tracking "MEDICAL RECORDS TRACKING' records
. from the 'INPATIENT RECORDS FILE ROOM' file area.

Transaction Menu

Pull List Functions Menu
Request Record Menu
Record Information Menu
Management Reports Menu
Transfer/Retire Menu
System Definition Menu

Select Medical Records Menu Option: FE Transfer/Retire Menu
CRI Create Record Index

EPR Edit/Process Record Index
DEL Delete Record Index

m

Select Transfer/Retire Menu Option:

158,37 | & VT500-7 -- polk.chcs.amedd.army.mil via SECURE SHELL 00:00:48 | Mum | Caps

Secondary Menu (NEW OPTIONS LISTED IN RED)

FFD Create Label Printers for FASTFill

FFP Fast Fill Parameters Add/Edit

FFT Transmission Totals for Fastfill

FM FileMan Menu

FRI Format Records Index in ASCII (NEW) see steps below #4
PAP Modify PHSD Metric PAP Screening Ad Hoc Parameters



Step 4: MTF Medical Records Technicians creates the SDF (.S01) and RI (.R01) ASCII data
files (It is recommended that the FRI key and FTP client secure server access is restricted
to Supervisor and Management staff or those assigned the ARCIS create file access):

e MTF Medical Records Technicians will be provided a secondary CHCS menu
option (FRI Format Records Index in ASCII) where the ASCII files can be
generated for ARCIS/MRS

i. NAME: RT MTRR ASCII
ii. ~ MENU TEXT: Format Record Index in ASCII; synonym FRI

e Steps to create ASCII files:

i.  Type FRI at the CHCS prompt

ii.  Choose the correct file room (inpatient or outpatient)

iii.  Type NO at the “do you want to use the file room’s default devises?
YES//” prompt

iv.  Select the correct shipment that was generated; mark it (by pressing
the “end” key on the keyboard) and then arrow over to ASCII to
format the record

v. Type “YES” at the “Are you sure you want to format the selected index
into ASCII? NO//” prompt, and then wait for the system to generate
the files

vi.  Once the files are complete, exit and wait for the System-ETU to
extract the files and save them to the MTF’s LD (logical device) secure

directory

Eile Edit Connecticn Setup Macre Window Help
OD=E-EH £ é T | r o | EEEHE N

Do you want to use the file room's default devices? Yes// Ho

You are tracking 'MEDICAL RECORDS TRACKIMG' records
. from the 'INPATIENT RECORDS FILE ROOM' file area.

Transaction Menu

Pull List Functions Menu
Request Record Menu
Record Information Menu
Management Reports Menu
Transfer/Retire Menu
System Definition HMenu

Select Medical Records Menu Option: FE Transfer/Retire Menu
CRI Create Record Index

EPR Edit/Process Record Index
DEL Delete Record Index

m

Select Transfer/Retire Menu Option:

158,37 |8 WT500-7 -- polk.ches.amedd.army.mil via SECURE SHELL 00:00:48 | Num | Caps -6-




|

Eile Edit Connection Setup Macre Window Help
DeE-EH & #A P T o | BE EHE K

Medical Records Transfer and Retire

MEDICAL RECORDS TRACKING User : CODK,CONNIE L
OUTPATIENT RECORD ROOM Date/Time: 06 Oct 2014@1505
Record Room Index Date HPRC Accn # User Type Sort Entries

OUTPATIENT RECO 28Jun04@1625 338-05-2118
OUTPATIENT RECO 03HMar06@1345 338-07-2021
OUTPATIENT RECO 235ep07@1622 338-08-2322
OUTPATIENT RECO 17apri2@0812 338-14-0550

fark pollp  polln  [scii  [elp effit
Select an item to process.

72,2 |§ VT500-7 -- polk.ches.amedd.army.mil via SECURE SHELL 00:06:13 | Num | Caps

File Edit Connection Setup Macre Window Help
DeE-EH & #A P T o | BE EHE K

Medical Records Transfer and Retire

MEDICAL RECORDS TRACKING User : COOK,CONNIE L
OUTPATIENT RECORD ROOM Date/Time: 06 Oct 2014@1505
Record Room Index Date HPRC fccn # User Type Sort Entries

OUTPATIENT RECO 28Junl04@1625 338-05-2118 LL ouTP  TERM 9026

OUTPATIENT RECO 03Mar06@i345 338B-07-2021 LL OUTP  TERM 10097
LOUTPATIENT RECO 255ep07oi622 338-08-2322 LL OUTP  TERM 4035

e

fire you sure you want to format the selected index into ASCII? HO//

[ EEEEEEEEEEEEEEE—————————————————————,

Tark poflp  poln  fscii  [elp eflit
Format record index in ASCII.

78,71 |8 WT500-7 -- polk.ches.amedd.army.mil via SECURE SHELL 00:06:42 | Num | Caps




Chapter 2: Extracting SDF and RI ASCII Files From CHCS and
saving them to the MTF’s Logical Device Secure Directory
(Performed by System-ETU and monitored by CHCS SA)

Once the MTF Medical Records Technician creates the SDF and RI files in CHCS, said files

are ready for extraction from CHCS by the System-ETU. During the extraction process, the
System-ETU will save the SDF and RI files in the MTF’s LD (Logical Device) secure
directory. The System-ETU will extract and save the files to the LD secure directory nightly
at a time specified by the MTF. Note that:

The LD secure directory common drive must be protected and only visible to
PAD office/individuals loading the SDF and RI files into the ARCIS/MRS MTF

Customer Web Portal.

The System-ETU template will use the account that is created with the LD
secure directory device.

The System-ETU file template that has been established for ARCIS/MRS contains the
following field configurations:

Name or IP address for remote system: 127.0.0.1
User ID for remote system: FT_ARCIS

Password for remote system:

Files to be exported: MRR*

Description of transfer and notes: To be added
Point of contact name, phone or email: To be added
Send original or send streamed copy option: Copy
Days Template Logs held before purging: 7
Maximum retransmits: 1

File compression mode: none

File transfer method: sftp

S/FTP execution qualifier(s): /noprogress

S/FTP verbose setting: off

ASCII or binary transfer: binary

Transmission log transfer option: none

Hour [:minute(s)] for automatic schedule transmission: 03:00
Qualifier for frequency of transfer invocations: D
Maximum allowable days between invocations: 365



Chapter 3: Obtaining the SDF and RI ASCII Files from the MTF’s
Logical Device Secure Directory (Performed by PAD POCs)

Once the System-ETU has successfully deposited the SDF and RI data files into the LD
(Logical Device) Secure Directory, the ARCIS/MRS PADPOC(s) must access said directory
and obtain the files for upload into the ARCIS/MRS MTF Customer Web Portal. The
designated PAD POC(s) are those who are authorized by their respective Service Branch to
access both the LD Secure Directory and the ARCIS/MRS Customer Web Portal. In order to
obtain access to the LD Secure Directory, each PAD POC must request an SFTP account
from their local MTF CHCS SA. This special SFTP account will be used to pull the SDF and
Rl files from the LD Secure Directory over to their own workstation for upload into the
ARCIS/MRS MTF Customer Web Portal.

In order to obtain an SFTP account:

Step 1: Make a request (by phone or email) to the local MTF CHCS SA for the SFTP account
on the LD Secure Directory. The PAD POC must provide “Last Name” to the CHCS SA as a
part of the request

Step 2: The CHCS SA creates the SFTP account using the CHCS System-Admin module.
Once the account is created, the CHCS SA provides the account and password to the PAD
POC.

Note: The entire account process should take ~15 minutes to complete. These account will
be logged in via SSH to change the password only and also for restricted SFTP access
(which is limited to the designated directory location) for either ‘put’ or ‘get’ file
commands.

Once the PAD POC has an SFTP account and successfully logs in to the system, they will be
able to pull SDF and RI file from the LD Directory over to their workstation PCs. In order to
pull the SDF and RI files the PAD POCs must adhere to the following instructions:

Step 1: Log into workstation PC.

Step 2: Ensure that the directory C:\ARCIS exists on the workstation PC’s internal hard
drive. If it does not exist, create the directory.

Step 3: Run the Attachmate Reflection FTP Client program. It should be found by using the
following path: Start -> All Programs -> Attachmate Reflection -> FTP Client.



Step 4: Select the SFTP Site. If this is the first time accessing the site:

e (lick on “New”
e (lick on “Add SFTP Site”

e Enter the host name of the IP address of the CHCS Server (the CHCS SA will
provide the PAD POC with this information).

e (lick on “Next”

Step 5: Once the STFP site has been created and/or selected, then select User.

Step 6: Click on “Advanced”.

Step 7: Enter the username and password for the SFTP “FT” account (the naming
convention for SFTP accounts is FT_LASTNAME) provide by the CHCS SA.

Step 8: Click on “Security”.

Step 9: Click on “Secure Shell”.

Step 10:
Step 11:
Step 12:
Step 13:
Step 14:
Step 15:
Step 16:
Step 17:
Step 18:
Step 19:
Step 20:

Step 21:

Check on option “Use Reflection Secure Shell”.
Click on “OK".

Click on “OK” again.

Click on “Next”.

Click on “Next” again.

Click on “Finish”.

Click on “OK”.

Click on the directory header on the left panel.
Select C:/ARCIS from the drop down box.
Drag the SDF and RI files from the right panel to the left panel.
Close the Attachmate Reflection FTP Client.

Click on “Save”.

-10 -
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Notebooks
| [SFTP connection established. o= g Smart/Ask User 10/6/2014  3:07PM ||
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Chapter 4: How to obtain an ARCIS/MRS MTF Customer Web
Portal User Account (Obtained by PAD POCs):

In order to upload SDF and RI files into ARCIS/MRS, the MTF PAD POCs will also require
access to the ARCIS/MRS MTF Customer Web Portal. To gain access to the Customer
Portal, a user must submit a request for access to their ARCIS/MRS Service Branch POC
using the form depicted below.

MARA Federal Records Centers
Archives and Records Centers Information System (ARCIS)
ARCIS MRS MTF Customer Portal User Account Request
Step 1: Specify Action Requested

Action Requested: Create Mew Lser [] Modify Existing User Delete User

Step 2a: ARCIS MTF User Information
Please provide information about the user who's account requires the action requested in Step 1

Name: Last: First: Midale Initial:
(Office Phone: Commercial Phone: ext:
E-mail Address: Job Title:

Military Treatment Facility (MTF) Name:

Record Group: Check box for appropriate Service Branch

DMIS 1D [] AirForce- 342 [ Amy-338 [ |Navy—052 [ DHA- 330

MTF Mailing Address:

Step 2b: Specify Level of Access and Sign & Date Request
Check all that apply. {Leave blank for requests to delete user.)

Level | — Ahility to view and upload SDF and Rl files submitted by MTF user
Level Il - Ability to view SDF and R files for all Navy MTFs

User Signature & Date:

BY SIGNING THIS FROM, YOU AGREE TO THE TERMS OF USE: on the reverse side of this form. Authorized access is
granted for official dufies. Information showd not be shared, fransferred or provided to wnauthorized persannel.

Step 3: Submission of Application to Service Branch POC

Instructions to Applicant: Forward this form to the Service Branch POC designated to authorize new ARCIS MRF MTF Customer Portal
users. |f you do not know who this person is, please contact the ARCIS help desk at arcishelpinara.gov or {314) 801-9300.

Step 4: Service Branch POC Authorization Information
Prowvide information about the Senvice Branch POC authorizing request for action.

Name Last: Hodgkin First: Glinda Middle Initial:
Office Commercial Phone: ] ] B

Phone/Fax: (303) 676-3418 Ext: Commercial Fax: - (303) 676-3827
E-mail Address: Glinda.Hedgkin@dha.mil JOCI"!F:{:-QFUE: DHA-Records Management

Step 5: Submission of Application to NARA
Instructions to Service Branch POC designated to authorize new ARCIS MRS MTF Customer Portal users: E-mail this completed
application from their.mil e-mail account fo arcishelpinara.gov. By emailing a scanned copy of this form with the user's signature, the
Sendce Branch POC is authorizing the request. DO NOT MAIL OR FAX THIS FORM.

Step 6: Receipt of login information and verification and approval of application
MPRC staff will verify the information in the application, notify the Service Branch POC designated to authorize new ARCIS MRS MTF
Customer Portal users that the new user has been added, and e-mail the user ID and password to the new user. Users should be able
o log in to ARCIS immediately.

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 121704 (D8/2013)

Form iz available online at hitw:'www archives. zov/si-lowis‘militarv-personnel a zencies ‘medical-Temsiry-sysiem himl

-12 -



To fill out the form use the following steps:

Step 1: The person requesting access to the ARCIS/MRS MTF Customer Web Portal fills
out the first section of the form by specifying the action requested as Create New User.

Archives and Records Centers Information System (ARCIS)

ARCIS MRS MTF Customer Portal User Account Request

NARA Federal Records Centers

Step 1: Specify Action Requested

b

Action Requested: Create New u@ (] Modify Existing User (] Delete User

Chmee Na: ADRAIC MTE llaaw lnfarmatinn

Step 2a: The person requesting access to the ARCIS/MRS MTF Customer Web Portal fills
out all fields in the second section of the form pertaining to the ARCIS/MRS MTF User
Information. This includes the requested user’s:

Last Name
First Name

Middle Initial (optional)

Office Commercial Phone Number & extn

E-mail Address
Job Title

Name of the Military Treatment Facility

DMIS ID

Service Branch & Record Group

MTF Mailing Address

-13 -



ARCIS MRS MTF Customer Portal User Account Request
Step 1: Specify Action Requested

Action Requested: Create New User [C] Modify Existing User (7] Delete User

Step 2a: ARCIS MTF User Information
Please provide information about the user who's account requires the action requested in Step 1

Name: Last: JSER First TEST Middle Initial: A
Office Phone: | Commercial Phone: (111) 111-1111 ext: 1234 I
E-mail Address: Test.User@Navy. Mil Job Title: Tester

Military Treatment Facility (MTF) Name:

Navy Test Military Treatment Facility

. Record Group: Check box for appropriate Service Branch
bmis 10: 9999 O AirForce-342 [] Army-338 Navy - 052 [] DHA- 330

MTF Mailing Address: yayy Test Military Treatment Facility
1111 Test Drive
Test City, Test State 12345

Step 2b: The person requesting access to the ARCIS/MRS MTF Customer Web Portal
checks the level of access they require in the system, and then prints-out and signs the form
at the bottom of the second section.

Level I - Provides user with the ability to view and upload SDF and RI files submitted by

the MTF user (recommended for most users)

Level II - Provides user with the ability to view SDF and Rl files for an entire branch of
military service (only recommended for ARCIS/MRS Service Branch POCs and other
administrators)

-14 -



Step 2a: ARCIS MTF User Information
Please provide information about the user who's account requires the action requested in Step 1

Name: Last USER First TEST Middle Initial: ;A\
Office Phone: | Commercial Phone: (111) 111-1111 ext 1234
E-mail Address: Test.User@Navy.Mil Job Title: Tester

Military Treatment Facility (MTF) Name:

Navy Test Military Treatment Facility

, Record Group: Check box for appropriate Service Branch
omis i0: 9999 O AirForce-342 [] Army-338 Navy-052 [] DHA- 330

MTF Mailing Address: v, Test Military Treatment Facility
1111 Test Drive
Test City, Test State 12345

Step 2b: Specify Level of Access and Sign & Date Request
Check all that apply. (Leave blank for requests to delete user.)

fi Levell>&\bi|ity to view and upload SDF and Rl files submitted by MTF user
|

S Level Il // Ability to view SDF and Rl files for all Navy MTFs
User Si

BY SIGNING - Tse side of this form. Authorized access is
granted for official duties. Information should not be shared, transferred or provided to unauthonized personnel.

Step 3: The person requesting access to the ARCIS/MRS MTF Customer Web Portal then

scans and emails or faxes the completed copy of the request form to the ARCIS/MRS
Service Branch POC for their military branch. NOTE: There is only one ARCIS/MRS

Service Branch POC for each branch of military service. If you do not know who the Service

Branch POC is for your military service branch, please contact the ARCIS Help Desk at
arcishelp@nara.gov or (314) 801-9300.

-15-
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Step 4: Once received, the ARCIS/MRS Service Branch POC reviews the request form and
fills out all fields in the fourth section of the form pertaining to the Service Branch POC.
This includes the ARCIS/MRS Service Branch POC’s:

Last Name

First Name

Middle Initial (optional)

Office Commercial Phone Number & extn
Office Commercial Fax Number

E-mail Address

Job Title

NOTE: The ARCIS/MRS Service Branch POC may choose to have these fields pre-populated
on the form.

Step 3: Submission of Application to Service Branch POC

Applicant should forward this form to the Service Branch POC designated to authorize new ARCIS MRS MTF Customer
Portal users. If you do not know who this person 1s, please contact the ARCIS help desk at arcishelp@nara.gov or (314)
801-9300.

Step 4: Service Branch POC Authorization Information and Access Level
Please provide information about the Service Branch POC authorizing request for action

Name | Last: NAVYPOC First: AuthorizedTest Middle Initial: B
Office Phone/Fax: | Commercial Phone: (222).222-2222  ext: 4321 Commercial Fax: (333)-333-3333

E-mail Address: AuthorizedTest.NavyPOC&Navy.Mil Job Title: Test Navy POC

Step 5: The ARCIS/MRS Service Branch POC designated to authorize new ARCIS/MRS MTF
Customer Web Portal users should e-mail the completed request form from their .mil e-
mail account to arcishelp@nara.gov. By emailing a scanned copy of the request form with
the user’s signature, the Service Branch POC is authorizing the request. Please do not mail
or fax the form.

Step 6: NPRC staff will verify the information in the application, notify the Service Branch
POC designated to authorize new ARCIS/MRS MTF Customer Web Portal users that the
requested user has been added, and e-mail the user ID and password to the new user. The
new user should be able to login to ARCIS immediately upon receipt of the user ID and
password.

-16 -


mailto:arcishelp@nara.gov

Chapter 5: Uploading SDF and RI Files using the ARCIS/MRS
MTF Customer Web Portal (Performed by PAD POC)

Once the SDF and Rl files have been pulled from the LD (Logical Device) Secure Directory,
the ARCIS/MRS PAD POC will need to upload said files into ARCIS/MRS through the use of
the ARCIS/MRS MTF Customer Web Portal.

The following steps are to be used by the PAD POC in order to upload the SDF and RI files
using the ARCIS/MRS MTF Customer Web Portal.

Step 1: The PAD POC must use Internet Explorer web browser to go to the following
address:

https://eservices.archives.gov/arcis

NOTE: Internet Explorer is the only web browser that is currently compatible with the
ARCIS application.

Step 2: On the ARCIS/MRS MTF Customer Web Portal page, The PAD POC must then enter
their ARCIS User ID and password. They then must hit either the “Enter” key or click on the
login button on the screen.

G Fovoniey | g @] Vord Taow ey w3 Tuggevind Sany =
Bi= @ -0 0 e Satayr Teos= @3 T 0

ARCIS Customer Portal

< Trusied saes | Frobeoed Mode 08 i v Ren -
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Step 3: From the Home view, the PAD POC then clicks on the “MRS File Upload” view tab.

THE NATIONAL ARCHIVES

Personal Profile Log Out

I 3 s voas |
Reports -

Welcome, TEST USER from the Department of the Navy.

Today is Wednesday, August 07, 2013. Please verify that your profile is current.
FEDERAL Please set a Challenge Question and Challenge Answer!

RECORDS

CENTERS

ARCIS Help
¢ Contact the ARCIS Help Desk

¢ Read the Online Manuals

Get Training

ARCIS News and Information
eral ARCIS News and Information

bout ARCIS

About the Federal Records Centers
* Re

ds Center Locations

The U.S. National Archives and Records Administration

2601 Adelphi Road, College Park, MD 20740-5001

National Archives main number: 1-85-NARA-NARA or 1-386-272-6272
ARCIS Help Desk: 314-801-3300

Step 4: The PAD POC must then click on the “CREATE Upload Files” link.

THE NATIONAL ARCHIVES

Personal Profile Log Out

IEZERN| MRS File Upload

Reports A
MRS File Uploads

Actions

Step 5: The PAD POC then clicks on the “New” button within the MRS Bulk Load applet in
order to create a new Bulk Load Batch.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

[T ks Fie Upload |
Reports -
Fd 1-40fd
Bulk Load Id File Name Created Created By DMIS ID MTF Hame Status Status Date Comments System Comments

> 1-2MNJAIF MRR0999000000000P201201130729.801 7125i2013 10:46:47 AM TESTUSER@NAVY MIL 0999 USAFAC1 Submitted 712512013

> 1-2MJAIS MRR0999000000000P201201130729.801 71252013 10:23:59 AM TESTUSER@NAVY MIL 0993 USAFAC1 Submitted 712512013

> SDF File Not Attached 5/30/2013 03:59.47 PM TEST.USER@NAVY.MIL Initiated 5/30/2013

> SDF File Not Attached 5/30/2013 01:44:50 PM TESTUSER@NAVY MIL Initiated 5i30/2013

-18 -



Step 6: The PAD POC then clicks on the “New” button within the MRS Bulk Attachments
applet.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

IEZEEN| MRS File Upload
Reports -

MRS Bulk Load
Bulk Load Id: File Name: Comments:
1-20150U SDF File Not Attached
DMIS ID: Status:

Initiated
MTF Hame: Status Date:

&T2013
MRS Bulk Attachments
([ tew Jf Query | No Records | [5]

‘Attachment Hame Size (In Bytes) Type Modified Comments

Contact ARCIS

Step 7: The PAD POC must then click on the “Attachment Name” pick list icon within the
MRS Bulk Attachments applet.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

Xl MRS File Upload

Reports =

MRS Bulk Load

Bulk Load Id: File Name: Comments:
1-201500 SDF File Not Attached
DMIS ID: Status:
MTF Hame: Iniiated
Status Date:
8712013

MRS Bulk Attachments

*Attachment Name: @ Size (In Bytes):
Type: Comments:

Size (In Bytes):
DEE Modified:

Contact ARCIS
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Step 8: The PAD POC then clicks on the “Browse” button in order to navigate out to the
network folder where the SDF file was saved.

THE NATIONAL ARCHIVES .

es.gov Home

Personal Profile  Log Out

IEZEEH| MRS File Upload

Reports =
MRS Bulk Load

Bulk Load Id: File Name:

Comments:
1-20150U SDF File Not Attached
DMIS 1D: Status:
MTF Name: Initiated
Status Date:
272013 @ htep:/) archives ppletl - Add Attach.. =

MRS Bulk Attachments

Please specify a File Name: i
Filo Hame: —.
*Attachment Name: bl

.
ype:

Size (In Bytes):

NOTE: The SDF and RI files should be saved in the ARCIS folder on the
C:\ Drive of their workstation PC.

-20-



Step 9: The PAD POC then navigates to the ARCIS folder on their C:\ drive where the SDF
and RI files were saved, selects the SDF file that they wish to upload into the Bulk Batch and
hits the “Enter” key or clicks on the “Open” button.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

IEEEEN| MRS File Upload

@& Choase File to Upload
MRS Bulk Load

[}l « M-SIG » ARCIS » ARCISREGISTRY » MRSRegistryMEW » MRRT Migration Files » Beta Test Files

(I ~ [4 ][ seorch 8
Bulk Load Id:
oives Organize = New folder
DMIS ID: <] Documents b Name
MTF Name:
& Music - _
MRR0399000000000P201201130729.501 1/13/20: S01 File
= Pictures
B v ] MRRO
ideos
MRS Bulk Attachments
8 NARA-AL2206
*Attachment Name: ‘J;‘ Local Disk (C:)
Type: oxx YD RW Drive (D:) 11C10007720
Size (In Bytes):
¥ PRESERVATION (\\AZ2U1DATA3\AZUI DATAS\SHARED\NARA\NW) (G:)
5 JJSTEWAR (\\MPRGP1\DATA\HOME) (H:)
p——— 3 WINAPPS (\\MPRGPL\DATA\SHARED) () 3
- 8 CENTER_WIDE_RO (\\MPRGPL\DATA\SHARED\MANAGEMENT_STAFF_R\
¥ SHARED (\\VALGP1\DATA) (N:)
¥ PRES (\\MPRGP1\DATA] (O:)
4 PRES (\MPRGP1\DATA] (P:)
9 RESPONSE (\MPRGPL\DATALCMS) (Q:)
8 ARCHIVAL (MPRGPL\DATASHARED) (R
¢ COMMON (\\MPRGP1\DATA\SHARED) (5:)
¥ MAMAGEMENT_STAFF_RW (\\MPRGP1\DATA\SHARED) (T:)
5 BUDGET (\\MPRGPI\DATA\SHARED) (U:) -
File name: MRRO999000000000P201201130729,501 T Files [P, -

Reports  ~

Step 10: The PAD POC must then verify that the file that was selected displays as an S01
file within the MRS Bulk Attachments applet. If SDF file is displayed as an S01, they then
click on the “Save” button within the MRS Bulk Attachments applet. NOTE: If the file type
is displayed as something other than S01 (for example as TXT) then the SDF file will not
upload. If this occurs then PAD POC, should contact their CHCS SA to determine why the
SDF file was not saved with an .S01 filename extension.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

IEZEEN| MRS File Upload

MRS Bulk Load

Bulk Load Id: File Name:

1201v88 SDF File Not Attached
DMIS ID: Status:
MTF Name: Initiated
Status Date:
8182013

MRS Bulk Attachments
((Save ) Cancel |
—

*Attachment Name: HRR0999000000000P201201130729 Lo Size (In Bytes):
Type:

Size (In Bytes):

Contact ARCIS

Comments:

240
Comments:

Modified: 8/8/2013 08:29:33 AW

Reports -
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Step 11: After the SDF file has been uploaded, information about it will be displayed in the
MRS Bulk Attachment applet. The PAD POC must then click on the “New” button within the
MRS Bulk Attachments applet again in order to begin the upload of the RI file.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

IEZEEN| MRS File Upload
Reporis v

MRS Bulk Load
Bulk Load Id: File Name: Comments:
1201v99 SOF File Not Attached
DMIS 1D: Status:
MTF Name: Initiated

Status Date:

/32013,
MRS Bulk Attachments
1101 (]
o

Attachment Name Size (In Bytes) Type Modified Comments
>  MRR0999000000000F201201130729 240 s01 8/8/2013 09:45:33 Al

Contact ARCIS

Step 12: The PAD POC must then click on the “Attachment Name” pick list icon within the
MRS Bulk Attachments applet.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

IEZEl| MRS File Upload

Reports  ~
MRS Bulk Load

Bulk Load Id: File Name: Comments:
1-201500 SDF File Not Attached
DMIS 1Dz Status:
MTF Hame: Initiated
Status Date:
8712013

MRS Bulk Attachments

*Attachment Name: @ Size (In Bytes):
Type: Comments:

Size (In Bytes):
(R Modified:

Contact ARCIS
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Step 13: The PAD POC then clicks on the “Browse” button in order to navigate out to the
network folder where the RI file was saved.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

IEEEEH| MRS File Upload
Reports -

MRS Bulk Load
Bulk Load Id: File Name: Comments:
1-20150U SDF File Not Attached
DMIS ID: Status:
MTF Name: Iniistes

Status Date:

87013 @ http/gpeatestarchives.gov/SSWEApplet] - Add Attach,., (=] (=1 e
MRS Bulk Attachments Please specify a File Name: )
File Name:
*Attachment Name: L
Type:
Size (In Bytes):

NOTE: The SDF and RI files should be saved in the ARCIS folder on the
C:\ Drive of their workstation PC.
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Step 14: The PAD POC then navigates to the ARCIS folder on their C:\ drive where the SDF
and RI files were saved, selects the RI file that they wish to upload into the Bulk Batch and
hits the “Enter” key or clicks on the “Open” button.

THE NATIONAL ARCHIVES

Personal Profile  Log Out

MRS File Upload
Reports  ~

{& Choose File o Upload [
MRS Bulk Load
S [ « M-SIG » ARCIS » ARCISREGISTRY » MRSRegistoyNEW » MRRT Migration Files b Beta Test Files = [ 4 | [ Search Beta Test Fites »
Bulk Load Id: .
1-201ve0 Organize w New folder = O @
LB =| Documents “ Name Date modified Type Size
MTF Name: !

o Music _ L
| MRROZ AT ELE e = 1KB

= Pictures

: MRRO999000000000P201201130729R0L  1/13/20127:30 A ROL File 10 }\D
B videos

MRS Bulk Attachments

[Save] [Cancer | B NARA-A12296

*Attachment Name: . &, Local Disk (C)

Type: oxs DVD RW Drive (D) 11C10007720
Size (In Bytes):

% PRESERVATION [\\A2U1DATA3\A2U1DATA3\SHARED\NARANW) (G2)

9 JSTEWAR (\MPRGPL\DATA\HOME] (H:)

contact ARCS. % WINAPPS (\MPRGPL\DATAYSHARED) (£} = I_
3 CENTER_WIDE_RO (\MPRGP1\DATA\SHARED\MANAGEMENT_STAFF_RY

9 SHARED (\\VALGP1\DATA) (N:)

% PRES (\WMPRGP1\DATA) (0:)

% PRES (\.MPRGP1\DATA) (P:)

3 RESPONSE (\MPRGPI\DATALCMS) (Q:)

% ARCHIVAL (\MPRGP1\DATA\SHARED) (R:)

% COMMON (\MPRGP1\DATA\SHARED) (5:)

% MANAGEMENT_STAFF_RW (\\MPRGP1\DATA\SHARED) (T:)

&# BUDGET (\MPRGP1\DATANSHARED) (U:) -
File name: v | Al -
e

Step 15: The PAD POC must then verify that the file that was selected displays as an RO1
file within the MRS Bulk Attachments applet. If Rl file is displayed as an R01, they then
click on the “Save” button within the MRS Bulk Attachments applet. NOTE: If the file type
is displayed as something other than R01 (for example as TXT) then the RI file will not
upload. If this occurs then PAD POC, should contact their CHCS SA to determine why the RI
file was not saved with an .R01 filename extension.

THE NATIONAL ARCHIVES

IEZEN| MRS File Upload

Reports =
MRS Bulk Load

Bulk Load Id: File Name: Comments:
1-201v89 SDF File Not Attached
DMIS 1D: Status:
MTF Name: Initiated
Status Date:
8132013

MRS Bulk Attachments

((save)
-
*Attachment Name: RR0999000000000P201201130720 Size (In Bytes) 1,996
Type: Comments:
Size (In Bytes):
! I=Z Modified: 8/8/2013 12:14:55 PM

Contact ARCIS
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Step 16: After the RI file has been uploaded, information about both it and the SDF file will
be displayed in the MRS Bulk Attachment applet. The PAD POC can add information about
the shipment into the comments box and then clicks on the “Submit” button within the MRS

Bulk Load applet in order to complete the file upload process.

Archives.gov H

THE NATIONAL ARCHIVES

Personal Profile  Log Out

IEEEEN| MRS File Upload
Reports -

MRS Bulk Load
[cane { submi |
File Name: Comments:

Bulk Load Id:
1-201v88 SOF File Not Atached

DMIS 1D: Status:

MTF Name: Initiated
Status Date:
8/812013

MRS Bulk Attachments
1-20f2 | [=]

Attac Size (In Bytes) Type W Comment its
MRR0239000000000P201201130729 1,996 RO1 8/8/2013 12:14:55 PM
999000000000P201201130729 240 S01 8/8/2013 09:45:33 AM

Once the SDF and RI files have been successfully uploaded into the Bulk Batch, the bulk
load file will display with the date it was created and in the status of “Submitted” within the
MRS Bulk Load Applet. SDF AND RI FILE UPLOAD PROCESS COMPLETE

Archives.gov Home

THE NATIONAL ARCHIVES

Personal Profile Log Out

IEEEEN| MRS File Upload
Reports -

MRS Bulk Load
1-20f2

Bulk Load Id Created - Created By DMIS ID MTF Name Status Status Date Comments System Comments
> 1-2NJAIF JRR0999000000000P201201130729.50 7/25/1201310:46.47 AM TEST.USER@NAVY.MIL 0999 USAFAC 1 Submitted 71252013
a9 7/25/12013 10:23:59 AM TEST.USER@NAVY MIL 0999 USAFAC 1 Submitted 013

> |[1-2NJAI9 MRROSIUTUTIOTOT=20T20 0729.501

Contact ARCIS

What to expect next:

NARA/NPRC will receive the SDF and RI files and process them in ARCIS/MRS. If the files
are correct NARA/NPRC will send the PAD POC who submitted the files a Shipment
Approval Notice with the shipment’s Accession/Transfer Number. Once received, The PAD
POC should proceed to prepare and ship the medical records as they would under the

legacy process.
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Chapter 6: Common Troubleshooting Issues (Performed by PAD
POC)

The following are common issues that can occur when uploading SDF and RI files through
the ARCIS/MRS MTF Customer Web Portal:

Error Message: Files Other than .Sxx or .Rxx Cannot be Uploaded

Problem: The file type/extension was not.S01 or .R01

Solution: Consult with CHCS SA to ensure that SDF and Rl files are of the correct file
format, name, and extension

File Edit View Favorites Tools Help
S Favorites | gi3 g | Web Slice Gallery + Suggested Sites

-8 -

THE NATIONAL ARCHIVES

| @y v Pagev Safetyv Toolsv @~ @ 7 @

Personal Profile  Log Out

MRS File Upload

Reports

MRS Bulk Load
[Back to List | [ Save | [ Cancel | [ Submit |

Bulk Load Id: File Name: Comments:
1-2NJAIS SDF File Not Attached -
DMIS 1D: Status: -
MTF Name: Intisted

Status Date:

TI252013

MRS Bulk Attachments

Files Other than .Sxx OR Rxx Can not be Uploaded

*Attachment Name: MRR0293000000000P201201130730 [ Size (In Bytes): 1,998 |
Type: TXT Comments: |

Size (In Bytes): 1,996

: yes) Modified: 7/25/2013 10:25:51 AM

Contact ARCIS

/" Trusted sites | Protected Mode: Off fa v HI100% -
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Error Message: We detected an Error which may have occurred for one or more of the
following reasons: SDF and RI File Names are Different.

Problem: The SDF and RI File Names have different names (the names must be the same
except for the .S01 and .R0O1 file extensions)

Solution: Consult with CHCS SA to ensure that SDF and Rl files are of the correct file format, name,
and extension

File Edit View Favorites Tools Help

S Favorites | g3 @] Web Slice Gallery + Suggested Sites *
5 v B v [ & v Pagev Safetyv Toolsv @~ @ 7 &

THE NATIONAL ARCHIVES Archives.gov Home

Personal Profile  Log Out

IS MRS File Upload

Reports -

Error Message

We detected an Error which may have occurred for one or more of the following reasons:

SDF and RI FileNames are Different.

'[ulr Edd  Wiew Fgpooles Took Help

Favorites | 53 8 o e S
BB - - P ey Teske @@ O 6
| THE NATIONAL ARCHIVES

Personal Profie  Log Ol

| LS MRS File Upload

MRS Bulk Lood
| Back 10 Limt hw 1 Cancel | [ Submn |

Flulk Load d; Filsr Mama; Commenls:
EIHIAR SOF File Mol Afsched
DAMIS I0: Status:
MTF Mame: Indadad
Status Date:
TSR

MRS Bulk Amachmants

togw | [ Gumey Deete | 1-zotz| [
A Size (in Bylos) Trpa Moddied Comments
MRRDOSRNM0OF20 1201130720 1,886 Ri1 TRES013 1003640 Al
MARIGSH0000000RE01201 130730 240 S04 TREZ01 10035 16 Al |
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