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This section describes how to log in once your ARCS account is set up. You mustlogin
before you can view any information.

This section describes features that appear throughout ARCS Admin and will be referenced
throughout this user manual.

Army Recovery Care Division (RCD) - The RCD module supports the Army Recovery
Care program. RCD is a centralized, managed Army program under the ARCP that provides
Recovery Care Coordinators (RCC) and Lead Coordinators (LC)s to assist and empower the
Army’s wounded, ill, and injured Soldiers/Veterans and their Families/Caregivers from injury
through treatment, recovery and rehabilitation to achieve individual goals of returning-to-
duty or a seamless, quality transition to Veteran status within their civilian community.

Ombudsman (OMB) - The Ombudsman module provides capabilities to support the Med-
ical Command (MEDCOM) Army Medical Readiness Assistance Program (AMRAP)/Om-
budsman Program which functions as a resource in support of Soldiers assigned to a SRU
and their Family Members to include Non-SRU Soldiers and their Family Members who
need assistance with medical related issues. This helps the MEDCOM AMRAP/Om-
budsman Program provide an independent, neutral, and impartial way to resolve issues and
concerns. The Ombudsman uses the ARCS OMB module to track issues by individual.

Soldier Module - The Soldier module provides Soldiers with the capability to complete their
Self-Assessment and view appointments and action items while enrolled in a SRU. The Sol-
dier module is linked with the SRU module.

Army Recovery Care Coordination Contact Center (ARC4) - The ARC4 module gives
Soldiers and Family members a way to address their medical or other military life issues
when regular channels have not resolved their concerns. The ARCA4 facilitates a caller's
issue or concern to the proper entity that is best suited to help them.

Soldier Recovery Unit (SRU) - The SRU module will provide capabilities to support the
Army's Soldier Recovery Units (SRUs). These capabilities are required by a triad of care
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(squad leader, nurse-case manager, and primary care manager (physician)) that works to
ensure advocacy for the Wounded, lll, and Injured (WII) Soldier continuity of care and a
seamless transition back to the force or to civilian life. These capabilities include tracking
and management of clinical and non-clinical appointments, the Soldier's weekly self-assess-
ments, the SRU risk assessments and management of the Soldier's Recovery Care Plan
(RCP).

The ARCS RCD module has two sets of user roles:

e Regular ARCS userroles (see RCD ARCS User Roles).

o ARCP/RCD Subject Matter Expert (SME) roles (see ARCP-RCD SME Roles).

The following table describes the RCD ARCS user roles:
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RCD ARCS User Roles

Role

Description

Administrator

Administrators manage ARCS user accounts and permissions, and work
with Regional Supervisors to restrict access to case information as needed.

RCCs manage RCD Soldier cases on an ongoing basis. They work with the

RCC Operational SMEs to resolve issues and provide the necessary assistance
to Soldiers and their family members.
Regional Supervisors are responsible for managing caseloads for their
Regional assigned RCCs. They ensure that RCCs are completing their duties asso-
Supervisor ciated with managing cases in a timely manner. The Regional Supervisor is
also responsible for re-assigning cases when needed.
Contact Contact Center Operators are responsible for finding contact information for
Center Oper- Soldiers when c?urrc.ant contact mformatl?n is not avall-able. The Contact
ator Center also maintains regular contact with RCD Soldiers when they reach
the final stage in the LCMP.
Contact Contact Center Supervisors are responsible for managing caseloads for the
Center Super-|Contact Center and ensuring that Contact Center Operators are completing
visor their duties associated with managing cases in a timely manner.

General User

General users may access ARCS to search for a Soldier, but may not view
any case information or reports aside from the restricted case summary.

(.

Leadership RCD Leadership has oversight into all cases being managed by the RCD.
) The Recovery Care Division Chief has oversight and provides leadership to
RCD Chief .
the Recovery Care Division.
Quality Con- _ )
trol Same view as RCD Chief.
ro

The following table describes the ARCP/RCD SME roles:
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Coordinator

ARCP/RCD SME Roles
Role Description
COAD/COAR coordinators are responsible for resolving issues related to
COAD/COAR

the process for Soldiers looking to continue on Active Duty or Active
Reserve duty.

Education
Coordinator

Educator Coordinator SMEs work with the Soldiers and their family mem-
bers to provide educational and employment support on an ongoing basis.

Employment
Coordinator

Employment Coordinator SMEs work with the Soldiers and their family
members to provide educational and employment support on an ongoing
basis.

Finance
Coordinator

Finance Coordinator SMEs are responsible for entering financial inform-
ation for RCD Soldiers. They resolve finance issues and Financial Retire-
ment estimates for the RCD Soldiers.

Coordinator

HR Coordin- |Human Resources Coordinator SMEs are responsible for resolving HR
ator issues identified by the RCC.
Medical

Medical Coordinator SMEs are responsible for resolving medical issues.

Medical Eligibility SMEs are responsible for evaluating RCD cases to
ensure that each Soldier is eligible for the RCD program.

Coordinator

Medical Eli-

gibility NOTE: The Physical Disability Care Processing System (PDCAPS) provides
PDA Status information to ARCS on wounded Soldiers.

Operations Operations Coordinator users provide oversight and guidance to the Sup-

port Branch user community and administer ARCS for the RCD group.
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Coordinator

diers who attend as delegates.

Role Description
StratComm Strategic Communications SMEs are responsible for managing Discounts
Specialist and publication information.
_ Symposium Coordinator SMEs are responsible for compiling and tracking
Symposium

issues to be discussed in the annual Symposium as well as tracking Sol-

VA Liaison

(.

VA Liaison SMEs are responsible for updating VA data for RCD Soldiers
and resolving VA issues identified by the RCC.

The ARCS ARC471 module has three user roles that determine the user’s access and per-

missions.

ARC4 User Roles

Role

Description

Administrator

Administrators manage ARCS user
accounts and permissions.

Customer Care Representative (CCR)

CCRs are responsible for responding to
inquiries, requests for information and
issues that come into the Army Recovery
Care Coordination Contact Center
(ARC4) via phone or email.

Supervisor

Supervisors are responsible for reviewing
work completed by the CCR users,
assigning and managing issues to
external agencies, and generating
reports.

1Army Recovery Care Coordination Contact Center
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The ARCS Ombudsman module has five user roles that determine the user’'s access and

permissions.
Ombudsman User Roles
Role Description
Ombudsman Field Officers work with Soldiers and family
Ombudsman .
members to resolve issues.
In addition to Ombudsman duties, Action Officers are
Action Officer responsible for assigning cases and issues, as well as
reviewing and closing completed issues.
MAG Distros perform many of the same functions as the
MAG Distro Action Officers in support of issues handled by the
Ombudsman Field Officers.
MAG Leadership has oversight into all cases being man-
MAG Leadership aged by the Ombudsman and will use ARCS for review-
ing cases and generating reports.
o Administrators manage ARCS user accounts and per-
Administrator o
missions.

(.

The ARCS SRU has user roles that determine the user’s access and permissions.
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ARCS User Roles

Role

Description

Administrator

Administrators manage ARCS user accounts and per-
missions, and have administrative access to case
information.

All Access - Company

Read-only Company-level access plus permissions to
manage Action Plans assigned by other users.

All Access - Platoon

Read-only access to all Soldiers assigned to the Pla-
toon.

All Access - Squad

Read-only access to all Soldiers assigned to the Squad.

Recovery Care Coordinator
(RCC)

RCCs manage Soldier cases on an ongoing basis and
function in the role of Recovery Care Coordinators for
all SRU Soldiers. They work with the Operational sub-
ject matter experts (SMEs) to resolve issues and
provide the necessary assistance to Soldiers and their
family members.

Battalion Commander

Battalion Commanders have oversight into all Soldiers
enrolled in the SRU.

Company Commander

Company Commanders (CO CDR) provide oversight
and leadership to the care of Soldiers at the SRU.

Program Analyst

The Comprehensive Transition Plan (CTP) Man-
agement Analysts are responsible for adding new Sol-
diers into each system required by the SRUto manage
the Soldier’s care. They are also responsible for assign-
ing the Soldier to SRU personnel who will be working
with them.

HR Specialist

Human Resources (HR) Specialists are responsible for
adding new Soldiers into each system required by the
SRU to manage the Soldier’s care. They are also
responsible for assigning the Soldier to SRU personnel
who will be working with them.
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ARCS User Roles

Role

Description

Nurse Case Manager

Nurse Case Managers (NCMs) interact with the Soldier
on aregular basis to ensure they are getting the clinical
support they need to progress through the RCP pro-
cess.

Occupational Therapist

Occupational Therapists (OTs) participate in the RCP
process for Soldiers.

Platoon Sergeant

Platoon Sergeants (PSG) provide oversight and lead-
ership to the SLs working with Soldiers.

Primary Care Manager

Primary Care Managers (PCMs) are responsible for the
clinical management and treatment of the Soldier. MRC

Medical Readiness Command (MRC) users have read-

MRC Leadership only access to all Soldiers assigned to SRUs within
their region.
Soldier Family Assistance Centers (SFACs) provide
SFAC

Soldier and family member support.

Social Services Assistant

Social Services Assistants participate in the RCP pro-
cess for Soldiers.

Social Worker

Social Worker (SW) participates in the RCP process for
Soldiers.

STARTC

Soldier Transfer and Regulating Tracking Center
(STARTC) users are responsible for Soldier movement
and transfer.

Squad Leader

SLs interact with the Soldier on a daily basis to ensure
they are making their appointments and progressing

through the RCP process.
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ARCS User Roles

Role

Description

Transition Coordinator

Transition Coordinators manage the unit's Career and
Education Readiness (CER) program and integrate
CER activities for all SRU Soldiers in accordance with
their track and career goals.

ARCP Leadership

Army Recovery Care Program (ARCP) Leadership has
read-only access to all Soldiers across the enterprise
(AllRHCs and SRUs).

.

SRU Leadership

Read-only SRU-level access plus permissions to man-

age Action Plans assigned by other users.

«ARCS ADMINISTRATION

Throughout the ARCS Admin module, there is a standard application header, as shown

below. The items on the Menu bar will vary by user role.

Label

ARCS Modules

Name Description
View the logged in ARCS user. If this is not you, you
A User Name ) _
should log out immediately.
Click the link to open other ARCS modules in another win-
B Hyperlink to Other dow.

Note: Availability depends on user permissions.

Logout hyperlink

Click Logout to end the current ARCS session.

Help hyperlink

Click Help to view ARCS system help files.

Menu bar

Click on the tabs to go to a different section.
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Release Notes History

April 2024 Release Notes (2.9.13)

January 2024 Release Notes (2.9.12)

October 2023 Release Notes (2.9.11)

July 2023 Release Notes (2.9.10)

April 2023 Release Notes (2.9.9)

Jan 2022 Release Notes (2.9.8)

Oct 2022 Release Notes (2.9.7)

July 2022 Release Notes (2.9.6)

April 2022 Release Notes (2.9.5)

January 2022 Release Notes (2.9.4)

Oct 2021 Release Notes (2.9.3)

July 2021 Release Notes (2.9.2)

April 2021 Release Notes (2.9.01)

January 2021 Release Notes (2.8.27)

September 2020 Release Notes (2.8.26)

July 2020 Release Notes (2.8.25)

April 2020 Release Notes (2.8.24)

January 2020 Release Notes (2.8.23)

October 2019 Release Notes (2.8.22)

July 2019 Release Notes (2.8.21)

May 2019 Release Notes (2.8.20)

February 2019 Release Notes (2.8.19)

December 2018 Release Notes (2.8.18)
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August 2018 Release Notes (2.8.17)

May 2018 Release Notes (2.8.16)

November 2017 Release Notes (2.8.14)

August 2017 Release Notes (2.8.16)

June 2017 Release Notes (2.8.12)

February 2017 Release Notes (2.8.11)

November 2016 Release Notes (2.8.10)

August 2016 Release Notes (2.8.9)

The Admin module has several standard features which will appear throughout the applic-
ation, as described in the following sections.

Administration

Based on the location of the database, the time listed in ARCS appears in the below time
zones.

» Production, Test, Training Site: Time is listed in Central Standard Time (CST)

* ARCS Development Environments: Time is listed in Eastern Standard Time (EST)

The Admin module uses icons in various contexts throughout the application. The following
table describes the most common icons:
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System Icons

Icon | Function Description
0 Add Click the Add icon to add an item.
e Date Click the Date Picker icon to open a small calendar to select a date
- Picker instead of entering it manually.
i Delete Click the Delete icon to delete an item.
L |Edit Click the Edit icon to edit an item.
Excel Export as a spreadsheet in Excel: Export to Microsoft Excel.
@ Help Point to a help icon to view a tip.
7 | Time

4

Click the icon to select a time instead of entering it manually.

Picker

Whenever you see the Date Picker iconﬁ, click it to select dates from a calendar instead of

entering the dates manually.

@ =

(B) « August 2011 bon
s M T W T F 5

@:p 32 31 1 2 3 4 5 6
¥ 7 8 9 1 1 1 13

4 14 15 16 17 18 19 20
I/ A 2 B M B W 2T
2 2 30 31 1 . :
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Date Picker
Label Name Description
i Click this field to enter the date manually (DD MMM YYYY
A Date field
format).
Use the icons here to scroll by month or year:
. " Click ‘ to go back one month. Click 4« to go back
B Previous/Next
icons three months.
" Click 2 to go ahead one month. Click » to go ahead
three months.
Day selector Select a day from the calendar to enter the date in the field.
Month/Year View |Click on the month (August 2011) to see the month/year view.
Lt mint . o Taor oz
> M T Mar Apr 2008 2013
22 1 2
May (p) 2009 2014
7 i ﬁ_% 2015
34 14 15 1§ @_
s 3 73 3 Sep Oct RS _ 2016
% 2 28 Nov Dec “(@P»
37 5 Todaﬂ {OK] anceli

)

ic
E) F)

@
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Date Picker Month and Year

(Label Name Description

A Month selector Click a month to select it.

B :Z;env;ous/Next Click \) to go back 10 years. Click » to go ahead 10 years.
Year selector Click a year to select it.
Today button Click Today to select the current date

E OK button Click OK to confirm the selection.

Click Cancel to close the date picker without making a selec-
F Cancel button y
ion.

ARCS uses grids to organize types of content, with standard features for sorting, filtering,
and interacting with the content. Some features will vary by grid and user role.

| | B
(A“ﬁPagé Size:|25 - l¢d 4 Page 1 ot > pw @ Displaying ftems 1 to3 of 3
Soldier v@ SSN co PLT  NCM Squad Leader Status Case Opened E,?:n PCM
] @Actlve ] | i) _. ]
F SMITH. SAM 1234 B 1 WTU, SquadLeader3  Active 19 Jul 2011 94
SMITH, JOHN 5668 B 1 WTU, Squadleader3  Active 19 Jul 2011 94
SMITH, D. 11 B 1 WTU, Squadleader3  Active 18 Jul 2011 95
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Grid Controls

Label Name

Description

A Page Size list box

Use the list box to select the number of records you
want to view on one page.

B Navigation buttons

If there are multiple pages for a grid, click on a button
to go to another page. You can also enter a page num-
ber, and then press ENTER on the keyboard to goto a
different page number.

C Exporticons

Click on the icon to export the grid contents as a
Microsoft Excel.

D Column Header

Click a column heading once to sort the grid by that
column in ascending order. Click the column heading
again to sort in descending order. As shown above, the
list is sorted by the Soldier column in descending
order.

E Column Filter

Enter a filter term in the text box at the top of a column
in the grid. Press Enter on the keyboard to see only the
filtered results. As shown above, the grid is filtered to
show only items that are Active.

F Item Hyperlink

Click on the hyperlink to open the associated item.
Some grids also allow right click to open to a specific
case section, or open in a new tab/window.

Use picklists to move options from one column to another. An example of a picklist can be

seen when adding address information for a Soldier:
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* Purpose Code e

@

L\\? Beneficiary

Civilian Employer
:
L=

urrent Mailing

Duty

| Emergency Motification

Entered Active Duty Home of Record

_gCurrent Residence
o

In the example above, options in the left panel will not be added to the address, while func-

tions on the right side will be added.

Picklist Controls

Label Function Description
A Available Selection Lists available options that are NOT selected
B Chosen Items Lists all items that are selected

C Move highlighted item(s) right/left

Click to move highlighted items to the right or left

NOTE: Control + click to highlight multiple

selections

D Move all right/left

Click to move all items right or left

NOTE: Double click any item to move it to the opposite box.

Text Editor

Use the Text Editor to apply formatting to text:
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% 9.0 F EEIEE

Werds: 0 Characters: 0

nr
i
|

The following table describes the icons on the Text Editor toolbar:

7 | Spell Check Click to check the spelling in the text field.
¥} |Undo Undo the previous action.
™ |Redo Redo the previous action.
. |Format Strip- - , :

_-f Removes both visible and hidden formatting.

per
= |Increase _
= Indents selected text to the right.

Indent
.= |decrease .
S Decreases indent for selected text.

Indent
g .| Select to begin a numbered list or highlight text to apply a numbered
i— |Numbered List |

list.

= |Bullet list Select to begin a bullet list or highlight text to apply bullets.

The Spell Check feature is available from the text editor by clicking the Spell Check icon. If

there are misspelled words in the text field, the text editor appears as shown below.
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9 B ===== ) o
Spell checking mode. \E) ®
Misspelled words are £
highlighted in yellow.
Spell [IELE is wrking in this test.
O choke -~
A. ched
c:eet If\\) = T
choko
choky
- shake iz
_@ # Ignore
@ w# Change Manually
@ & Add to dictionary
Click on a word to view the list of available options.
Spell Check
Label Name Description
Suggested . i
A Click on a suggested word to replace the highlighted word.
Words
B | Click Ignore to ignore the highlighted word and go to the next high-
nore
g lighted word.
Click Change Manually to view the following field:
c Change Manu- wirkiin el
ally
Make the change and then click the Edit Complete icon =& to
replace the highlighted word.
D Add to dic- Click Add to dictionary to add the highlighted word to the dic-
tionary tionary.
Finish spell ] o ]
E ] Click Finish spell checking to complete the spell check.
checking
F Cancel Click Cancel to cancel the spell check.

.

Once the spell check is complete, a dialog box opens.
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x

! . TheSpell Check is complete!

Click OK to close the dialog box.

To export a grid to a spreadsheet that can be opened using Microsoft Excel, click the Excel
icon [ in the upper right corner of any grid.

Closed

Closed
Closed

20850

Clased

e Supported Browser - Google Chrome or MS Edge

« Internet connection (DSL or faster for optimal performance)

» Monitor with a screen resolution of 1280 x 1024 or higher

e An active ARCS account

» A completed and current DD2875

» A current HIPAA Certification uploaded to ARCS (annually)

» CAC and CAC reader

« Adobe Acrobat Reader for viewing Portable Document Format (PDF) files
» Microsoft Word for viewing .DOCX files

» Microsoft Excel for viewing exported .XLSX files

NOTE: Edge and Google Chrome are the tested and approved browsers for ARCS. Firefox may

also be used, but may not be fully compatible. Internet Explorer, Safari and iOS/Android are not

supported browsers.
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Logging In

Once you have an ARCS account, you can log into the ARCS application using your Com-
mon Access Card (CAC):

1. Open your browser and enter the ARCS URL:
2. Click CAC Login from the EAMS-A Sign-On page.

UNCLASSIFIEDIFOR OFFICIAL USE ONLY

EAMS-A Single Sign-On

CAC Login

Do you need assistance?
Please contact the

AEs ARMY
ENTERFRIE
Sziz N

AESD-Worldwide

3. Select a certificate, and then enter your Personal Identification Number (PIN).

The Acceptance screen opens.
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Acceptance

Freedom of Information Act

The information contained in this communication is intended for the sole use of employees and authorized users of the US Army Warrior Care and Transition System (AWCTS) in the conduct of oficial business for
the United States Government, This system may contain information that is exempt from disclosure under the Freedom of Information Act, USC 552 and the Privacy Act, § USC 552a. Users are notta disseminate
this communication to individuals other than those wha have an official need to know this information in the course of their official Government duties

Health Insurance Portability and Accountability Act:

This system may contain confidential information that is legally privileged under the Privacy Act, 5 USC 552(a), and/or the Health Insurance Portability and Accountability Act (PL 104-131) and its various
bleTanling regulSions:. This sysiEm Eonlding heaiicare i formalion TALIS Being Brovidad 1 Yo or enlerad By you afiar anprophsle 2 llorizason foif lhe patientoruider cisunistaces that do bt raquira
patient authorization. You are obligated to maintain itin a safe, secure and confidential manner, Unauthorized redisclosure or failure to maintain confide rmalm subjects you to application of appropriate civil and
federal criminal sanctions. Access rights to this information are defined in AR 40-66 and DOD Re: 6025.18, Health Privacy

You are accessing a U.S. government (USG) Information System (IS) that is provided for USG-authorized use only. By using this IS (which includes any dew attached to this IS), you consent to the following
conditions.

The USCmutm Iy intercepts and monitors communications on this IS for purposes including, but not imited o, penatration testing, COMSEC monitaring, network operations and defense, personnel misconduct
(PM), law (LE), and 1ce (CI) investigations:

»\tanylwme the USG may inspect and seize data stored on thisIS.

Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG-authorized purpose.

This IS includes security measures (e.g., authentication and access controls} to protect USG interests—not for your personal benefit or privacy

Notwithstanding the above, using this IS does not constitute consentto PM, LE or Cl investigative searching or monitoring of the cantent of privileged communications, or work product, related to personal
representation or services by attorneys, psychotherapists, or clergy, and their assistants, Such communications and work product are private and confidential. See User Agreement for details.

Accept Temms

6.

Read the Freedom of Information Act (FOIA) and Health Insurance Portability and

Accountability Act (HIPAA) notifications.

Click the "Accept Terms" button to continue to the Admin module.

User Not Authorized

The "User Not Authorized" page will display if you do not have an account in the ARCS mod-

ule you are attempting to access, or the account has been disabled.

If you believe this message was displayed in error, check the URL and ensure it matches the

module you are attempting to access.

Administrative Module: https://awcts.csd.disa.mil/Admin

Army Recovery Care Division (RCD) Program Module: https://awcts.csd.disa.mil/AW2

Ombu dsman Module: https://awcts.csd.disa.mil/OMB

Soldier Module (Soldiers enrolled at a SRU): https://awcts.csd.disa.mil/Soldier ("Sol-

dier" is case sensitive)
Wounded Soldier Family Hotline Module: https://awcts.csd.disa.mil/\WSFH
Warrior Transition Unit Module: https://awcts.csd.disa.mil/\'WTU

Automated Account Suspension

User accounts are automatically deactivated by ARCS after 30 days of inactivity. Users will
receive an email notification at the email address in their user profile 5 days before account

suspension as an alert.
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To reactivate a suspended account, the account holder should contact their system admin-
istrator, or local Program Analyst.

Administrative users, ARCP, and regional staff should contact the ARCS Service Desk for
assistance.

Contact ARCS Support Team

Contact ARCS Support Team

For assistance with ARCS, call or email the ARCS Service Desk:

» Hours: Monday - Friday, 0700 - 1900 (ET)

¢ Email: support@awcts.zendesk.com

» Phone: (855) 813-8867

» Help Center: https://awcts.zendesk.com/hc/en-us

System Timeout

ARCS automatically times out after 15 minutes of inactivity. A countdown timer appears
when one minute remains. Continue to work in any active ARCS window to reset the timer.

(i) Session Timeout

Time remaming: 51

Continue Your Session
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Administrator Tasks

An ARCS Administrator has special permissions in each ARCS module. The tasks an Admin-
istrator can perform in each module are described in detail in the user manual for each mod-
ule.

| RCD Module Administrator Tasks

In the Administrator module, an administrator can:

NOTE: Details on how to perform the following RCD module Administrator tasks can be found

in the ARCS RCD User Manual.

In the RCD module, an administrator can:

» Update SSN

» Restrict case access

« Edit/delete case log entries after 24 hours

» Edit/delete issue log entries after 24 hours

» Edit/delete task log entries after 24 hours

* Resolve Issues

» Edit employment questionnaires after 24 hours

RCD Users Grid

This section describes how to use the Users Dashboard to manage ARCS users. Admin-
istrators are responsible for managing user access to the ARCS features, functionality, and
data.

Click Users on the Menu Bar header.
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User Dashboard Items

Label Name Description
A Addicon Click the Add icon to add a new user

Module drop _
B Select the module to view users

down
C Filters Search or sort users based on grid information

. |Click a user hyperlink to open the User Details screen for viewing
D Name hyperlink -
or editing

New ARCS account requests require a signed DD 2875 System Access Request and cur-
rent HIPAA Certificate.

After receiving the required documentation from a user, you can create a new user account.
To add a new user:

1. Click the Add icon &

The Add New User screen opens.

Add New User

" EDIPE: [ 1332567300

Cancel | Add |

2. Enterthe User's EDIPI from their ID card. Do not make up a humber as a place-
holder.

3. Click Add to continue, or Cancel to quit without saving.

The RCD User Details screen opens.

NOTE: If the User has had an ARCS account, the record will open. Update the existing inform-

ation and ensure the User is Active box is checked.
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ser Details

* EDIPI: [ gg; Region:
* First Name: [Bab ] -
Middle Name: Office Location:

* Last Name: |Smith Locaticn:
WRNMMC Eethesda -]

Job Title: | Advocate v Office Symbol: |

Designation:

Room Number: |

.F.'r.i;'r;a.r\.(.ﬂ.égnc.y.ﬁ.l:zéup.uurﬁng e Py A
User Is Active: «
Contact Information
* AKO Email: [bob smith @mail, mi Address 1:]
Dmsrﬁmrnmsn[Emml e e
B e e e
Office DSN: | State: |

Business Cell Phone: Country:

Postal Code: |

Personal Information

Security Clearance: [ 7] Address 1:|

Birth Date: ‘ Il Address 2. |

HIPAA Certified: [ <0 7015 il City- |

Home Phone: | State: |

Personal Cell Phone: Country:

Postal Code: |

AW?2 System Roles

Available Roles #| | Selected Roles

advocate

Cancel  (Tgael)

4. Enter the required information. All required fields are marked with an asterisk (*).

5. Add at least one RCD System Role from the pick list.

6. Click Save to save the new user's account, or Cancel to return to the User Dashboard
without saving.

7. Open the new users profile.

(@ e - LB

B[ 2 [LRIfM - Pagesiz=j2s = Page1of Lrows Lo 2of2

User a Waork Phone Region Section Is Active Last Updated

pas | )

Potter, Bobby 9399393993 Advocate Support Branch True 06 Jul 2011
{(Emith, BoB) 123-456-7850 Morth Advacate Branch True 19 Sep 2016

W2k M, Pagesic=|25 ~ Pagelof 1, saws L 102 of 2
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8. Addthe User's DD 2875 System Access Request, and HIPAA Certificate to the attach-
ments section.

Attachments
© N
Page Size: (10 | e o Pzge:[L | ofi b bW Displaying Ttems 1 to 2 .—,&2]

File Name File Type Added By Added On «

[ 1 [ \ el

[ View %’m HIPAA Training Certificates Real, AdminResl 19 Sep 2016

£} Vigw DD2875 Smith. Bob Systam Access Request Form Real, AdminResl 19 S=p 2016

NOTE: HIPAA Certificates should be updated annually in attachments.

View RCD User Details

To open an existing user account for viewing or editing, click the name hyperlink from the
Users Dashboard

The RCD User Details screen opens.

RCD User Details
oobip. 5656555551
Jom
smin
ery Care Coordinator (RCC)
Actve Dty Miltary
cawru
ContactInformation
K0 Emai JOhN.SMIN@test1.com Adess 1 123 test st
RCD System Roles:
Recovery Care Coordinator
Atachments
o 2
i Name Fle Tipe DocumentDate  Added By Addadon v
teunaes Resl 000 AdminReal 04 ar 2024
26Feb202s  Real 000 AdminResl 04 Mar 2024
GBUn202¢  Res, 000 AdminReat 04 Mar 2024
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A current HIPPA training is required for access to ARCS. Users with HIPAA training older
than one year will have their ARCS account access automatically suspended. HIPAA cer-
tified date is controlled by the document date on the last uploaded HIPAA certificate.

To update the HIPAA Certified Date, upload the user's current HIPAA Certificate to the user
profile (See Add Admin Attachment or My Profile).

When the user's HIPAA certificate expires in the current month, the user will receive a mes-
sage at each login until a new certificate is uploaded. Accounts are suspended on the 1st of
the following month if a new HIPAA certificate is not uploaded.

Use the Attachments section of the profile to upload required DD 2875 system Access
Request and HIPAA Certificates.

nnnnnnnnnnn

0o
gugEs O
Attachments Screen Items
Label Name Description
A Add Admin Attach- | Click the Add icon to add a new attachment. This adds
ment icon a case log entry in the case log.
B View PDF Attach- Click the View PDF icon to view the attachment in a
ment pop-up.
View Attachment ) ) ) ) )
C _ ] Click the View hyperlink to view the attachment details
Details hyperlink
, _ Click the file name hyperlink to download the attach-
D File Name hyperlink
- ment
Delete Attachment ) )
E ] Click the Delete icon to delete the attachment
icon
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Add Admin Attachment

To add an attachment:

1. Clickthe Add icon &
2. The Add Attachment window opens.

E Add Attachment ['5¢]

* Document Type: | Select type... ¥

* File Name:

* Document Date: v i

* Upload File: Select

Cancel | Submit |

3. Enterinformation for all required fields. Required fields are marked with an asterisk
().

4. Click Select.

5. The Open dialog box opens (browser dependent).
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OO ||~ MyDocuments - Attachments

(2
Organize *  Mew folder = > [ @
Name ~ Date modified | Type | Size | |
t Attachment1.pdf 6/22/2011 11:51 AM  Adobe Acrobat Doc... 31KB
@j Attachment2. docx 6/22/2011 11:50 AM  Microsoft Office Wo... 17KB
@ Attachment3.doc 4/8/2011 12:48 PM Microsoft Office Wo. .. 29KB

File name: ||

j |*-Jpeg: *Jjpg; ".gif, *.png; *-bmp.j

Open | » Cancel |

4

5. Select afile, and then click Open.

6. Click Submitto add the attachment or click Cancel to close the window without sav-
ing.

NOTE:
View Attachment Details

To view details for any attachment:

1. Click the View hyperlink:

2. The Attachment Details window opens.

Attachment Details

File Name: Resume
Document Type: Resume
Document Date: 10 .Jan 2011

Comments:
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3. Click the Close hyperlink to close the window.

Download Attachment
To download an attachment:

1. Click the file name hyperlink.
2. The File Download dialog box opens.

x|

Do you want to open or save this file?
qﬁ?ul Mame: Resume.pdf

| | Type: Adobe Acrobat Document, 30. 1KB
From: awcts.inforeliance.com

Cpen Save | Cancel I

|_:- % While files from the Intemet can be useful, some files can potentially
gj ham your computer. f you do not trust the source, do not open or
= save this file. What's the nsk?

3. Click Open to open the attachment, Save to save the file to another location (e.g.,
hard drive), or Cancel to stop the download.

Archive Attachment

To archive an attachment:

1. Click the Delete icon b to the right of the attachment.

2. The Delete Attachment dialog box opens.

[T Delete Attachment X

Are you sure that you want to Delete the
® "Work Conditioning Log' attachment created
on 29 Mar 20247

m Cancel

3. Click OK to delete the attachment or click Cancel to return to the Attachment screen.

-38-CUI



Administrator Module User Guide v.2.9.15

NOTE: To permanently delete a file from a Soldier's case, please submit a ticket to the ARCS

service desk.

To edit an existing user account:
1. Click Edit.

The RCD User Details screen opens:

2. Update user details and/or permissions.
3. Click Save to save the changes, or Cancel to close the window without saving.

To deactivate a User account:

1. Open the User's record by selecting Edit.
2. Un-check the User is Active check box.
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User Details
- gy

T Region: [TE7_+]
* First Name: [Boo Section: [Eavorsiz Branen v
Middle Name: Office Location:

* Last Name: [Smith Location:
WRNMMC Esthesda

Office Symbal:

Room Number: |

ermment Civilan
Primary Agency Supporting:
User |5 Acti

3. Click Save to deactivate the user, or Cancel to close the window without saving.
Re-activate RCD User
To enable a suspended User account:

1. Open the User's record by selecting Edit.
2. Checkthe User is Active check box.

User Details
CEDIP: [ Region:

Section: [ Advocate Branch

* First Name: Bob i
Middle Name: | | Office Location:

* Last Name: Smith

Office Symbol: |

Room Humber: |

mment
Primary Agency Supporting
User [s Acti

3. Click Save to activate the user, or Cancel to close the window without saving.

OMB Module Administrator Tasks

In the Administrator module, an administrator can:

NOTE: Details on how to perform the following OMB module Administrator tasks can be found

in the ARCS OMB User Manual.

In the OMB module, an administrator can:
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» Restrict case access

» Edit/delete case log entries after 24 hours
» Editinquiries after 24 hours

« EditIssue Category and Issue Type

» Edit/delete task log entries after 24 hours
* Resolve Issues

This section describes how to use the Users Dashboard to manage ARCS users. Admin-
istrators are responsible for managing user access to the ARCS features, functionality, and
data.

Click Users on the Menu Bar header.

User Dashboard Items

Label Name Description
A Addicon Click the Add icon to add a new user

Module drop _
B Select the module to view users

down
C Filters Search or sort users based on grid information

. |Click a user hyperlink to open the User Details screen for viewing
D Name hyperlink »
or editing

After receiving an OMB ARCS account request from a user, you can create a new user
account. To add a new user:
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1 Click the Add icon &

The Add New User screen opens.

2. Enterthe User's DODID from their ID card. Do not make up a number as a place-
holder.

3. Click Add to save the new user's account, or Cancel to quit without saving.

NOTE: If the User has had an ARCS account, the record will open. Update the existing inform-

ation and ensure the User is Active box is checked.

JOMBUDSMAN USER DETAILS
> ~Dooio: | 1000000467

The Ombudsman User Details screen opens.

4. Enter the required information. All required fields are marked with an asterisk (*).
5. Add at least one OMB System Role from the pick list.
« [fthe user role is Ombudsman, the Supervisor field is required.
6. Click Save to save the new User's account, or Cancel to return to the User Dashboard
without saving.
7. Open the new User's profile.
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Page 10f 1, rows 1101 011
Last Updated
a

04 Mar 2024

8. Addthe User's DD 2875 System Access Request, and HIPAA Certificate to the attach-

ments section.

Attachments
[+] B
Flle Type Document Date Added By Adged On v
=] =]
26 Fen 2024 04 Mar 2024
22 9an 2024 04 Mar 2024
05 Fab 2024 04 Mar 2024

NOTE: HIPAA Certificates should be updated annually in attachments.

View OMB User Details

To open an existing user account for viewing or editing, click the name hyperlink from the

Users Dashboard

The Ombudsman User Details screen opens.

OMBUDSMAN USER DETAILS

oooip: 1000000467
s 22 Jan 2024

Work Emai: BODSMItN@test.com
11111111

 United States

Ombudsman System Roles

©Ombudsman

File Type Document Date Addea By
a

26Feb 2024 Real, 000 AgminRea!

22402024 Real, 000 A

Added On v
=
04 Mar 2024

04 Mar 2024
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A current HIPPA training is required for access to ARCS. Users with HIPAA training older
than one year will have their ARCS account access automatically suspended. HIPAA cer-
tified date is controlled by the document date on the last uploaded HIPAA certificate.

To update the HIPAA Certified Date, upload the user's current HIPAA Certificate to the user
profile (See Add Admin Attachment or My Profile).

When the user's HIPAA certificate expires in the current month, the user will receive a mes-
sage at each login until a new certificate is uploaded. Accounts are suspended on the 1st of
the following month if a new HIPAA certificate is not uploaded.

Use the Attachments section of the profile to upload required DD 2875 system Access
Request and HIPAA Certificates.

Attachments

(AL B
B O
Attachments Screen Items
Label Name Description
A Add Admin Attach- | Click the Add icon to add a new attachment. This adds
ment icon a case log entry in the case log.
B View PDF Attach- Click the View PDF icon to view the attachment in a
ment pop-up.
View Attachment . . . . .
C _ ] Click the View hyperlink to view the attachment details
Details hyperlink
, _ Click the file name hyperlink to download the attach-
D File Name hyperlink
- ment
Delete Attachment ) )
E ] Click the Delete icon to delete the attachment
icon
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Add Admin Attachment

To add an attachment:

1. Click the Add icon &,
2. The Add Attachment window opens.

E Add Attachment ['5¢]

* Document Type: | Select type... >

* File Name:

* Document Date: v ]

* Upload File: Select

Cancel [ Submit |

3. Enterinformation for all required fields. Required fields are marked with an asterisk
().

4. Click Select.

5. The Open dialog box opens (browser dependent).
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x|
O O | . = MyDocuments ~ Attachments - m I Search Attachments ﬁ
Organize »  New folder == > i @
Mame ~ Date modified | Type | Size | |
-i Attachment1.pdf 6/22/2011 11:51 AM  Adobe Acrobat Doc... 31KB
@j Attachment2.docx 6/22/2011 11:50 AM  Microsoft Office Wo... 17KB
@ Attachment3.doc 4/8/2011 12:48 PM Microsoft Office Wo... 29KB
File name: || =] |7ieeg: “jpg: ".gif; *.png; ~bmp, 7|
Open |v Cancel |
4

5. Select afile, and then click Open.

6. Click Submitto add the attachment or click Cancel to close the window without sav-
ing.

NOTE:
View Attachment Details
To view details for any attachment:

1. Click the View hyperlink:

2. The Attachment Details window opens.

Attachment Details

File Name: Resume
Document Type: Resume

Document Date: 10 Jan 2011

Comments:
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3. Click the Close hyperlink to close the window.

Download Attachment

To download an attachment:

1. Click the file name hyperlink.
2. The File Download dialog box opens.

x

Do you want to open or save this file?
EE‘T"'. Mame: Resume,pdf

k| Type: Adobe Acrobat Document, 30. 1KB
From: awcts.inforeliance.com

Open Save | Cancel I

& 3 | While files from the Intemet can be useful, some files can potentially
@ ham your computer. if you do not trust the source, do not open or
save this file. What's the risk?

3. Click Open to open the attachment, Save to save the file to another location (e.g.,
hard drive), or Cancel to stop the download.

Archive Attachment

To archive an attachment:

1. Click the Delete icon . tothe right of the attachment.

2. The Delete Attachment dialog box opens.

[T Delete Attachment x

Are you sure that you want to Delete the
® "Work Conditicning Log' attachment created
on 29 Mar 20247

m Cancel

3. Click OK to delete the attachment or click Cancel to return to the Attachment screen.
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NOTE: To permanently delete a file from a Soldier's case, please submit a ticket to the ARCS

service desk.

Edit OMB User
To edit an existing user account:
1. Click Edit.

The Ombudsman User Details screen opens:

OMBUDSMAN USER DETAILS
E oo 57

Ombudsman System Roles

* Selected Roles

2. Update user details and/or permissions.
3. Click Save to save the changes, or Cancel to close the window without saving.

Deactivate OMB User
To deactivate a User account:

1. Open the User's record by selecting Edit.
2. Un-check the User is Active check box.

Ombudsman User Details

* First Name: [ob ] * EDIPI: [ 35

M\d%e Name: ] HIPAR Certified: | o1 cep 201

* Last Name: [Smith

User s AM\VO

dsman Location:
hesda
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3. Click Save to deactivate the user, or Cancel to close the window without saving.

To enable a suspended User account:

1. Open the User's record by selecting Edit.
2. Checkthe User is Active check box.

Ombudsman User Details

3. Click Save to activate the user, or Cancel to close the window without saving.

In the Administrator module, an administrator can:

NOTE: Details on how to perform the following ARC4 module Administrator tasks can be found

in the ARCS ARC4 User Manual.

In the ARC4 module, an administrator can:

e Update SSN
» Edit/delete case log entries after 24 hours
» Editinquiries after 24 hours

A current HIPPA training is required for access to ARCS. Users with HIPAA training older
than one year will have their ARCS account access automatically suspended. HIPAA cer-
tified date is controlled by the document date on the last uploaded HIPAA certificate.

To update the HIPAA Certified Date, upload the user's current HIPAA Certificate to the user
profile (See Add Admin Attachment or My Profile).
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When the user's HIPAA certificate expires in the current month, the user will receive a mes-

sage at each login until a new certificate is uploaded. Accounts are suspended on the 1st of

the following month if a new HIPAA certificate is not uploaded.

The ARCS ARC4" module has three user roles that determine the user’s access and per-

missions.

ARC4 User Roles

Role

Description

Administrator

Administrators manage ARCS user
accounts and permissions.

Customer Care Representative (CCR)

CCRs are responsible for responding to
inquiries, requests for information and
issues that come into the Army Recovery
Care Coordination Contact Center
(ARC4) via phone or email.

Supervisor

Supervisors are responsible for reviewing
work completed by the CCR users,
assigning and managing issues to
external agencies, and generating
reports.

This section describes how to use the Users Dashboard to manage ARCS users. Admin-

istrators are responsible for managing user access to the ARCS features, functionality, and

data.

Click Users on the Menu Bar header.

1Army Recovery Care Coordination Contact Center
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04 Mar 2024

(D
User Dashboard Items

Label Name Description
A Addicon Click the Add icon to add a new user

Module drop _
B Select the module to view users

down
C Filters Search or sort users based on grid information

~|Click a user hyperlink to open the User Details screen for viewing
D Name hyperlink i
or editing

After receiving an ARC4 ARCS account request from a user, you can create a new user
account. To add a new user:

1 Click the Add icon &9

The Add New User screen opens.

Add New User

" EDIPE: | 1234567800

Cancel ( o= ]

2. Enterthe User's EDIPI from their ID card. Do not make up a number as a place-
holder.

3. Click Add to save the new user's account, or Cancel to quit without saving.
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NOTE: If the User has had an ARCS account, the record will open. Update the existing inform-

ation and ensure the User is Active box is checked.

The ARC4 User Details screen opens.

WSFH User Details

* First Name: Bob

Midtle Name:
* Last Name. Emith
User Is Active: ¥
Contact Information
Work Email: |~
Work Phone: [123-456-7500_
Work Cell Phone

Home Phone:

Address 1

Address 2.

Country

e ——

Postal Code:

WSFH System Roles

Available Roles *| | Selected Roles
Administrator Supsnvisor
Customer Care Representative

4. Enter the required information. All required fields are marked with an asterisk (*).

5. Add at least one ARC4 System Role from the pick list.

6. Click Save to save the new User's account, or Cancel to return to the User Dashboard
without saving.

7. Open the new User's profile.

Qv -
il [L]le (b Pagesie-(zs - PagelofLiowsimlofl
User work Phane Is Active Last Updated

[em = T =

ﬁmi{h. Bm 123-456-7890 True 20 Sep 2016

| T b pagesie:|2s = PagelofLaows Ll lofl
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8. Add the User's DD 2875 System Access Request, and HIPAA Certificate to the attach-
ments section.

.:Attachments

AE) - '

PegeSive: (10 v| e 4 Pege: |1 | ofz » pwl Displaying Trems 1102 of 2
File Name Fil Type Added By Added On «

[ [ [ |

HIPAA Smith, Bob

Real, AdminReal 19 Sep 2016
B 20165EPDL el i

View DD2875 Smith, Bob Rezl, AdminRezl 19 5ep 2016

NOTE: HIPAA Certificates should be updated annually in attachments.

View ARC4 User Details

To open an existing user account for viewing or editing, click the name hyperlink from the
Users Dashboard

The ARC4 User Details screen opens.

USER DETAILS

nnnnn 1000000467
HIPAA Gertfies 22 Jan 2024

sssss

Postal Code

ARCA System Roles

Administrator

Attachments

File Name File Type Document Date  Added By Added On v
£ ]
26Fe0 2024 04 Mar 202

2.Jan 2024 04 Mar 2024

05 Feb 2024 04 Mar 2024

HIPAA Certified Date

A current HIPPA training is required for access to ARCS. Users with HIPAA training older
than one year will have their ARCS account access automatically suspended. HIPAA cer-
tified date is controlled by the document date on the last uploaded HIPAA certificate.
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To update the HIPAA Certified Date, upload the user's current HIPAA Certificate to the user
profile (See Add Admin Attachment or My Profile).

When the user's HIPAA certificate expires in the current month, the user will receive a mes-
sage at each login until a new certificate is uploaded. Accounts are suspended on the 1st of
the following month if a new HIPAA certificate is not uploaded.

Use the Attachments section of the profile to upload required DD 2875 system Access
Request and HIPAA Certificates.

nnnnnnnnnnn

0o .
T o =@
Attachments Screen Items
Label Name Description
A Add Admin Attach- | Click the Add icon to add a new attachment. This adds
ment icon a case log entry in the case log.
B View PDF Attach- Click the View PDF icon to view the attachment in a
ment pop-up.
View Attachment ) i ] ] ]
C Click the View hyperlink to view the attachment details

Details hyperlink

Click the file name hyperlink to download the attach-

D File Name hyperlink
- ment

Delete Attachment

E ) Click the Delete icon to delete the attachment
icon

To add an attachment:
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1. Click the Add icon @
2. The Add Attachment window opens.

E Add Attachment

* Document Type: | Select type...

* File Name:
* Document Date: | DD MMM s

* Upload File:

Select |

Cancel | Submit |

3. Enterinformation for all required fields. Required fields are marked with an asterisk
().
4. Click Select.

5. The Open dialog box opens (browser dependent).

x|
Q () ||~ MyDocuments - Attachments |23 | search Attachments 0]
Organize »  New folder i |1| @)
Name ~ | Date modified | Type | Size | |
t Attachment1.pdf 6/22/2011 11:51 AM  Adobe Acrobat Doc... 31KB
rﬂ] Attachment2. docx 6/22/2011 11:50 AM  Microsoft Office Wo... 17KB
IE_T] Attachment3.doc 4/8/2011 12:48 PM Microsoft Office Wo. .. 29KB

File name: || j I*.jpeg; *jpg; *.gif; *.png; ".bmp,j

Open | » Cancel |
4
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5. Select afile, and then click Open.
6. Click Submit to add the attachment or click Cancel to close the window without sav-

ing.
NOTE:

View Attachment Details

To view details for any attachment:

1. Click the View hyperlink:
2. The Attachment Details window opens.

Attachment Details

File Name: Resume
Document Type: Resume

Document Date: 10 Jan 2011

Comments: -

Close

3. Click the Close hyperlink to close the window.
Download Attachment
To download an attachment:

1. Click the file name hyperlink.
2. The File Download dialog box opens.
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x

Do you want to open or save this file?
qﬁ?g Mame: Resume.pdf

| s Type: Adobe Acrobat Document, 30. 1KB
From: awcts.inforeliance.com

Cpen Save | Cancel I

|_:- % While files from the Intemet can be useful, some files can potentially
@ ham your computer. f you do not trust the source, do not open or
: save this file. What's the nsk?

3. Click Open to open the attachment, Save to save the file to another location (e.g.,
hard drive), or Cancel to stop the download.

Archive Attachment

To archive an attachment:

1. Click the Delete icon b to the right of the attachment.
2. The Delete Attachment dialog box opens.

[T Delete Attachment x

Are you sure that you want to Delete the
® "Work Conditioning Log' attachment created
on 29 Mar 20247

m Cancel

3. Click OK to delete the attachment or click Cancel to return to the Attachment screen.

NOTE: To permanently delete a file from a Soldier's case, please submit a ticket to the ARCS

service desk.

Edit ARC4 User

To edit an existing user account:
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1. Click Edit.

The ARC4 User Details screen opens:

USER DETAILS
Pt Name: 855 ~Dooin: | 1o

sssss

2. Update user details and/or permissions.
3. Click Save to save the changes, or Cancel to close the window without saving.

Deactivate ARC4 User
To deactivate a User account:

1. Open the User's record by selecting Edit.
2. Un-check the User is Active check box.

w‘-FFH User Details

* First Name: Bob *EDIPI !S

Middle Name: HIPAR Certified: | 5

* Last Name: [Smith

LIserIsAr:ti\r@

3. Click Save to deactivate the user, or Cancel to close the window without saving.
Re-activate ARC4 User
To enable a suspended User account:

1. Open the User's record by selecting Edit.
2. Checkthe User is Active check box.
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W—.FFH Uzer Details

* First Name: Bab * EDIPI: [gezasan7ar

Middle Name: HIPAA Certified: [ o7 5.0 7015 i
* Last Name: |Smith

User |5Amw®

3. Click Save to activate the user, or Cancel to close the window without saving.

In the Administrator module, an administrator can:

NOTE: Details on how to perform the following SRU module Administrator tasks can be found

in the ARCS SRU User Manual.

In the SRU module, an administrator can:

* Open and Close case records

» Reassign Cadre

» Edit Soldier information

» Edit/delete case log entries after 24 hours

» Edit/delete action item log entries after 24 hours
« Edit/delete task log entries after 24 hours

This section describes how to use the Users Dashboard to manage ARCS users. Admin-
istrators are responsible for managing user access to the ARCS features, functionality, and
data.

Click Users on the Menu Bar header.

-59-CUI



Administrator Module User Guide v.2.9.15

User Dashboard Items
Name Description

A |Addicon Click the Add icon to add a new user

Module drop _
B Select the module to view users

down
C |[Filters Search or sort users based on grid information

] Click a user hyperlink to open the User Details screen for viewing or
D |Name hyperlink it
editing

New ARCS account requests require a signed DD 2875 System Access Request and cur-
rent HIPAA Certificate.

After receiving the required documentation from a user, you can create a new user account.
To add a new user:

1 Click the Add icon &9

The Add New User screen opens.

ADD NEW USER

2. Enterthe User's DODID from their ID card.
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3. Click Add to continue, or Cancel to quit without saving.

The SRU User Details screen opens.

NOTE: If the User has had an ARCS account, the record will open. Update the existing inform-

ation and ensure the User is Active box is checked..

[sRU User petails

4. Selectthe Select the level of assignment (MRC, SRU, Company, Platoon, Squad).
The available roles will vary based on the user's assignment.

* MRC: | Choose MRC. B

*BRU

Company:

Piatoon

Squad:

5. Enter the required information. All required fields are marked with an asterisk (*).
6. Add atleast one SRU System Role from the pick list.
7. Select the User's primary role.
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8. Click Save to save the new user's account, or Cancel to return to the User Dashboard

without saving.
9. Open the new User's profile.

& v~ | [ e
W ailn |y pagecizerlz Page L'oF1 tows Lte 20F2
| user Wark Phone Primary Role RMC WU €O PLT  SQD Is Active Last Updated
B C T [ : C =
OMB 10, ombudsman 10 WTC Leadership Al True 18 Mar 2015
@, 123-456-7850 Nurse Caz= Mznagar RHC-A [P} Fort Belvoir HHC 20 Sep 2016
'_|< cT kM Pagesize: |25 =

10. Add the User's DD 2875, System Access Authorization Request, and HIPAA Cer-
tificate to the attachments section.

nnnnnnnnnnnn

;;;;;;;;;

View SRU User Details

To open an existing user account for viewing or editing, click the name hyperlink from the

Users Dashboard

The SRU User Details screen opens.
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nnnnnnnnn

peime

A current HIPPA training is required for access to ARCS. Users with HIPAA training older
than one year will have their ARCS account access automatically suspended. HIPAA cer-
tified date is controlled by the document date on the last uploaded HIPAA certificate.

To update the HIPAA Certified Date, upload the user's current HIPAA Certificate to the user
profile (See Add Admin Attachment or My Profile).

When the user's HIPAA certificate expires in the current month, the user will receive a mes-
sage at each login until a new certificate is uploaded. Accounts are suspended on the 1st of
the following month if a new HIPAA certificate is not uploaded.

Use the Attachments section of the profile to upload required DD 2875 system Access
Request and HIPAA Certificates.

nnnnnnnnnn
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Attachments Screen Items

Label Name Description

A Add Admin Attach- Click the Add icon to add a new attachment. This adds
ment icon a case log entry in the case log.

B View PDF Attach- Click the View PDF icon to view the attachment in a
ment pop-up.
View Attachment i . . . .

C Click the View hyperlink to view the attachment details

Details hyperlink

Click the file name hyperlink to download the attach-

D File Name hyperlink
I ment

Delete Attachment

E ] Click the Delete icon to delete the attachment
icon

To add an attachment:

1. Clickthe Add icon &9
2. The Add Attachment window opens.

Add Attachment 5]

* Document Type: | Select type > |

L Iype

* File Name:

* Document Date: &h

* Upload File: Seledt

Cancel | Submit |

3. Enterinformation for all required fields. Required fields are marked with an asterisk

(*)-
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4. Click Select.

5. The Open dialog box opens (browser dependent).

{_ Open | 5]
'.\_,‘ @) | = My Documents - Attachments - [g]] I Search Attachments ‘Q‘
Organize ~  Mew folder i > [ @
Mame ~ Date modified | Type | Size | |
E Attachment1.pdf 6/22/2011 11:51 AM  Adobe Acrobat Doc.., 31KB
!—E] Attachment2.docx 6/22/2011 11:50 AM  Microsoft Office Wo... 17KB
@._] Attachment3.doc 4/8/2011 12:48 PM Microsoft Office Wo... 29KB
File name: || j |*.jpeg; *jpg; *.gif; ".png; *.bmp,j
Open |v| Cancel |
4

5. Select afile, and then click Open.

6. Click Submit to add the attachment or click Cancel to close the window without sav-
ing.

NOTE:
View Attachment Details
To view details for any attachment:

1. Click the View hyperlink:
2. The Attachment Details window opens.
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Attachment Detalls

File Name: Resume

Document Type: Resume

Comments: -

3. Click the Close hyperlink to close the window.

Download Attachment
To download an attachment:

1. Click the file name hyperlink.
2. The File Download dialog box opens.

x

Do you want to open or save this file?

- Mame: Resume.pdf
g

e Type: Adobe Acrobat Document, 30. 1KB
From: awcts.inforeliance.com

Open Save [ Cancel |

|:-- ‘While files from the Intemet can be useful, some files can potentially
@ ham your computer. f you do not trust the source, do not open or
save this file. What's the nsk?

3. Click Open to open the attachment, Save to save the file to another location (e.g.,
hard drive), or Cancel to stop the download.

Archive Attachment

To archive an attachment:
o=
1. Click the Delete icon | & to the right of the attachment.

2. The Delete Attachment dialog box opens.
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[T Delete Attachment X

Are you sure that you want to Delete the
® "Work Conditioning Log' attachment created
on 29 Mar 20247

m Cancel

3. Click OK to delete the attachment or click Cancel to return to the Attachment screen.

NOTE: To permanently delete a file from a Soldier's case, please submit a ticket to the ARCS

service desk.

Edit SRU User
To edit an existing user account:
1. Click Edit.

The Edit SRU User screen opens:

uuuuuuuuuuuuu

2. Update user details and/or permissions.
3. Click Save to save the changes, or Cancel to close the window without saving. The
icons are found in the upper right- hand corner.
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Deactivate SRU User
To deactivate a User account:

1. Open the User's record by selecting Edit.
2. Un-check the User is Active check box.

ISRU User Details Cancel Save

SSSSS

3. Click Save to deactivate the user, or Cancel to close the window without saving.
Re-activate SRU User
To enable a suspended User account:

1. Open the User's record by selecting Edit.
2. Checkthe User is Active check box.

3. Click Save to activate the user, or Cancel to close the window without saving.
Audit Logs
Administrators can view audit logs for actions taken within the system.

1. Click Audits on the Menu bar Header.
2. Select a date range.
3. Select a module (limited by permissions).

The Audit Log opens.

-68-CUI



Administrator Module User Guide v.2.9.15

Audit Print

The following log types are available:

¢ Assignment Change

e Look Up Type Description

e Assignment Change

» Cancel Appointment

» Cancel Self-Assessment

 Clinical Status Change

» Delete Attachment

¢ Inquiry Deleted

¢ Issue Deleted

» Log Entry Updated (previous name “Log Entry Changed”)
* Role Assignment Changed

» Self-Assessment Availability Updated

» Self-Assessment Frequency Updated

» Soldier Acceptance Access Agreement
e Soldier Login

e Status Change

e Transfer

» User Login Failed

» User Session Ended

PERMISSIONS: ARCS System Administrators
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SRU Management Overview

This section allows you to add, edit, or disable a SRU, Company, Platoon, and/or Squad.

PERMISSIONS: ARCS System Administrators

View SRU Management

1. Selectthe SRU Management in the Menu Bar header.

Welcome 000 AdminReal Logout  Help

«AR S ADMINISTRATION HOME USERS TYPEDATA AUDITS SRUMANAGEMENT LOGS REPORTMANAGEMENT MAINT

CURRENT TESTING SITE (CUI)

SRU MANAGEMENT

+ RHC-A
1 RHC-C
4 RHC-E
4 RHC-P
4 WRMC

# RHC-A
i CBWTU lllinois - (INACTIVE)
CBWTU Massachusetts - (INACTIVE)
:J CBWTU Virginia - (INACTIVE)
4+ Company HQ - (INACTIVE)
=i~ Fort Belvoir - (ACTIVE)
= Company A - (ACTIVE)
) Platoon 1st - (ACTIVE)
1 Platoon 2nd - (ACTIVE)
- Platoon 3rd - (ACTIVE)
- Platoon 4th - (INACTIVE)
Platoon 5th - (INACTIVE)
n Company B - (ACTIVE)
= Company HHC - (ACTIVE)
+- Platoon 1st - (ACTIVE) - (ACTIV
Company hhc - (INACTIVE)
Company SRU Belvoir - (ACTIVE)

(e
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SRU Management Tab ltems

Name Description

Red Font SRU, Company, Platoon, and/or Squad is disabled

Black Font |SRU, Company, Platoon, and/or Squad is active

+ﬂ," Click this icon to expand the entities sub groups

Click this icon to collapse the entities sub groups

PERMISSIONS: ARCS System Administrators

1. Selectthe SRU, Company, Platoon, or Squad that needs edited (added or renamed).

e Select the plus boxes to expand the lists

SRU Management
Add Platoon Rename

=+ RHC-A Company: A - (ACTIVE)
CBWTU linos - (INACTIVE) Platoon 1st - (ACTIVE)
Platoon 3rd - (ACTIVE)
Platoon 4th - (INACTIVE)
Platoon 5th - INACTIVE)

CBWTU Massa

1. Select the Add blue hyperlink.

2. Add the new Company, Platoon, or Squad name.
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3. If changes are correct, select save.

4. Refresh the screen to view the updates.

SRU Management

[

™ RHCA Company: A - (ACTIVE)

CBWTU Il ACTIVE) 4 ) =
' e Add Platoon a
[ (INACTIVE Platoon 2nd - (ACTIVE) T
C a - (INACTIVE) Platoon 3rd - (ACTIVE) Name: [Platoon 6th
Platoon 4th - (INACTI - -
Fort Belvoir - (ACTIVE) e cancel | (save |

Platoon 5th - (INACTIVE)

Renaming to an existing SRU, Company, Platoon, or Squad

—

Select the Rename blue hyperlink.

N

Update the Company, Platoon, or Squad name.

w

If changes are correct, select save.

»

Refresh the screen to view the updates.

SRU Management

Platoon: 1st - (ACTIVE)
(INACTIVE) Squadron 1st - (ACTIVE)
Squadron 2nd - (ACTIVE)

A
; - (NACTIVE) Sauadian 3 (ACTND, || Name:

Squadron 4th - (ACTIVE)
Fort Belvoir - (ACTIVE) 2 Cangel

[E) Rename Platoon

# Platoon 2nd - (ACTIVE)

Activating or Deactivating a SRU, Company, Platoon, or Squad

PERMISSIONS: ARCS System Administrators

1. Selectthe SRU, Company, Platoon, or Squad where you would like to activate or deac-
tivate an Company, Platoon, or Squad.
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e Select the plus boxes to expand the lists
* Inactive - Red font

* Activate- Black font

SRU Management

Add Platoon Rename

= RHC-A Company: A - (ACTIVE)

CBWTU lllinois - (INACTIVE) Platoon 15t - (ACTIVE)

CBWTU Massachusetts - (INACTIVE| | Platoon 2nd - (ACTIVE)

+- CBWTU Virginia - (INACTIVE) Platoon 3rd - (ACTIVE)
Platoon 4th - (INACTIVE)

3t Fort Belvoir - (ACTIVE)

P Platoon 5th - (INACTIVE)
->

£} Company B - (ACTIVE)

Activating a SRU, Company, Platoon, or Squad

» To Activate a Company- The parent SRU must be active in order to activate the Com-
pany.

» Activate a Platoon- The parent SRU and Company must be active in order to Activate
the Platoon.

» Activate a Squad- The parent SRU , Company, and Platoon must be active in order to
activate the Squad.

Steps to Activate a SRU, Company, Platoon, or Squad
1. Select the Activate hyperlink on the right hand side of the screen.

2. Select Activate in the pop-up
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3. Refresh the screen to view the updates.

SRU MANAGEMENT

= RHC-A = | Platoon: Complex Cara ~ INACTIVEY
CBWTU lilinois - (INACTIVE) Activate/Deactivate Platoon

CBWTU Massachusetts - (INACTIVE) Platoon Complex Care - (INACTIVE)

- CBWTU Virginia - (ACTIVE) Cancel M‘
Cancel vaf
=i Company HQ - (ACTIVE)

Platoon Intake Section - (INACTIVE)

Deactivating a SRU, Company, Platoon, or Squad

* The SRU, Company, Platoon, or Squad cannot be deactivated if there are active sol-

diers in that area.

» To deactivate a Platoon- All Squads in that parent task must be deactivated in order to
deactivated the Platoon.

» To deactivate a Company- All Squads and Platoons in that parent task must be deac-
tivated

» To deactivate a SRU- All Squads, Platoons, and Companies in that parent task must

be deactivated.
Steps to Deactivate a SRU, Company, Platoon, or Squad
1. Select the Deactivate hyperlink on the right hand side of the screen.
2. Select Deactivate in the pop-up

3. Refresh the screen to view the updates.

SRU MANAGEMENT

Add Platoonfl Deactivate Company, § Rename

FRHEA Company: HQ - (ACTIVE)
CBWTU llinois - (INACTIVE) | Platoon Complex Care - (NACTIVE) Activate/Deactivate Company
F huse = (I Platoon Intake Section - (INACTIVI
CBWTU Massachusetts - (INA | Platoon Intake Section - (| E) Gompany HQ - (ACTIVE)

= CBWTU Virginia - (ACTIVE)  Plateon RM2 - (INACTIVE) cancel [ peactivate |

Platoon RTD Track - (INACTIVE),
Platoon Veteran Track - (INACTIVE)
s Fort Belvoir - (ACTIVE)
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PERMISSIONS: ARCS System Administrators

PERMISSIONS: ARCS System Administrators

To view the system logs, select the logs in the Menu Bar header.

SYA EMLCB 5 &

Dashboard % Systemlogs \ UserSessions \ Email Status %\ DB Version

System Logs Banner

[ Label Name Description |
A Dashboard View of interface statuses

B System Logs Detailed view of system driven events

C User Sessions Login summary of ARCS users

D Email Status View of pending e-mails

E 32? Base (DB) Ver List of the changes made in the data base

PERMISSIONS: ARCS System Administrators

The systems logs dashboard allows users to view the status updates of each interface within
ARCS.
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Load Falled

System Logs Icons

Label Name Description

A Report Date [ Displays the interface status as of the day selected

_ Click the Date Picker icon to open a small calender to
B Date Picker . .
select a date instead of entering it manually

Left Arrow |Click this icon to go back a day

Right Arrow | Click this icon to go forward a day

Child
E Record Dis- | Click the arrow to view the child records details

play

* Red- Fail
* Yellow- Partially Succeeded

e Green- Loaded Successfully
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Interfaces
[ Interface Run |
Interface Status .
Time
Integrated Personnel and Pay ] Tuesday and Fri-
IPPS-A Active
System - Army day
Medical Operational Data Sys-
MODS tem (From the MODS-WT- Active Midnight (CST)
Module)
Military Personnel Transition ] ]
TRANSPROC ] ] Active One Day Behind
Point Processing

View Dashboards
To view the user system logs details:
1. Select the logs in the Menu Bar header.

2. Select Dashboard on logs header.

1

MR s ADMINISTRATION HOME USERS TYPEDATA AUDITS SRUMANAGEMENT LOGS REPORTMANAGEMENT MAINT

CURRENT TESTING SITE (CUI)

System Logs

PERMISSIONS: ARCS System Administrators

The system logs allow you to view when an action item or failure occur when running the soft-
ware. This code is written by the developers.
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omB +
oms - EZEIEIE (50 ~|lines [15 +|Days | Refiesh | AutoRefresh: 3 ~v|  Highlight: None  +/ [] Bold Selected Text | Export
FET T

Lc? File : DS\_IAWCTS\Dep'IOy\'IOgs\DMB 20221129.70g retrieved @ 11/30/2022 8:08:06 AM
File size: 1
Final 15 Tines displayed below

2022/11/29 10 18:05. 245 - /LM/W3SVC/2/ROOT/omb-1-133142086596092070 - Info - Global:Application_start - OMB.Application_start
2022/11/29 B - /LM/W3SVC/2/ROOT/omb-1-133142086596092070 - Info_- CacheHelper:LoadAllCacheData - Load A1l Cache Data
2022/11/29 10 40:40. 142 - /LM/W3SVC/2/ROOT/omb-1-133142086596092070 - Fatal - errorHelper:TogCriticalEvent - OMB

shut Down Message=Hostin Env1ronment initiated shutdown

HostingEnvironment caused shutdow:

shut Down Stack= at System.Environment.GetStackTrace(Exception e, Boolean needFileInfo)
at system.Environment.get_StackTrace()

at System.Web.Hosting.HostingEnvironment.InitiateshutdownInternal()

at System.Web.Hosting.HostingEnvironment. InitiateshutdownWithoutbemand()

at System.web.Hosting.PipelineRuntime.StopProcessing()

Lo? File : D:\AWCTS\Deploy\logs\OMB_20221129.70g retrieved @ 11/30/2022 8:08:06 AM
e _size: 15 Tines.
Final 15 Tines displayed above

View System Logs
To view the user system logs details:
1. Select the logs in the Menu Bar header.

2. Select system logs on logs header.

Welcome nuﬂ{ammae Logout  Help

«ARCS ADMINISTRATION HOME USERS TYPEDATA AUDITS SRUMANAGEMENT LOGS REPORTMANAGEMENT MAINT

CURRENT TESTING SITE (CUI)

SYSTEM LG5S

Dashboard || System Logs. User Sessions \ Email Status DB Version

3. Select the module, interface, service, etc.

Dashboard System Logs Y User Sessions . Email Status DB Version

Not Avail. ¥ 500 ~v|Llines |15 ~v|Days | Refresh |
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» The options include:

AW2

HELP

MAIN

OMB

Soldier

WSFH

SRU

Admin
ExServices
InServices
RootServies
Email Service
CHCS

CHCS by MTFID
DCIPS

EPEB

ITAPDB

IPPS-A Connector
IPPS-A Processor
MODS

PDCAPS

TRANSPROC
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» User Suspense

e CER Emails

e AW2 Nightly

« OMB Nightly

« SRUSA

» SRU Target Transition

e SRU Survey Email

PERMISSIONS: ARCS System Administrators

User Sessions displays the login summary of ARCS user

Dashboard System Logs ‘ User Sessions Email Status DB Version

namin (- showal dates () (cE
a1l r 0] pagesizer[25 + Page 1 of 1, rows 10 5 of 5

Created On -Q User Name e Elapsed Time e

3/6/2017 10:47:54 AM Sru, Rec *01:27
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E-mail Status Icons

(Label Name Description )
Options:
¢ Admin
o AW2
A Module Options
« OMB
e WSFH
* SRU
B Show All Dates Click the box to view all login dates
C Refresh Option Click the Icon to refresh the data
D Created On Date and Time (CST) of login
E User Name Individual logging into module
\F Elapsed Time Duration the user was logged into the module ,

View User Sessions Status
To view the user session details:
1. Select the logs in the Menu Bar header.

2. Select User Sessions on logs header

Welcome © 1 4minReal Logout  Help

MR s ADMINISTRATION HOME USERS TYPEDATA AUDITS SRUMANAGEMENT LOGS REPORTMANAGEMENT MAINT

CURRENT TESTING SITE (CUI)

E-mail Status

PERMISSIONS: ARCS System Administrators
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The e-mail status dashboard allows users to see a list of the pending e-mails that have not
been sent.

E-mail Status Icons

System Logs

A i) e

Created on ~ Last Send Attempted _Last SITP Gatenay Email Type Subject
11/14/2022 9:52:05 AM
11/7/2022 2:20:47 P11

—_—
'APPOINTMENTSOLDIEF SRU Appoint
APPOINTH

IENTSOLDIEF SRU Appointment
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E-mail Status Icons

Label Name Description
Navigation _
A Click the arrows to move page forward or backward
Buttons
B Page Size |use the list box to select the number of records you want to view
List Box on one page
C Refresh Select the refresh icon to refresh your page view
Click a column heading once to sort the grid by that column in
ascending order. Click the column heading again to sort in des-
cending order. As shown above, the list is sorted by created on.
Column Header Options:
¢ Created On- Date and time (CST) of when the e-mail was
created
D Column ¢ Last Send Attempt - Date and time (CST) of e-mail attempt
Header to be sent
¢ Last SMTP Gateway- Mail server name
¢ E-mail Type- Unique e-mail category
¢ Subject- Subject of e-mail
» Recipient- number of recipients
» System- Module
e Column Fil- [Enter a filter term in the text box at the top of a column in the grid.
ter Press Enter on the keyboard to see only the filtered results

To view the user session details:

-83-CUI




Administrator Module User Guide v.2.9.15

1. Select the logs in the Menu Bar header.

2. Select email statuses on logs header

MRCS ADMINISTRATION

CURRENT TESTING SITE (CUI)

System Logs

If an e-mail does not send, the team will need to troubleshoot the issue.
Examples of when e-mails are sent:

e Scrimmage- Scheduled/ Updated

Action ltem- Assigned/ Re-assigned

Initial CER eligibility

Account Suspension Warning

HIPAA certification expiring

Database Version

PERMISSIONS: ARCS System Administrators

The database (DB) version allows you to view changes made in the system. These changes
are typically tied to a system release.

Database Version Icons

Current Database Version

®
o |

W) 41]2 3 4[| M Pagesice:|25 ~ Page 10f 4, 1ows 1 10 25 of 100

Major Minor Maintenance Version Impact Last Update ~ ‘i

2 9 08 o1 N 28 Oct 2022 12:19
2 9 07 02 N 08 Aug 2022 11:57
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Database Status Icons

Label Name Description
Navigation _
A Click the arrows to move page forward or backward
Buttons
B Page Size |use the list box to select the number of records you want to view
List Box on one page
Excel .
C Export as a spreadsheet in Excel
Export
Click a column heading once to sort the grid by that column in
ascending order. Click the column heading again to sort in des-
cending order. As shown above, the list is sorted by the last
update.
Options:
b Column * Major
Header « Minor
* Maintenance
* Version
¢ Impact
¢ Last Update
E Column Fil- | Enter a filter term in the text box at the top of a column in the grid.
ter Press Enter on the keyboard to see only the filtered results
] Click the date picker icon to open a small calender to select a
F Date Picker dat
ate

To view the user system logs details:

1. Select the logs in the Menu Bar header.

2. Select DB Version on logs header.

-85-CUI




Administrator Module User Guide v.2.9.15

Welcome 000 AdminReal Logout  Help

1
«AR S ADMINISTRATION HOME USERS TYPEDATA AUDITS SRUMANAGEMENT LOGS REPORTMANAGEMENT MAINT

CURRENT TESTING SITE (CUI)

SYSTEM LOGS

Dashboard System Logs  \ User Sessions \ Email Status DB Version

ICurrent Database Version
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System Banners

PERMISSIONS: ARCS System Administrators

Use the automated banners in system header to notify users in Admin module when system
maintenance will occur or to display an adhoc messages.

To add a banner pop up click on MAINT in the Menu bar.

Wolcome 000 Acinrca! [ L ek
«ARCS ADMINISTRATION WOME USERS TYPEDATA AUDITS SRUMANAGEMENT LOGS REPORTMANAGEMENT MAINT

Creating a Automated System Maintenance Alert:

1. Select Banner on the Site Page Banner Line.

System Admin 19PS-A Management

Application: ADMIN

Update Site/Page Banners

Logon Page Banner:(Cpfional) Reset | | Save

After saving the banner text you must cick Refresh App Settings below for the change to take effect immediatley.If not it will go into efectthe next time the App Pools are recycled. The banners must be refreshed in each application manually to be displayed

2. Add the dates and times in which the system maintenance will occur.

-A Mapanemeant

1 [g Banner Date: [%]
|
* From f [ (ORequired * To :}ﬁ G) Rgfiuired
annel
| Preview |
Se
| Update |
— | Bar

text yourmustuien mere s Ap R OB UGS UEIOW 0T TS CHANgE 0T ARG SHEGETTTISUIa ISy MU TEWI gur i SIesr e TEAT T e rie App oo are tecyCle

3. Select Preview.
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Site Page Banner i ARCS will be intermittently un due to scheduled mainten: Reset. | | Banner || Saue
After saving the banner text you must click Refresh App Sattings below for the chang =) Banner Date: @ p manually
“Fiom: | 21 Nov 2022 0700 B G “To | 25 Nov 20220700

Reload Site Configuration Data

Pre

| Update

Reload configuration data

Reload reference data

This is required if a change to ReferanceData has been made and the data need

 Ifthe preview line is accurate, select update.

« Ifthe preview line is not accurate, correct the date and/or time and click update.

wnner: r CURRENT TESTING SITE Banner
the banner text yau must click Refrésh App Settings below for the chang () Banner Date: @ [ manually to
“From |51 Nov2ozo00 | T “To. | 25 Nov 2022 0000 ERC]
+ Configuration Data 9
| Preview | | ARCS will be intermitiently unavailable due to scheduled maintenance. Outage window: 22 Nov 2022 0000 E/T to 22 Nov 2022 0000
guration data &P Reset
ence data B Reset
squired if a change to ReferenceData has been made and the data need

4. Click save.

Application: ADMIN

Update Site/Page Banners

Luyon Page Banner 1 Hesat Save
Site Page Banner:(Opt ARCS will be intermittently unavailable due to scheduled maintenance. Outage windows 21 Nov 2022 0700 AT to 25 Nov 2022 0700 E/T | | Reset | | Bamn '
After saving the banner text you must click Refresh App Settings below for the change to take effect immediatiey.If not it will go into efect the next time the App Pools are recycied. The BEMWBIs must be refreshed in each application manually to be displayed.

General Banner Update

1. Entertextin the logon page banner or site page banner.

System Admin 1PPS-A Manag:

Application: ADMIN

Update SitelPage Banners

Logon Page Banner:(Optianal g Reset | | Save |

Site Page Banner.(Opfions

g N Reset | | Banner| | Save
After saving the banner text you must click Refrash App Settings below for the change to take effact immediatley.If not it will go into efect the next time the App Pools are recycled. The banners must be rafreshad in each application manually to be displayed
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* (A) Logon Page Banner- Message will appear upon login.
» (B) Site Page Banner- Message will appear at the top of the page.

2. Select Save.

Update Site/Page Banners

Logon Page Banner:(Optional Reset | | Save

Sits Page Banner:(Optiona CURRENT TESTING SITE

After saving the banner text you must click Refresh App Settings below for the change to take effect immediatiey.If not it will go into efect the next time the App Pools are recycled. The banners must be refreshed in each application manualy to be displayed

Banners will refresh on screen within a couple of minutes of making the update and clicking

save.

System Banners

PERMISSIONS: ARCS System Administrators

Use the automated banners in system header to notify users in Admin module when system
maintenance will occur or to display an adhoc messages.

To add a banner pop up click on MAINT in the Menu bar.

[m——— Logou o

HOME USERS TYPEDATA AUDITS SRUMANAGEMENT LOGS REPORTMANAGEMENT MAINT

Creating a Automated System Maintenance Alert:

1. Select Banner on the Site Page Banner Line.

System Adrmin 1PPS-A Management

Application: ADMIN

Update Site/Page Banners
Logon Page Banner:(Optionsl)

Site Page Banner:(Optiona

After saving the banner text you must click Refresh App Settings below for the change to take effect immediatiey.If not it will go into efect the next time the App Pools are recycled. The banners must be refreshed in each application manually to be displayed
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2. Add the dates and times in which the system maintenance will occur.

-A Mapanemant

Banner Date:
|
* From
nnel
| Preview |
tional Z
: |_Update |
nal) — | Bar

text yourmusteier mere s mpp OB g S DO IOW IO IS GHaNG S 0 ARG S G T S Ia U Y HUTTOWIT GUTIiie SIS S HEXT T S S ApP- oo ars tecyCle

3. Select Preview.

Site Page Banner:(Optianal ARCS will be intermittently unavailable due to ccheduled maintenance. Outage window: 21 Nov 2022 0700 £/T to 25 Nov 2022 0700 £/T | | Reset | | Banner | | Save |

After saving the banner text you must click Refresh App Seftings below for the chang (=) Banner Date: 8 b manualy

*From | 21 Nov 2022 0700 E ] *To | 325 Nov 20220700 O

Reload Site Configuration Data

]

Raload configuration data £ Resst
| Update |
Reload reference data | £ Reset

This is required if a change to ReferenceData has been made and the data need

« Ifthe preview line is accurate, select update.

« Ifthe preview line is not accurate, correct the date and/or time and click update.

wnner Optional| CURRENT TESTING SITE

the banner text you must click Refresh App Settings below for the chang =) Banner Date: @ [y manually to

“From |51 Nov2ozo700 | T “To [asnova0zo00  |E

+ Configuration Data

| Preview | | ARCS will be intermittently unavailable due to scheduled maintenance. Qutage window: 22 Nov 2022 0000 E/T to 22 Nov

guration data: &} Reset

ence dafa % Resct
squired i a changs to ReferenceData has besn made and the data nesd

4. Click save.

Application: ADMIN

Update Site/Page Banners

Logon Page Banner Cptions | Reset | [ save |
Site Page Banner:(Cptions!) ARCS will be intermitently unavalzbla due to schedules maintznance. Outsg window 21 Nov 2022 0700 E/T t0 25 Noy 20220700 /7 | | Reset | \@.
After saving the banner text you must click Refresh App Settings below for the change to take effect immediatiey f not it will ga nto sfectthe next time the App Pools ae recycled. The BEMWERs must be refreshed i sach application manually to be displayed:
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1. Entertextin the logon page banner or site page banner.

1PPS-A M

Application: ADMIN

Update Site/Page Banners

Logon Page Banner.(Optional e Reset | | Save
Site Page Banner. n | = ]
2= —
After saving the banner text you must click Refresh App Settings below for the change to take efiect immediatiey.If not it will go into efect the next time the App Pools are recycled. The banners must be refreshed in each application manually to be displayed

* (A) Logon Page Banner- Message will appear upon login.
» (B) Site Page Banner- Message will appear at the top of the page.

2. Select Save.

Update Site/Page Banners
Logon Page Banner:

Site Page Banner: CURRENT TESTING SITE

After saving the banner text you must click Refresh App Settings below for the change to take effect immediatley If not it will go into efect the next time the App Pools are recycled. The banners must be refreshed in each application manually to be displayed

Banners will refresh on screen within a couple of minutes of making the update and clicking
save.

PERMISSIONS: System Administrators

Release notes will appear in a pop-up on the users homepage upon their first login after the
release. They also can be found on their My Profile Page.

To upload the release notes after the release:
1. Select Maint in the Application Header
2. Selectthe Release Note Upload tab

3. In Add Release Notes Pop-Up:
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Enter the Release Number

* You do not need to add the '.', it will automatically format it

Enter the Release Date

Upload the PDF Version of the Release Notes File

Select Save

E Add Release Notes

* Release Number: | 7.g 13

Release Date: | 20 Jul 2024 =

*Upload File: @ ARCS 2.9.13 April '24 Release Notes.pdf *Remows

File Drop Zone
Drop Files Here

Supported Extensions. PDF
Mas Size: .2 MB

Canedt m

4. The Release Notes will be added to the Release Note Upload table

Release Release Date v Added By Added On Modfied By

Modified On

£ - ==

g 2 20 4ui 2028 000 AdminReal 7May2024 000 AdminResl

17 May 2024

The Release Notes will appear in a one-time pop-up on the users page upon logging after

the release.
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Wekome

Release Summary

nment  Appointmens

& & | Astomatic Width

ARCS SYSTEM RELEASE NOTES

The 2.9.13 release of the Ay Recovery Care System [ARCS) consists of bug fixes and

enhencerents

it FonCerms bt COntac the ARCS{AWCTS Service Desk ar
855-813-8067 o1 suppor Gawcls encedk cor

Release nores for past systens vers
(hitp:ffamets.ceredest, comghel.
ARCS Module: ALL

Release Items

ARCS Logo- Update

Contrals:

e avallable from the ARCS el Centar

Description

The ARCS laga pietire has been pdated and the now

sion siblc in the window 1abs.

Upetates

Visual Change Enhancements - (jiore:

o the o from the
ik Clacsic. Controls ro Tightwsight conrols. This
in a rofines visual appearance whilo maintaining
the same functionality and user experience,

Tive system now features a lightar barkground color,
ecl i el lnes, and refined Ine

sl T ened v bil and assibhssis

Gase Search

The Release notes are also available in the users My Profile page.

User Information

DODID: 0000000000
FistName: 000 AdminReal
Middle Name:

LastName: Real

Company:
Platoon

sSquaa
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A

ACES

Army Continuing Education System

Action Item
Iltem within a Soldier's case that someone needs to take action on. Includes

tasks, attachments and a log file for each Action Item. Action Items are cre-
ated for a variety of reasons and may be assigned to other members of the
Soldier's IDT.

Ad-Hoc Report
Report created with user selected entities. Ad Hoc reports can be run one

time, so the report can be saved and run again in the future.

AHLTA

Armed Forces Health Longitudinal Technology Application. (DoD electronic
Medical Record system; interfaces with CHCS, DEERS, etc.)

AKO

Army Knowledge Online

AMRAP
Army Medical Readiness Assistance Program

AOC

Area of Concentration

ARC4

Army Recovery Care Coordination Contact Center

ARCP

Army Recovery Care Program
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ARCS
Army Recovery Care System (formerly AWCTS)

ASAP

Army Substance Abuse Program

AW2
Army Wounded Warrior

AWCTS
Army Warrior Care and Transition System (now ARCS)

Cc

CAC

Common Access Card - required for login to ARCS

CCuU

Community Care Unit (no longer used)

CDR

Commander

CER
Career and Education Readiness

CHCS

Composite Health Care System

CO

Company

CO CDR
Company Commander

CTP

Comprehensive Transition Plan
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D

DCIPS
Defense Casualty Information Processing System

DEERS
Defense Enroliment Eligibility Reporting System

DMDC

Defense Manpower Data Center

DOB
Date of Birth

DoD
Department of Defense

DODID
Department of Defense identification number

E

EDIPI

Electronic Data Interchange Personal Identifier (CAC Number)

ER

Emergency Room

ET

Eastern Time

F

FOIA

Freedom of Information Act
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FTR

Focused Transition Review

H

HIPAA

Health Insurance Portability and Accountability

HR

Human Resources

ICD

International Classification of Diseases

IDES

Integrated Disability Evaluation System

IDT
Inter-disciplinary Team

IPPS-A
Integrated Personnel and Pay System - Army

ITAPDB

Integrated Total Army Personnel Database

M2

Medical Management

MAG
Medical Assistance Group (no longer used)
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MEB

Medical Evaluation Board

MEDCOM
US Army Medical Command

MEDITT
Medical Evaluation Board Internal Tracking Tool

MOS
Military Occupational Specialty

MyTerm

N

NCM
Nurse Case Manager

o

OMB
Ombudsman ARCS Ombudsman Module

oT

Occupational Therapist

P

PCM
Primary Care Physician (now SRU Provider)

PDF
Portable Document Format
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PEB

Physical Evaluation Board

PIN

Personal Identification Number

POC

Point of Contact

PSG

Platoon Sergeant

R

RCC

Recovery Care Coordinator (also serves as the Lead Coordinator)

RHC

Regional Health Command

RIAWA
Remain in the Army Work Assignment

S

SCAADL

Special Compensation for Assistance with Activities of Daily Life

Scrimmage
Meeting with SM and SRU personnel for goal setting and case review.

SFAC

Solider Family Assistance Center

SFL
Soldier for Life
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SFL TAP

Soldier for Life, Transition Assistance Program

SL
Squad Leader

SM
Service Member

SMART
Specific, Measurable, Attainable, Realistic, and Time-based

SME
Subject Matter Expert

SRU
Soldier Recovery Unit

SSN

Social Security Number

ST

Soldier in Transition

STARTC

Soldier Transfer and Regulation Tracking Center

SW

Social Worker

T

TC
Transition Coordinator

TFA

Transition from the Army
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TRANSPROC

Military Personnel Transition Point Processing System

TSGLI

Traumatic Servicemember's Group Life Insurance

Vv

VA
Veterans Affairs

VR&E
Vocational Rehabilitation and Employment

W

WCT

Warrior Care and Transition (now ARCP)

Wil
Wounded, lll, and Injured

WSFH
Wounded Soldier Family Hotline

WT

Warrior Transition

-101-CUI



-102-CUl



