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This section describes how to request access to the Army Recovery Care System (ARCS)
application and log in for the first time. It also describes how to log in once your account is set

up.

This section describes ARCS OMB user roles, as well as some common features that
appear throughout ARCS OMB and will be referenced throughout this user manual.

The Army Recovery Care System (ARCS) was developed for the Army Recovery Care Pro-
gram (ARCP). The purpose of ARCS is to support the Army Ombudsman organization per-
sonnel who assist Soldiers and their families.

ARCS provides a system to monitor, track, and ensure appropriate assistance through an
array of service providers.

The Ombudsman module provides capabilities to support the Medical Command
(MEDCOM) Army Medical Readiness Assistance Program (AMRAP)/Ombudsman Program
which functions as a resource in support of Soldiers assigned to a Solider Recovery Unit
(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 will use ARCS to track issues by individual.

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.
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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
(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 Ombudsman module has five user roles that determine the user’'s access and
permissions.

Your user role will determine whether you can create, view, edit, and delete information in
ARCS. Your user role also determines what you see on your Home screen (see Home). The
available roles are described in the table below:
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Ombudsman User Roles

Role

Description

Ombudsman

Ombudsman Field Officers work with Soldiers and family
members to resolve issues.

Action Officer

In addition to Ombudsman duties, Action Officers are
responsible for assigning cases and issues, as well as
reviewing and closing completed issues.

MAG Distro

MAG Distros perform many of the same functions as the
Action Officers in support of issues handled by the
Ombudsman Field Officers.

MAG Leadership

MAG Leadership has oversight into all cases being man-
aged by the Ombudsman and will use ARCS for review-
ing cases and generating reports.

Administrator

(.

Administrators manage ARCS user accounts and per-
missions.

Application Header

Throughout the Ombudsman module, there is a standard application header, as shown
below. The items on the Menu bar will vary by user role.

Nofifications (1]

Welcome Tessa-ARGS Role [, wy proie | Logout RN ~ Acvanced Heip

| HOME CASES CREATECASE ISSUES COORDINATION COMPLETE REPORTS USERS MAINT

(cun
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Application Header

Label

Name Description
View the logged in ARCS user. If this is not you, you should log
A User Name ] ]
out immediately.
Current User ) . .
B Rol Use the drop-down to change roles if assigned multiple roles.
ole
Current Mod- ] ]
C | Use the drop-down to change modules if applicable.
ule
5 My Profile Click My Profile to view your user and account information,
hyperlink and update your contact information (see My Profile).
Logout hyper-| .
E link Click Logout to end the current ARCS session.
in
Search for a Soldier by case number, partial SSN, or last name
F Case Search
(see Search ARCS).
G Advance Conduct an advanced search to find any records for the Soldier
hyperlink from a selected source (see Advanced Search).
H Help Click Help to open ARCS OMB module help files.
Click on the tabs to go to a different section. Contents will vary
I Menu Bar ]
depending on the users role.
Notifications _ _ . e L .
J ) Click the icon to view the NotificationsList.
Hyperlink -

Users assigned multiple roles within an ARCS module can change between roles during a

session.

To change the active role, select the desired role from the role drop down next to your user

name in the header.
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Weicome CER ADMIM Role

Administrator
OME SOLDIERS IN-PROCESS ARUIN Leadership

To select a default role which will be automatically selected each time you login:

1. Navigate to "My Profile"
2. Click Edit.
3. Select the desired role in the Default Login Role.

User Information

EDIPI: 1000000553
First Name: Test
Middle Name:

Last Name: CCR_Role

Contact Information

Address Line 1: | Work Phone: [
S e S e R e
' Gy - - - - "~ Home Phone:
Swte:[ %] Email:
. Country: [UnfedSiaes ]
© PoswlCode:| |

Account Information
Account Status: Active
Roles: Cusiomer Care Representative, Administrator, Supervisor l Default Login Role: [ Adminisratar = l

Cancel [ save.|

NOTE: Roles are assigned by a module administrator and vary by module.

My Profile

Click My Profile to view your user and account information, and update your contact
information.

NOTE: User and Account Information sections are read-only and can only be updated by an

Administrator.
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MY PROFILE

F
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My Profile Screen Items

Label Name Description

A Edit button | Click Edit to edit your contact information.

Manage attachments, including HIPAA Training Certificates (see
B Attachments

Attachments)

Manage Roles
Users assigned multiple roles within an ARCS module can change between roles during a
session.

To change the active role, select the desired role from the role drop down next to your user

name in the header.

Yelcome CER_ADMIMN Role

Administrator
OME SOLDIERS IN-PROCESS ARTHHY Leadership

To select a default role which will be automatically selected each time you login:

1. Navigate to "My Profile"
2. Click Edit.
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3. Select the desired role in the Default Login Role.

User Information

EDIPI: 1000000553
First Name: Test
Middle Name:
7 LostName: CCRRoe

Contact Information

Address Line 1: Work Phone:
Address Line 2: Cell Phone:
City: Home Phone:

s e S e e
v

Country: [United States

Postal Code:
Account Information

Account Status: Active

Roles: Customer Care Representative, Administrator, Supervisor Default Login Role: [ Administrator

NOTE: Roles are assigned by a module administrator and vary by module.

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.

HIPAA certification is required for ongoing access to ARCS. Accounts are suspended auto-
matically on the first of the month following the expiration of the current HIPAA Trained date.
When a user's HIPAA Certification is within 1 month of expiration, a warning message will be
displayed at each log in indicating the pending suspension from ARCS.

To update a the HIPAA Certificate from "My Profile:
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1. Click the Add Attachment icon 6

My Profile

User Information [Edit ]
EDIPI: 0000000000

Bt NG YRt e o P it i MR O o Ao B

Attachments

W |

[l ln )] pagesizer|2s ~| Page 1 6f 1, rows 1 to 20f 2
File Name File Type Document Date  Added By Added On ~

Eil Test System Access Request Form Real, 000 AdminReal 12 Apr 2019

Ei} Datafi HIPAA Training Certificates

Real, 000 AdminReal 27 Jul 2018 i)

2. Complete the fields - Document Date = Date Completed on HIPAA certificate.

% Add Attachment

* Document Type: | HIPAA Training Certificates i.s

* File Name: |HIPAA Cert 2019

* Document Date: | 24 Jul 2019 ﬁ HIPAA Cert Date

*Upload File: g sampie HIPAAdocx x Remove
Required

Cancel | Submit |

3. Click Submit.

The HIPAA Trained or HIPAA Certified Date will automatically update to match the Docu-
ment Date indicated in the upload.

Search ARCS

You can search existing ARCS case records for a case by case number, partial SSN, or last
name. To conduct a search, enter a search term, then

hit ENTER on your keyboard or select the arrow icon next to the case search.
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Welcome 000 AdminReal Role My Profile | Logout ‘ « Advanced Help

The search results display any cases in the ARCS module being used that matches the
search criteria. For example, in the OMB module, this type of search will return only OMB
case records.

Click on a Soldier name hyperlink to view the Case Summary screen.

To search all ARCS modules, use the Advanced Search option.

Advanced Search

You can conduct an advanced search to find any records for the Soldier from a selected
source. When searching ARCS, you will see any matching cases owned by RCD, OMB,
ARC4, or SRU.

To conduct an advanced search, click the Advanced hyperlink.

Welcome 000 AdminReal Role QRaeemrre v b4 My Profile | Logout _...! Advanced Help

Enter the Search criteria and then click Search.

ADVANCED SEARCH

nnnnn

Name Source + case ID status Date Create d

ARCS - SRU 21649 Active 193an 2023

' Soldier Name: Brzostowski, Vivian
20845 AW2 Alumni Program (AWAP) 293u 2016

vvvvvvvvvvv 28 apr 2015
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Advanced Search
Label Name Description
o Enter the search criteria, including Last Name, First Name,
Search Criteria ] ]
A fold SSN, DODID, . Name and SSN fields include controls
ields
"Starts With", "Ends With", and "Contains".
B Search button Click Search to search using the entered criteria.
Expand/Collapse ) ] .
C _ Click the icon to expand/collapse the Soldier record.
group icon
Conduct Intake _ ]
D ] Click Conduct Intake to open the Soldier Intake screen.
hyperlink
Click on a Soldier name hyperlink to view the Case Sum-
mary screen.
e Soldier name
hyperlink Hyperlinks are only available within the same ARCS mod-
ule.
F Source hyperlink | Click the source hyperlink to view the service information.

The OMB module has several standard features which will appear throughout the applic-

ation, as described in the following sections.

Ombudsman (OMB)

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

Zones.

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

¢ ARCS Development Environments: Time is listed in East Standard Time (EST)
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The OMB module uses icons in various contexts throughout the application. The following

table describes the most common icons:

System Icons

Icon | Function Description
@ |Akd Click the Add icon to add an item.
i Add Click the Add Columns icon to add the selected entities to the
Columns |Include Columns section when building an Ad Hoc report.
= Date Click the Date Picker icon to open a small calendar to select a date
- Picker instead of entering it manually.
Click the Delete icon to delete an item.
Delete Note: Some items can only be deleted within 24 hours by some user
roles.
Click the Edit icon to edit an item.
Ei Edit Note: Some items can only be modified within 24 hours by some
user roles.
@ Excel Export as a spreadsheet in Excel: Export to Microsoft Excel.
@ Help Point to a help icon to view a tip.
G Refresh |Click the Refresh icon to refresh the data.
¢y |Time . . o o
St Pick Click the icon to select a time instead of entering it manually.
icker

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

entering the dates manually.
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®

@)
@ “" o4 August 2011 LS
| S M T W T F 5
©32 % 1 2 3 4 5 6
33 7 8 -85 1w 11 312 13
34 14 15 16 17 18 19 20
/I A 2 B U B BT
% 28 20 M 3 1 2
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 “ to go back
B Previous/Next
icons three months.
" Click > 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.

J
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Month/year view

2007 2012 |

5 M 008 2013
~ L3 2000 2014
w g EIQ
- [ e ol
36 28 29 3g Nov Dec “@”
7 4 5§ [Today OKCancel

RGO

Date Picker Month and Year

[ Label Name Description |
A Month selector Click a month to select it.
B :::)envslous/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.
. Cancel button ;:(I)i;:k Cancel to close the date picker without making a selec-

Contextual Help

For quick help on a specific action, hold the mouse over the item or button. If contextual help
is available, a brief tip will appear:

Created Eate - Case Origin CaseID
i = [ i

[ Click here to sort } '
18 Apr2011 oME 504
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Grid Controls

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.

|
A PageSize: |25 = l4d 4 Page '1 ofl P @ Displaying tems 1 to 3 of 3
Soldier -@ SSN O PLT  NEM Squad Leader Status Case Opened g?;n PcM
[ I (E)pene @ |
( F SMITH, SAM 1234 B 1 WTU, SquadLeader2  Active 19 Jul 2011 94
SMITH. JOHN 5668 B 1 WTU, SquadLeader3  Active 19Jul 2011 94
SMITH. D. 111 B 1 WTU, SquadlLeader3  Active 18 Jul 2011 o5
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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 9

L\\? Beneficiary . _:'DCurrent Residence

Civilian Employer

Crprm
L

urrent Mailing )
E:'ut:_-.-' m

| Emergency Motification

Entered Active Duty Home of Record

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

Click to move highlighted items to the right or left

C Move highlighted item(s) right/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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I T T

nr

Werds: 0 Characters: 0

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 .
o 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.

Using copy and paste from text editors in ARCS when using the Internet Explorer browser to
a MS Word document can result in unusual formatting. To avoid this update the settings in
Word:
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Open settings in MS Word

Advanced

Cut, Copy, and Paste

Change "Pasting from other programs" setting to "Merge formatting"

> D=

Alternately,

1. Right click where you want to paste into word
2. Select the merge formatting option in the paste area

Spell Check

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.

) B [ O
Spell checking mode.
Misspelled words are
highlighted in yellow.

® ®

m

Spell [ is wrking in this test
O choke -
A check | M
cheek L} : 2
choko

choky
= shake
@ & Ignore
_© =% Change Manually
@ & Add to dictionary

Click on a word to view the list of available options.
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.

Spell Check
Label Name Description
Suggested . i
A Click on a suggested word to replace the highlighted word.
Words
Click Ignore to ignore the highlighted word and go to the next high-
B Ignore _
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.

L 1c5520 rom webpase

! . The Spell Check is complete!

x|

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.
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Case status OMB Location Created Date ~ case Origin

05 Aug 2021 Anonymous 21490
23 3un 2017 wsEH 21081
02 aug 2016 ove 20850
17 Feh 2015 ovR 247 0

Printing Pages

To print a screenshot of a page, click on the Print button on the right of the tabs.

B P CER

| summary Prep Activity RIAWA Education & Trairing Intemship Other Career Afternate Activity Exit Interview

This will open a printer dialog box (the look will vary depending on your browser). Select
your printer form the list and click Print to get a print out or Cancel to close the dialog box.

ES—— E
General |Op‘bor|g |

[~ Select Printer
EiFax
ﬁ;HP Calor LaserJet CMG040 MFP PCLE
=4 Microsoft XPS Document Writer
Al I+
Status; Ready I~ Prrttofile Preferences
Location -
R Find Prirter..

i~ Page Range
o Number of copies: [T =
£ Seleehion € Curert Page
€ Pages: 1 ¥ Cafate:

23l 23l

Enter ather a single page number or a singls 1 ekl 1
page range. For example, 5-12

Print Cancel | 2oy |

You may also print directly from your browser using its print function.

NOTE: Only the visible part of the screen will print. Change the screen zoom in your browser to

increase the printable area.

System Requirements

e Supported Browser - Google Chrome or MS Edge
 Internet connection (DSL or faster for optimal performance)
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» Monitor with a screen resolution of 1280 x 1024 or higher

» An active ARCS account

» A completed and current DD2875

¢ A current HIPAA Certification uploaded to ARCS (annually)

e 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.

To request an Ombudsman account, contact your Supervisor or the ARCS Administrator for
your group.

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: https://awcts.csd.disa.mil/OMB/
2. Click CAC Login from the EAMS-A Sign-On page.
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Do you need assistan
Please contact the

AESD-Worldwide

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

The Acceptance screen opens.

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 official business for
the United States Government. This system may contain information that is exempt from disclosure under the Freedom of Infarmation Act, USC 552 and the Privacy Act, 5 USC 552a. Users are notto disseminate
this communication to individuals ather than those who 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), andfor the Health Insurance Portability and Accountability Act (PL 104-191) and its various
implementing regulations. This system contains healthcare information that is being provided to you or entered by you after appropriate authorization from the patientor under circumstances that do not require
patient authorization. You are obligated to maintain it in a safe, secure and confidential manner. Unautherized redisclosure or failure to maintain confidentiality subjects you to application of appropriate civil and
federal criminal sanctions. Access rights to this infarmation are defined in AR 40-66 and DOD Regulation 602518, Health Information Privacy Regulation 60

You are accessing a U.S. govemment (USG) Information System (1S) that s provided for USG-authorized use only. By using this IS (which includes any device attached to this IS), you consent to the following
conditions

The USG routinely intercepts and manitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitaring, netwark operations and defense, personnel misconduct
(PM), law enforcement (LE), and counterintelligence (CI) investigations.

Atany time, the USG may inspect and seize data stored on this IS.

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

This IS includes security measures (2.g., authentication and access controls) to protect USG interests—not far your personal benefit or privacy

Notwithstanding the above, using this IS does not constitute consentto PM, LE or Gl 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 Terms
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4. Read the Freedom of Information Act (FOIA) and Health Insurance Portability and
Accountability Act (HIPAA) notifications.

6. Click the "Accept Terms" button to continue to the OMB module.

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.

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

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

WL,

Time remaming: 51

Continue Your Session
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Use the Home screen to view a high-level of ARCS case information.

ARMY RECOVERY CARE SYSTEM

Cases By Origin Open Issues By SRU Assignment @ i o1

15 15

owe AN wAG weH ARuTP Fros wes o e e | )

Home Screen

Label Name Description

Home
View information about cases and issues (see Home Screen

A Screen
Charts). Charts and Graphs vary by user role.
Charts -
B Notifications |View a listing of new and total notifications (see Notifications).

Ombudsman and Action Officer profiles

You will receive notifications when issues or tasks are assigned to you, or when changes are

made to a case assighed to you.

| Notifications
(&) New 5
@Total 5
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Notifications

g
Label Name

Description

New hyper{Click New to open the Notification List and view the notifications
link generated in the last 24 hours.

Total Click Total to open the Notification List and view all open noti-
hyperlink |fications.

OPEN NOTIFICATIONS

Notifications List

f Label Name

Description
Show New/Open ) . L .
o Click on the hyperlink to toggle between viewing new noti-
A Notifications hyper{ o
link fications and all open notifications.
in
B Mark Completed |Select the check box for each notification you want to
check box mark as complete.
c Issue/Task hyper- |Click on the Issue or Task hyperlinks to view the asso-
link ciated issue or task for a notification.
Click Save to mark the selected notifications as complete.
D Save button This will remove the selected notifications from your noti-
fication list.
Click on the icon to export the grid contents as a Microsoft
E Export to Excel Excel
xcel.
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NOTE: Some notifications are automatically removed when you change the status on the

related issue or task.

The charts on the Home screen will vary by user role. The following table describes the
charts available on the Home screen:

Home Screen Charts
Chart Description

Issues By SRU | This chart displays the total open issues for each SRU status (SRU, or
Status Non-SRU).

Cases by Ori- | This chart displays the total active cases by each of the origins iden-
gin tified in the case.

Cases by SRU

Stat This chart displays the total active cases by each of the SRU statuses.
atus

Issues by Loca- This chart displays the total number of issues for each Location, includ-

tion ing resolved issues.

This chart displays the open issues by status for a specific location
Issue Work- ) ) ) )
load and the total for that location. You can select a different location using
oa

the list box.
Issues by This chart displays issues by status (In Progress, Pending Follow Up,

Ombudsman & | Coordination Complete, or Resolved) by both location and individual
Status Ombudsman.

Issues atmy |[This chart displays issues created by and assigned to the user and all
Location issues at the users location. Additionally,

\. J

MAG Leadership profile

This section displays the total number of open issues for all locations, and then a count of

open issues for each individual location.
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Lssues by Ombudsman Location

| [ G
Laceian Toknl
Al Locefions )
Cailicle Barracks ]
CHHCO Arkeanzaz a
CRHCO Califomia 5

CBHCO Floreda

CHHCO Puedo o 2
CBHCO Virgimie E|
CBHCO Wiscorsin 3

Fark Benning

Fam Bliss L
Fort Bragg 1
Farr Buchanen B

Fare Camphe|l

Issues by Category

MAG Leadership profile

This section displays the total number of open issues, and then a count of open issues for
each category.

lssuie Type Taotal

Al Fervies ]
Access to Care q
Appoimbment [ssues 2
Bervifits 1

C haphsr Seperation

Education 2
Finarca and Appoirtrment &
Finarncral lzsues I
Inuitation Trewed Orders Problem g
Mamical Care Comphant

Medicatan [Emes

Mon Medical &ttendant 5§
Crther

Request tor imiormation i
Spcial Secunty Bensfis 1
TRICARE 7
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This section describes how to use the Case Dashboard to manage and create cases.

Click the Cases icon on the Menu bar to go to the Case Dashboard screen:

NOTE: The tabs on the Case Dashboard will vary by user role.

Cases Dashboard

Label Name Description
Click on a tab to navigate to it. For a description of each tab
A Case Tabs
see below.
Create Case _
B Click Create Case to create a new case.

link

Print button Click Print to print the Case Dashboard.

Export Export as a spreadsheet in Excel

(.

The following table describes the possible tabs on the Case Dashboard screen:

Case Dashboard Tabs
Tab Description
All Cases This tab displays all active cases.

Cases at My Location | This tab displays all cases at your location.

This tab displays all cases at your location with a Closed
Resolved Cases

status.

(.
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NOTE: For more information on filtering and sorting columns on the tab grids see Grid Con-
trols.

Create Case

To create a new Ombudsman case, click Create Case from the Menu Bar.

Notifcations

@ARCS oo

CURRENT TESTING SITE (CUI)
ARMY RECOVERY CARE SYSTEM

Issues at My Location
19

o o000 'lo
— wm o

Athy

ate My WSFH  WSFH lssues
toh oy e Location lssiies

athly Locaton

There are two steps to creating a new case:

1. Search for a Soldier

2. Create Case using the Intake Form

Search for a Soldier

Upon clicking Create Case, the New Case screen opens:

NEW CASE
A B
DoDiD ® SSNC
Soidier DODID: sgn

Q Anonymous Case

9 Cancel
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New Case Screen

Label Name

Description

A Soldier DODID option

Enter the Soldier's DODID to search.

B Soldier SSN option

Enter the Soldier’s full SSN to search.

C Search button

Click Search to check if a case with the
SSN or DODID entered is currently in the
ARCS system. There are three possible
search results:

e Existing Ombudsman case found
(see SSN or DODID Case Found)

e Existing Ombudsman Case not
found (see SSN Case Not Found)

e Existing Ombudsman Case not
found (see DODID Case Not
Found)

D Anonymous Case option

Select the Anonymous Case option if
the individual wants to remain anonym-
ous and not provide their SSN or DODID.
When creating an anonymous case,
leave the SSN field blank, and do not
enter a fake SSN. This will take you dir-
ectly to the Soldier Intake screen when
you click Create Case (see Intake Form).

E Cancel hyperlink

Click Cancel to return to the Case Dash-
board without creating a new case.

If the Soldier's SSN or DODID is found, one of the following will occur:

» [fan Ombudsman case already exists in ARCS, the case will be displayed (see Edit

Case Information).
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» Ifan SSN or DODID is found in the Army Personnel Database (IPPS-A), the Soldier
Intake screen will be displayed (see Intake Form).

 [fthe SSN or DODID has been used to create a case in ARCS by the RCD, ARC4, or
SRU group, the Soldier Intake screen will be displayed.

If a case was not found, and there is no authoritative source information for the Soldier, an
option to continue with the intake with an unmatched SSN will be displayed.

NEW CASE

popip O SSN @
Soldier SSN: 166-32-5656 Search

SSN not found. Press Continue to create a case with this Unmatched SSN

Anonymous Case

Cancel

Click Continue to continue with the intake with an unmatched SSN.

NOTE: The SSN field on the Intake form will be populated with the entered SSN.

If a case was not found by searching by the Soldier's DODID, there are two options to con-
tinue with creating a case.

1. Create an Anonymous Case

» Selectthe Anonymous Case option if the individual wants to remain anonym-
ous and not provide their SSN or DODID.

» When creating an anonymous case, leave the SSN field blank, and do not enter
a fake SSN.
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» This will take you directly to the Soldier Intake screen when you click Create
Case (see Intake Form).

2. Search by SSN with an option to continue with the intake with an unmatched SSN.

¢ See SSN Case Not Found.

The Intake Form has four sections:

e Soldier Information

¢ Unit Information

¢ Physical Address Location

¢ Interview Information

NOTE: All required fields are marked with an asterisk (*).

Once the sections are completed, click Submit to create the case. The Case Summary
screen will open.

Enter required information, including the Soldier’s First Name, Last Name, and Component.

SERVICE MEMBER INTAKE

Name: Palmer, Jeannie SSN: 120399153
Rank- Lieutenant Colonel (LTC) DoDID: 1203991539

* Component: | select.

Upitofgmation o 2 0 0 0 0 £ £+ 2 &

NOTE: Most of the fields will be pre-populated from the Integrated Personnel and Pay System -

Army (IPPS-A) or an existing ARCS case, unless it is an unmatched or anonymous case.

Select the Soldier's SRU Status and enter Unit Information.
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If the Unit information is the same as the Physical Location, use the "Same As Physical Loca-

tion" check box.

©CL se Y

& oA e

Unit Information

Unit
Unit Location:
Division: |

Unit Phone #
Unit Phone Ext

International Number (]

State: | ~| Enterprise Email:
Country” | United States v
Zip Code:

Copy Unit Address to Physical O
Address Location

S T T T o o o o £ & & F4 & & F & F

&S & FF & &5 &5 F & & F4 &H & F

Physical Address Location

Enter the Service Member's physical location information.

Wogs b i

Physical Address Location

*Address: | | * Phone: | |
\ J Ext | J
= city: [ J Intenational Number (J
* State: | M * Phone Type: | -
* Country: | United States - * Email: | Enter email address, |d|

*Zip Code: |

Pt il ibiaf ol £ £ £ 88 82D L L DL LELLELDLDLLLLELDLDLPLLALALDLLLDLLLLLLLLLPLLPLSSA,

Section 4: Interview Information

Interview Information

Enter required information, including Person Interviewed, Address, City, State, Country,
Ombudsman Location, Case Origin, and Contact Method.

The Ombudsman Location, Created By and Date Created are populated automatically.
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* OmbudsMan LOCAION | Fort Behvoir - Case Crested 8y ALLROLES, ADMIN
Date Created: 03 Feb 2023

* Contact Method: | sesct

Cancel [ submit

NOTE: If you select “Soldier” as the Person Interviewed, the Address, City, State, and Country

fields are not required in this section.

Click Submit to submit the case information, Cancel to return to the Case Dashboard
without saving.

Edit Case Information

This section describes how to view and edit case details. Click on a Soldier name hyperlink
from the Case Dashboard to open a case for viewing or editing.

Standard Case Features

Every case has standard features, as shown below.

TESTING SITE (CUI)
NANE Jolty, Hamud RANK COMPONENT. Army Reserve SRUASSIGN. Non-SRU SRUCASE N/A
PHONE 19025551193 CASESTATUS: Active cASEID: 21513 RCD CASE

SUMMARY
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Standard Case Features

Label Name Description
c Standard header that displays the Soldier's name, phone, com-
ase
A Head ponent, SRU status, RCD Status, Case Status, Case ID, and
eader
ARC4 status.
Contains navigation hyperlinks to other sections. Click on a
hyperlink to go to the selected section:
¢ Case Summary
Navigation » Case Information
B Sidebar * Contact Information and Relationships
e Case Logs
» Issues
o Attachments
e Service Info
Attach but- ] ]
C ) Click Attach to attach a file to the case (see Add Attachment).
on
D Print button [Click Print to print the case section (see Print Case Section).

Use the Case Summary screen to view basic Soldier and case status information. All fields
on this screen are read-only, and cannot be directly edited. The information in some of the
fields can be edited from another location in the ARCS application, while other fields contain

data retrieved from external interfaces.
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SERVICE MEMBER INTAKE

TESTING SITE (CUI)

* Farst Name: RO
Middle Name:

*Lost ntame: Arrington

= Component

ssn: 171-04-4026

DODID:

Rank Major (MAJ)

Unit Information
[
Untlosabon: [ ]
owsen [ ]
State: | Foriga ¥
Gountry
2 cote

Copy Unit Address to Physical [
Address

Unitea St

it Phone #: [123-456-7890
Unit Phone Ext:
Intermitional Number (|

EnepriseEmat [ ]

Physical Address Location

= Address: [123 Main St

=pnone: [000-111-2222 |

I = I
* city. [Anytown ] Internaticnal Number [
= State: | Fiorida % *Phone Type: | Cel -
* Country: | Urited States - * Emai 2
+ 7ip Code: [12345
Interview Information
* Person Inferviewed: | Seryice Member >
First Name: Relatonship:
Last Name: POC Phone:
Address: Ext
International Number [
city Phane Type
State: POC Email
Gountry: U
Zip Code:

Call Details

= WSFH Representative:

* Contact Method:

Intake Gomments:

Case Created By: _25, CC_REP

Date Created: 16 FeD 2023
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Case Summary Screen

Name Description
Soldier Demo- Soldier information retrieved from the Army Personnel database
graphics (IPPS-AT).

] ] Designated unit information as entered within the Unit Information
Unit Information i
section.

] | Designated Physical Location address as entered within the Sol-
Physical Location | ] _
dier Information section.

Ombudsman

Ombudsman Case specific details.
Data

Interview Inform- |Designated interview information as entered within the Interview
ation Information section.

\. J

Use the Case Information screen to update the Soldier's SSN, view and edit case details,
and view the case history.

Case Information Attach  Print
ﬂ @ Update SN Update Name @ e
| Main Data History e Q
Edit
Case ID: 21171 Case Creation Date: 05 Dec 2017 @

Case Status: Active Case Created By: _25, Mag Dist

Status Date: 08 Dec 2017 Ombudsman Location: West Point

Component: Active Ammy Case Origin: OMB

Restricted Access:

Unit Information

Unit: State:

Un.it. Locafi;nn: B B B B B . . . Couﬁtry: United States
Division: Zip Code:
A.KO Em.ail: . . - - S - Uﬁit th.]e Number:

TIntegrated Personnel and Pay System - Army
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Case Information Screen

Label | Name Description
Main
A Click this tab to view and edit case data.
Data tab
History . _ . . _
B tab Click this tab to view the case history (see History Tab).
a
c Update |Click Update SSN to update the Soldier's SSN - not available in
SSN link |matched cases (see Update SSN).
Update . . . .
b N Click Update Name to update the Soldier's Name - not available in
ame
link matched cases (see Personnel TabUpdate Unmatched Case).
in
Attach . )
E link Click Attach to attach a file to the case (see).
in
F Print link |Click Print to print the Case Information.
Editlink |Click Edit to edit the case information (see Edit Case Data).

NOTE: Cases may not be closed if there are open issues associated with the case. For more

information on closing a case, see Close Case.

To edit information on the Main Data tab:

1.

Click the Main Data tab.

Unit C CO 317th ENG BN
Fort Polk
10th MTN DIV
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2. Click Edit.

The Edit Case screen opens.

CASE INFORMATION
EDIT CASE

Case ID: 192585 Case Creation Date: 20 Jan 2023

Unit Information

3. Update case information.
4. Click Save to save the changes, Cancel to return to the Main Data tab without saving.

NOTE: Cases that are sensitive can be restricted to prevent unauthorized access to the case

information. Users with Administrator or MAG Distro roles can restrict access. All other users

will then only be able to see selected information in read-only format.

Update Unmatched hyperlink only appears for Unmatched or Anonymous cases for users.
This function allows updates to the SSN, Name, and Component (ARC41 only) when the
record is not associated with an SSN from IPPS-A2.

NOTE: The Update Unmatched hyperlink only appears for Unmatched or Anonymous cases for

users with the Administrator role.

1Army Recovery Care Coordination Contact Center
2|ntegrated Personnel and Pay System - Army
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Case Information

Main Data 4".‘ History

Attach Print

Update Unmatched

Edit
Case ID: 21372 Case Creation Date: 27 May 2020
 CoseStawsiAcve  CoseCreawdBy: 25.MagDst
...................... 5 talusnatezrr\nayznznombudSmanLocanDnansewgrr
Component: AcveArmny  CaseOrigin: OMB
.......................................................................................................................... R em”mﬁAccess

Unit Information
Unit: State:
Unit Location: Country:

Zip Code:

Enterprise Email: Unit Phone Number:
No Email - Verified:

To update,
1. Click Update Unmatched.

The dialog box opens:

Update Unmatched ]

[J Update 55N

Current Value MNew Value

SSM: 165-87-4562

Last Name: Abdi Abdi

First Name: Test Yok

Middle Name:

| Cancel || Update |

2. Update any desired information (hame, COMPO).

:United States

3. Tochange the SSN or review the update SSN conditions, see Update SSN
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To update the Soldier's SSN:
1. Click the Update Unamtached hyperlink.

The Update SSN dialog box opens.

I% Update Unmatched [ ]

Update 55N

Current Value New Value

S5M:

Last Name: Abdi

First Name: Test

Middle Name:

| Cancel || Update

2. Click the "Update SSN" check box to activate the SSN fields.
3. Enterthe Revised SSN.
4. Click Update to save the changes, Cancel to close the dialog box without saving.

Outcomes:

« SSN not found in IPPS-AT and not associated with any case in ARCS - Case updates
with new SSN

 SSN found in IPPS-A2- User will get a warning and has the option to continue (updat-
ing will match the record to the IPPS-A record)

TIntegrated Personnel and Pay System - Army
2|ntegrated Personnel and Pay System - Army

-49-CUI



Ombudsman (OMB) Module User Guide v.2.9.15

» SSN found in another OMB case - User will get a warning and ARCS will not update
the record

» SSN found in a case in another module - User will get a warning and has the option to
continue (updating will merge record with the existing data associated with the other
case)

History Tab

Use the History tab to view the case status history.

Case Information Attach  Print
Update SSN Update Name

MainData | History ',

Case Status Summary

| B &
| 4 E\ B M| Pagesize: |35 +| Page 1 of 1, rows 1 to 2 of 2
Date Updated Case Status Updated By
B ] [
07 Jul 2017 Closed _25, Mag Dist
23 Jun 2017 Active _ 25, Mag Dist
Ombudsman Location History
!
Date Updated « Cmbudsman Location Updated By -
Mo Records Found

Contact Information and Relationships

Use the Contact Information & Relationships screen to update Soldier contact information
and manage additional contacts for each Soldier.

There are two tabs on this screen:

» Soldier Contacts Tab
» Relationship Contacts Tab

Soldier Contacts Tab

Use the Soldier Contacts tab to manage the Soldier’s contact information.
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Soldier/Relationship Information Print

Soldier Contacts '\ Relstionship Contacts e
RSl S

Soldier Contact Information

Address =

(B4 |

e [ p M Pegesize 25 | Page 1 of 1, rows 1ta 2 of 2

Update Purpose Code Address gsded Updated By gﬁda‘md Delete
Physical

B Address, 1234 Main St Centerville, FL SRU SRU: Real, 000 29 Sep =
Current 12345 United States AdminReal 2022 L
Residence
Physical . RCD: 23 Feb —n
e 123 123, IN 12345 United States RCD advocate2, aw2 2017 [

Phone

(E1+) ]

[ ‘.LE b M| Pagesize:|25 ~¥| Page 1 of 1, rows 110 1 of 1
Primary Type System Code Number Ext Added By Updated By Updated On =  Remove
e @ cell NONE 1234567890 SRU SRU: Real, 000 26 Sep 2022 o @
AdminReal L
Email

Qo | B

[ 1 kM Pegesizer|2s ¥ Page 1 of 1, rows 1 ta 10f 1

Primary Email Address Added By  Updated By U'adated on Remove

o o fasdfasd@yahoo.com SRU SRU: _25, MAD1_Polk 08 Dec 2020 o “

The following table describes the items labeled in the Soldier Contact Tab:
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Soldier Contact Tab Items

Label Name Description
A Relationship Contacts |Click this tab to switch to viewing the Soldier’s rela-
Tab tionship contacts.
Add Address icon Click the Add icon to add address information
C Edit Address icon Click the Edit icon to edit address information
Click the Delete icon to delete address information.
D Delete Address icon Deleting addresses from other modules will hide the
address from the current module only.
Add Phone Number ) ]
E ] Click the Add icon to add a phone number
icon
) The green circle indicates the Soldier's Primary
F Primary Phone
Phone Number
G Remove Phone Num- |Click the Remove icon to remove a phone number
bericon from the current module
H Add Email Address icon |Click the Add icon to add an email address
) _ The green circle indicates the Soldier's Primary
I Primary Email _
Email Address
J Remove Email Address |Click the Remove icon to remove an email address
icon from the current module

Use the Relationship Contacts tab to manage the Soldier’s Personal and Professional rela-

tionship contacts.

Soidier Contacis |

Relationship Contacts

Relationship Contacts

CIA]

Relationship Affiliztion

Qrganization

i - Powerof
Guardian

NOK Designation St
r R Attarney

Primary Point of
Contact
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Relationship Contacts

Label Name Description

Add Relationship ] ] . ]
A _ Click the Add icon to add a new relationship contact
Contact icon

_ | Click a contact name hyperlink to view details for a
B Contact Name hyperlink . .
- relationship contact

Delete Relationship

C _ Click the Delete icon to delete a relationship contact
Contacticon

Related Topic: Manage Soldier and Relationship Contact Information

To add a relationship contact:

1. Click the Add icon 0 The Add Contact window opens.

ADD CONTACT

Personal ! Information

L

mary Language: | English

2. Select either the Personal or Professional option.
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ADD CONTACT

Personal Information

Personal 1 ®

*First Name: Relationship

Middle initial

= Last Name. Organization

Suffix Contact Approved Cods:

* Gender = Next of Kin:

NOTE: If you select “Professional,” you must select an affiliation. If you select “Personal,” you

must select a relationship.

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

().

NOTE: A Soldier can only have one contact with a Primary Caregiver designation (for Personal

contacts).

4. Click Save to save the relationship contact or Cancel to close the window without

saving.

To view details for a relationship contact, click the contact name hyperlink from the Name

column.
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Personal Information W

First Name: James

Middie Initial:

Primary Language: Engish

Address ) ™
1
|14 |4 |I|| yM pig“i?-?:izs T Pageloil mwslolafl
Updated /
Purpose Code Address Added By  Updated By Validated

| . |

12 December™ =

E Current Mailing 555 MAin St Qurtown, AL 53553 United States oMB oMB: _25, OMB 2017 ]
Phone Numbers
|
[ 4 2)e M pagesizezm - Page 1671 ows1 1ol ol 1
Primary Type System Code  Number Ext Added By Updated By e S Remave
= |
call NONE B&E-777-8BB8 OoMB OMB: _23, OMB 12 Dec 2017 Q:
Email
| @
|__|__|' F—LL,[” Pagesize:|25 = Pagelofl rowsltelofl
Primary Email Addrass Added By  Updated By Updated On Remove
e imadizon @test.com oMB OMB: _25, OMB 12Dec2017 B,
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Relationship Contact Details

Label Name Description
A Back hyperlink Click Back to return to the Relationship Contacts tab.
B Edit button Click Edit to edit relationship contact details
C Add Address button Click the Add icon to add address information
D Edit Address icon Click the Edit icon to edit address information
E Delete Address icon Click the Delete icon to delete address information
Add Phone Number ) )
F ] Click the Add icon to add a phone number
icon
, _ A primary email or phone number is indicated with the
G Primary Contact icon .
green circle.
Remove Phone Num- ] ] ]
H _ Click the Remove icon to hide a phone number
bericon
Add Email Address ] _ _
I ] Click the Add icon to add an email address
icon
Remove Email ] ] _ ]
J ] Click the Remove icon to edit an email address
Address icon

To edit a relationship contact:

1.
2. The Edit Contact window opens.

Personal i Information

ADD CONTACT

Gender

rimary Language: | nglish

Click the Edit button from the Relationship Contact Details screen.

Cancel [ save
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3. Update the contact information.
4. Click Save to save the changes or Cancel to close the window without saving.

To delete a relationship contact:

1 Click the Delete icon ' ¢

2. The Delete Contact dialog box opens.

=] Delete Contact a

'6' Are you surs you want to delete this contact?

OK Cancel

3. Click Delete to delete the contact, or Cancel to close the dialog box without deleting.

Deleting a Relationship Contact from another module will "hide" the contact from the current

module, but will not affect any other modules.

The following sections describe how to manage address, phone number, and email inform-

ation for the Soldier and any Relationship Contacts.

To add an address:

1 Click the Add icon & under Address.
2. The Add Address window opens.
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Add Address

* Purpose Code

Civilian Employer —
Current Home of Record Lo
Current Mailing

Current Residence

Duty ¥

B e e

Processing Category: | Ea | S

Cancel [ save |

3. Select one or more Purpose Codes (address type) using the drop down list. Ctrl +
click to select multiple Purpose Codes.

NOTE: Each Purpose Code may only be used for one address record per contact.

4. Enter address information. Required fields are marked with an asterisk (*).
5. Click Save to save the new address or Cancel to close the window without saving.

Edit Address

To edit an address:

1. Click the Editicon # next to the address.

2. The Edit Address window opens.
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Edit Address a
* Purpose Code
Beneficiary = Physical Address

Civilian Employer
Current Home of Record s
Current Mailing

Current Residence

Duty
Ermarnanm hakifirating =
Y “AdATess: 123 hain Steeet
o Line 2:
* City: | Fairfax
il * State: | Virginia '

RPN s S0k
‘Country: |UniedSmtes 7|

* Postal code: | 20190

Gateway PO:‘ Gateway PO.

- Processing Category: | ¢

= Cancel [ save

3. Add or remove purpose codes using the picklist.
4. Make changes to the address.
5. Click Save to save the changes or Cancel to close the window without saving.

NOTE: User can only edit addresses from the active module.

Delete Address

To delete an address:

==y

1. Click the Delete icon ! to the right of the address.
2. The Delete Address dialog box opens.

Delete Address

Are you sure you want to delete this address?

Cancel | pelete |

3. Click Delete to delete the address or Cancel to close the dialog box without deleting.
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NOTE: This action cannot be undone.

Hide Address (other modules)

Users with edit permissions may remove addresses added from other modules. This pre-
vents duplicate or outdated addresses from remaining visible within a case record.
Addresses will only be hidden from the active module.

The example here from the SRU module:

* Address Added By RCD module - trash can icon will HIDE the address from the SRU

module only

» Address Added By SRU (active) module - trash can icon will DELETE the address

Soldier Contact Information

Address
(+} |
W 4 1] kb Pegesizei2s ~ Page 1 oF 1, rows 1 102 of 2
Update Purpose Code Address gided Updated By vadated on Delete
@ Physical Address 1523 Main st Testville, YT 30245 United States | AW2 | izﬁ{niiff e 28 Dec 2020
[#  Physical Address 123 Main Street Fairfax, VA 20120 United States S, 28 Jul 2011
Phone

Add Phone Number

To add a phone number:

1. Click the Add icon @
2. The Add Telephone window opens.
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3] Add Telephone x

* Phone Number: | - __, ;i

* Purpose Code: | .-

System Code:

International Number

Extension

3. Select a phone number from the drop down, or enter a new phone number. The drop
down will contain any phone number associated with the person's profile that was
previously removed from the current module.

4. Select a Purpose Code (required) and add any other needed information.

!F—‘] Add Telephone E

* Phone Number: e

222-666-77 »

| * Purpose Code:

i
i
4

System Code:

Internafional Number

Extension

Cancel Save

5. Click Save to save the phone number or Cancel to close the window without saving.

To remove a phone number from view in the current ARCS module:

1. Click the Remove icon to the right of the phone number.

NOTE: Removing a phone number from view will not delete it permanently. To bring a hidden

phone number back, see Add Phone Number.
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Add Email Address

To add an email address:

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

=] Add Email o

* Email Address: | Snser Epmgil Address. ¥

Cancel | Sawe. |

3. Select an email address from the drop down, or enter a new email address. The drop
down will contain any email address associated with the person's profile that was pre-
viously removed from the current module.

[=] Add Email %

* Email Address: | goarmyStestcom o

Cancel '_Sﬂli.l

4. Click Save to save the email address or Cancel to close the window without saving.

Remove Email Address

To remove an email address from the current ARCS module:

1. Click the Remove icon % to the right of the email address.

NOTE: Removing an email address from view will not delete it permanently. To bring a hidden

email back, see Add Email Address.
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Primary Contact

One primary phone number and one primary email address may be identified for a Soldier or
relationship contactin each ARCS module.

To mark a phone number or email as primary, click the circle in the "Primary" column. A
green circle indicates primary status.

Phone
Lt | B
14| 4 _1 bbb Page size: (25 ~ Page Lof 1 rows1to3 of 2
Primary Type System Code  Number Ext Added By  Updated Op »  Validated By Validated On Remaove
[ ! ! T I | | |
0 Cell NONE 222-666-7777 Aw2 03 Aug 2017 ';_.
O Home NONE 1234567850 Aw2 03 Aug 2017 =N
O cell NONE 123-456-7810 WU 21 Jul 2017 8

Remove the primary indicator by selecting another email or phone number on the grid, or
click the green circle to deselect.

Case Logs

Use the Case Log screen to view consolidated case log entries. Case logs are updated by
the system automatically at various points in the OMB life cycle. You can also manually add
entries to the case log.

Date Created Added By Entry Type Log Type Text

3

_25, Mag Dist Issue Log

Real, 000 Adminreal case Log Regression

_25, Mag Dist Issue Log

_25, Mag Dist Issue Log Testing - Created by _25, Mag Dist on 09 Nov 2023 1313,
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Case Log Screen Items

Label Name Description
A Print icon Click print to print the Case Log grid.
Click the export icon to export the grid to a Microsoft
B Export Icon
Excel or PDF Document.
Add Case Log ) )
C _ Click the Add icon to add a case log entry
Entry icon
Edit Case Log Entry| o ]
D ] Click the Edit icon to edit a case log entry
icon
Date Added hyper- ) ) i i
E —I' . Click a Creation Date hyperlink to view a case log entry
in
Delete Case Log ] ]
F _ Click the Delete icon to delete a case log entry
Entry icon

NOTE: Manually added logs can be edited or deleted for up to 24 hours after creation by the per-

son who created the entry.

To add a case log entry:

1. Click the Add icon &
2. The Add Log Entry dialog box opens.
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D Add Log Entry

Details: 'asbfc e 15" ==

Words: 0 Characters: 0 4

can:el m

3. Enter comments for the log entry in the Comments field.
4. Click Submitto add the log entry or click Cancel to close the dialog box without sav-

ing.
View Case Log Entry
To view a case log entry:

1. Click on the Date Added hyperlink for the entry.
2. The Log Entry Details dialog box opens.

Log Entry Details

Created Date: 20 Mar 2012
Added by: Ulrich, Kim

Details: Intake Comments: Mrs. Jones mentioned that Tim has been acting depressed the last couple weeks.

3. Click the Close hyperlink to close the dialog box.
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Edit Case Log Entry

NOTE: Log entries can only be edited if the case is open.

To edit a case log entry:

1. Click the Editicon* fto the left of the log entry.
2. The Edit Log Entry dialog box opens.

D Log Entry Details

Created Date: 02 Feb 2024
Added hy: Real, 000 AdminReal

Details: a& TR

\":‘*'— — =

v
il
¥y

il

Intake Comments: Ms. Jones mentioned that Soldier has been acting depressed the last couple of
weeks |

Words: 16 Characters: 102 4

Clgse ﬁ

3. Make any changes to the log entry.

4. Click Save to save the changes or click Close to close the dialog box without saving
the changes.

Delete Case Log Entry

NOTE: Case logs can only be deleted if the case is open.

To delete a case log:

1. Click the Delete icon ! to the right of the log entry.
2. The Delete Log dialog box opens.
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Message from webpage _

x|

'9' Are you sure that you want to Delete the record?

oK I Cancel

3. Click OK to delete the case log entry or click Cancel to close the dialog box without

deleting.

Issues

You can create and track issues for follow-up in ARCS. Issues can be assigned to yourself or
any of the Ombudsman operational staff.

NOTE: For more information about viewing issues and tasks for all cases, see Issues.

Issues Attach  Print
[F YA BB
W ltlblh]  Pagesize (25 Page 1 of L rows 1tadof1
Creation Date =  Issue Origin Issue Location Issue Category Issue Type Issue Status Project Follow Up  Issue Assigned to
| | | ' =
25 Aug 2017 FFOS Fort Rucker Administrative E}?[te;js‘fggl?%:te Ezzﬁsgﬁ;’on 24 Sep 2017 ES?I:}HOF?:'&‘
Issues Screen
e N
Label Name Description
A Add icon Click the Add icon to add a new issue (see Add Issue).
B Creation Date |Click on a Creation Date hyperlink for an issue to open it for
hyperlink viewing or editing (see View Issue Details).
Add Issue

To add an issue:

1. Clickthe Add icon.

The Add Issue screen opens.
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Cancel Submit

Add Issue
Issue Information
Issue ID:
b Assigned To: [_25 OMB T
“lssueFor[ v

Issue Created: 17 Apr 2018

* Issue Category: [
“”*”l;sue.ﬂﬁe.:.m
Tpi ongm R S A TS e ST S
St |I:|-#m1 S S S
“High Visibility: No ' Yes O
T o e R B B e e R A s T S R R S B e R S R
Issue Details
* Status: In Progress
........ Tomemmeemme e e e _
o O . - B I O =S T | A Helvefi. =[5z A~ Sav |

Issue Background:
Limit to 2000 chars

Words: 0 Characters 0

2. Enterissue information.
3. Click Submit to add the issue or Cancel to return to the Issues screen without saving.

4. The new issue status is automatically set to “In Progress.”
View Issue Details
To open an issue for viewing or editing, click on the Creation Date hyperlink.

The Issue opens to the Details tab.
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DDDDDDDDD

Created: 06 Feb 2023
Family Member
Medical Care Complaint
omB

Camp Zama, Japan

No

s No

ISSUE DETAIL

[E]
Issue St

tatus History

© (0

issue 10: 2232

OMB_10, ombudsman_10
Non-SRU

Service Member

News Story: No

Contact Date: 06 Feb 2023

olow-up 08 Mar 2023
Date:

Issue Details

Label Name Description

A Details tab Click the Details tab to view and edit issue details.

B Log tab Click the Log tab to manage issue log entries (see Log Tab).
Click the Tasks tab to manage tasks for the issue (see Tasks

C Tasks tab -
Tab).

b Attachments |Click the Attachments tab to manage attachments for the

tab issue (see Attachments Tab).

Issue Status

E ] Click the link to run a report of the issue status history.
History
F Print link Click the Print link to print the current viewable page.
o Click the Edit button to edit the Issue details (see Details
G Edit link B
Tab).
Close hyper- .
H link Click Close to return to the Issues screen.
in

Use the Details tab to view details about the issue. To edit the issue details:
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1. Click Edit on the Details tab.

ISSUE DETAIL

Issue Status History Print

Issue Information

eated: 06 Feb 2023 jssue id: 2232

Family Member Assigned To: OMB_10, ombudsman_10
jssue Type: Medical Care Complaint SRU Assignment. Non-SRU

The Edit Issue window opens.

EDIT ISSUE

Cancel Save
Issue Information
Issue Created: 06 Feb 2023 ssue ID: 2232

To: OMB_10, ombudsman_10

Words: 0 Craraciers: 0

*1ssue Background: [ g - g EEE =

Words: 0 Craraciers: 0

ACTION

2. Update the issue details.

NOTE: Click the Add icon to add an action (see Add Action).

3. Click Save to save the changes or Cancel to close the window without saving.

To add an action to an issue:
1. Clickthe Add icon.

The Add Log Entry window opens.
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Add Log Entry

Details: || _ . _ = -
f a9 ¢ B 7 U =  Font Name v_ Sizev_ A & 9
| .

-
0 | &

Cancel | Submit“|

2. Enter the action in the Details field. For information on using the text editor, see Text

Editor.
3. Click Submit to add the action or Cancel to close the window without saving.

NOTE: Adding an action automatically adds an issue log entry. For more information, see Log

Tab.

Issue Log Tab

Use the Log tab to manage log entries for a specific issue. Issue log entries will be auto-
matically added to the case log.

ISSUE SUMMARY

sssssssss 06 Feb 2023

nea To OMB_10, ombusman_10
Smih, Bob

Face to Face

No

aaaaa
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Issues Log Tab

Label Name Description
) Click the Add icon to add a new issue log entry (see Add
A |Addicon -
Issue Log Entry).
o Click the Edit icon to edit the issue log entry (see Edit Issue
B |Editicon -
Log Entry).
c Date Created Click a Data Created hyperlink to view the issue log entry
hyperlink (see View Issue Log Entry).
_ Click the Delete icon to delete a log entry (see Delete Issue
D |Deleteicon -
Log Entry).

Add Issue Log Entry
To add an issue log entry:

1. Click the Add icon.

The Add Log Entry window opens.
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E Add Log Entry

Words: 0 - Characters: 0

Cancel | submit |

2. Select alog entry type from the list box (e.g., Action, Comments, etc.).

3. Enter details for the log entry in the Details field.
4. Click Submit to add the log entry or Cancel to close the window without saving.

View Issue Log Entry

To view an issue log entry:

1. Click on a Date Created hyperlink.

The View Log Entry window opens

View Log Entry

Type: Action
Details: Returned phone call and left a message for Mrs. Brown.

2. Click Close to close the window.
Edit Issue Log Entry

To edit alog entry:
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1. Click the Editicon.

The Edit Log Entry window opens.

Edit Log Entry
Type: Action
Details: | .

v B I U
| Test entry.

T &
= Font Mame ‘_ SiZE'_ A

-

| 2

Cancel [ save |

2. Make any changes to the log entry.

3. Click Save to save the changes or Close to close the dialog box without saving.
Delete Issue Log Entry
To delete alog entry:

1 Click the Delete icon ' &

The Delete Issue Log Entry dialog box opens.

Message from webpage ]

x|

el Are you sure that you want to Delete the record?

1

Cancel

2. Click OKto delete the log entry Cancel to return to the Issue Log tab.
Tasks Tab

Use the Tasks tab to manage tasks related to a specific issue.
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Issue Detail Print
Details Log | Tasks Attachments

Issue Status History
Issue Summary

Issue Category: Employment Issue Type: Employment Screening

Issue Status: in Progress Expedite:

Assigned To: Mullen, Vicki

Issue For: GRAY, MIKE

| [ @
IR Y Pagesize:| 35 = PagelofL rowsltolofl
Date Created » Recurrence Due Date Complete Date Status Description Assigned To
] | - e _ ;
04 Jan 2018 @ Mone 11 Jan 2018 Open follow up _25, ADWV_AW2
Issue Tasks Tab
)
Label Name

Description

A Addicon Click the Add icon to add a new task (see Add Task).

B Date Created Click a Date Created hyperlink to view a task (see View

hyperlink Task Details).

A

Add Task

To add a task:
1. Clickthe Add icon.

The Add Task window opens.

Creation Date: 12 Dec 2017

* Assigned To:
Tésk S[ﬁms: Open * Due Date: | 57 p.c 2017 =
* Short Description:
.......... e JJ ﬁ == : : R R I
|
Words: 0 Characters: 0
- Sancel‘ﬂ|

2. Enter information for all required fields. Required fields are marked with an asterisk (*).
3. The task will auto-assign to the creator unless another user is selected in "Assigned
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To".
4. Click Save to add the task or Cancel to close the window without saving changes.

NOTE: The Date Completed field does not appear until the task is saved. For more information

on completing a task, see Edit Task.

If you assign a task to another user, ARCS will add to the task to the My Tasks tab (Issues)
for the assigned user, and put a notification on their Home page (Home).

View Task Details
To view details for a task, click on the Date Created hyperlink.

The Task Details screen opens.

Task Details Attach  Print
Close Edit
Creation Date: 12 Dec 2017 Assigned To: _25, OMB 9 @ 3
Task Status: Open Due Date: 05 Jan 2018
Short Description: Request for more info Date Completed:

Comments: Submitted a request to admin for information regarding Soldier's travel claims over the last £0 days.

Task Logs

14|« |1I FM Pagesize! |25 = Page 1ofl rows Lio 2 of 2
Date Created - Added By Text Delete

—

Received last 60 days, but it
E @ 5 = appears that one of the travel g G
= 12Dec 2017 e 25, OMB claims the Scldier though was 5
submitted is not showing up.
Contact SSG Price in Admin.

12 Dec 2017 _25, OMB He ig pulling Soldier's travel
vouchers for the last 60 days.

[
=]
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Task Details Screen

Label Name Description

A Close hyperlink |Click the Close hyperlink to return to the Tasks tab.

B Edit button Click the Edit button to edit the task (see Edit Task).

] Click the Add icon to add a new task log entry (see Add

C Add icon —

Task Log Entry).
- Click the Edit icon to edit the task log entry (see Edit Task

D Editicon -
Log Entry).

e Date Created Click a Date Created hyperlink to view a task log entry (see

hyperlink View Task Log Entry).
_ Click the Delete icon to delete a task log entry (see Delete

F Delete icon -

Task Log Entry).
To edit a task:

1. Click the Edit button.

The Edit Task window opens.

Creation Date: 25 Nov 2017

" Task Status:

* Comments: ol Y
R

Words: 8 Characters: 55

PR

Call clinic to follow up witt

* Assigned To: [_25 CMB v

* Due Date: | o7 gec 2017 =

h appointment availability

Cancel | submit |

2. Update the task information.

NOTE: If you change the Task Status to “Closed,” the Date Completed field appears and is a

required field.
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3. Click Submit to save the changes or Cancel to close the window without saving.

Task Logs

Add Task Log Entry

NOTE: Task log entries will be automatically added to the case log.

To add a task log entry:
1. Click the Add icon.

The Add Log Entry dialog box opens.

Add Log Entry

Details: | . =
b Bl 9 @ B 7 U = FontMame Sz’ A O «“

I | »

Cancel | Submit |

2. Enter comments for the log entry.
3. Click Submit to save the task log entry or Cancel to close the dialog box without sav-

ing.
View Task Log Entry
To view a task log entry:

1. Click the Date Created hyperlink.

The View Log Entry window opens.
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View Log Entry
Created Date: 01 Jun 2011
Addeﬂ bywcnae'HunSberger o g e g B 2 g T B ) BT T e
" Details: Atempted to contact Soldier concerming not appearing at 30-day follow-up meeting Left messageson |
home and cell phones

2. Click Close to close the window.

Edit Task Log Entry

Task Log Entry

NOTE: Once you create a task log entry, you can only edit it within 24 hours. However, Admin-

istrators can edit a task log entry at any time.

To edit a task log entry:
1. Click the Editicon.

The Edit Log Entry window opens.

Edit Log Entry
Created Date: 03 May 2011

Added by: Michael Hunsberger
Details: .

b B e P L s Al =

=F FontName [sue’ A & ¥

| Attempted to contact Soldier concerning not appearing at 30-day follow-up. Soldier was not gvailahle at hom
| o cell numbers.

-
4 | »
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2. Make changes to the task log entry.
3. Click Save to save the task log entry or Cancel to close the window without saving.

Delete Task Log Entry

To delete a task log entry:
1. Click the Delete icon.

The Delete Task Log Entry dialog box opens.

Message from webpage [ x|

__'l Are you sure that you want to Delete the record?

0K I Cancel

2. Click OKto delete the task log entry or Cancel to return to the task.
Attachments Tab

Use the Attachments tab to manage files attached to a specific issue.

Issue Detail

| Details %\ Llog \ Tasks | Attachments |

ISSUE SUMMARY
Issue 1D: 1342

Assigned To:

Issue For: Iast name, John

Issue Origin: FFOS Method of Contact: Electronic
Issue Location: Fort Hood High Visibility: No

Good News Story: No

Attachments

YA !
File Name Document Type Rocument Bate Added By Added On
#4
= ‘) D C M
‘-_“l View 0 Test upload 1 0 Award Documents 17 Nev 2017 Real,} aea 17 Mov 2017 i
AdminReal
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Issue Attachments Tab

Label Name Description
) Click the Add icon to add a new attachment (see Add Attach-
A Add icon ] ] -
ment). This adds a case log entry in the case log.
B Editicon Click the Edit icon to edit the attachment (see Edit Attachment).
c View hyper- | Click the View hyperlink to view the attachment details (see View
link Attachment Details).
5 File Name |Click the file name hyperlink to download the attachment (see
hyperlink  |Download Attachment).
_ Click the Delete icon to delete the attachment (see Archive
E Deleteicon -
Attachment).

NOTE: An issue may not be resolved if there are any open tasks. You can only resolve an issue

if you have a MAG Distro, Action Officer, or Administrator role.

To resolve an issue:

1. From the Issue Details tab, click the Edit button.
2. From the Status list box, select “Coordination Complete”

The Resolution fields appe

ar at the bottom of the screen.

RESOLUTION
Projected Resolution Follow- | 17 w1z, 2015 =
up Date:
* Issue Resolution Level: Ombudsman = Other

* Resolution:

Information

B B 9 B I 0 E T & Aral Helvetin. 2 ~ Ax {a~ | 5F

periaining to the outcome of this issue

Words: 8 Characters: 52

* Resolution Date: | 17 a5 2018
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3. Enter a projected resolution follow-up date, the details of the resolution, and a res-
olution date.
4. Click Save to resolve the issue or Cancel to return to the Issue Details tab without sav-

ing.

Once anissue status is Resolved (See Resolve Issue), a survey is sent to the person listed
in the "Issue For" field. Survey Initiation and Completion is tracked within the ARCS Issue
record.

If a survey is not Completed within 30 days of the Initiated Date, ARCS will automatically pop-
ulate the Did Not Complete Date.

Administrator, MAG Distro, Action Officer

To mark the survey as Initiated:

1. Open the Issue to the Issue Details screen.
2. Click the Survey link.

Issue Detail
Details 1 Log ™ Tazks f Attachrents
Issue Siatus History Print
Issue Information
Issue Created: 22 Aug 2017 Issue Id: 1225
I.ssue Category: Finance e ERE :Assigned To: _25, Mag Dist
N Is‘sue Ty’_EI.E: Bonus Issues‘ ) ) N S N W‘ll‘.l‘Assign‘meﬂt: C.C.J )
Issu‘e Dirigin: O’,:’S ) ) S o Issue For: .‘,"or.'ey. Mr. D
N Issue.LDcatisn: Csmp Zams, Japan i N S N N Pl"oject:
High \;fisibilit.y.: Mo S Good Nen;s .Story. Mo

Issue Referred: Mo

Issue Details
Issue Status: Resolved
s "

P

The Edit Survey Status pop up window appears.

3. Check the Initiated check box.
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El.E| Edit Survey Status x |
A |

3 Dec 2017 I

N

Cancel Save | :

i

|

The date will populate with today's date.

4. Verify the date, or select a new date.
5. Click Save to save the information, or Cancel to close the pop up without saving.

The Issue will now display on the Issue Survey Tab.

NOTE: Issue status must be "Resolved" to access survey tracking.

Administrator, MAG Distro, Action Officer

To mark the survey as Completed:

1. Open the Issue to the Issue Details screen.
2. Click the Survey link.

Issue Detail
Details " Log ™ Tazks f Attachrents
Issue Siatus History Print
Issue Information
Issue Created: 22 Aug 2017 Issue Id: 1225
B I.ssue Category: Finance ; S R ) :Assigned To: _28, Mag :Ii.st
N Is‘sue Ty’p‘e: Eon‘us‘lssue;‘ .......... N '.\'Tl‘.l‘Assign‘ment:. -C.C.J - )
Issu‘e Dirigin: O",:’S ) o . o Issue For: .',:’or.'ey. Mr. D
N Issue‘LDcatisl‘n: Can‘:p‘Za".’ta.‘.‘a‘pan . i S N N Pl"aject:. ) o
High \;fisibilit.y.: Mo . S Gu.od Nen;s .Story. Mo
...Issu.e.ReiE"éa:No = o = = s o o = SE
Issue Details
Issue Status: Resolved E o
o ’ T S s S - .

“wtefiar Rl

The Edit Survey Status pop up window appears.
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3. Check the Completed check box if the survey was Completed. Check Did Not Com-

plete if the survey was not completed within 30 days.

NOTE: Surveys not Completed within 30 days are automatically updated as "Did Not Complete"

by the system.

=) Edit Survey Status

The date will populate with today's date.

4. Verify the date, or select a new date.

5. Click Save to save the information, or Cancel to close the pop up without saving.

Use the Attachments screen to attach documents to a Soldier’s case as a reference for your-

self and other users to track and view information related to that Soldier’s case.

NOTE: Attachments added through Issues will also be shown in the case attachment list.

ATTACHMENTS Print
0 O s ®
W | « 1| » | »| pagesize:| 25 v Page 1 of 1, rows 1to 4 of 4
Category Type Document Date Added By Added On ¥ Associated Item
e |E) w» CER/Transition Resume 05 Feb 2024 CER_TC, CER_TC 05 Feb 2024 Case
e ¢ Admin/Counseling Initial Counseling 05 Feb 2024 SRU, Social Worker 1 05 Feb 2024 Action Iterr
Work and Education
Q 5] w» CER/Transition Recommendation 05 Feb 2024 CER_OT, CER_OT 05 Feb 2024 G Tran: i {
Summary (WERS)
5y Adaptive Activity Clearance .
o]
5] ®  Reconditioning Form (ACF) 15 Jun 2021 Real, 000 AdminReal 16 Jun 2021 Case @ i
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Attachments Screen Items

Label Name Description
) Click the Add icon to add a new attachment. This adds
A Add Attachment icon )
a case log entry in the case log.
B Edit Attachment icon |Click the Edit icon to edit the attachment details
View Attachment ) ) ) ) )
C _ _ Click the View hyperlink to view the attachment details
Details hyperlink
D View PDF Attach- Click the View PDF icon to view the attachment in a
ment icon pop-up.
_ _ Click the file name hyperlink to download the attach-
E File Name hyperlink
I ment
Associated ltem i . i : . ,
F ) Click the associated item hyperlink to view the item.
hyperlink
Archive Attachment ) )
G ] Click the Delete icon to delete the attachment
icon

NOTE: Adding an attachment automatically adds a case log entry to the case log.

To add an attachment:

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

* Document Type:
* File Name:
Document Date:

* Upload File:

Supported Extensions:
Was Size: 2 MB

Comments:

3. Click Select.

YyvYy

A1}

Select

File Drop Zone
Drop Files Here

doc,docx xis, xisx, ppt pptx pdf bt

4. The Open dialog box opens.

Characters: 0 4

Words: 0

'.g Choose File to Upload

[ Open

@le .+ Libraries » Documents » Sample Docs - | &,‘ | Search Sa o) |
Organize » MNew folder = @
B Eontes - D. Arrangeby:  Folder =
BE Desktop S
& Downloads i -
l;.; Recent Places [z |
& OneDrive \1 InterviewForm
1" Sample document PDF
- Libraries patnpls deictrmest Word Select a file to preview,
‘::] Documents
J‘ Music
&= Pictures
Videos
#d Homegroup A
- 4 ‘ m r
] 3 items
File name: InterviewForm_1_Oct_12 (1)_Agresta + [AilFiles ) -
} I Cancel I
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5. Select afile and then click Open. When the file is done uploading, the circle icon will
turn green.

6. If the wrong file is selected, select Remove.

7. Enter information for all required fields. Required fields are marked with an asterisk

().

8. Click Submit to add the attachment or Cancel to close the window without saving.

To Drag and Drop an Attachment:
1. Open the file location folder next to the ARCS window.
2. Click afile to select it.
3. Left-click and hold the file selection.

4. Dragthe cursorto ARCS in the File Drop Zone gray area.

[ Ado attachment x
* Document Type: =
* File Name:

Document Date: | pp wiikd vy

A

* Upload File: Select

File Drop Zone
Drop Files Here

Supported Extensions: doc,docx xls xisx ppt.pptx pdf bt
Mas Size: 2 MB

Comments: 5‘;;; v Py !' 5

il
il
i
T

Words: 0 Characters: 0 4

5. When the file is done uploading, the circle icon will turn green.
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6. If the wrong file is selected, select Remove.
7. Enter information for all required fields. Required fields are marked with

an asterisk (*).
8. Click Submit to add the attachment or Cancel to close the window

without saving.
View Attachment Details
To view details for any attachment:

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

Attachment Detalls

File Name: Resume
Document Type: Resume

Document Date: 10 Jan 2011

Comments: -

Close

3. Click the Close hyperlink to close the window.
Edit Attachment

To edit an attachment:

1. Click the Editicon #] to the left of the attachment.

2. The Edit Attachment window opens.
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Edit Attachment

Upload File: | Select |

* File Name: IRegume

* Document Type: |Resume j
Document Date: [1g Jan 2011 =
e |

Comments: -

Cancel | saye |

3. Make any changes.
4. Click Save to save the attachment or click Cancel to close the window without sav-

ing.
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
[ A

ek 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.
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To archive an attachment:
6= |
1. Click the Delete icon |' & 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

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.

The Service Information screen has seven tabs. Each of these tabs are read-only, and are
populated from the authoritative source.

Use the Personnel tab to view Soldier personnel data from IPPS-A. Click on a hyperlink to
view a different screen on the tab.

TIntegrated Personnel and Pay System - Army
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Personnel Casuaty MODS MEB PDCARS
Basic Personnel Data Miltary Service Data Awards [ Assignme

s / Localions Action Daia / Clearance /Insurance Occupa

TSGL

in / Skills Education /

Basic Personnel Data
First Name: Ron
Last fame: AMTiNGton
Rank: Major
mpPc: ENLISTED
Gender Male
Race: Asian, Black or African American
Ethnic Group Code:

Army Component (Current) ACTIVE ARMY

Middie Initial

Suffix

Effective Date of Rank:
Age:

Dale of Birth

Religious Denomination
DODID:

SSN

25 Nov 2008
42
08 Aug 1980

171044028
sws_es 4005

Home of Record

Primary Oczupation:

Physical Prafile:

Marital Status. Marmied

Number of Dependent Adutis: NOt Available

Couniry of Citizenship
Primary Language:

Physical Category

Marital Status Date: 20 Dec 1939

Number of Dependent Children: NOt Available

Spouse Data
State of Birlh

Gauntry of Cilizenship:
SSN:

Component

GCountry of Birth

Service

MPC

Assignment Considerations

Personnel Tab Hyperlinks

Name

Description

Basic Per-
sonnel Data

This screen displays Basic Personnel Data, Spouse Data, and Assign-
ment Considerations sections.

Military Ser- | This screen displays Military Service Data and Military Duty Status sec-
vice Data tions.
Awards / . _ . .
_ This screen displays Awards, Assignments, Deployments, and Mobil-
Assignments/ | ]
] izations sections.
Locations

Action Data /

This screen displays Major Personnel Action Data; Major Personnel
Flag Action Data; Security Clearance Data; and Survivor Benefit, Life

Clearance/ o )

Insurance, and Defense Enroliment Eligibility Reporting System
Insurance ]

(DEERS) Status Data sections.
Occupation/ |This screen displays the Montgomery Gl Bill (MGIB) data, Occu-
Skills pational Data, Additional Skills, and Special Skills sections.

Education/
Certifications

(.

This screen contains the Education Levels, Degrees, Military Edu-
cation, Military Courses, and Professional Certifications sections.
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Use the Casualty tab to view the Defense Casualty Information Processing System (DCIPS)
Casualty Data Summary.

Service Information P
Persaninel Casusty ' WTU '\ MEB '\ PDCAPS ' ePEB '\ TRANSPROC |\ TSGL
DCIPS Casualty Data Sﬁlllmary
Incident Date of Incident Conflict Type Operation Incident

566045 12 Mar 2015

Click on an Incident Code hyperlink to view casualty information.

Use the MODS tab to view Soldier information from MODS, including Patient Information,
Patient Record, Patient Status, Case Manager Information, Line of Duty Investigation Inform-
ation, UIC Data, Orders Information, Medical Information, and Gaining Information sections.
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i

Verairrme Lauany wru el
| 3 et i I Hiavaaem ot
Soldler Data from MODS
Patient Information

Pafisnt Status ©FF FISTALLATON BarICTa =90 WLES]

[~ o o o o o Micgion: OFEAATION ALY FREEDSM
Fatient Racord
Coorale-coant Laaws End
CAnloal Btari Defec =% = 2213 Trizans Prime Ramade: 7

Injury Degoription
Patient Status

Treaind in Thesbar: &

T marden i At v o o o T GmmecnEnterss wTie wEDwET o i
Projsctad Relsace from Ackuni Ani=acs from Sotve
Dty
Reacpn Relsacad from Ackive
Drerty:
Transfernd do CEWTLL ¥
Cazz Manager Information
Mame: =out
Tedaphone: Emall Addrece
Comaiscosnt Lasye: & Conyalscosnt Lames Start

Linz of Duty Investgation Information
LD Type: PiFORNEL

B Y
T Loomeed gy e T

LG Detererinafior:
CLOD Complollon Dmfe: 322501 120z0an

UIC Data

Limit Tyas Lezslize Sedz mtats Eoariing e CEETL Sds

VEALTER SESED T2 WALTER SIED
A AMC : amc

Drders Informatian

Tres Start En= =l Siarl End

HAamgred 2e 3 2012 31 D=z 2018

Madical Information
MOE Dayrs 402

Number of DEye on AONE:

H=fScgl Conditiom Pro=xtaling Confdicn Sork

‘Galning Irformation

‘Gaining Unit Decigm

Saining UIC Locatian

‘Gairing (AC Countn:

MEB1 Tab

Use the MEB tab to view MEB information, including MEB Soldier Status, Medical Actions,
Physical Evaluation Board Liaison Officer (PEBLO) Actions, Unit/ Soldier Actions, and Phys-
ical Evaluation Board sections.

1Medical Evaluation Board
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Service Information Print
| Personnel N Casualy \ WTU | MEB |\ PDCAPS \ EPER. | TRAMSPROC '\ TEGU
|Medical Evaluation Board(MEB) a
MEB Soldier Status
Depl:

signed to WTU:

Medical Actions

Date of Physician's Physical Exam Completed:
Netification of MEE Action:

Consultation Required: Consultation Dates:
Date of MEB Physician Date Physician Dictated MEB
Appointment: Narrative Summary:

PEBLO Actions
Dtate of Initial FEELO Date Signed MEE Returned
Counseling: to PEBLO:

Date MEE wiSignatures of Date Patient Counseled on

Approving Authority MER:
Retumed to PEBELO:

Date MEE Appeal Returned Date MEE Stopped ! Pending

of PEBLO by MEE Approving Optimal Treatment:
Authority:

MEEB Recommendation Date Appeal Filed:
Appealed:

Unit / Soldier Actions

Date Commander Notified of
MEE Action:

Physical Evaluation Board
Mate MER Frrwarrdad tn PER-

PEB1 Tab

Use the PEB tab to view PEB information, including Case Data, and Board Data sections.

Service Information i
|' Personnel |\, Casualty WTL MEB '\ PDCAPS ] ePEB ' TRANSPROC | TSGU
Physical Disability Evaluation Board Data (PEB) -
Case Data
Soldier Name: Cisloszyk, Gasion
7 Eessws " CaseCrestonDate D3Fen23 ' '
MTF Name: Ft. Somewhsers Case Status: Closed
Final Result: Percentage: 10
Final Result Date: 03 Feb 2011 TDRL Re-Exam Date: 03 Feb 2011
Board Data
Board Date Board Disposition Diiszbility % Final Result Result Dats
01 Jan 2012 T i F 03 Feb 2011

Click on a Board Date hyperlink to view the PEB Details screen.

1Physical Evaluation Board
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TRANSPROCT Tab

Use the TRANSPROC tab to view Military Personnel Transition Point Processing System
(TRANSPROC) data.

Service Information

| Personnzl Casualy WTU MEE PDICAPS =78 | TRANSPROC Y TsGU

TRANSPROC
= = oy Sepzration Separation Separation - - = 2
Comporent Modify Date Stibrnit Date Reraied Effactive Date Locatien Disposition Order Print Date
RESERVE 05 5ep 2000 WALTER REED

NOTE: TRANSPROC information dated later than 2014 is not available at this time.

TSGLI2 Tab

Use the TSGLI tab to view Traumatic Servicemember's Group Life Insurance (TSGLI) claims
data.

EXTERNAL DATA

Personnel * '\ Casualty \ MODS \ MEB \ PEB '\ ePeb '\ TRANSPROC | TSGU |

TSGLI Claims

NOTE: ARCS does not have an operational data interface with TSGLI at this time.

Print Case Section
To print the current case section:

1. Click the Print hyperlink.
2. The Print dialog box opens (varies depending on browser settings).

IMilitary Personnel Transition Point Processing System
2Traumatic Servicemember's Group Life Insurance
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3. Select the print options.
4. Click Print to print the section click Cancel to close the dialog box without printing.

Permissions: Administrator, MAG Distro, or Action Officer

Once a case has no more active issues, it can be closed. Closed cases are not actively
tracked or included in reporting.

To close a case:

Go to the Case Dashboard.

Click on a Name hyperlink to open the case.

Click the Case Information hyperlink from the Navigation Sidebar.

On the Main Data tab, click the Edit button.

Select Closed from the Case Status list box or Closed - opened in error (available

o s> b=

for cases with no associated issues).

Case Status: | Active v
Cilosed
Closed - opened in error
| Inactive

| Imterim

6. Click Save.

NOTE: The Closed option for is available only when there are no open issues or tasks. If there

is an open issue and/or task, then the Closed option is hidden.

To reopen a closed case:

1. Open the closed case.
2. Click Case Information from the Navigation Sidebar.

The case opens to the Main Data tab.
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Case Information Attach  Print

- Update SSN Update Name
Main Data |\ History |

[Reopen Case |

Case ID: 21201 Case Creation Date: 27 Sep 2017
Case Status: Closed ~ CaseCreated By: 25 MagDist
7 s{afua ﬁété: 1%661 ZD;T - N 7 N 7 7 7 7 Omhrudsmarn Loc.;iion: I;or[ Eéﬁﬁlng o
c;;.y.r.!i)...).ﬁgm; o Arm;[ .............. s OmngME e S e e S

Restricted Access:

Unit Information

Unit: State:
Unit Location: ) - 7 ) - Country: Un\ted States
- VIVJivisicV:Vn: - - ) 7 7 - - - - - - ZipVCade:” - -
............. .E.mem.r.i;l;.ér.na":....... R e L e S T -\jr-.i.[phg.ﬁé.u..j}"hw;mm u e )

3. Click Reopen Case.

The Confirmation dialog box opens.

Case Status will be Reopened, Do you want to Continue?

No [_ Yes |

4. Click Yes to reopen the case or No to close the dialog box without reopening the case.

The case status is changed to “Active.”
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This section describes how to manage issues and tasks created by you and/or assigned to
you by another ARCS user. Issues and tasks are created and managed from within indi-
vidual cases, and can also be accessed from the case (see Edit Case Information).

The following table describes the possible tabs on the Issues screen:

Issues Screen Tabs

Tab Description

Issues at My |This tab displays all active issues at your location (see Issues at My
Location Location Tab (Open Issues)).

Openlssues |This tab displays all active issues (see Open Issues Tab)

Pending This tab displays issues for the selected location with a status of “Pend-
Assignments |ing Assignment” (see Pending Assignment Tab).

Resolved This tab displays any Resolved issues at your location (see Resolved
Issues Issues Tab).

Coordination |[This tab displays issues for the selected location with a status of
Complete “Coordination Complete” (see Coordination Complete Tab).

This tab displays the number of issues with a given status for each loc-
ation (see Workload Tab).

Workload

This tab displays the open tasks assigned to or created by you (see
(My) Tasks
(My) Tasks Tab).

g J

NOTE: For more information on filtering and sorting columns on the tab grids see Grid Con-

trols

Administrator, MAG Distro, MAG Leadership, Action Officer

For users with access to multiple locations, the Open Issues tab is the default.
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Issues

o
1=
El

Open Issues Resolved Issues
Issues at My Location

Issue Location: | Fort Lee !’ ¥ | Assigned to Me | Created by Me e | @

Projected Issue

Name SN Componert AT (oiwon  Omgm Cmeory PTWe SIU Folowup RIS DREON ssumes N
%@ srfoce oCu Fatiee  oMB  gral o CORER mprogress JOUT BN U mdwinest  Adminkes
Do 7 Acvehmy  NonWTU  Fotles  Mag LR RAENEmprogress JONM RFSY RES HE e Admnes
ie:"g:“"e 4842 Active Army CBWTU Fort Lee FFOS  Housing ;—:gljt;r‘:g In Progress ;él’"%“g g;;}“g gél‘t}“g EZ:MSS;‘ E‘Z‘;“fm[':;‘
M Complaint
Open Issues Tab
4 ~\
Label Name Description
A Location list box Select a different location from the list box.
Click Assigned to me | Created by Me to change the
. rid to view issues assigned to you or created by you.
Assigned to me | 9 9 y yy
B Created by Me hyper-
link NOTE: Click the Issues at My Location hyperlink (not
shown) to return to the Issues at My Location view.
, Click a Name hyperlink to open an issue for viewing or
C Name hyperlink -~ ] )
editing (see View Issue Details).
A\ J/

Use the Issues at My Location tab to view all open issues at your location.
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Issues Print
Open Issues Resolved Issues % My Tacks
Issues
Open Issues: 7
Resolved Issues: 1
Total Issues: &
[ssues at MV Location
Issue Location: Assigned to Me | Created by Me 0 | [
e pagesize |25~ Page 1 of 1, rows 1107 of 7
ssue ssue ssue ssue Pentaced Assigne: reation lssl.\e ssue
WL L .i?sLi‘gnmer*t ILo:atian I[)rigin lCategm‘v (EBEES IEtatus ;C;I::W U Sate’; ¢ Eate‘ ;‘sﬂgnm éreated By
I - ' = = =
ey @ s ” Fort - ’ _ 17 May 17 Apr 17 Apr Repanshek, Repanshek,
verified, Email Active Army Non-SRU Belvoir OMB Dental Claims In Progress 2020 2020 2020 Jake Jake
Tank Engine, Thomas Air Force Non-WTU ;”e;sw OMB  Finance Travel Pay  In Progress ;313;“ ;;1’;“9 ;311:‘7”9 Eﬁz;t #0 552;' Mag
Tank Engine, Thomas Air Force wTu ;igsw OMB  Finance IBS";':I‘;ES In Progress 38;’;” igg‘“’ 531@3" _25,0MB _25, OMB
Emon, Frost Acive Army  Unknown  for MAG  Dental E::wam.[ In Progress 50 AP" £tk Lo _25,0MB  _25, OMB
Open Issues Tab
r N\
Label Name Description
Click Assigned to me | Created by Me to change the
. rid to view issues assigned to you or created by you.
Assigned to me | 9 9 y vy
A Created by Me hyper-
link NOTE: Click the Issues at My Location hyperlink (not
shown) to return to the Issues at My Location view.
, Click a Name hyperlink to open an issue for viewing or
B Name hyperlink -~ ] )
editing (see View Task Details).
(N J

Use the Pending Assignment tab to view issues for a selected location with a status of “Pend-
ing Assignment.”
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Issues Print

Open Tssues Resolved ssues | Pending Assignment | Coordination Complete '\ Workload Tasks Survey

Issues at My Location

Issue Location: [Al mAssmned to ble | Created by Me @ BB

Wl 2] pagesier|25 ~ Page 1 of 1, rows 1 t0 20f 2
[ [ ‘ 1 [ = = =
ﬁi‘nﬂ“ 2314 Non-wTuU Fort Hood oMB  Dental ?;g:?r‘!tmeﬂt InProgress 31 Dec 2017 01 Dec 2017 z‘s;“inﬂg’al i
!‘:}i‘nﬂ“ 2314 Non-wTu Fort Hood FFOS 22:?";““‘ ggcrss; = InProgress 07 Dec 2017 01 Dec 2017 07 Nov 2017 EZ;‘%:F?:EI
Pending Assignment Tab
4 ™
Label Name Description
A Location list box Select a different location from the list box.
Click Assigned to me | Created by Me to change the
. rid to view issues assigned to you or created by you.
Assigned to me | 9 9 y vy
B Created by Me hyper-
link NOTE: Click the Issues at My Location hyperlink (not
shown) to return to the Issues at My Location view.
_ Click a Name hyperlink to open an issue for viewing or
C Name hyperlink N ) .
editing (see View Issue Details).
A\ J

If an issue was not assigned to an Ombudsman at creation, you can assign an Ombudsman.
To assign an Ombudsman:

1. Open the issue by clicking on the name hyperlink.
2. Click Edit.
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Issue Detail

Details | Log Tasks Attachments
Issue Status History Print Delete ssue

Issue Information

Issue Created: 0 Dec 2017

Issue Id: 1343

Diznis Assigned To:
Diznta! Appointment [ssus WTL Assignment: Non-WTU

CMB Issue For: Soldier
Faort Hood Project:
High Visibility: Mo Good News Story: MNo

Issue Referred: MNo
Issue Details
Issue Status: In Progress

Flag for Review: Mo

Review Reason:

Method of Contact:

Face to Face Contact Date: | 2

ACTION

Action

Mo Records Found

Resolution

Projected Resolution Follow- 31 Dec 2017
up Date:

Resclution:

Resolution Date:

3. Select an assignee in the "Assigned To" field.
4. Click Save.

Resolved Issues Tab

Administrator, MAG Distro, MAG Leadership, Action Officer

Use the Resolved Issues tab to view any resolved issues at your location.

Issues Print
Resolved Issues
Issues at My Location
Issue Lacation: [ Fort Hood v | Assigned to Me | Created by Me
W] a]r b pegesizer|25 +) Page 1 of
Wy Issue Issue  Issue Issue Projected  jioned  creation Issue Issue
e SEA L D Assignment  Location Origin  Category IssueTYbe ooy ;ilizw g Date Date Assigned To  Created By

% 5656 Active Army Non-WTU  FortHood OMB  Dental Claims Resclved 3[1)107“ %Bec gélch Buzsst Mag is:rt‘inoﬂ?fal ]
%‘-ﬁ" 9725 Air Force Non-WTU  FortHood OMB  Domestic E';r;l‘:ks Resolved ;31”7“ ;glg‘t ;3137“‘ iiﬁ:}::;‘ EE:L%HGP\O&DBI W
Test, Test 9632 Active Army Non-WTU  Fort Hood  OMB Dental Claims Resalved ;;1'\'7“" ;31(;“ izf;‘ :Zi:;r?:eua‘ ijﬁl’mﬂ&il il
Tonie, Tony 2698 Active Army  Non-WTU  FortHood ~ OMB  Dental Claims Resolved ;81N7°" éégﬁ ;3107:( iifrl“’r?:;‘ isfr“‘mofil i
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Once anissue is Resolved, the survey tracking functionality will be available. See Survey.

MAG Distro, Action Officer

Use the Coordination Complete tab to view issues for the selected location with a status of
“Coordination Complete.”

Issues Print
Pending Assignment Coordination Complete | Werkiosd Taske |\ Surey
¥ | Assigned to Me | Created by Me @

I S | @ L@ 8 [\ [ @ [\
Carlan, mars ManwT . O o Coordinatio 24 Szp 25 Aug 25 Aug Real, 000  Real, 000
Hans - - Rucker - Complete 2017 2017 2017 AdminReal AdminReal
Coordination Complete Tab
( N\
Label Name Description
A Location list box Select a different location from the list box.
Click Assigned to me | Created by Me to change the
. rid to view issues assigned to you or created by you.
Assigned to me | 9 9 y yy
B Created by Me hyper-
link NOTE: Click the Issues at My Location hyperlink (not
shown) to return to the Issues at My Location view.
, Click a Name hyperlink to open an issue for viewing or
C Name hyperlink -~ ] )
editing (see View Issue Details).

Use the Workload tab to view the number of issues with a given status for each location.
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) Issues ) Print
. _0 . | B @
0:.»15 Location — ;r' Progress Panding Follow Up Coordination Complate Resolved To:alr- S
= : < A -
A : . : :
3 § i g
Fort Meads 1 a o o 1
Fort Hood 4 a o 4 B
Workload Tab
s A
Label | Name Description
Date : ;
A Enter a date range (in DD MMM YYYY format) or use the date pick
range , )
_ ers (see Date Picker), then click Search.
fields
Click a name hyperlink to view the Issue Count by Location win-
dow.
BE
Pagesize 0 | (PP} BB Pagell | o 03 XD Displaying Items 1 to 2 of 2
Name [
B . N
hyperlink —
The Issue Count by Location Window shows a list of Ombudsman
with the number of issues in each status.
Click the Close hyperlink to close the window.

(My) Tasks Tab

Ombudsman,

In order to resolve an issue, you may need to complete multiple tasks or assign tasks to
other users. Use the Tasks tab to view all tasks assigned to you.
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Issues Print
Openlssues '\ Resolved lssues Pending Assignment | Coordination Complets |\ Worboad | | Tasks | Survey
|
2 mlip  Fagesiz={zs - Page 1of1 rows 1o Z of 2
| Name sen Status Creation Date Due Date = Complete Date Description Assigned Ta Issue Locstion  Issug Origin
| & = =
Snow, John 4321 Open 10 Jun 205 11 Jun 2015 REMINDER QSJ::f—R" I8 San Antonic  MAG
;i__‘tr“fJ“” Open 25 Mar 2016 31 Mar 2016 REMINDER :S:::;:—R”' 18 San Antonic MAG

Click a Name hyperlink to open the Task Details screen (see View Task Details).
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Reports

Choose from a variety of pre-loaded reports in ARCS or create your own using the Ad-Hoc
Report Builder.

Viewing Reports
The reports screen can be filtered into three views:

¢ My Reports: This is the default view when accessing reports and is customizable by
the user. My Reports contains all reports created by the user, previously assigned to
the user before the update, and any added to My Reports from the Other Reports
view. User created and user added reports will have a “Delete” link. If you are the
“Owner” and Delete is selected, the report is permanently deleted. If someone else
owns the file, it is simply removed from the current list. This allow the user to remove

reports they no longer need.

&
Reports Create Report Print
My Reports [v] ClearFilters | [
i Ll fip)  Pagesizei|2s ~ Pagelofl rows1to 24 of 24
s e 5 Access
Report Name « Type Description Created By Created On  Modified On T
o 50
a
Start Date Testing REVO1 ADHOC  modfied by ME Real, 000 AdminReal iﬁﬁﬁ“g 561?9 Viswer Delete -
Active CTP MAs ADHOC  List of current active CTP Mana 19Jul 2012 19Jul 2012 Viewer Remove  Edit Delete
BN CDR entity test ADHOC Real, 000 AdminReal 28 Apr 2017 28 Apr 2017 Viewer Delete

» System Reports: Displays all system reports. System reports are created by the
ARCS development team for the use of all system users and cannot be modified.
Users must switch to this view to run system reports.

Reports Create Report Print
Clear Filters [REREY
wlat)zp b pagesie|zs ~] Page Lot 2, rows L1625 o 46
5 Access
Report Name « Type Description Created By Created On  Modified On  **°2
Appointments By WTU SYSTEM WTU Appointments by MTF and. Admin, Administrator 21Jan 2012 21 Jan 2012 Viewer fy Edit ~
Reports
At Mot by g oition SYGTEM: | Assssament Matrics by Lication..  Atlrmir Adviistraton 10 Noy 01 May Viawer L Edit
2016 2017 Reports
: : . s 10 Nov : My .
AW2 RCC Caseload by Location SYSTEM  AW2 RCC Caseload by Location... Admin, Administrator 12 Apr 2017 Viewer Edit
2016 Reports
Cancelled Appointments SYSTEM WTU Cancelled Appointments R. Admin, Administrator 21Jan 2012 21Jan 2012 Viewer % it Edit
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» Other Reports: Displays all ad-hoc reports created by system users (see Create
Report). All Some users have the capability to use reports in this dashboard. Users
can also add these reports to “My Reports” by clicking on “Add to My Reports.”

Reports Create Report  Print
Other Reports | v| Clear Filters | B B
i 4 z]z [p][¥ Pagesie|2s + Page 1 0f 2, rows 1 t0 25 of 45
- " Access
Report Name « Type Description Created By Created On  Modified On ~ 7"
Active CTP MAs ADHOC List of current active CTP Mana. 23Jul 2012 231ul 2012 Viewer Ly Edit Delete ~
SET Reports
. ) ) 13 Aug 17 Sep My )
AWZ Soldier Report o Eait Delsete
AW?2 Soldier Report ADHOC Soldiers with AwW2 data recorded 2012 2012 viewer pooorts Edit Delete
EN CDR High Risk Mitigation Plan 08 May 08 May : My "
Arnioval ADHOC MA, _30 S5t ST viewer oo s Eit Delete

Creating a New ARCS Ad Hoc Report

There are five steps to creating a new Ad Hoc Report:

Select Create Report
Select Entities to be reported

Organize Columns to display the desired information

Specify Conditions for the report
Save the Report

o > wdhd ==

See Delete Ad Hoc Report for information on deleting reports from ARCS.

Create Report

1. Openthe REPORTS screen in from the upper right of the header
2. Click Create Report
3. The Ad Hoc Report Creation Tool screen opens.
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Entities @
™ CHes

DCIPS

EPEB

ITAPDB

MODS

PDCAPS

o e 0w (T 0 1 o

WTU

—

&

New Report

Colu mns

[Add new column]

Cansﬂons@

Select recards where Il of the following apply

Menu

Cor=r=m

Comzmm
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Ad-Hoc Report Builder
Label Name Description
. Lists the data fields that are available to use in the report as dis-
A Entities -
played columns or as conditions
Lists the selected data fields that have been selected for
B Columns )
reporting. The columns can be reordered and sorted.
Clear ) _ o
Clears the selected information from Columns and Conditions
C Query but-
(clean re-start)
ton
Save As _ o
D Click Save As to save the report definition
button
Execute .
E Click Execute to run the report
button
B Use this section to add, delete, and define the conditions used to
F Conditions ]
customize the report

The reporting entities that you select will be the building blocks of your report. You can

arrange them the way you like by setting up columns and conditions. Each selected entity

can be added to the report as a column, a condition or both.
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Em:m’e@

™ wru

H

™ Action Items

™ Action Item Status Histo

™ Appointments
™ Assignment

™ cases

©r

™ Education

™ Activity Code
™ CER Education Id
™ CER Eligibility Id
™ Created By

I™ Created On

™ Date Completed
I™ Date Started -

I"" Did Not Complete

Activity Description

Modified By

™ Modified On

™ Eligibility

™ Internship

x)
\Z/

™ Other Career -
® C @.

Entity Selection Screen

(.

Label Name Description
. Entities — Reportable data fields that may be selected for
A Entities
the ad-hoc report.

Expand/ Collapse ] »
B Click to expand or collapse entities sub groups

Arrow

Subgroup Expand the top-level entity to show all related sub-entities.

Entity Specific data fields

Clear Clear all selections

Move to Condi- -~ » _
F i Moves selected entities to the Conditions window

ions

G Move to Columns |Moves selected entities to the Columns window

Another way to add entities to Columns and Conditions, is by using “drag and drop”. Click an

entity without releasing the mouse button, drag the entity to the Column or Condition
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window, and then release the mouse button. The picture below shows “Branch” being
dragged into the Columns window.

i | a3
commns

Expression Title

WTU. Cases Address VWL, Cases Address

[Add new column]

Branch

The last way to add columns or conditions is to click on the [Add new column] or [Add new
condition] links. Clicking on the links will open selection menu to choose the data item. Click
on the data field to select.

Columns
[Add new column]

CHCS =

DCIPS >

EPEB >

ITAPDB >

MODS >

PDCAPS > Conditions
WIu = Action Items >

[Add new condition] = Action Item Status History>

Appointments =

Assignment >

Cases kS Caseld

CER 4 CDR. Completed On Date
Contacts 2 CDR Risk Assessment Score
Risk Assessments > Initiated By
Scrimmages = Initiated Date

Self Assessments = Tustification
Soldiers * | NCM Risk Assessment Score
Users Only > NCM Completed On Date
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Once you have selected entities for your report, you can determine how you want your
columns to display, e.g., in what order they should appear on the report and how each indi-
vidual column should be sorted.

e~ i e
Caliumns

®:’.d. new column]
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Report Selected Columns Description

g
Label Name

Description
Sorting (Currently, only one column at a time may be sorted)
* Not Sorted
¢ Ascending
¢ Descending
Sorting/Move
A Options Moves (re-order the columns)
+ Move to the top (make it the first item)
» Move up (move up one position)
» Move down (move down one position)
* Move to the bottom (make it the last item)
Expression Name of the entity.
C Title Same as Expression: Name of the entity.
Change to ] ]
Changes the data field from reporting system data to aggreg-
D Aggregate ] o _
ating, e.g., count, sum, average, minimum, maximum.
Column
E Delete Remove (delete) data field from the report
E Add New Another option to add columns to the report. Opens list of all
Column data fields for individual selection

Conditions can be added, added to groups, defined, and deleted.

®

and

Select records where™all of,

RO
qual to Today ©®
-Processing Date is equal to Today

:Ea_d.d, new condition]

Conaitions @ C
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Specify Report Conditions Screen

Label Name

Description

Conditions
options

Click the hyperlink to view a menu of available options, including:

« all (AND)
e any (OR)
* none
e notall

Add new
condition

Select to view a multi-level menu to select conditions to add to
report, e.g., case is active and in-processing date is between
April and May.

Add group
of con-
ditions

Allows compound conditions. For example, “Show all cases that
are active and (M2 Eligibility is Y or CDR Eligibility is Y).”

Entity

Selected condition(s) for the report

Operation

Click the hyperlink to view a menu of available operations, includ-
ing:

o starts with

e contains

e isequalto

¢ does not start with
¢ does not contain
* is not equal to

¢ insub query

e isnull

e isnot null

NOTE: The options in this menu will change, depending on the

type of condition (data field) selected.
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Label Name Description
Click the hyperlink to enter or edit a value, such as an amount,
number of days, date range, etc.
F Value
NOTE: This will change, depending on the condition and oper-
ation selected.
G Toggle Turn condition on or off (helps in troubleshooting)
H Delete Delete the condition from the report
[Add New _ _ .
I N Select to view a multi-level menu to select conditions to add.
Condition]

Save Ad Hoc Report
To save areport definition:

1. Click Save As.
2. A pop-up window opens

Script Prompt: 0K |

Erter report NAME:

[test

3. Enter a name for the report and click OK
4. Another pop-up window opens

disa.mil needs some information x|

Enter report DESCRIPTION {not required):
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5. Enter a description for the report (optional) and click OK
6. A Report save message is displayed.

l'-\ test saved

oK |

7. Click OK to close the window

Delete Ad Hoc Report

Note: Only the creator of the ad hoc report or an Administrator has permission to delete that

report.

To delete a report.

1. Goto Reports
2. The Reports page is displayed showing “My Reports”

Reports Create Report ‘F‘ﬂnl
My Reports = | @
Report Name Type Description Created By Created On Access

‘ CER Eligibilitv Report ADHOC 06 Oct 2014 role
Active Cases ADHOC 02 Sep 2014 owner  Delete

| Active cases w/ RELFWTU ADHOC 04 Dec 2014 owner  Delete
Active Users ADHOC 07 Aug 2014 owner  Delete

3. Click the Delete hyperlink of the report to be removed
4. A warning message is displayed
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Message from webpage il

'9' Are you sure you want to DELETE from My Reports?

oK | Cancel

5. Click OK to delete the report or click Cancel to close the dialog box without deleting.
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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
View OMB User Details ... 119
Add NeW OMB USer ... 119
Bdit OMB USEr ... 121
User Profile Attachments ... 121
Update HIPAA Certificate ..., 122
View PDF Attachment ... 123
Download Attachment ... 124
Delete Attachment .. 125
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Deactivate OMB USEr ... 125

Re-activate OMB USer ... 126

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
=]

Ombudsman System Roles

nnnnnnnnnnn

Add New OMB User

After receiving an OMB ARCS account request 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.

2. Enterthe User's DODID from their ID card. Do not make up a number as a place-
holder.
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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
% DoDID: | 100000046

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.
« Ifthe 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.

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

ments section.
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NOTE: HIPAA Certificates should be updated annually in attachments.

Edit OMB User

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

The Ombudsman User Details screen opens:

OMBUDSMAN USER DETAILS
o Bt o00i0: | 1000000467

Ombudsman System Roles

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

User Profile Attachments

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

0o
. o
Attachments Screen Items
Label Name Description
) Click the Add icon to add a new attachment. This adds
A Add Attachment icon )
a case log entry in the case log.
B View PDF Attach- Click the View PDF icon to view the attachmentin 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

HIPAA certification is required for ongoing access to ARCS. Accounts are suspended auto-
matically on the first of the month following the expiration of the current HIPAA Trained date.
When a user's HIPAA Certification is within 1 month of expiration, a warning message will be
displayed at each log in indicating the pending suspension from ARCS.

To update a the HIPAA Certificate from "My Profile:

1. Click the Add Attachment icon 0
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My Profile =

User Information Edit |
EDIPI: 0000000000

Attac‘f;mnts B o - - i e e i - S o - ™
t
o |

L a1 ]pfp|  Pagesizer25 | Page 1o 1, rows 1 to 20f2

File Name File Type Document Date Added By Added On ~

| m [
Eif Test System Access Request Form Real, 000 AdminReal 12 Apr 2018 i
| Datafi HIPAA Training Certificates Real, 000 AdminReal 27 Jul 2018 W

2. Complete the fields - Document Date = Date Completed on HIPAA certificate.

Add Attachment

* Document Type: | HIPAA Training Certificates -

" File Name: [HIPAA Cert 2019

* Document Date: | 24 Jul 2019 ﬁ HIPAA Cert Date

*Upload File: @ sampie HIPAA dooy x Remave

Required

3. Click Submit.

The HIPAA Trained or HIPAA Certified Date will automatically update to match the Docu-
ment Date indicated in the upload.

View PDF Attachment

To view the PDF in a pop-up window:
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1. Click the icon

2. The View PDF window opens

i AIQC!; RUSSIRE RECOVERY UNIL RS APPOINTMENTS ~ ASSESSMENTS ACTIONITEMS CSP REPORTS USERS

NAME SRU SRU PHASE } . i PSG RCC
DODID CO/FLT/S0D STATUS e
GIECHMENTS WERS DoseimiEat BDR
© s ®
LR m » || ™| Pagesize:| 25 v | Page 1of 1, rows 1.t0 6 of 6
Category, Added On ¥ Associated Ttem
&
@ B [ CeR/Tansiton 03_Riley. 06 Feb 2024 Case L
5 [ Barracks Inspection AdhinReal 31 Jan 2024 Action Item
[§ CER/Transition AdfinReal 31 Jan 2024 Action Item
[$ Other AdfinReal 04 Jan 2024 Action Item
¥ [§ CER/Transition AddhinReal 22 Jun 2021 Action Ttem
a @ Barracks Inspection AdthinReal 22 Jun 2021 Action Item

3. Selectthe X icon to close the window

D View PDF x

‘« 4 1 of 1 » b S, @ | Automatic Width vk W

I WERS Document PDF

Download Attachment
To download an attachment:

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

Do you want to open or save this file?

- Mame: Resume.pdf
E&' Type: Adobe Acrobat Document, 30. 1KB
From: awcts.inforeliance.com

Cpen Save | Cancel I

l_:..-. ‘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
= savethisfile. 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.

Delete Attachment

To delete an attachment:

-

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

2. The Delete Attachment dialog box opens.

Message from webpage . _’ﬂ

':Ql Are you sure that you want to Delete the record?

Ok I Cancel

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

* First Name: [Bob * EDIPI: [ 3538520741

M\d%e Name: | ] HIPAR Certified: | o1 cep 2016 il

* Last Name: [Smith Location:

User s Amwo

=
[WENMMEC Bathesds

3. Click Save to deactivate the user, or Cancel to close the window without saving.
Re-activate OMB User
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

* First Name: [Sob ] * EDIPI: [g52a5207.
M\d%p Name: ] erti B
* Last Name: [Smith an Lo

User Is Ac‘two

3. Click Save to activate the user, or Cancel to close the window without saving.
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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
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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
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Action 70

Ad-Hoc Report 107, 116

Address 57-59

Advanced Search 17

Assign Issue 101

Attachment 84-85, 88-90, 124-125

Attachments 80

Case Log 63-66

Casualty 92

Close Case 96
Coordination Complete 103

Create Case 37

Date Picker 19
Delete 62

Delete Email 62

Email 62
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Email Address 62
Excel 27

Export 27

Grid Controls 22

Header 11
History 50

Home 32, 34

Icons 19

Intake Form 40
Issue 67-69
Issue Log 71-74

Issues 34-35, 67, 98-99

LoggingIn 29

MEB 93
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Notifications 32

PEB 94

Pending Assignment 100
Personnel 90

Phone Number 60-61
Print 28, 95

Profile 13

Relationship 52
Relationship Contact 52-53
Reopen Case 96

Report 107

Reports 106

Resolve Issue 81

Resolved Issues 102

Save Ad-Hoc Report 115
Searc 16

Search 37
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Soldier Contacts 50
Spell Check 26

SSN 38-39

Task 75-77
Task Log 78-80
Tasks 74, 104
Text Editor 24

TSGLI 95

Update SSN 49

User Roles 10

Workload 103
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