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

The Army Recovery Care System (ARCS) was developed to support the Army Recovery
Care Program (ARCP).

The purpose of ARCS is to support the ARCP organizations that assist wounded, ill and
injured Soldiers and their families by providing a collaborative case management platform to
monitor, track, and ensure appropriate assistance through an array of service providers for
wounded, injured and ill Soldiers and Veterans.

The Solider Recovery Unit (SRU) module will provide capabilities to support the Army's
SRUs. These capabilities are required by a triad of care (Platoon Sergeant [PSG]/ Squad
Leader [SL], Nurse Case Manager [NCM], and SRU Provider) that supports a Soldier's trans-
ition back to the force or to civilian life. These capabilities include tracking and management
of clinical and non-clinical appointments.

ARCS is the system of record for all SRU non-clinical case management.

The ARCS SRU has 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
SRU. Your user role also determines what you see on your Home screen.
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ARCS User Roles

Role

Description

Administrator

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

All Access - Company

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

All Access - Platoon

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

All Access - Squad

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

Recovery Care Coordinator
(RCC)

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

Battalion Commander

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

Company Commander

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

Program Analyst

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

HR Specialist

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

Role

Description

Nurse Case Manager

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

Occupational Therapist

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

Platoon Sergeant

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

Primary Care Manager

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

Medical Readiness Command (MRC) users have read-

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

Soldier and family member support.

Social Services Assistant

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

Social Worker

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

STARTC

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

Squad Leader

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

through the RCP process.
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ARCS User Roles

Role

Description

Transition Coordinator

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

ARCP Leadership

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

SRU Leadership

.

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

age Action Plans assigned by other users.

Application Header

Throughout the ARCS SRU module, there is a standard application header, as shown
below. The items on the Menu bar will vary by user role.
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Label Name Description
View the logged in ARCS user. If this is not you, you should
A User Name ] )
log out immediately.
Click the link to open other ARCS modules in another win-
dow.
B Hyperlink to
ARCS Modules Note: Only available for users with permissions in multiple
modules.
c My Profile hyper- | Click My Profile to view your user and account information,
link and update your contact information.
D Logout hyperlink |Click Logout to end the current ARCS session.
e Case Search Search for a Soldier by case number, partial Social Security
ARCS Number (SSN), or last name.
E Advanced Conduct an advanced search to find any records for the Sol-
Search hyperlink |dier from a selected source.
G Help hyperlink  [Click Help to view ARCS system help files.
H Menu bar Click on the tabs to go to a different section.
Notifications ] o ) o
I - Click notifications to view your notifications.
Hyperlink

You will receive system notifications when items are assigned to you or when changes are

made to a case assigned to you. When you click on the Notifications link, the notification list

opens.
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OPEN NOTIFICATIONS
A B
456 7> | »| Pagesee 25 v Page to2501 168
war pe Created O Last Updat Notfcation Fo

Label Name Description
Show New/Open ) . L .
o Click on the hyperlink to toggle between viewing new noti-
A Notifications o o
) fications and all open notifications.
hyperlink
Click Save to mark the selected notifications as complete.
B Save button This will remove the selected notifications from your noti-
fication list.
c Mark Completed |Select the check box for each notification you want to mark
check box as complete.
_ Click on the hyperlink to view the associated item for a noti-
D Item hyperlink ficati
ication.

NOTE: Some notifications are automatically removed when you change the status on the

related item.

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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Welcome CEE_ADMIMN Role

Administrator
OME SOLDIERS IN-PROCESS ARVHE| 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 Tnformation

Address Line 1: I | Work Phcme:_
e E———

B ] HomePhone:|
e e

Postal Code:

Account Information

Account Status: Active

Roles: Customer Care Representative, Administrator, Supervisor l Default Login Role: [Administrator v I
Tancel (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
u:

Saua.

My Profile Screen Iltems

Label Name Description

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

Manage attachments, including HIPAA Training Certificates (see
B Attachments

Attachments)

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.
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To update a the HIPAA Certificate from "My Profile:

1. Click the Add Attachment icon 6

My Profile

User Information I Edit |
EDIPI: 0000000000

Attachments

5 |

a1l rfim]  pagesizes|25 +| Page 161, rows 1ta 2of 2
File Name File Type Document Date Added By Added On ~

= 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 B

* Document Type: | HIPAA Training Certificates -

*File Name: |HIPAA Cert 20719

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

*Upload File: & sampie HIPAA ook = Remove

Required

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
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hit ENTER on your keyboard or select the arrow icon next to the case search.

Welcome 000 AdminReal Rote [ M wy Profile| Logout -I o Advanced Help

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

Search Results

| 8

MName 55N Source = CaselD Status Date Created

>  Soldier Name: SMITH, D.; SSM: 1111
Soldier Name: Smith, Jane; S5N: 6987
w  Soldier Name: SMITH, JOHMN; S5N: 5668
( SMITH. JOHN ) 5668 AWCTS - WTU 589 Active 12 Aug 2010
> Soldier Name: SMITH, KAREN; SS5M: 3456
»  Soldier Name: SMITH, SAM; SSN: 1234
» Soldier Name: SMITH, TRACY; SSN: 3426

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 Rﬂl& My Profile | Logout _...r Advanced Help

Enter the Search criteria and then click Search.
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DODID:

SRU Case 16

ADVANCED SEARCH
LastName: | - Stats With
First

o @
Advanced Search
Label Name Description
o Enter the search criteria, including Last Name, First Name,
Search Criteria _
A field SSN, DODID, or SRU Case ID Name and SSN fields
ields
include controls "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
b ConductIntake  |Click Conduct In Process to open the Soldier Intake
hyperlink screen.
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 SRU module has several standard features which will appear throughout the applic-

ation, as described in the following sections.
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Time Stamps
Soldier Recovery Unit (SRU)

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

» Production, Test, Training Site: Time is listed in central Standard Time (CST)
» Please note, appointments times are listed in local time (see picture below).

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

Icons

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

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

Risk: Low [Indicates that a risk is low.

= Risk: i L
Indicates that arisk is guarded.
Guarded
Risk: ] o
Indicates that a risk is moderate.
Moderate

Risk: High |Indicates that a risk is high.

Time

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

(O | ® ©

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

entering the dates manually.

-32-CUI



Soldier Recovery Unit (SRU) Module User Guide v.2.9.15

©

®)
@ LA August 2011 L
| S M T W T F S
©) = 1 2 3 4 5 6
33 7 8 9 10 11 12 13
¥ 14 15 16 17 18 19 20
I3 AN 2 B U B BT
% 28 29 W 33 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 4 to go back
B Previous/Next
icons three months.
® Click 2 to go ahead one month. Click » to go ahead
three months.
Day selector Select a day from the calendar to enter the date in the field.
Month/Year View |Click on the month (August 2011) to see the month/year view.

J
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| &

|« ) AUGY jn Feb 2007 2012 |
5 M T mar apr 2008 2013
Z 12 iy @ 2009 2014
8 9 A%
w P ey 2015
#1415 18 @

s 1 3 B Sep Oct E','-i'é.s- 2016 |
3% 28 29 39 Nov Dec “@”
37 4 5 A Todaﬂ %@I Cancel|

@ ®®

Date Picker Month and Year

[ Label Name Description |
A Month selector Click a month to select it.
B :i’:l;)envsious/Next Click 4« 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 ;)cl)i;:k Cancel to close the date picker without making a selec-

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.
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@Pagéiize 5 v 4 4 Pagsll | oil BB @

Soldier v@ SSN co

PLT
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Displaying Items 1 o 3 of 3

Days  pepy

Squad Leader Status Case Opened O

] @t\ctl\'e j i H

E

SMITH, SAM 1234 B
SMITH, JOHN 5668 B

SMITH. D. 1111 B

WTU, Squadleaderd  Active 19Jul 2011 94
WTU, Squadleader3  Active 19 Jul 2011 94
WTU, Squadleaderd  Active 18 Jul 2011 95

Grid Controls

Name

Description

Page Size list box

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

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.

Exporticons

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

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.

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.

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.
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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:

* Purpose Code @ @
I} Beneficiary i :QCurrent Residence

Civilian Employe

M

[

|

I urrent Mailing

| .JT @
I

|

I_I

| Emergency Motification

| Entered Active Duty Home of Rec

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.
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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 i O == = Eart Naie Ty ;
Spell checking mode. @ ®
Misspelled words are
highlighted in yellow.

1

Spell [IERE is wrking in this test.
O choke -
(A check & |
cheek I} 3 1T
choka
choky
chalkn
# Ignore

@
—© % Change Manually
G)

D) @ Addto dictionary

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

Spell Check
Label Name Description
Suggested ] o
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- Wikl e
ally
Make the change and then click the Edit Complete icon 2 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.
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Once the spell check is complete, a dialog box opens.

EETmE—— X

'i"% The Spell Check is complete!

Click OK to close the dialog box.
Text Editor

Use the Text Editor to apply formatting to text:

A A

Weords: O Characters: 0

The following table describes the icons on the Text Editor toolbar:
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“% | Spell Check Click to check the spelling in the text field.
) |Undo Undo the previous action.
™ |Redo Redo the previous action.
7. |Format Strip- o _ _

E Removes both visible and hidden formatting.

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

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

Indent
L= | Select to begin a numbered list or highlight text to apply a numbered
iZ  |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:

> w b=

Open settings in MS Word

Advanced

Cut, Copy, and Paste
Change "Pasting from other programs" setting to "Merge formatting"

Alternately,

1.

Right click where you want to paste into word

2. Select the merge formatting option in the paste area
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Export to Microsoft Excel

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.

Case status OMB Location Created Date ~ case Origin

Fort Knox. 05 Aug 2021 ‘Anonymous
2330 2017 =

sssss

17 e 2015 ama

Printing Pages

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

s CER

| Summary Prep Activity . RIAWA Education & Training Intemship: )\ OtherCareer |\ Alternate Activ ty 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.

i Print T |
General |op1mng |
[~ Select Printer
EiFax
{_ﬁ,‘HF Color LaserJet CM&040 MFP PCLE
# Microsoft XPS Document Writer
4l i3]
Status Ready ™ Prnttofile  Preferences
Location
il Find Printer..
i~ Page Range
= Al Number of copies: [T =
£ Seleehion € Curert Page
€ Pages: 1 ¥ Cafate:
PIEIND k]
Erter sithier a singls page number or a singls 1EE 1
page range. For example, 5-12

Print Cancel | Aoy |

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.
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» Supported Browser - Google Chrome or MS Edge

+ Internet connection (DSL or faster for optimal performance)

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

e An active ARCS account

» A completed and current DD2875

» A current HIPAA Certification uploaded to ARCS (annually)

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.

You must log into ARCS SRU before you can view any information. To use ARCS, you must
have:

e Avalid CAC

» Completed HIPAA training certificate (annual requirement)
» |A Certificate

» DD Form 2875 (System Authorization Access Request)

Your unit's Program Analyst or ARCS Administrator can facilitate account creation. SRU
staff will submit necessary documentation to the Program Analyst.

Submit documentation to Program Management Support Division (MCWT-MCB), US Army
MEDCOM, DCOS Warrior Care and Transition. Currently Ms. Alissa Watts, alissa.m.watt-
s.civ@health.mil.
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All other SRU module requests

Submit required documentation to Infrastructure and Support Division, US Army MEDCOM,
DCOS Warrior Care and Transition. Currently Mr. Michael Mobley, michael.h.-
mobley1.civ@health.mil.

Logging In

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

1. Open your browser and enter the ARCS URL: https://awcts.csd.disa.mil/WTU/
2. Click CAC Login from the EAMS-A Sign-On page.

EAMS-A Single Sign-On

Do you need assistance?
Please contact the

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

The Acceptance screen opens.
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Acceptance

Freedom of Information Act

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

Health Insurance Portability and Accountability Act:

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

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

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

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

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

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

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

Accept Temms

6.

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

Accountability Act (HIPAA) notifications.

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

User Not Authorized

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

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

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

module you are attempting to access.

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

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

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

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

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

Automated Account Suspension

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

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

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

Contact ARCS Support Team

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

(i) Session Timeout

Time remaming: 31

Continue Your Session
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Main Menu

Dashboards

ARCS Dashboards are available to some ARCS users based on the user's role and assign-
ment level (Squad, Platoon, Company, SRU, Region, or All).

Current dashboards include Commander's Risk Assessment Status, SRU Phase Rol-

lup, Transition Coordinator overview, Soldier Risk- Assessment Overview, Transition
Tracker Overview, Case Review Overview, Action ltem overview, and Soldier Self-assess-
ment Overview. Some of these Dashboards are interactive. Clicking on a bar in the bar
graph provides drill-down capability. For example, clicking on a Platoon will result in showing
the distribution of the component squads.

MRC-P | Hawaii |e
Soldier Self-Assessment Overview by Location

MRC-P / Hawaii / Hawaii

| : 0% |
— | | - 16
20% +——
n
- &
22 Fensing Vaioston e

CDR Risk Assessment Status
MRC-P

7
6
5
4
3
2
1
o

&

- ‘ \xf @
Label Name Description
A Risk-level Shows the distribution of the most recent Commander's Risk des-
bar graph ignation. Clicking the bar will drill down to the next level of the chart.
Dashboard
B bread- Click levels in the header to return to higher-level views.
crumbs

Self-Assessments Dashboard

The Self-Assessments Dashboard is available for Nurse Case Managers, Platoon Ser-
geants, and Squad Leaders. It displays all Active and Pending Validation self-assess-

ments.
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Self-Assessments Due
Soldier Status Due
Chipley, John Pending validation 02 Feb 2023 =
Cannon, Clayton Active 01 Feb 2023
Brzostowski, Vivian Pending NCM 31 Jan 2023
Hindley, Barbara Pending PSG/SL 28 Jan 2023
Zimmer, Sherry Active 28 Jan 2023
Dagenais, Elmo Pending validation Tomorrow
Bellerdine, Lyndon Active Tomorrow

» Active - The Soldier has not completed the self-assessment. Click the Active hyperlink
to view the Soldier's Contact Information page.

» Pending Validation - Clicking the Soldier's name hyperlink will open the self-assess-
ment Validation screen. Both the NCM and PSG/SL are required to take action.

» Pending PSG/SL Validation or Pending NCM Validation - No action is required. The
User has completed their portion of the validation, but the other validator has not.

Self-assessments remain open for a total of 7 days. Soldiers must complete their portion fol-
lowed by Nurse Case Manager and SL/PSG validation. Dates in the dashboard will display
"Today," "Tomorrow," or the actual date. Validations must be performed by the due date, or
the self-assessment is considered Incomplete.

Appears on HOME page for: Squad Leader, Platoon Sergeant, Nurses Case Man-

ager, Social Worker, Company Commander, Program Analyst

The Risk Assessment Dashboard displays open Risk Assessments for Soldiers assigned
the user and Soldiers in "Pending In-Processing" status (before they are assigned to a Com-
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pany in the SRU). All current completed risk levels assigned by other Cadre will display on

the dashboard.

Soldier Name

Devaughan Suzetts

Trial- A
lonak &

Information is color coded:

Risk-Assessments Due

Created CO CDR. SW NCM
11/07,/2017
11/07/2017
1170372017
18/03/2017 (1)

¢ Red name hyperlink: Initial 24 hour Risk Assessment
¢ Blue name hyperlink: All other Risk Assessments

PSG

Launch the Risk Assessment directly from the dashboard by clicking on the Soldier's name
hyperlink. When the user has completed their portion of the assessment, the Soldier's name

is removed from the grid.

The Transition Coordinator Dashboard displays all Soldiers assigned to the userinthe TC

role.

-47-CUI



Soldier Recovery Unit (SRU) Module User Guide v.2.9.15

Eligible
% 2nd P 28 P Add Add
HIGUERA, ADRIAN  2nd 15 Add Add
PETRIE, PAUL 2nd @ 0 Add +
VEST, JORDAN 2nd « 17 o v
WINFREE, JEFFREY  2nd o 38 Add Add
HOVEY, MATTHEW  2nd Add Add
RIDDLE, SHANNON ~ 2nd < v v

Cases with any of the following conditions will display:

« Eligibility Status is Amber or Red
e Days Since Eligible

¢ Participation Status is Amber or Red

* VR&E 1-on-1 Counseling is not complete
¢ Education & Employment Initiative (E2I) Referral is not complete

The clicking on the Soldier name hyperlink will take the user to the CER page in the Soldier's
case.
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CER Eliqgibility and Participation

Icon

Definition

Eligibility Status

Participation

Status

Not Applicable

» Phase One Goal Setting is not
complete

Phase One
Goal Setting
is not com-
plete
Soldier is
CER Ine-
ligible (less
than 75
days)
Soldier is
Long Term
Ineligible

Requirement is
complete

« Soldieris CER Eligible

e Soldieris Ineligible (30 days or
less) - M2 and CDR have
entered eligibility information

e Soldieris Long-Term Ineligible

Soldier is par
ticipating in
an activity
thatis
greater than
30 days from
ending
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Icon

Definition

Eligibility Status

Participation

Status

Proactive actions
can be taken to
remain compliant

¢ M2 and/or CDR eligibility is not
yet determined and Phase
One Goal Setting was com-
pleted within the last week

e Soldier is Ineligible for greater
than 30 days and less than or
equal to 60 days (Not iden-
tified Long-Term Ineligible)

Action: M2/C2 Update eligibility,
change eligibility comments, or
establish Long-Term Ineligibility

Soldier is
Pending
Placement
(expires after
30 days)
Soldier has
an activity
ending in
less than or
equal to 30
days

Action: Establish
follow-on CER
activity
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Icon

Definition

Eligibility Status

Participation

Status

The established
requirement for
compliance has
passed. Action is
required.

» M2 and/or CDR eligibility is not
yet determined and Phase
One Goal Setting was com-
pleted more than one week
ago

» Soldier s Ineligible for greater
than 60 days

Action: M2/C2 Update eligibility,
change eligibility comments, or
establish Long-Term Ineligibility

Soldier is not
participating
in any activ-

ity

e Completed
CSP Job
Placement
Information
is missing

e Soldieris
non-com-
pliant with
CER pro-
gram

Action: Establish
CER activity or
update CSP Job
Placement for com-
pleted CSP activity
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VR&E and E2I
Icon Definition VR&E 1-on-1 E2l Referral
_  Education &
Hyperlink text opens data VR&E 1-on-1
_ Employment
entry pop-up Counseling o
Initiative
Cell background turns red dates are
Add ) (E2l) Referral
- when the case has been blank in o
. activity in
open 90 days or more with Employment
Employment
no data entry Prep _
Prep is blank
Start Date for
. « Start Date for
Hyperlink text opens data VR&E 1-on-1
o E2l Referral
entry pop-up Counseling is _
is today or
A new date can be chosen today or later lat
ater
Pendin in the pop-up OR
e Cell background turns red OR
when the case has been End Date for
» End Date for
open 90 days or more and VR&E 1-on-1
o o E2l Referral
the activity is not complete Counseling is _
is after today
after today
The end date
for VR&E e The end date
v o One on One forE2lis
Activity is complete o
Counseling is today or
today or earlier
earlier

NOTE: VR&E and E2l pop up windows allow one date. This date will be entered into the Start

and End Date fields on the employment Prep page.

Appears on HOME page for: Recovery Care Coordinator (RCC), Company Com-

mander, Nurse Case Manager, Occupational Therapist, Program Analyst, Platoon
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Sergeant, Social Worker, Squad Leader, Transition Coordinator, Social Service

Assistant, Battalion Commander, HR Specialist, SRMM, and SRU Leadership

The Action Item Dashboard displays all active action items assigned to the user.

Action Hems Due

Soldier Mame Target Date Category
Floyd; Elena 02 Feb 2022 Emotional
Kunde, Fred 10 Feb 2022 Mitigation Plan
Ruiz, Walter 16 Feb 2023 Mitigation Plan
Brining, Burton 17 Feb 2023 Other Re-Evaluatbion
o] - 20 Feb 2023 VA - Benefits
B 09 Mar 2023 VRE&E One on One Counseling
ster, Lynette 10 Mar 2023 Emotional

The information is sorted by target date and color coded.
» Highlighted red - past due
» Highlighted Amber- upcoming (due in 3 days)

Launch the Risk Assessment directly from the dashboard by clicking on the Soldier's name
hyperlink. When the status has been changed to completed the action item is removed from
the grid.

The SRU Phase Dashboard is available for Admin, All Access- Company, Recovery Care
Coordinators, Battalion Commanders, Company Commanders, Program Analysts, MRC
Leadership, ARCP Leadership, SRU WTU Leadership roles. It provides an overview of act-
ive cases in the different SRU phases.
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SRU Phase Rollup
0 20 40 60 &0 100 120 140 160 180

Admin I
Evaluation
Intake
Complex Care
RTD Track
Veteran Track -

Transition Leave

RM2

Details vary by role:
» ARCP Leadership, Administrator- View of all active Soldiers
* MRC Leadership- Region Level View of active Soldiers

¢ All Access- Company, Recovery Care Coordinator, Battalion Commander, Company
Commander, Program Analyst, SRU Leadership roles- SRU Level View of Active Sol-
diers

Transition Tracker Dashboard

The Transition Coordinator Dashboard displays the progress of the Transition Tracker
Checklist Items associated with the Soldier. The view of the dashboard details will vary
based on the default role of the user.

1. Role Specific Dashboard
» This dashboard displays Checklist ltems assigned to the user.
* [t displays Soldiers that are in the CRP program

 ltdisplays Soldiers with a Target date of less than 60 days.
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* Roles Include: Nurse Case Manager, Occupational Therapist, Recovery Care
Coordinator, Social Worker, Squad Leader, and Transition Coordinator

Soldier Transition Tracker (T2) Overview (Within 60 days)

Soldier Name Target Transition Date Mot Started In-Progress Completed
Argenti,Kathie D1 Mar 2020 & 2 3(42.86%) *
Delgado,Sean 27 Jul:2021 3 3 8 (57.14%)
chronce,Chene 13 Sep 2021 5 2 4 (36.36%)
Munoz, Tami 28 Oct 2021 0 1 5 (83.33%)
Engte Lashonda 25 Nov 2021 3 1 4 (50.007%)
Palmer,Rodenck 24 Mar 2022 0 0 0 (09%)
Brrostowsks, Vivian 0% Oct 2022 li] 0 0 (0%)
Amaral.Ramon 01 Now 2022 6 1 3 (30.00%)
Mahmud, William 28 Now 2022 13 3 1 {5.86%)
Daulton,Rosalyn 01 Dec 2022 7 2 0 (0%)

2. View All Dashboard

e This dashboard displays the status of all Checklist Items assigned to the Sol-
diers within the SRU of the user.

« |t displays Soldiers with a Target date of less than 60 days.

* Role Include: Battalion Commander, Company Commander, SRU Leadership,
Social Service Assistant, Program Analyst, Platoon Sergeant, and HR Spe-
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cialist

e cie oo AN o o T, PP ¥ S B | WL DN A SIREE 5 S I

Soldier Transition Tracker (T2) Overview (Within 60 days)

Target
Soldier Name Transition ShU ot Completed
Phase Started
Date
_ || Bach, Erick 01 May 2023  veteran 12 9
Bach, Erick 14 o Track (72.34%)
_ . Complex 5
i Schartz, Robin 04 May 2023 ot 10 (33.33%)
_ Complex 2
Bertrand, Tracy 05 May 2023 s 0 (100.00%
_ Complex 7
iz. 3
Ruiz, Jan 06 May 2023 Care 21 (25.00%)

Comnloay ) L

Launch the Soldier's Transition Tracker home page by clicking on the Soldier's name hyper-
link.

Scrimmages Scheduling Dashboard

Appears on HOME page for: Social Services Representatives

The Scrimmage Scheduling Dashboard displays the Soldier's at the Social Service Rep-
resentative's SRU that have scrimmages that need to be scheduled. The Soldier's name will
appear on the dashboard when the Soldier begins the Complex Care, Veteran Phase, or
RTD Phase.
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Scrimmages Scheduling

Name SREU Phase Event Date Deadline « o]
== = 5 Complex . 31 Dec gl
Seiters, Stephen Complex Care Care 16 Nov 2022 5032
Arriaga, Jordan Veteran Track MBDP ” 11 Jan 2023 25 Jan 2023
(Weteran)
Toticny MRDF =
Atkinson, Patrici c ' R
tkinson, Patricia RTD Track (RTD/REFRAD 11 Jan 2023 25 Jan 2023
Robinson, Roman RTD Track o 20 Jan 2023 03 Feb 2023
E— ' (RTD/REFRAD G rER eRes
ADAMS, DON Veteran Track MBDP i 30 Jan 2023 13 Feb 2023
(Veteran)
Pacheco, Nelson Complex Care gg?;piex 25 Jan 2023 11 Mar 2023

The information is sorted by deadline date and color coded.
» Red Text- Deadline past due
» Black Text- Deadline is upcoming
e Sorting:

» Select the Deadline Arrow to change the sort view

Scrimmages Scheduling

Mame SRU Phase Event Date Deadline « E
== Mo
I

Pacheco, Nelson Complex Care Eg;ﬂp.ex 25 Jan 2023 11 Mar 2023
ADAMS, DON Veteran Track ot - 30 Jan 2023 13 Feb 2023
(Weteran)
MRDP

Pabliene B TR Teale AN Tam AAna AT rabkoaana

Launch the Soldier's goal setting/ scrimmage page directly from the dashboard by clicking
on the Soldier's name hyperlink.
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After the scrimmage has been scheduled, the Soldier's name will be removed from the grid.

The OT assigned to the Soldier must update the Phase 1 Goal Setting page. Until this step is

done, the SSR will not have access to schedule the Initial Scrimmage for the Soldier.

Soldier Roster

This section describes how to use the Soldier Roster screen to manage cases.

Click on SOLDIERS in the menu bar to view the Soldier Roster.

[—

mRCS SOLDIER RECOVERY UNIT HOME | SOLDIERS ' INPROCESS ASSIGNMENT APPOINTMENTS ASSESSMENTS ACTIONITEMS CSP REPORTS USERS MANT

Soldiers
Roster '\ Inpatients '\ Over365 '\ SRUPhase \
SRU: | an +|  Clear Filters

| B ®

ul4[1]2 345678 a[r[p| ragesize:|25 ~ Page 1 of 9, rows 1 to 25 of 220

Soldier Rank €O PIT SQD SW NCM Squad Leader RCC Status Program Record Start Date g;:i

[ [ | [ | [ | | &

Almond, Marlon SFC A Active CRP 26 Feb 2021 201
Amaral, Ramon cws ;:}L\‘/’DN’ VET SRU, SW 2 NCM, Belvoir 2 SRU, RCC Active RM2 26 Mar 2020 628
Argenti, Kathie soM  SRY L VET 2nd  SRUSW2 NCM, Belvoir 2 SL, Belvoir VET2 SRU, RCC Active RM2 26 Nov 2020 383
Bach, Erick coL :zﬁnir HQ  Eval SRU, Social Worker 1  NCM, Belvoir 2 SL, Beluoir Eval RCC, RCCZ Active RM2 10 May 2021 200
Bahls, Latisha wr  pRYL HQ  Eval  Social, Worker 10 NCM, Belvoir 3 5L, Belvoir Eval SRU, RCC Active CcRP 04 Aug 2016 1958
BARKLE, JESSIE SGM ;z!‘\‘:mir VET 2nd Social, Worker 10 NCM, Belvoir 3 SL, Belvoir VET2 SRU, RCC Active CRP 23 Apr 2015 2427
Baver, Reva tws L Coml WTU, SWL NCM, _30 RCC, 30 Active 03 May 2021 225

Y WRNMD Care bl . i Activ ¥ -

Select a Soldier

Right-click on a Soldier name and select a case section to open directly to that sectionin a
new window.
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Cazs, Mag 2200 A

| Surnmary
DCE, JO
Soldier Information

DOE, 30!
Aszignment
DOE, JO
et | Relatienships
Dubois;
DUCK, T
Self Azzezzrment
Frankiin, Action Plan
10, 10 Appointments
JONES,{  CAselogs
Artachments
Kadakiz, iHachments
MOORE Service Information ic
Morales, TFEFFEIT™ Gl

Left-click on a Soldier name to open the case on the Case Summary page.

Search/Filter Using Grid Controls

Enter information in an empty box under the headings to search for specific text. Tab, click
on another box or press Enter and the list will be filtered to show only data that matches the
information you entered. Additional filters may be added.

NOTE: Using Right-click navigation allows the user to return to a filtered grid upon closing the

pop-up window.

Roster Tab

The Roster tab displays all Soldiers assigned to you or Soldiers in your unit with no assign-
ment. To view the tab, click on Soldiers in the menu bar. The grid displays cases with Act-
ive, Pending In-Processing, or Pending Assignment status.

SOLDIER!
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NOTE: Some user roles will see a roll up of Soldiers assigned to other users in their squad, pla-

toon, company, or SRU level.

Inpatients Tab
The Inpatients tab displays all Soldiers from your Soldier Roster where the clinical status is

set to “Inpatient.” See Clinical Status

HOME  SOLDIERS INPROCESS ASSIGNMENT APPOINTMENTS ASSESSMENTS ACTIONITEMS CSP REPORTS USERS MAI

mRS SOLDIER RECOVERY UNIT
TESTING SITE (CUI)
SOLDIERS
!
welt]2 3 4 [nfm| Ppagesize:[25 ~ [ 4, 5 of 91
Soldier + Rank © oy s viE Admission ward Admission Date/Time pch N Ree
. - —— —
o, Janis w ey oz Nem, Bet
pr—— - s pos P— S—— pe——

NOTE: If the Clinical Status is incorrect, notify your unit Program Analyst or ARCS Admin-

istrator.

Over 365 Roster Tab

ASSESSMENTS  ACTIONITEMS CSP  REPORTS USERS MAINT

HOME SOLDIERS INPROCESS ASSIGNMENT APPOINTMENTS

Rc S SOLDIER RECOVERY UNIT
B TESTING SITE (CUI)
SOLDIER:
[ [
ALLISON, LUCILLE e ) NCH, Belvoir 1 A 23 May 2017 2074
sic A _25, NeHo3_polk Active 26 Fab 2021 699

Almond, Marlon

The Over 365 Roster tab displays all Soldiers assigned to you where the case was
opened more than 365 days ago. Days Open is calculated based on the MODS record start

date.

NOTE: Some user roles will see a roll up of Soldiers assigned to other users in their squad, pla-

toon, company, or SRU level.
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PERMISSIONS: Program Analyst, HR Specialist, Administator, On-Call User (partial

in-processing)

This section describes how to add Soldiers to the ARCS SRU module and assign them to the
Medical Readiness Command (MRC), SRU, command, platoon, and squad that will be man-

aging their care.

A Soldier must be in the Integrated Personnel and Pay System - Army (IPPS-A) to be in-pro-
cessed to ARCS-SRU.

NOTE: An On Call user can initiate off-duty in-processing, but only CTP Management Analysts

and HR Specialists can completely in-process a Soldier.

To in-process a Soldier, click the In-Process icon on the Menu bar to go to the New Case
screen. A Soldier can be in-processed by entering their Social Security Number or their
DODID".

INITIATE SOLDIER IN-PROCESS

DODID @ SSN C o

Soldier DODID: Search

1Department of Defense identification number
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In-Process Soldier

Label | Name Description
Soldier
A
DODID  (Enter the Soldier's DODID.
Soldier ] ] ]
B SSN Enter the Soldier's Social Security Number (SSN).
Click Search to search the IPPS-A1 for the Soldier. There are two
possible search results:
® Soldier Found in Database
B Search ® Soldier Not Found in Database - verify SSN and try again.
button

NOTE: Non-Army personnel cannot be entered into ARCS - SRU at

this time.

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

¢ Ifan SRU case already exists in ARCS, the case will be displayed

» Active Case - Continue working with the open case

» Out-Processed Case - New Case (Soldier returning to SRU program)
« Ifthe SSNis found in the IPPS-AZ, the Soldier In Processing screen opens

If the Soldier's SSN is not found in the Army IPPS-A3, you will receive a message to check
the SSN and search again.

NOTE: A Soldier cannot be in-processed if they do not have a record in the IPPS-A.

TIntegrated Personnel and Pay System - Army
2|ntegrated Personnel and Pay System - Army
3Integrated Personnel and Pay System - Army
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Search Error [ ] |

Mo match was found In the Army Personnel Database (IPPS-A).
! 1 Please check the 55N or DODID and try again

OK

Enter another SSN and then click Search Again or Cancel to exit.
DODID Found
If the Soldier's DODID is found, one of the following will occur:

» [fan SRU case already exists in ARCS, the case will be displayed

¢ Active Case - Continue working with the open case

¢ Out-Processed Case - New Case (Soldier returning to SRU program)
« Ifthe DODID is found in the IPPS-A1, the Soldier In Processing screen opens

DODID Not Found

If the Soldier's DODID is not found in the Army IPPS-A2, you will receive a message to
check the DODID and search again.

NOTE: A Soldier cannot be in-processed if they do not have a record in the IPPS-A.

@ Search Error [ 4] |

Mo match was found In the Army Personnel Database {IPPS-A).
I X Please check the 55N or DODID and fry again

| ok

Enter another DODID and then click Search Again or Cancel to exit. Another option is to try
searching by SSN.

TIntegrated Personnel and Pay System - Army
2|ntegrated Personnel and Pay System - Army
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PERMISSIONS: Program Analyst, HR Specialist, Administrator

The Soldier In-Processing screen has five sections:

Soldier Information

Physical Location

Alternate Point of Contact

Select Location and Assignment
Assign Roles

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

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

Most fields in the Soldier Information section are populated from the IPPS-A1 and are read-
only. These fields may include name, SSN, Rank, Component, Age, Gender, Date of Birth
(DOB),DODID, and Areas of Concentration (AOC) / Military Occupational Specialty (MOS).

1. Select a Patient Status: Inpatient or Outpatient.

2. Validate whether or not the in-processing is/was initiated outside normal duty hours
(after hours).

Name: Bradley, Jerald SSN 845313216
Rank First Lieutenant DODID: 8453132169
Gender, Male D08: 02 Nov 1977
Component: ACTIVE ARMY Age: 45

See Clinical Status for more information on how Patient Status affects in-processing.

TIntegrated Personnel and Pay System - Army
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o g5 us
Physical Location
* Address Phone
International Number
~ iy Phone Type: | Tyee:
* State - Cell Phone

Intemnational Number: []

3. Enterthe Soldier's address and contact information. The Soldier’s .mil email address
should be used.

NOTE: An Alternate POC type is required unless the Unavailable check box is selected. If an

Alternate POC is entered, a personal relationship contact is automatically created.

4. Select a Relationship from the list box and then enter the Alternate POC name.

Alternate Point of Contact

Unavaiiabie: [
* Relationship: | Relationship, |
* Last Name: POC Phane:
_ *FirstName: | ) 7 ) -

5. You can also enter the POC Phone and Email address.

The MRC and SRU locations will be pre-selected based on where you are located. If you are
assigned to a specific Company within the SRU, the Company will also be pre-selected.

5. dMm, E
Select MRC, Location and Assignment
* Regional Health Command: | AMC >

*SRU Locafion: SRL., ¥

Select the Company, Platoon, and Squad to which the new Scldier will be assigned.
* Select Assignment: Company: | Company ~ | Platoon: | pigtoon.. v | Squad: | sgusd. -

AsFnPolgh S H £ £ 4 r Y r 3y 3 S W P & 2 & 4 F Y N Y N N N N N N N N N
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Assign Roles

6. Select names from the drop down menus to assign the Soldier's case.

NOTE: The Role Assignment values are based on the selected Assignment.

Cancel [ submit

7. Click Submit to submit the case information or click Cancel to return to the Soldier

Roster without saving.

New Case (Soldier returning to SRU program)

NOTE: To reopen a case closed in error, contact the ARCS Service Desk.

PERMISSIONS: Administrator, Program Analyst, HR Specialist, or On-Call User

Using the New Case link in an Out-Processed record creates a case with a new case ID, but

the Soldier and Relationship Contact information will be pulled from the existing case record.

1. Search for the closed case (status set to Cancelled or Out-Processed).

2. Click on a name hyperlink to view the case.
3. Click Assignment from the Navigation Sidebar.

Case Summary

Assignment

Soldier Information o T
Main Data | Histary

Assignment
Soldier / Relationship

Information
Case Status: Oul-Processed

Goal Setting / Scrimmage

Status Date: 02 May 2016
Risk Assessment = = RHC: RHC-A

Self-Assessment ‘WTU: Fort Belvoir

Print

Future Duty: RTD -%

Company: B
Platoon: 1

Squad:
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4. Onthe Main Data tab, click the New Case link.

5. The In-process screen will open.
6. Complete Soldier In-Processing or perform Off-Duty In-Process.

PERMISSIONS: Any User Designated as "On-Call" by the Program Analyst or

Administrator.

Designated on-call users can in-process a Soldier when the primary Program Analyst or HR

Specialist for the SRU is not on duty.

1. Click the In-Process icon on the Menu bar to go to the Initiate Off-Duty In-Processing

screen.

INITIATE OFF DUTY IN-PROCESSING

DopiD © ssN O
Soldier DODID: Search

NOTE: You can also perform an advanced search and then select the Conduct Off-Duty In-Pro-

cessing hyperlink.

2. Enterthe Soldier's SSN or DODID, and then click Search.
3. Verify that the Soldier displayed is the Soldier to be in-processed.

INITIATE OFF DUTY IN-PROCESSING
Intiate In-Processing

Soldier

4. Verify "After Hours" status. The default indicates the record is being in-processed out-
side normal duty hours. If that is not the case, de-select the check box.
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5. Select a Patient Status (inpatient or outpatient) and then click Initiate In-Processing.

e Outpatient:

e The Risk Assessment will generate immediately. The Risk Assessment can be
completed by any SL/PSG, NCM, SW and Company Commander assigned to
the SRU.

* Inpatient:

» The Risk Assessment will not generate automatically. If desired, a Risk Assess-
ment can be initiated manually from the Risk Assessment section of the Sol-
dier's case.

5. The Case Summary screen will open.

NOTE: The Case Status on the Assignment screen is “Pending In-processing.”

The Program Analyst or HR Specialist for the SRU will complete the in-processing from this
point.

Complete Off-Duty In-Processing

PERMISSIONS: Program Analyst, HR Specialist, Administrator

To complete off-duty in-processing:

1. Click Assignment from the Menu bar (refer to Application Header).

2. Selectthe Pending In-Process tab.

MRCS SOLDIER RECOVERY UNIT HOME SOLDIERS INPROCESS ASSIGNMENT APPONTMENTS ASSESSMENTS ACTIONITEMS CSP REPORTS USERS

TESTING SITE (CUI)

3. Click a Soldier name hyperlink to view the Soldier's case.
4. Navigate to the Assignment page.
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5. Click In-Process.

NAME RANK SRU

Boltella, Bridget 156 Intake WRNMMC
DB Nem
03 May 1977

endin
Status Date: 19 Mar 2021
MRC: MRC-A

SRU: WRNMMC

coR: NIA Phone: NIA
sruM: NA Prone: NIA
New: NA Prone: NIA

6. Continue using the steps in Complete Soldier In-Processing.
7. Once all sections are completed, click Submit to create the case. The Case Sum-

mary screen will open.

NOTE: Verify the "After Hours" flag. This flag defaults to "Yes" (checked) when a Soldier is off-

duty in-processed, but can be updated during regular in-processing.

Permissions: Program Analyst, HR Specialist, Administrator

If off-duty in-processing is performed in error, the case can be canceled before full in-pro-
cessing is done.

To cancel off-duty in-processing:

1. Click Assignment from the Menu bar.
2. Selectthe Pending In-Process tab.
3. Click a Soldier name hyperlink to view the Soldier In-Process screen.

NOTE: You can also search for a Soldier, open the case, go to the Assignment screen, and then

click the In-Process button.

4. Atthe bottom of the screen, click Cancel In-Processing.
5. The Cancellation Reason dialog box opens.
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The

6. Enterareason.
7. Click Submit to cancel the in-processing.

Cancellation Reason

Reason; g

Cancel  (sunmat)

case status is changed to “Cancelled,” and the case is removed from the Pending In-Pro-

cess tab. Click Cancel to close the dialog box.

Assignment

This section describes how to view and manage assignment information for Soldiers

assigned to your SRU. Click on the Assignments menu in the Application Header.

Pending In-Process Tab

PERMISSIONS: Program Analyst, HR Specialist, Administrator

Use the Pending In-Process tab to view a list of any cases where off-duty in-processing has

been initiated by an On-Call user.

> wDd =

ARC s SOLDIER RECOVERY UNIT Home

TESTING SITE (CUI)

ASSIGNMENT

Pending In

Select Assignment in the menu bar.

Click on a Soldier name hyperlink to go to the Soldier.
Navigate to the Assignment page.

Select the In-process link.
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ASSIGNMENT

=

Fulute Duly

:::::

5. Complete the Soldier In-Process screen: In-Process Soldier.

PERMISSIONS: Program Analyst and HR Specialist

NOTE: Always remove Soldiers from a user's caseload BEFORE modifying user roles. For

example, remove Soldiers assigned to a Squad Leader before changing that Squad Leader to

Platoon Sergeant.

Use the Bulk Reassignment tab to reassign Soldiers to another user internally within the
same SRU Company. It is available for the following Cadre roles:

e Company Commander

* Nurse Case Manager

¢ Occupational Therapist

» Platoon Sergeant

» Primary Care Manager

e Squad Leader

» Social Worker

 Transition Coordinator

» Recovery Care Coordinator

Selecting a Squad Leader or Platoon Sergeant in a different Platoon or Squad will change
the selected Soldiers' assigned Platoon and/or Squad.
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C Soldier ~ Rank  CO PLT sap R sw ot N =3 st Tc

ver 1st SRU, COR SR, SW 2 Cer_oT, CeR_or NCM, Belvoir 2

O CER_TC, CER_TC
o ver 2nd SRU, COR SR, W 2 or, Belvoir N, Belvoir 2 CER_TC, CER_TC
[a) COL  SRU Belvoir Ho Eval SRU, CDR SRU, Social Worker 1 CER_OT, CER_OT N, Belvoir 2 CER_TC, CER_TC

To reassign Soldiers:

1. Select a role from the Role list box.

2. Select a name from the Assign From list box. A list of Soldiers assigned to selected
user are displayed.

3. Select a name from the Assign To list box.

4. Selectthe check box to the left of one or more Soldier names.

5. If reassigning the Platoon Sergeant, select a Squad Leader assignment for each of
the selected Soldiers.

6. Click Save.

O Soldier ~ Rank  CO o sa COR sw or nem PSG s Tc

SFC SRU Belvair ver 15t SRU, COR SRU, SW 2 CER_oT, CER_OT NCH, Belvoir
56 SRU Belvoir ver 2nd SRU, COR SRU, SW 2 o, Belvoir NCM, Belvalr
oL SRU Belvair Ho Eval SRU, COR SRU, Social Worker 1 CER_OT, CER_OT NCM, Belvoir
SPC SR Belvoir ver 2nd SRU, COR SRU, SW 2 ceR o, cer_oT NCM, Belvoir
CER_oT, Cer_oT NCM, Eelvoir
CER_OT, CER_OT NCM, Belvolr
CER_OT, CER_OT New,
CER_OT, CER_oOT NCM, Belvoir 2

CERTC, CER_TC

CER_TC, CER_TC.
CER_TC, CER_TC
CER_TC, CER_TC
CER_TC, CER_TC
SR, TC2
sRU, TC2
SR, TC2

7. Indicate Yes or No in the Reassign Action Plans field.
« [fthe reassignment is temporary, select No to prevent Action Plans for the
selected Soldiers from transferring to the gaining Cadre.
 [fthe reassignment is permanent, select Yes to transfer Action Plans to the
gaining Cadre.
8. Enter areason in the Reassignment Reason text box.
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Assignment Summary <]

|* Reassign Action Plans: Yes O No© |

Role: Murse Case Manager
Losing Assignee: Ncm, Belvoir A Gaining Assignee: _25, Nem

Total Reassigned: 2

* Reassignment Reason: | 0 e =

| Words: 0 Characters: 0

Cancel Reassign ]

9. Click Reassign.
Reassign Squad Leader

1. Bulk Reassignment — Select Role = Squad Leader.
2. Select Losing Squad Leader.
3. Select Gaining Squad Leader (available choices are in the same platoon only).

Assignments Enps
Bereg inbrocess | Gtk Reoaagnerseen - Dareiog Artgrerase i/ Weriniems Tearyiney
ool | Soua Leater -
Asnign Fome | £ Seesed 10 1 - Asagn Tot (4 Rews & LB 1L =
Plaipon: e Squsd: 3ns Paipon: e Sgual: ti

4. Selectthe checkbox next to one or more Soldiers for the reassignment.

M, S, Bhusr A 1P Trmnsibon,
St 10 = Copnlinator i

5. Click reassign.
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7. All selected Soldiers are assigned to the new Squad Leader AND the gaining squad.

Reassign Platoon Sergeant

NOTE: If a Squad Leader is covering down for a Platoon Sergeant, see the ARCS Help Center

for information on correctly performing the reassignment. Not following these instructions can

result in Soldiers missing from the roster.

1.
2. Select Losing Platoon Sergeant.

Bulk Reassignment — Select Role = Platoon Sergeant.

3. Select Gaining Platoon Sergeant (available choices are in the same company only).

4. Selectthe check box next to one or more Soldiers for the reassignment.
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Ausnalon, Teiw SHE A 2 =, T 30, BW

Db O E0 A 1 la _30, COA_&R 30, 5W

5. Squad Leader:
a. Ifthe transfer is to another platoon, select a Squad Leader for each Soldier. If no
Squad Leader is selected, the Squad Leader will be “Unassigned” and the
squad assighment will be blank.

- Saidiar = 58N OO AT BGCCOR W h or HEM e Swlect 5L e

== - ___..l::.|=._ r__.‘l-. e —— - T ————— —— = me—

53E A 2 ML CoA e

JoRO° A 1 s 3O.CODN_Aar 30, B

b. Ifthe gaining Platoon Sergeant is assigned to the same platoon, the Soldier will
retain their Squad Leader and squad assignment.

Eokiar - BN 0O AT S0C COR = or (F= P50 o ™
— —r—— - = —
[T [
Arrngion., Ty s A 2 20, oA I, W 0. o7 20, RCh WRNARMC, & P

= s, Ot ol A 1 pan 20, CON_OF x 53, OF WHARBAC, A 2P

Wil
[

6. Click Reassign.

0, COR a0, wioemc, AT e

i MO, COR G . WRISERC, AT T

7. Complete the Reassignment Reason and click Reassign.
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8. All selected Soldiers are assigned as follows:
a. Within same platoon — New Platoon Sergeant, same Squad Leader, no change
in platoon or squad assignment.
b. New platoon, Squad Leader selected — New Platoon Sergeant, new Squad

Leader, changes to both platoon and squad assignment matching new Cadre.
c. New platoon, no Squad Leader selected — New Platoon Sergeant, Squad

Leader is Unassigned, change in platoon assignment, squad assignment is
blank.

Pending Assignment Tab

Use the Pending Assignment tab to view and update assignment information for Soldiers
whose transfer has been accepted.

ARS SOLDIER RECOVERY UNIT HOME SOLDIERS INPROCESS ASSIGNMENT APPONTMENTS ASSESSMENTS ACTIONITEMS CSP REPORTS USERS

TESTING SITE (CUI)

ASSIGNMENTS

Select Assignment in the menu bar. Click on a Soldier name hyperlink to go to the Assign-
ment screen. From this screen you can edit the Soldier’s Platoon, Squad, and role assign-
ments and change the status from Pending Assignment to Active.
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Case / Workload Tab

PERMISSIONS (View Only): Program Analyst, Battalion Commander, Company

Commander, HR Specialist, Administrator

Use the Case / Workload tab to view the workload for users in your SRU.
Case Load by Role View

Use the Case Load by Role view to see all users assigned to the SRU filtered by role.

ASSIGNMENTS

Select a role from the Role list box to filter the view to a selected role. In the example above,
the list is filtered to view NCMs only. Each user returned may be expanded to see the break-
down of company, platoon and squad assignments for their Soldiers.

Case Load by Assignment View

Use the Case Load by Assignment view to see Soldiers assigned to the SRU filtered by com-
pany, platoon and squad.

. Bulk Reassignment | Pending Assignment

Case Load by Role llbase Load by Assignment I

] — CO: 5 - PLT

Pending In-Process

CO Name Soldiers

3

Select a new company, platoon and squad to filter the view to a selected assignment. In the
example above, the list is filtered to view all platoons and squads in Company B.
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Transfers Tab

Use the Transfers tab on the Assignments page to view a roster of Incoming and Outgoing
Soldiers for the SRU.

ASSIGNMENTS

Bulk Reassignment | Pending Assignment '\ Cose /Workioad | | Transers

Transfer SRU or Company

Program Analyst, HR Specialist, Administrator

NOTE: Transfers will not be complete until the Gaining CO CDR accepts the transfer.

To transfer a case to another MRC, SRU, or Company:

1. Click Transfer from the Assignment section of the Soldier's case.

TESTING SITE (CUI)
RANK C PLT S
SPC nt ik SRU Bel VET 2
o8 coR RoC sw PsG s
03 May 1977 SRU, CDR SRU, RCC SRU, SW 2 PSG, Belvoir HQ SL. Belvoir VET2

ASSIGNMENT

25 May 2020
MRC MRC-A

SRU: Fort Belvoir

2. . The Transfer dialog box opens.
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@ Transfer L8
*MRC: | pIRC-East S
* SRU: | Fort Belvoir Sl
* Company: | sRU Belvair i

By changing this Soldier's MRC or SRU. the system will automatically
o Cancel all future manual appointments
« Remove all NCM and other assignments
« Remove all Company, Platoon and Squad assignments

Cancel | Reassign |

NOTE: Transferring a Soldier to another SRU will automatically cancel all future manual appoint-

ments, remove assigned Cadre and remove Company, Platoon and Squad assignments once

the transfer is accepted by the gaining Unit.

3. Edit the transfer information.
4. Click Reassign to save the changes or Cancel to return to the Main Data tab without
saving.

NOTE: The case status is set to “Pending Transfer.” Pending transfers can be accepted or can-

celed.

Before accepting a transfer, it is possible to review a Soldier's case.

1. Left click on a Soldier's name hyperlink.

2. This will open a new window that displays the Case Summary screen: Case
Summary.

3. Review desired information and close the additional window.

4. Proceed to Accepting Transfers or Canceling Transfers.
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PERMISSIONS: STARTC users and Administrators can accept any transfer.

CO CDR can accept transfers to their assigned Company.
To accept a transfer:

1. From the Transfers tab on the Assignments screen, select “Accept Transfer” from the
Select Action list box.

2. Click Save to complete the transfer.

The Soldier is removed from the Transfers tab and case status is set to "Pending Assign-
ment."

NOTE: STARTC, CTPManagement Analyst, HR Specialist, Company Commander,

Administrator

To cancel a transfer:
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1. Select “Cancel Transfer” from the Select Action list box.

2. Click Save.

ASSIGNMENTS Print

eeeeeeeeeeee

The Soldier is removed from the Transfers tab and remains in the original unit. Case status
will return to "Active."

Appointments

This section describes how to use the Appointments screen to view and manage appoint-
ment information for Soldiers assigned to you.

This consolidated view will show any appointments entered into AHLTA/CHCS along with
any manually added and managed appointments that are not tracked through
AHLTA/CHCS. The three tabs on the Appointments screen show different views of the
appointments:

Dashboards Appointments Tab

Use the Appointments tab to view scheduled appointment details for Soldiers assigned to
you. Appointments appearing on this tab are either added manually, or pulled from
AHLTA/CHCS.
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NOTE: Clinical appointments entered in AHLTA are pushed into the AHLTA/CHCS servers.

ARCS SRU interfaces with each AHLTA/CHCS server to pull appointment information on a
nightly basis.

e Appointments Erint
| Appointments Mo Shows
From: [ 02 Way 2017 m 7 I
| E &
Pagelof L w1105 of5 |
Location Facilitator Date/Time Status Comments Source Type
7 T T e T T
| | | [ m | \
Araos Nur=e Cas crLTA 51 o =
prsirall 6540 A st 2ad e Cese SFAC s 0o Mav 2L Pending e MANUAL SFL-TAP
Mzrcels Mznager 10 Counzelor 07:30 E re-ork
o 4 May 2017
Amrich, Darrell 3328 A tst:  2nd) urEeCess SSG 25 Cubical 556 25 oA M Pending MANUAL Counseling
Manager 10 11:30

attending.
Arostegui, PP . Hurse Casz i SFLTAP 04 May 2017 il 7304 daly. o I
Marcela ST B st 2nd Manager 10 SEAG Caunselor 07:30 Pending Bring pre-work ~ MANUAL SRR

Click Today’s Appointments to view only appointments for the current day.

Click on a Soldier name to view the appointment details within the case.

No Shows Tab

Use the No Shows tab to view appointments with a date/time stamp that have occurred in

the past where the appointment status is “No Show.”

NOTE: Appointment No Shows from CHCS will not appear until the following day.

Appointments AL

| B @
rows11o-20f 2
sqQD Clinic Location Facilitator Dare/Time Status Rezson Sourca Type
N Nurse Case, .- SFLTAP 02 May 2017 e Emergency e .
218 Managerip  TAC Counselor 07:30 S Room AL SRR
50C WORK 02 May 2017 z

Lt MR Fast Y 0w MANUA oth
1st o R Fa: st Ne Sha Forgat AANUAL Other

Click on a Soldier name hyperlink to view the No Show tab within the Soldier’s case.
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ER1 Visits Tab

Use the ER Visits tab to view a list of ER visits for Soldiers with a SRU case.

Appointments Print
Appointments % No Shows ER Visits |
From: | 11 Apr 2017 B | 02 May 2017 B
Case Status: [Actve v ] I
Wl afz]z 3 [p]m] Psgesize|2s ~| Page 1 of 3, rows 1t 25 of 63
Seldier SSN €o  PLT  SQD  dinic Location Facilitator Date/Time Status Type
C L[ [ =
4615 A 2D 3D ERFB o KEPT EROOM
10:26
>
4570 B 1st 2D EMERGENCY ROOM ?é%"?" 2017 KEPT EROOM

Click on a Soldier name hyperlink to view the Soldier’'s ER Visits tab within the case.

Assessments

Notcations

MRS SOLDIER RECOVERY UNIT HOME SOLDIERS INFROCESS ASSIGNMENT APPOINTMENTS ASSESSMENTS ACTIONITEMS CSP REPORTS USERS MANT

This section describes how to use the Assessments screen to view and manage assess-
ment information for Soldiers assigned to you.

The three tabs on the Assessments screen show different assessment information:

Risk Assessments Tab

Use the Risk Assessments tab to view Risk Assessments for Soldiers.

1Emergency Room
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Assessments
Risk X sat . Y coRs

From: | 18 Nov 2020 B To:[ 16 Feb 2021 =] Key: (=) NotAssessed (@) Low (=) Guarded (@) Moderste () High
Clear Filters | B @
Soldier Rank SRU @ oLT sQD A hatianed Batey srarus CDR  PSG/SL NCM  sw
[ I [ \ 1 @ [ | 1

PFC Fort Belvoir SRU Belvoir VET 1st 11 Feb 2021 Active

GA Fort Belvoir SRU Belvair VET 2nd 02 Feb 2021 Active

coL Fort Belvoir SRU Belvoir HQ 15 Dec 2020 Complete @ = ) @

Click on a Soldier name hyperlink to view the Risk Assessment Summary within the case
(see Risk Assessment).

NOTE: If a Risk Assessment has not been started, you can initiate a new assessment for a Sol-

dier by clicking Initiate New Risk Assessment within the Soldier's case.

Self-Assessments Tab

Use the Self-Assessments tab to view Self-Assessments issued within the specified date

range. The default date range is 30 days.

- Assessments
Risk smen Self-A CDR’s ment:
From: | 02 sep 2012 @ To:[ 02 oct 2019 B8 Key: @ Nolssues (=) Some Issues (@) Significant Issues
Clear Filters B @
M € 'T 2345678910 . 0IMN Pagesize: |25 ~ Page 1 of 17, rows 110 25 of 425
Next SA Date Last
Soldier Rank WTU CO PUT SQD Availability Frequency |Issued = | SAStatus X Career  Physical Emotional  Social Family Admin
omp

[ [ [ [ [ @ B B

SRy e OB e o e s — %lga Pending g(gnoga %S;t ) ggg ee) () enee 60

John Belvoir e Validation
2oty Ms7 A ist 2nd  Yes Weekly  920¢t Active Do
Karen Belvoir 2

019 2019

Click on a Soldier name hyperlink to view the Self-Assessment Summary within the case, or
access the Self-assessment validation.

Hover over the ratings bubbles to see the specific category.

NOTE: For additional help with managing Self-Assessments, see Self-Assessment.

-84-CUI



Soldier Recovery Unit (SRU) Module User Guide v.2.9.15

CDR Assessment

Use the CDR’s Assessments tab to view CO CDR Risk Assessment details for Soldiers.
Each Soldier will appear 1 time on the grid with their most recent Risk level.

Assessments
Risk Assess N\ Seff-Assess | cors
Key: @ Low (S)Cuarded (@) Moderate () High
SRU: [Fort Belvoir ~] user:[An ~| Clear Fiters | B @
Wlafi]2 3 4 s[p)b| Pagesi=|2s | Page 1 of 5, rows 1 o 25 of 124
Current
Soldier « Rank RHC SRU co PLT sQD CDR Assessment Date g:f; EEEartRA
Assess
Amaral, Ramon cws RHC-A Fort Belvoir SRU Belvoir VET 2nd =] 07 Oct 2020 07 Oct 2020
Argenti, Kathie SGM RHC-A Fort Belvoir SRU Belvair VET 2nd @ 16 Feb 2021 24 Sep 2020
Bahls, Latisha T RHC-A Fort Belvoir SRU Belvoir VET 2nd 0 21 Oct 2020 21 Oct 2020

Click on a Soldier name hyperlink to view the Risk Assessment Summary within the case.

Assessment Date - Date the Company Commander completed the last risk designation

and mitigation plan.

NOTE: If a new Risk Assessment is initiated, the Assessment Date will not be updated until the

Company Commander completes their portion of the latest Risk Assessment.

Most Recent RA Date - Date the most recent Risk Assessment is initiated.

NOTE: If a Risk Assessment has not been started, you can initiate a new assessment for a Sol-

dier by clicking Initiate New Risk Assessment.

Action ltems

Use the Action Items screen from the main menu bar to view a list of Action Items and tasks
assigned to you.

cat come 00 1 D ETEEER Pt Logout

Notcatons
«ARCS SOLDIER RECOVERY UNIT HOME  SOLDIERS INPROCESS ASSIGNMENT APPOINTMENTS ASSESSMENTS ACTIONITEMS = CSP REPORTS USERS MANT
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These roles have a separate view for "All" Action Items in their assigned SRU/Company: Pro-
gram Analyst, SRU Leadership, All-Access Company, Platoon Sergeant.

ACTION ITEMS Print

Clear Fiters

fla

M Pagesze 25 v
Rak CO  PIT SQD Type  Source Category Faciltator Task Description Created By, Date Created Target Date

Click on a Soldier name hyperlink to view or manage the Action Item within the case. See
Action Plan.

NOTE: Once you change the action item status to “Complete” it is removed from the Action

Items screen. See Close Action Item.

PERMISSIONS: Administrator, SRU Leadership, RCC, CO Commander, CTP Man-

agemdent Analyst, Nurse Case Manager, Occupational Therapist, SRU Provider,

PSG, Social Worker, SSA, Squad Leader, Transition Coordinator, Battalion Com-

mander

To add an action item:

1. Click the Add icon 0 from the Soldier's profile.

2. The Add Action Item window opens.

ADD ACTION ITEM

Status: In Progress

* Descrpton: (Chaplain Referral

* Detais: 3

Words: 13 Characters: 93

Cancel (_submit
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o o b~ w

Enter the action item details for all fields:

Category Options are specific to the selected Source.

Select arole to assign an action item to a facilitator for review and completion.
Click Submit to add the action item, which creates an ID number automatically and
Action Iltem Details tab is displayed, or click Cancel to close the window without

adding the action item.

NOTE: Email notifications to the assigned facilitator and case logs are generated for new action

items.

To add an action item log entry:

1 Click the Add icon &

EDIT ACTION ITEM Attach Print

Action ftem Summary

Update

s
Log Entries
Ei | ¥
ext

Source: Self-Assessment Category: Physical - Weight Control
or. CER_TC, CER_TC Target Date: 21 Apr 2023

Date Created
(Local Time) ~ Delete

1.

s sz S Worigan Losing 2013 ove e e 2 main 0 et ATy hlghvegh sandrc. - reted b Rel 000 AdiaReaton 01 Feb 202 1242

The Add Log Entry window opens.
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Add Log Entry 5]

"Detaiis:|? LR AR £ sEE= i i

Words: 0 Characters: 0

Cancel [ supmit

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

Add Action Iltem Task
To add an action item task:

1. Select the Tasks tab within the Action Plan.

EDIT ACTION ITEM

rce: Self-Assessment Category: Physical - Weight Gontrol
ator: CER_TC, CER_TC Target Date: 21 Apr 2023

Date Created ~ Assigned To Description Due Date Complete Date

2. Click the Add icon @
3. The Add Task window opens.
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ADD TASK Print

Task Status: Open * Positon Ti

Words: 18 Characters: 118

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

(*)-

NOTE: The Due Date must be a future date.

4. Click Save to add the task or click Cancel to close the window without saving

changes.
5. Anemail is sent to the Assignee notifying them of the task.

NOTE: Do not reassign tasks, no notification is generated if the Assigned To field is changed.

The best practice is to close the existing task and create a new task for the correct facilitator.

To add an attachment:

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

3. Click Select.
4. The Open dialog box opens.
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& Choose File to Upload I&J
@-\/Wl v Libraries » Documents » Sample Docs hd | ﬁ'" [ Search Sampte Docs ol
COrganize » MNew folder B== = H ‘g

- Favorites 2

p" Arrange by:  Folder =
Bl Desktop e

& Downloads -

Mame
= Recent Places =

=
& OneDrive BpIRterviWiGR:

=
4 Libraries @ Sample document Word

Select a file to preview.
| Documents

.' Music

= Pictures

B videos

v% Homegroup

3 items

File name: InterviewForm_1_Oct_12 (1)_Agresta - IAH Files (*.*) v‘

[ Open 1 | Cancel |

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.
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[ Add Attachment =
* Document Type: =
* File Name:
Document Date: | oo pikisd ¥YYy i

* Upload File: Select

File Drop Zone
Drop Files Here

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

Comments: | g

<
b
-4
¥
4
e,
“
il
il
111
i

Words: 0 Characters: 0 4

Gl m

5. 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.

CSP (Career Skills Program)

MEDCOM Career Skills Program (CSP) profiles are created and managed in ARCS by the
CSP administrator. Programs listed in ARCS are already approved by MEDCOM. For more
information on a particular CSP, view the details, including the MOU packet. For program
approval, please contact the MEDCOM CSP administrator.
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SRU users will have a default view based on the assigned organization level.

Wit

Garrison = Program Title

M| Pegesize:|25 v

Career Skills Program (CSP)

¥ | Refiesh M=
—-‘-}
Page 1 of 4, rows 1 to 2

Expires
Employer/Partner CSP Type DoLSOC Effective Date Expiration Date in MOoU Participation
(days)

Training, and

Fort Belvoir Biology W Science Company Apprenticeships e 02 Nov 2018 04 Dec 2021 1125 View 0
Library (25
0000)
- > Legal (23- e = =
Fort Belvoir Accounting Walmart Credentialing e 01 Oct 2018 01 Oct 2022 1426 View 0
o 3 ) On the Job Legal (23- KA A— i ‘
Fort Belvoir History Army T o 01 Jun 2018 01 Jun 2018 View 0
Life, Physical,
Fort Belvair Astronomy NASA Non-Federal and Sodial 03 Sep 2018 30 Sep 2020 695  View o
: S Internships Science (19 e
0000
" Employee Based  Management =
+ Be ursic Scienc . 01 A 1 0ct 20 iew 0
Fort Belvoir Nursing ience Skills aining b 01 Aug 2018 01 Oct 2022 1426 View
Fort Belvoir Nursing Science Moo fed el Management .y 50 5018 01 Oct 2022 1426  View o
Internships {11-0000)
Transpertation
M -Federal a Materia e -
Fort Belvoir Social Work Lacal lon-Federal nd Materi 25 Sep 2016 26 Dec 2018 51 View o
Internships Moving (53-
0000
Fort Belvoir Star Mavie Apprenticeships Eti”z%ecrgf”t 01 Oct 2018 04 Jul 2013 241 View 0
Protective
Fort Belvoir Dance Movie Apprenticeships Services (33- 01 Dec 2018 30 Nov 2021 1121 iew a
0000)
Employes Based L TOectvE
Fart Belvoir Dance Mavie mployee Dased  Services (33- 01 Dec 2018 30 Now 2021 1121 View 0 -
R Paget o 4

CSP Grid

Label

Name

Description

A

Grid Filters

Select one or more filters from the drop down menus to change the
search parameters and then click "refresh".

Refresh

Click refresh after modifying grid filters.

Program Title

Click the program title to view program details.

Expires in
Days

Number of days until the program expires (based on the latest
attached MOU expiration date)

View MOU
Packet

Click to download a PDF copy of the active MOU packet.

Participation

Number of Soldiers participating in the listed CSP (Not active until
v.2.8.19)

Permissions: Administrator, CSP Administrator
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A new MEDCOM CSP profile is created when all supporting documents are approved.

To add a profile to the CSP grid:

1. Click add @
2. Complete the CSP profile information.

‘ Add Career Skills Program

Program Information

* Program Title: | Enter program hit G * Employer | Partner: : Szlect pariner or ente 79

* Program description: | fniter proc

| CSP Information
*Garrison: | Seisc

* DOL SOC: | Select DOL SOC

* Effective Date: | 0C Y T.@ = Expiration Date: | 00 # v | B m

* Upload C SP Packet = o

MOTE: A CSP Packet is and contains several things and packet must have reguired signatures,

Cancel | Submit |
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Add CSP Profile
Label Name Description
A Program Title Type the Program Title
Add a new Partner/Employer, or select from the existing
B Partner/Employer i
options
Program Descrip- ] o o
C i Add a more detailed description of the CSP activity
ion
D Garrison Select one or more Garrisons associated with the CSP profile
E CSP Type Select one or more CSP types associated with the CSP profile
Select one Department of Labor Standard Occupational Clas-
F DOL SOC o
sification
G Effective Date Select the effective date indicated on the signed MOU
o Select the expiration date for the signed MOu - default is 2
H Expiration Date
years
| Upload CSP Upload a single PDF document including all required program
Packet approvals and documentation - MUST BE PDF

3. Click Submit to save the profile, or Cancel to close the window.

Permissions: CSP Administrator, Administrator

To edit an existing CSP profile:

1.

Open the CSP profile by clicking on the program name.
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Career Skills Program (CSP) Print
- |_Refresh | @
Page 1 of 4 rows 1 t0.25 o789
Expires
Garrison = Program Title Employer/Partner 5P Type DOLSOC Effective Date Expiration Date in MOU  Participation
(days)
[
Education,
Fort Belvair Biology W Science Company Apprenticeships I::ra"r'\‘,g,’;;d 02 Nov 2018 04 Dec 2021 1117 View 0
0000)
Installation,
Fort Belvair 2::[:;2?!““ e e ::;";:;::E 09 Nov 2018 08 Nov 2020 726 View 0
(49-0000)
Fort Belvair Accounting Walmart Credentizling ;Eguz'.‘czg' 01 Oct 2018 01 Oct 2022 1413 View o
H n o
2. Click "Edit.
2. HVAC Technician a
Program Informatio
Employer / Partner. Assp of Builders and Contractors
Program Description: |HyAC Technician Apprenticeship
“
Expiration Date: 08 Nov 2020 Expires In: 726
Current CSP Packet: C5P MOU Packet_ABC_HVAC pdi
File Mame Status Effective Expiration
CSP MOU Packet ASC HWAC pdf Active 09 Nov 2018 08 Mow 2020
Done

3. Update program details or Add New Packet.
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. EDIT Career Skilis Program [ ]

Program Information

* Employer / Partner: | Assn of Buildersand ' | =

* Program Title: | HvA
* Program description: | HVAC Technician Apprenticeship
CSP Information
* Garrison: | Fort Belvair 4 * CSP Type: | Apprenticeships -

* DOL SOC: | Instaliation, Maintenz |«
Packet Information

* Effective Date: | 09 Nov 2018 = Expiration Date: | 0g Nov 2020

&
o
[

i

C5P MOU Packet ABC HVACpdf  View Add New

Cancel | -Submit |

4. Click "Submit" to save changes, or "Cancel" to close the profile without saving.

NOTE: Changes to a profile affect ALL garrisons associated with the CSP profile. Removing a

garrison from the CSP profile will immediately end participation for any Soldier enrolled in that

activity at the removed garrison. Changing the DOL SOC will affect all associated records for

the selected program.

A new MOU packet is needed when a program is renewed or the existing MOU is replaced
by a different agreement.

To add a new packet:
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¥ EDIT Career Skills Program =]

* Program Title: | HVAC Technician * Employer | Partner: | Assn of Bulldersand || v

* Program description: | HVAC Technician Apprenticeship

CSP Informatio

* Garrison: | Fort Belvair x| * CSP Type: | Apprenticeships bl |

* DOL SOC: | Installation, Maintenz |

* Effective Date: | 0e NovZ)s |5 * Expiration Date: | 08 Nov 2020

CSP MOU Packet ABC HVACpdf  View § Add Mew

Cancel [ Submit |

1. Select "Add New" on the Edit Career Skills Program screen.
2. Upload the new MOU packet and verify the effective and expiration dates.
» Effective Date default = Active MOU packet expiration + 1 day (the next day
after the previous packet expires)
» Expiration Date default = MOU Effective Date + 2 years

2, EDIT Career Skills Program (]

Program Information
* Program Title: | HVAC Technician * Employer [ Partner: | Assn of builders and 1| 7 |

* Program description: | HVAC Technician Apprenticeship

CSP Information

* Garrison: | Fort Belvoir = * CSP Type: | Apprenticeships =

* DOL S0C: | Instaliation, Maintena =

Packet Information

* Effective Date: | 09 Nov 2020 | [ * Expiration Date: | 09 Nov 2022 | [E8
" Upload CSP Packet g cs5pMOU Packet ABC_HVAC.pGf x Remove

NOTE: A CSP Packet is and contains several things and packet must have required signatures,

Cancel | Submit |

3. Click "Submit" to save the new packet, or "Cancel" to close the window without saving.
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When viewing program information, all CSP packets are available. ARCS will identify the
"active" packet and link to that document from the CSP main grid.

¥ HVAC Technician a

Program Information Edi

Program Description: |HVAC Technician Apprenticeship

Expiration Date: 08 Nov 2020 Expires In: 704

Current CSP Packet: CSP MOU Packet_ABC_HVAC.pdf View

File Name Status Effective Expiration
C5P MOU Packet ABC HVAC pdf Active 09 Nov 2018 08 Nov 2020
C5P MOU Packet ABC HVAC pdf Pending 08 Nov 2020 0% Nov 2022

NOTE: Adding a new packet will affect the program expiration date. ONLY 1 packet is con-

sidered the "Active" packet at any given time.

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

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
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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] ClearFitters

14 4 ‘Zl b M Pagesize|25 v Pyt ok Ay
Report Name Type Description Created By Created On  Modified On ',::(5‘:5:
*Start Date Testing REVOL ADHOC  modfied by ME Real, 000 AdminReal sl ga Viewer Delete A
Active CTP MAs ADHOC  List of current active CTP Mana_. 197012012 191ul 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
[eysion ] cioaFitars el
liaft)z el pogesae(2s -] Page Lof 2, rows L to 25 of 46
5 : Access
Report Name a Type Description Created By Created On  Modified On Tomn
Appointments By WTU SYSTEM WTU Appointments by MTF and. Admin, Administrator 21Jan 2012 21 Jan 2012 Viewer fy Edit ~
Reports
Assessment Metrics by Location SYSTEM  Assessment Metrics by Location... Admin, Administrator 10 Hov 9 M3y viewer MY Edit
2016 2017 Reports
. . . . 10 Nov . My )
AW?2 RCC Caseload by Location SYSTEM AW2 RCC Caseload by Location.. Admin, Administrator 12 Apr 2017  Viewer Edit
2016 Reports
Cancelled Appointments SYSTEM  WTU Cancelled Appeintments R..  Admin, Administrator 21Jan 2012 21Jan2012 Viewer %: orts  Edit

» Other Reports: Displays all ad-hoc reports created by system users (see Create
Report). 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 || - Clear Filters | BB
W az]z [ml  pagesiei|2s - Page 1 0f 2, rows 1 to 25 of 46
st " Access
Report Name ~ Type Description Created By Created On  Modified On i
1 E !
Active CTP MAs ADHOC List of current active CTP Mana 23Jul 2012 23 Jul 2012 Viewer = Edit Delete ~
Reports
. ) ) 13 Aug 17 Sep ) My )
AWJ Soldier Report D Edit Delete
AW?2 Soldier Report ADHOC Soldiers with AW2 data recorded 2012 2012 viewer poorts Edit Delete
BN CDR High Risk Mitigation Plan 08 May 08 May : My "
e ADHOC MA, _30 2017 2017 viewer oo s it Delete
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View System Report

1. Click on the name of the report to launch the report.
2. Provide valid parameters in the bar on the right side of the screen. Required inputs are
identified with yellow warning boxes.

This may include:

* Region

» SRU

e Date Range
e Case Status

g
CBWTU Virginiz
Fart Balvoir
Fort Dix

Fort Drum

1BLE

Fort Knox

Fort Meade
Fort Bragg
WRNMMC
Fort Gordon
Fort Benning
Fort Campbell
Fort Stewart

Date Frequency
Last Manth (Apr '17)

Each parameter may allow multiple inputs. Left click on each desired selection, or use
Select All under the box. If Select All is not available, the field only allows a single input.

RMC

(1) Plmase input = valis
CLUTLR

WRMC

RHC-P

RHC-A

RHC-C

RHC-E

ma|mrt alf
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