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ARIMS makes filing and labeling easier



Course Objectives 
How to use ARIMS website and Overview FOIA-PA

1. Login 
2. Use Records Retention Schedule-Army (RRS-A)
3. Use Records Management Assistance (RM-Assist)
4. Prepare office records list (ORL) 
5. Generate labels through ARIMS using ORL
6. Overview on SF 135 records turn-in
7. Overview on DA form 543 records request
8. Overview on Freedom of Information Act – 

Privacy Act (FOIA-PA)



ARIMS Login
• You must have an active Army Knowledge 

Online (AKO) account prior to login on  
ARIMS.

• AKO provides ARIMS with important 
information such as your official 
unit/section/directorate of assignment 
and your user category.

• You may now login with your AKO account 
or your CAC card



ARIMS (AR 25-400-2, section 1-6a)

Applies to:

1. All unclassified Army records, including For Official 
Use Only (FOUO), regardless of medium.

2. All classified Army records through SECRET. Records 
that are TOP SECRET may be set up under ARIMS or 
in any manner that will make accountability and 
control easier. Regardless of the arrangement used, 
however, the disposition instructions in the ARIMS 
Records Retention Schedule–Army (RRS–A) will be 
applied to TOP SECRET records. The security 
classification of a record does not change its 
retention value.



ARIMS (AR 25-400-2, section 1-6b)

DOES NOT Apply to:

1. Record copies of international agreements covered 
under AR 550–51 (except those maintained by the 
Office of the Judge Advocate General).

2. Publications and blank forms stocked for filling 
requisitions.

3. Reference materials and books in formally organized 
and officially designated libraries.

4. Personal or private records maintained in the 
workplace.



What is an ORL (Office Record List)

List of specific numbers describing records generated in an 
office

Prepared for each element where records are accumulated 
or generated

Must be coordinated/approved by Installation Records 
Manager

Use as part of unit/activity’s standard recordkeeping 
procedures

Tracked by office symbol

Can be created with the ORL sub-system in ARIMS - Can 
generate barcode labels
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ARIMS Main Page https://www.arims.army.mil 

Click to proceed

https://www.arims.army.mil/


ARIMS Home Screen before logon

Use either or to login



For First Time Login Only to the new ARIMS 
(Profile may be updated from the Account Admin tab)

Type in your 
office symbol if it 
does not show 
up automatically

01

John

Doe

123@123.com

315-772-0000



After updates are completed

315-772-0000

John

Doe



ARIMS Home Page after updates and/or login

The office symbol 
assigned to your 
name will show 
up. If it is not 
correct, contact 
the Records 
Manager for 
assistance

You will not have this 
on your screen







You can also copy an 
existing ORL
Create from 

template or library



Give the ORL 
a name

Select the year

Click to create



Click OK to get to 
your ORL list



Once you click ok, it will take you back to your 
List of ORL’s page



Click ONCE on the ORL you want to update/view. 
It will hi-light the ORL

Click on update to add 
instructions



Click to add instructions



Type in what you are 
looking for and press enter 
or click the submit button



Find the instructions 
that pertain to your 
business & check 
the box to the left of 
the instructions

To narrow your 
results, use

the search box



After selecting the 
ones needed click on



Here you can select all or remove instructions before adding them to your ORL

When ready, click



After adding instructions, it will bring you back to the RRS page 

You can 
return to the 
update page 

to make 
changes with 

the 
instructions 

you just 
selected by 
clicking the 

Return to 
Update Page

Or continue 
searching for 

new 
instructions. 

If you are 
done, close 
the screen 

out



Once you 
are done, 

hi-light 
the ORL 

you were 
working 

on and 
click on 
Submit 

as 
Proposed



You MUST create a Folder for each instruction to print labels



Select the 
record 

instructionGive the folder a name

Check the box. Labels are for hard copy only

Click when done

Special Collection used if 
record pertains to 
Operations such as 
Democracy, Iraqi Freedom 
ETC.



This page will appear once you have created your folder





Folder Type:  View ALL is automatically checked



Check Hard Copy so 
you can select files

Select the 
files you 
want to 
print labels 
for

The print button is not available 
unless you select hard copy above



Correct Label Size needed:
Avery 5161

Please note change of 
margin size: .25 inches

Please note that ONLY Transfer (T) Files will have the barcodes



Labeling Procedures AR 25-400-2 Chapter 6



Labeling Procedures AR 25-400-2 Chapter 6



After closing out label print page,  it will take you back to the List Folders Screen. 
From here you can logout if you are finished or explore the rest of the website.



Preparing files for storage at 
the Records Holding Area 

(RHA)

- Eliminate/remove unnecessary

material/papers

- Fasten papers with staples or 

prong fasteners



Changes in Retention Periods

• If change increases retention period, new retention
period will be used on all records

• If change decreases retention period, new retention
period will be used on all current records except for
permanent existing permanent records will remain
permanent



Procedures for turning in 
your records/files (short version).

Determine what files to turn-in. 
(Always check the ARIMS website file disposition codes first)

Get proper box (Call Records Manager for details 772-1500)

Pack the boxes. Place records/files in numerical order starting with
box one and continue through the shipment. 

Prepare Standard Form 135. This form is available electronically. 

Turn-in SF 135 to RHA personnel (Bldg P-10720 (Clark Hall) Mt. 
Belvedere Blvd. Rm B1-25 Do not bring boxes at this time. 

Bring boxes to the RHA (Bldg T-65 Warehouse Rd) upon
notification from the RHA staff.



Example of SF 135 Records Transmittal and Receipt Form



Freedom of Information & Privacy Act

FOIA-PA Office is located in Clark Hall Rm B1-25. Ph: 2-1500

BOTH ACTS ALLOW INDIVIDUALS TO 
SEEK ACCESS TO RECORDS

FOIA – ADDRESSES ACCESS TO AGENCY 
RECORDS
PA – ADDRESSES ACCESS TO RECORDS 
THAT ARE RETRIEVED BY AN 
INDIVIDUAL’S NAME AND/OR PERSONAL 
IDENTIFIER
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