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GL-AM-03 Handling of Request for Digital View Records via Archival Records
Management System (ARMS)

The purpose of this guideline is to provide a guide for handling online reference

application through the Archival Records Management System (ARMS).

1.0

2.0

3.0

EXPLANATIONS

Designated Officer (DO) will receive a notification email when user
make a request through Archival Records Management System
(ARMS).

State Record Repository B Inbox...ak.gov.my  12:17 PM
[SRR] Digital View Request Notification
To: dorityd@sarawak.gov.my

Dear Dorithy Dela Anak Lawrence Luta,

There is a new request for digital view pending your action for item: [SDO/001] BORDER
SCOUTS.

This is an automatic system generated email. You are receiving this email because you are a
officer in charge of State Record Repository Reservation Module.
If you are not the intended recipient of this message, please delete and destroy all copies

DO will login into Archival Records Management System (ARMS)

using Sarawak ID.

4 Archival Records Management System Login | Register ‘

DO shall check under sub module “Request View” for any new
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request.
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4.0 Requester name with “New” status will appear in the listing.
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5.0 Click “In Progress” button to accept user request and start processing the

records/file requested. Pop up box will appear and click button “Yes” to

proceed.
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ARMS

@ Are you sure to proceed the request view? You will be redirect to catalogue page to upload images or pdf for this request. Requester will be notify via email for this

[es) | Mo

If the digital copies of the records is available in the system, the DO shall

check the record details. If the record details is not complete, DO shall

update the record details. Upon completion updating the record details,

the DO shall save the record in the system.
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Drop files here
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your computer

m] Images

Are you sure to complete the request view? Please make sure you have upload related document in catalogue page for this request. Requester will be notify via

email for this action.
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7.0 Then the DO shall return to sub module “Request View” and click
“Complete” button to complete the user request.
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8.0 If the digital copies of the records is not available in the system, the DO will

upload the digital copies of the records into the system and update the

details of the record.
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9.0 Then the DO shall return to sub module “Request View” and click
“Complete” button to complete the user request.
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