ANNEX 1: Instructions for completing Records Transfer Form (RTF).
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I. Creating a new request in Unite Self Service
A. Step | — Entering Record Series Information

1. Login to site https://unite.un.org/ineedservice using your Unite ID and password.

2. Choose the feature Manage Requests. Click on Raise a Request to create a new
request.

Welcome to Unite Self Service.

Unite Self Service is your portal to perform multiple functions, including submitting requests and questions, managing approvals, checking request status, as well as providing accessfo a
number of additional features.

For assistance with using Unite Self Service, please click the Help button below, to access training materials and search the knowledge base

CHOOSE A FEATURE

0 6 B 8 O

Manage My Inbox Unite ldentity ~ Other Features Help
Requests
CHOOSE AN OPTION 1-20f2 RECENTLY USED 1-50f5
a Raise a Request Add Record Series
& Request a product/service, or report an issue/outage via your available service Ye
catalogues
i i RFS - Request to Purchase Personal
(:L) View Request Histo Computing Desktop Software
F 3 Review old tickets and track current requests in real time: t used il

n Q6/02/2017 14:59:03

3. If not highlighted, select Records Management Catalogue and from the Choose an
Item window frame select Add Records Series. Click Continue.

Raise a Request

This screen enables you to place a request for any service/product available to you, as well as reporting any issues requiring support

Initiate request by first selecting the relevant catalogue. Then use the filters to display the corresponding available services/products below.
Please proceed by submitting or sharing the service/product of your selection.

Choose a catalog from below:

wn & ) X L []

Client Service Enterprise Geospatial OICT Catalogue Records UNDSS Safety & UNHQ - Facilities Umoja Catalogue ’
Centre Applications Services Management Security
Support Catalogue Catalogue Catalogue
CHOOSE AN ITEM 1-10f1 YOUR CHOICE

Add Record Series :‘-’ Add Record Series

Add Record Series

4. The section Fill out Contact Details will open. The name and the contact
information of the person preparing the request will be displayed. Ensure that the
contact details are correct. If you create a request on someone else’s behalf, you
must enter the name of the respective person in the field | am requesting Service
for. Ensure that contact information displayed are correct.


https://unite.un.org/ineedservice

Note: The person initiating the request or the person on whose behalf the request is being
prepared for must work in the office/section/unit the records originate from.

SUBMIT REQUEST

( Go Back ‘Ir Submit ‘Ir Cancel
\, I\ I\

Please fill out the sections below.

You have requested: Add Record Serigs

Fill out Contact Details

Are you the point of contact?:

1 am reguesting Service for:
/ First Name:

Last Name:

Email Address:

Work Phone:
Organization:
Service/Section:

Service Location:
Additional Location Info:

Region:

Fill out Record Series
Fill out Request Details
Attach Documents

Share with Others

Yes | If requesting service for someone else, select "No" and fill in detalls below.
THACOWA, Monika =]

Manika

TRACOWA

tkacova@un.org

+1 212 953-5442

DM-CCss -

0093 - Archives and Records Managsment Section -
FAL-0303 -

FAL-0308

USA - New York -

5. Select section Fill out Records Series and click New to create a record series.

SUBMIT REQUEST

Subnmit

(o [

) Gsssommra) (

Cancel

)

Please fill out the sections below.

You have requested: Add Record Series

Fill out Contact Details

I Fill out Record Series I

MNew iew Details Delete

Record Series Title

Fill out Request Details
Attach Documents

Share with Others

Mo Records

Retention Schedule Transfer Type



6. The following form will open for data entry. Note: fields marked with red star are
mandatory.

SUBMIT REQUEST

- ~ — - -~
| GoBack || Submit || Cancel |
" AR AR J

Please fill out the sections below.

You have requested: Add Record Series

Fill out Contact Details

Fill out Record Series

DETAILS

- N 5
| Save || Cancel |
\. J\ J

Transfer Type: * - Sec Class:* -
Record Series Title:* v
Retention Schedule:

Earliest Date: * Latest Date: ™

[
[

Req Box (Qty):* B

Comments:

Please fill out the below fields when the Transfer Type is "Electronic”

Transfer Type-Ext Media:
DVD (Qty): = Ext HDD (Qty): =]

Flash Drive (Qty):
Other Type: Other (Qty): =]

Transfer Type-Network:

Network URL:

File Type-AV: DB: Other Type:
Email: Unstr Doc:

File Size(Gb): =

7. If you select Transfer Type Paper, continue as follows:
o Sec Class: select highest security level present in this series.
e Records Series Title: select a records series title from the list.
e Retention Schedule: retention schedule will be automatically populated
when you choose a record series title.
e Earliest Date: select the date of the earliest record present in this series.
o Latest Date: select the date of the latest record present in this series.
o Box (Qty): enter number of boxes needed for this series.

8. If you select Transfer Type Electronic, continue as follows:
o Sec Class: select highest security level for any of the records included in this
transfer.

e Records Series Title: describe the records included in the transfer.



o Retention Schedule: select generic retention schedule with respective
retention period.

o Earliest Date: select the date of the earliest record in any of the files for this
transfer.

e Latest Date: select the date of the latest record in any of the files for this
transfer.

e Transfer Type-Ext Media: check if records are stored on external media.

o DVD (Qty): enter number of DVD, if applicable.

e Ext HDD (Qty): enter number of HDD, if applicable.

e Flash Drive (Qty): enter number of Flash Drive, if applicable.

e Other Type: check for other type of media.

e Other (Qty): enter the number.

o Transfer Type-Network: check if records are stored on the network.

e File Type-AV: check if transferred records include audio visual information.

e DB: check for database.

e Other Type: describe other type of electronic records if applicable.

o Email: check for emails.

e Unstr Doc: check for unstructured data.

e File Size (Gb): enter volume of electronic records in GB.

9. If you are transferring only one records series, click Save after entering the records
series information. If you are transferring multiple records series click Save and then
click New. The new form will open for data entry. Repeat steps # 7-8.

10. To see the list of the records series being transferred, click on Save or choose Main
Request from the top menu. If you notice that a record series should not be
transferred because its retention period has expired or the records are still needed by
the office, you may delete the record series from the list by highlighting the record
series and click Delete.

SUBMIT REQUEST

(_coBack )(_ submit )(_ camcel )

Please fill out the sections below
You have requested: Add Record Series

Fill out Contact Details

Fill out Record Series

LIST

(" New [ ViewDetais |( Delete ) 1-10f1

Record Series Title Retention Schedule Transfer Type Req Box (Qty) Earliest Date | Latest Date

Auditor Training and Qualification Files - IAD112 T+5 Paper 1 01/03/2017 01/02/2018

Fill out Request Details
Attach Documents

Share with Others



11. Select section Fill out Request Details to provide a justification for transfer (e.g.

inactive records that have not reached their retention period, office closure, mission
liquidation/transition).

SUBMIT REQUEST

Y Y Y
[ GoBack | Submit |[ Concel
i A A A

Please fill out the sections below.

You have requested: Add Record Series
Fill out Contact Details

Fill out Record Series

Fill out Request Details

Summary Request for: Add Record Series

{maz 100 characters):

Describe/Justify your Request

(mazx 2000 characters):

Attach Documents

Share with Others

12. If you need to attach any electronic document relevant to transfer, select section
Attach Documents and click on New File. Note: This step is optional.

SUBMIT REQUEST

( Go Back J( Submit j(AddScleenshotj( Cancel j

Please fill out the sections below.
You have requested: Add Record Series
Fill out Contact Details
Fill out Record Series
Fill out Request Details

Attach Documents

DOCUMENTS

[ New File J( Delete J 1-10f1
Name Type Size(Kb) Date Comments

Record Series - In... dotx 253.59 1802017 11:45:40 AM

Share with Others



13. To make a request accessible to other colleagues in your office/section select tab
Share with Others. Select Add Others and search for the respective names from
the displayed form. Highlight the name and click OK. Note: This step is optional.

SUBMIT REQUEST

- \ \ N -
| GoBack |( Submit || AddScreenshot ||  Cancel |
\ J N J J

Please fill out the sections below.

You have requested: Add Record Series
Fill out Contact Details
Fill out Record Series

Fill out Request Details

Attach Documents S

Share with Others (Ou_ery:\ Findl Last Name
You can share this request with other people, so that they can monitor and reguest updates. Please use th User Id First Name Last Name
((Agd my snared List ]|\ sadotners )| Refresn )| peteee BELTEED BT T
User Id First Name Last Name

MTKACOVA2 Monika TKACOVA

X
+ | Starting with| cimaco ( Go )1-1of1
=)
Index # Email
sz

14. To submit the request for review and approval click Submit.

SUBMIT REQUEST

[ GoBack | suomit IIAndScreenshuHr Cancel |
L \ J J\ J

Please fill out the sections below

You have requested: Acd Record Series

Fill out Contact Details
Fill out Record Series
Fill out Request Details
Attach Documents

Share with Others



15. The sub-status of your request will display “Awaiting Approval”. Important: Keep the
Service Request number (SR #) for reference.

My Service Requests

All the servicesfproducts ever Requested By you (RB) or Requested For you (RF) are listed below. Use this screen to review the request, provide updales to and request updates from, the service desk.
Use the Search Criteria area fo specify your search. To view additional details about a specific request, click on the corresponding SR# link.

SEARCH REQUESTS

(" sean [ Ciear Search / Show Al )

SR Number: | Contains - Status: | (]| Open (New/Open
Description: | Contains -
Reported By: | Contains -
Requested For:  Contains - [ Closed (Closed/Cancelle
Requested tem: Contains - SRs shared with me: [ |
MY REQUESTS
Shared Priority SR # / Description Status Sub-Status Requested ltem  Reported By Requested For Last Updated
(] RFS-1-5624371641 t Awaiting Approval Add Record Series TKACOVA, Monika ~ TKACOVA, Monika 05/03/2018 11:52 AM

16. Once ARMS approves your request:
¢ You will receive an email that your request for transfer is approved;
e The sub-status of your request will display “Waiting on Customer” next to
each records series;
¢ You will receive the requested boxes within a few working days.

Note: ARMS may also send the request back to the originator for corrections. In this case,
the sub-status of the request will display a list of record series, with status: “To be
Amended’. For each record series whose status is “To be Amended”, you are requested to
make the changes as detailed in the Comments section. After you complete the
amendments, you may resubmit your request by clicking on Submit.



B. Step Il - Entering Box and Folder Information

17. To access the request directly, click the link found in the email confirming that your
request for transfer is approved. You can also access the request by logging into to
the RTF site using your Unite ID and password. Click on View Request History to
open an existing service request.

Welcome to Unite Self Service.
Unite Self Service is your portal to perform multiple functions, including submitting requests and questions, managing approvals, checking request status, as well as providing accessto a

number of additional features.
For assistance with using Unite Self Service, please click the Help button below, to access training materials and search the knowledge base.

CHOOSE A FEATURE

O 6 60 &8 @

Manage My Inbox Unite Identity Other Features Help
Requests

CHOOSE AN OPTION RECENTLY USED

Request a product/service, or report an issueloutage via your available service :"C‘-‘J have las
You have used this 10

Raise a Request Add Record Series

catalogues.

@ View Reguest Histol

‘ Review old tickets and track current requests in real time.

18. Select the respective SR # from the list or use the search function. Note: The sub-
status displays “Waiting on Customer”.

My Service Requests

Allthe services/products ever Requested By you (RB) or Requested For you (RF) are listed below. Use this screen to review the request, provide updates to and request updates from, the service desk
Use the Search Criteria area to specify your search. To view additional details about a specific request, click on the corresponding SR# link.

SEARCH REQUESTS

Search || Clear Search / Show Al |
J J

/ SR Number: | Containg v Status: [] Open (New
Description: | Contains v [ Resolved

Reported By:  Containg v [ Pending
Requested For: | Containg v [/ Closed (Closed/Cancelled)
Requested Item: | Contains v SRs shared with me: []
MY REQUESTS
Shared Prioity SR# Description Status Sub-Status Requested ltem  Reported By Requested For Last Updated
B rsisee t Waiting on Customer Add Record Series TKACOVA, Morika  TKACOVA, Morika (5032018 121 PM
[ RFs-14a8706302  REQUEST TO PURCHASE PERSONAL COMPUTING DESKTOP SOFTW Waiting on Another group RFS -Requestt.. RANASINGHE, Arya  TKACOVA, Monika 080872017 01:34 PM



19. Click on Record Series and highlight the respective record series from the list.

&  SR#RFS-1-5624371641 DOCUMENTS WORK ORDERS APPROVALS FORM SHARED WITH I RECORD SERIES I

[Cumﬁct Agenl] ( Contact Mﬁnage{] ( Copy SR J

05/03/2013 12:11:49 PM Service Reguest Details:
Summary: -
Type: Email
. SR ID - RF5-1-5624371641
Request for: Add Record Series Sent by:iNeed Self Service Portal SR Type : RFS
Description: Customer Mame : Monika TKACOVA
1 Requesting Crganization : Archives and Records Management Section

Request Classification : Transfer
Creation Date - 05/03/2018 11:05:46 AM

To: ARMS Service Desk,

The Service Request RFS-1-5624371641 has been approved.

Service Reguest Description: t

Date Opened:
Link: hitps:iineed.un orglepublicsector_enu/start swe?
05/03/2018 11.05 AM
SWECMd=GotoView&SWEView=UNIN+My+Service+Requests+across+Master+0rg

Requested Item:

Add Record Series Thank you.

Status: Regards,

Pending

Sub Status: g::;;::;i?:;:f;::::gemem Section (ARMS)
Waiting on Customer United Nations Headquarters, Mew York

Alert Me by eMail when Updated: Email: arms@un.org

¥

Qty: REF: (SR ID: RFS-1-5624371641)

1.00

Reported By:

TKACCVA, Monika
Requested For:
TKACCWVA, Monika
Assigned To Group:
ARMS Service Desk

20. From the Box information window frame, click New to add box information for the
selected record series.

UPDATES DOCUMENTS WORKORDERS APPROVALS FORM SHAREDWITH | RECORD SERIES

Record Series Title Retention Schedule Transfer Type Req Box (Qty) Filled Box (Qty) ~ Earliest Date Latest Date
Auditor Training and Qualification Files - 1AD112 T+5 Paper 1 0 0110312017 01032018
<
H M L]
BOX INFORMATION

Boxi# Folder Title File Number Earliest Date Latest Date

10



21. The following form will open for data entry:

UPDATES DOCUMENTS WORKORDERS APPROVALS FORM SHAREDWITH | RECORD SERIES

( View Details | [ Submit Box Details |
Record Series Title Retention Schedule Transfer Type

Administrative: General Issues - DGACM.PLS001 P Paper

BOX INFORMATION

Box (Qty) Earliest Date

4 01/011929

Latest Date

3110122016

1-10f1

(| sae J{ Comce )

Box#:* 1| =]
Folder Title:* pTL-OTHE!

PTL-OTHE

Folder Description:

File Number:* 2

Earliest Date:*

Latest Date: *

Note: fields marked with red star are mandatory.

22. Enter a box/folder information and click Save. To enter additional box/folder
information as necessary click New and repeat the steps.

23. After you enter all box/folder information, click Submit Box Details to submit the
box/folders details to ARMS for review and approval. The box Submit Box Details
will be greyed out and you will receive email confirming that your request has been

submitted.

UPDATES DOCUMENTS WORKORDERS APPROVALS FORM SHAREDWITH | RECORD SERIES

((view Detais ) Iz Submit Box Details | I

Record Series Title Retention Schedule Transfer Type Req Box (Qty) Filled Box (Qty) Earliest Date Latest Date

Auditor Training and Qualification Files - 1AD112 T+5 Paper 1 0 01/03/2017 01/03/2018
<

BOX INFORMATION

( wew )(Viewpetais )(_ ekt )

Box# Folder Title File Number Earliest Date Latest Date

1 test 2 01/03/2017 01/03/2018

1 Test 1 01/03/2017 01/03/2018

24. As an alternative solution, you can provide box/folder information via a spreadsheet.
A spreadsheet template is available here: https://archives.un.org/content/arms-forms

25. The spreadsheet template includes Named tabs as RS (records series) + number. In
addition, it includes validation on each column:
e Box number: previous cell cannot be blank

e Folder Title: corresponding Box number cannot be blank

o Earliest date: corresponding Folder title cannot be blank; date format
dd/mm/yy; date cannot be > current date
e Latest date: corresponding Earliest date cannot be blank; date format

dd/mml/yy; date cannot be > Earliest date; date cannot be > current date.

11


https://archives.un.org/content/arms-forms

26. Enter box and folder details into the spreadsheet and save it on your computer under
the respective SR#. If you are submitting box/folders details for more than one
records series, ensure that details for first series are save in the tab RS1, for the
second records series in the tab RS2, etc.

RFS-1-5629416391 - Excel Monika Tkacova
Insert  Pageloyout  Formules  Data  Review  View Q@ Tellme whatyouwant to do
a = i =
% cur Aial <o - % Wit (] El 3 Autosum p
ER Copy ~ z S Fin- R
Paste u g | Conditional Format as Insert Delete Format Sort & Find &
~ ¥ Format Painter iz TR - Clear - Filter - Select~
Clipboard ® Font Alignment Number Styles Cells Editing -~
A5 M F -
A B c D E F =
1 ‘Box Number Folder Title File Number (optional) | Earliest Date | Latest Date | Description (optional)
2 1|Case files 1 02/03/16 01/03/18
3 1|Case files 2 02/03/16 01/03/18
RSl | Rs2 | Rs3 | Rs4 | Rs5 | Rs6 | Rs7 | Rss | Rso | Rsio | ] v
Ready. BHEm mo- i + 100%

27. Click on the respective SR # in the list. If it is not displayed, use the search function.
Note: The sub-status displays “Waiting on Customer”.

My Service Requests

Allthe services/products ever Requested By you (RB) or Requested For you (RF) are listed below. Use this streen to review the request, provide updates to and request updates from, the service desk.
Use the Search Criteria area fo specify your search. To view additional details about a specific request, click on the corresponding SR# link.

SEARCH REQUESTS
/ SR Number:  Contains v Status: | [] Open (New
Description:  Containg v [ Resolved
Reported By:  Contains v [/ Pending
Requested For:  Contains v [/ Closed (Closed/Cancelled)
Requested Item:  Contains v SRs shared with me: []
MY REQUESTS
Shared Priority SR# Description Status Sub-Status Requested ltem  Reported By Requested For Last Updated
B RFsiseaaied Waiting on Customer Add Record Series TKACOVA, Monika — TKACOVA, Monika 05/03/2018 12:11 PM
[l  Rrsi4ga7o6e02  REQUEST TO PURCHASE PERSONAL COMPUTING DESKTOR SOFTW ‘Waiting on Anather group RFS-Requestt.. RANASINGHE, Arya  TKACOVA, Monika 08/08/2017 01:34 PM

12



28. To upload the excel spreadsheet, select Documents and click on New.

€ SR# RFS-1-5624416391

(CcmfﬂclAgenl:lI:C\:ntat[MﬂnEger j( Copy SR :\

Summary:

Request for: Add Record Series
Description:

Test

Date Opened:
05/03/2018 01:49 PM
Requested Item:
Add Record Series
Status:

Pending

Sub Status:

Waiting on Customer
Alert Me by eMail when Updated:
W

Qty:

1.00

Reported By:
TKACCOVA, Monika
Requested For:
TKACOVA, Monika
Assigned To Group:
ARMS Service Desk

UPDATES I WORK ORDERS APPROVALS FORM SHARED WITH RECORD SERIES

DOCUMENTS

NewFile |

Name Type Size(Kb) Date Comments

29. It is imperative that the spreadsheet is named by the respective SR#. Note: To
ensure that the document has been attached, click on Records Series and back on
Documents and again on Records Series tab. If the document has not been
attached, upload it again, and click anywhere in the field.

& SRiRFS-1-5624416391

~ ~ ~
rCumacl Agent IrCuntacl Manager Ir Copy SR |
\ \ N\ J

Summary:

Request for: Add Record Series
Description:

Test

UPDATES | DOCUMENTS | WORK ORDERS AFPPROVALS FORM SHAREDWITH RECORD SERIES

DOCUMENTS

New File |
L J
Name Type Size(Kb) Date Comments
RFS5-1-5624416391 Qsm 107.58 D5/03/2018 02:31:40 PM
<

30. Click Submit Box Details to submit the box/folders details to ARMS for review and
approval. The box Submit Box Details will be greyed out and you will receive email
confirming that your request has been submitted.

UPDATES DOCUMENTS WORK ORDERS APPROVALS FORM SHAREDWITH | RECORD SERIES

(ViewDetais | Delete | Submit Box Detals | I

Record Series Title Retention Schedule Transfer Type Req Box (Qty) Filled Box (Qty) Earliest Date Latest Date

Audit Files - Internal - UNFIP012 T#15 Paper 1 0 05/03/2017 01/03/2013
<

BOX INFORMATION

=N

Box# Folder Title File Number Earliest Date Latest Date

13



31. Asin Step I, Step Il requires ARMS’ approval. If entries need to be amended or

deleted ARMS will send the request back to the originator explaining what needs to
be modified. After the requested changes are made, you must re-submit your
request.

32. The process ends when box/folder information is approved by ARMS.

What happens next:

You will be informed by email of ARMS approval;

The sub-status of the request will display “Costumer updated”;

All information pertaining to your records transfer request will be entered into ARMS
recordkeeping system, where an Accession number will be assigned;

You will receive a report with the accession number and all the information that was
provided through the E-Form, for reference purposes. The number provided should
be used if you need to retrieve records from the transfer in the future

You will also receive ARMS’ barcoded labels. After you affix labels on boxes, you
notify ARMS who will request the movers to transfer the boxes to the Records
Center.
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