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1. Archiving Clients and Requests—Quick Steps 

1. Select the Client that you want to Archive. 

2. Click the Activity 

button. 

3. Select “Archive Client 

and Requests” from 

the dropdown menu.  

 

 

 

 

 

 

 

 

4. The following dialog 

box is displayed. 

Click the Archive 

Client button to 

continue. 
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5. The Confirm Client 

and Request 

Archive dialog box 

is displayed. Click 

the Confirm 

Archive button to 

continue 

 

 

 

6. The Client and 

Record Request 

Archive 

Confirmation 

dialog box is 

displayed. Click the 

Close button to 

continue using Arctrieval. 

 

 

All of the requests for the Client must have a Completed, Completed – No Records, or 

Canceled status. If there are any open requests for the Client, the Client cannot be 

archived. 

 

If there are any open 

requests, the Archive Error 

dialog box is displayed. 

Complete or cancel any 

open requests, before 

archiving a client. 
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2. View Archived Clients and Requests 

After a Client and their associated requests are archived, the archived information is accessible 

through the Reports menu 

as shown in the image. 

Click the Run button that 

corresponds to the 

information you want to 

view. 

 

 

 

 

 

The Inactive Client list is 

displayed. 
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3. Restoring Archived Clients and Requests 

1. Click on the Report 

menu 

2. Click the Run 

button next to 

Clients-Archived in 

the report 

description list. 

 

 

 

 

3. Click on the Client 

you want to 

reactivate from the 

list. You can 

narrow down the 

list by entering the 

Client’s name in 

the Search box. 
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4. Click the Activity 

button. 

5. Select “Restore 

Client and 

Requests to Active 

Status” from the 

dropdown menu. 

 

 

 

 

 

 

6. Click the Restore 

Client button. 

 

 

 

 

 

 

7. The Client and 

Record Request 

Restore 

Confirmation 

dialog box is 

displayed. Click the 

Close button to 

continue using Arctrieval. 


