Archiving and Restoring

Clients and Requests

Arctrieval

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.

Activity

Salact Tha Acthiths Vost Wich T Barfarm: &

Add General Note to Client
Add Contact to Client
Email Online Intake Form for Electronic Signature

Create Intake Form PDF for Signature

Archive Client and Requests @

Activity

Select The Activity You Wish To Perform: *
Archive Client and Requests

You want to archive the following client and all their related record requests:

Client Name: Fine, Kevin
Client DOB: 10/15/1967

Note: All requests for the client must be completed before you can archive the client.

CANCEL ARCHIVE CLIENT

Notices: Copyright © 2010-2023 Arctrieval, Inc. All Rights Reserved. This publication is protected by copyright and all rights
reserved. No part of it may be reproduced or transmitted by any means or in any form without prior consent in writing from
Arctrieval, Inc. You may make a copy or reproduce any part of this document for your own personal use. Making copies for
any other purpose is a violation of U.S. Copyright law.
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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

Confirm Client and Request Archive X

You are about to archive all the client and record request information in your account related for the client shown below.
Please confirm you want to archive the information:

Name: Fine, Kevin
DOB: 10/15/1967
Client and Record Request Archive Confirmation X

The client and all of their related record requests were successfully archived. You can access archived client and request
information through Reports.

CLOSE

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.

Archive Error X

There was an error archiving the client and their related record requests.
Please check that all requests for the client are completed or canceled.
Clients with open requests cannot be archived.

Please contact Arctrieval support for additional assistance.

CLOSE
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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.

=
Ia
S
o)

2]

tieval

Dashboard
Clients

Record Requests
Contacts
Matters

Reports

Forms

Settings

My Profile

Smith, Gallagher & Spencer LLP

@ 2023 Arctrieval | All Rights Reserved.

Q, Search

Report Description

Clients - All Active and Archived

Clients - Archived
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Email

janderson@erctrieval.com

janderson@arctrigval.com

janderson@aretrieval.com

jandersong@arctrieval com

janderson@arctrieval.com

jvishney@arctrieval. com
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3. Restoring Archived Clients and Requests
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4. Click the Activity

button.
5. Select “Restore
Client and n
Requests to Active S
Status” from the ST

Add General Note to Client

dropdown menu.

Restore Client and Requests to Active Status @

ADD NOTE

6. Click the Restore et o
Client button.

Select The Activity You Wish To Perform: *
Restore Client and Requests to Active Status :

You want to restore the following client and all their related record requests to an active status:

Client Name: Fine, Kevin
Client DOB: 10/15/1967
CANCEL RESTORE CLIENT
7. The Client and . :
Client and Record Request Restore Confirmation X
Record Request
ReStO re The client and all of their related record requests were successfully restored to an active status. You can access client and

Conﬂ rmation request information through Clients and Record Requests.
dialog box is o
displayed. Click the cLose

Close button to
continue using Arctrieval.
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