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Introduction and Prerequisites

Welcome to the Content Manager for Records Center training manual, presented by the Department of Technology
Management and Budget, Records Management Services.

This manual is intended for employees who will be using the State of Michigan Records Center to store and retrieve
physical records.

This manual focuses primarily on the functionality of the Content Manager software, but that’s not all you should know
before you use these services. This manual assumes that you're familiar with basic records management concepts, and
that you have read and are referencing your agency’s Retention and Disposal Schedule.

This information is important when using Records Center services because your data entry is used to calculate how long
records are retained, and incorrect information could result in records being destroyed too soon.

You will also need to know how to order, assemble, and pack a new Records Center box. It's important to use the correct
box type and pack them according to specifications so that they will fit on Records Center shelving. Incorrect boxes will
not be accepted.
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If you're new to using the Records
Center or just want a refresher, there
are several resources available through
the Records Management Services
intranet site to get you up to speed.

To get to the Records Management
Services intranet page, go to the State
of Michigan’s Intranet SharePoint page,
inside.michigan.gov. Go to the “For Your
Job” menu, and select “Records
Management”.
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In the Quick Links menu on the right,
you will find a link to the list of Records
Management Officers for each
department, and also a link to the
Content Manager client for Records
Center.

The Record Retention and Disposal
Schedules link will take you to the full
listing of agency specific and general
schedules.

If you select Records Center, you will
find all of the information you need to
prepare and ship records to the Records
Center, including ordering information
for the correct boxes.

Visit the Training page to find links to
records management training, including
“Basic Records Management”. This
class is highly recommended to new
employees and anyone responsible for
recordkeeping.



Accessing Content Manager
This module covers the process for accessing the Content Manager Software.

Content Manager is a web-based application that can be used with standard internet browsers. It is only accessible
through the State of Michigan Intranet.

Access to Content Manager can only be requested by contacting your department’s Records Management Officer (RMO).
The current list of RMO'’s is available on the Records Management Services intranet site.

Content Manager uses your State of Michigan “SOM” domain username and password. For most users, this is the same
account you use to log into Windows. Security in the system is specific to the logged in user. Sharing accounts and
passwords is a violation of DTMB Administrative Policy 900.02.



The web address to access Content
Manager is provided to you in your new
user email, and is also available through
the Records Management Services
intranet site. It's recommended that you
add this site to your favorites.

Once you click on the link to open the
site, you'll be prompted for a username
and password. As | mentioned before,
you'll use your State of Michigan
username and password here. For most
of our users, this is the same username
and password you use to log into your
computer every day. Enter the
information and click OK.

If you receive an error message or have
any other difficulty logging in, please
contact the Records Management
Services Helpdesk by emailing
RecordsCenter@Michigan.gov.
Including a screenshot of your error and
as much detail as you can provide will
help our staff assist you more quickly.




Submitting New Boxes
In this module, we will cover the steps of submitting new boxes to the Records Center.
Before submitting records to the Records Center:

Make sure you are familiar with your retention and disposal schedule. These are available on the Records Management
Services Intranet Site, or by contacting your department’s Records Management Officer.

Then, make sure you have ordered the correct boxes and packed them in accordance with the instructions on the
Records Management Services intranet site. Pack your boxes before entering them into the system to ensure that the
data entry accurately describes the contents of each box.




Hewlett Packard
Enterprise

Content Manages

Hewlett Packard
Enterprise

Content Manager

Rerards
g
_|_ &

Checked out

Recent Documents.
Favorites

Created Records
Browse via Agency
Browse via User Label

Jr——

Fincaingis - PaidTies - 145 Becards faune

o No records found

Thers may e matehing Tecoes thatare proventad

e besir dlizgiayed because of titerlng. o for securd

1y FiaBnE

Each box of records you submit to the
Records Center will need to be entered
separately into Content Manager. Once
you've logged into Content Manager, to
create a new box, go to the “Records”
button on the left side of the screen.
Then, click on the large “+” sign icon.

This will open a dropdown screen
asking you to “select Record Type”.
Since we’re making a new box, we're
going to choose “Box”. Now you'll see
several new data entry fields on your
screen. We're going to walk through
each one of them.
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Then move to the agency field. Clicking
on the agency field with your mouse will
bring up any department levels you
have access to. In this example, | only
have access to one department, which
is what most users will have.

Click on the arrow icon to the right of the
department name, to navigate to the
agency levels you have access to.
Again, many users will only have access
to one agency. Select the agency that is
applicable to the box you're creating.
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R the agency field. In this example, | am
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up a list of series for my agency and |
will just select the one | need.

Creats Record

- = Alternatively, if | know the series number
from my retention and disposal schedule
(Example: 39816), | can simply type the
series number into the record series
field, and then select it when it pops up.
It's important that the agency prefix for
the series you select matches the
agency you selected in the previous
step. If these don’t match, you will be
contacted by Records Management
Services so that they can work with you
to select the correct information. The
exceptions to this rule are General
Schedule series.
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If you need to submit boxes under
General Schedule item numbers, you'll
search for those a little differently. For
the full list of General Retention and
Disposal Schedule, see the Records
Management Services intranet site.

In the Record series field, type “GS” and
the number for the general schedule you
need to use. For example, if | type
“GS7”, | will see all of the item numbers
for General Schedule number 7 for
Human Resources records. | can then
select the correct series from the list.

Or, as shown in the agency specific
example, | can search for the item
number, in this case “GS7.05". Make
sure you select the series from the list to
correctly populate the field.



Hewlett Packard
Enterprise

Content Manager

Silveus; Jennifer

4 Home

E Records

[&] Locations

9. Saved Searches

@ Work Lists

Record

Create Record

Select Record Type

'i' Box

favorite

General

Title (Free Text Part) (Reguired)?

Agency (Required)

| [ woot - Aero Acronautics

Record series (Required)

| it c57657.01 Personnel Files

User Box Number

10f32 ~—

From Date

To Date (Required)

Extended Descripfion

8

i

If you wish, you may enter a “User Box
Number”. This field is not required, but
some offices find it useful to give the
box a number within a single
submission. For example, let’s say this
is box “1 of 32", because I’'m working on
a set of 32 boxes to send.
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Extended Description

If 255 characters wasn’t enough room to
describe the contents of your box, you
can use the “Notes” field to enter an
extended description.

Now that we’ve entered all of our data,
take a last look to make sure we don’t
have any typos or mistakes. When
you're confident that everything is
accurate, click the “Save” button once.
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It may take a second to process, and
then you will be taken to a page
displaying items you’ve recently created.
Your new box will be listed at the top.
You can see the title of the box here,
and in the top righthand corner, you can
see the box number that has been
issued for this box. This is the number
that will appear on the label that will be
sent to you to place on this box.

If you wish to add individual file level
detail to your boxes, you can create files
within the box. Files must be added to a
box on the same business day as the
box was created. To add a new file, go
to the box you just created and click the
“New” button. Select “New Record” from
the dropdown.
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Now, when prompted to select the
record type, choose “File”. Now we will
enter information for the first file in our
box. We will give our file a title that is
unique and specific, and will assist the
Records Center staff in locating the file
in the box if it ever needs to be
retrieved. In this example, this file is for
Jamie Adams. The “From Date” and “To
Date” for files is not required, but can
help staff who may be searching in the
future, especially if you are likely to have
multiple files with the same name. The
“Box” field is automatically completed for
you. When you are finished, click Save
to complete. You will be taken back to
the screen showing items you've
recently created. To add another file to
the box, go back up to the box and
repeat the previous steps.



Again, once you click “Save” you'll be unable to make changes to a created item. Please contact Records Management
Services if you need to make corrections.

Once you've clicked the “Save” button to finish creating your box, you will be unable to make any changes to the box. If
you notice you have made a mistake during data entry, or if you accidentally enter the same box multiple times, please

email our helpdesk RecordsCenter@michigan.gov for assistance. Including the box number in your email will help staff

identify your issues and make corrections faster.

After you submit your boxes, you'll receive a confirmation email in approximately 1-2 business days letting you know that
your boxes and files have been reviewed and accepted. If you would like printable labels for your individual files, you may

request them by responding to the confirmation email.

You'll receive a barcoded box label to apply to each box you’ve submitted. These are sent via ID mail or US mail, and

typically take 1-2 business days after you receive the confirmation.

Place the labels on the corresponding boxes in the designated location, and seal the boxes as shown. For more

information on properly packaging Records Center boxes, see the training video on the Records Management Services
intranet site.

A properly sealed box will look like this.



Contact Records Management Services by emailing RecordsCenter@Michigan.gov if you do not receive your labels, lose

or destroy any labels, or if you have extra labels you do not need. It is extremely important that you never make copies of
labels. The unique number assigned to each box is the only way the Records Center can locate your records. Duplicating

labels will cause records to become lost.

To Ship new boxes to the Records Center, print the packing slip from your confirmation email. Confirm the address
information on the slip is correct, and attach a copy of the slip to each box. For shipments of five or fewer boxes, you can
simply send them via ID mail. For shipments of six or more boxes, a freight pickup will be scheduled with mail and delivery
services on your behalf for between 7 and 10 business days. Additional detail for shipping boxes is included in your
confirmation email.

Please ship your boxes to the records center within 30 days of receiving your labels. Records Center staff will contact you
if we do not receive boxes within 30 days. If we do not receive your boxes within 90 days, your labels will be removed
from the system and the boxes will need to be re-submitted.
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Searching for Boxes or Files

This module will cover searching for
boxes and files from the Records Center
and navigating your search results.

To search for boxes or files, you may
use different methods depending on
what information you know about the
records you are looking for. If the person
who originally submitted the records
used good titles, searching for items will
be much easier.

If you know key words in the Title of the
box or file that you are looking for, you
may enter it in the search bar at the top
of the screen and hit “Enter” on your
keyboard, or click the magnifying glass
icon to run your search.

If you know the Records Center box
number or file number for the item
you're looking for, you may search in the
search bar as well. Numbers issued to
boxes and files in the previous Versatile
system were migrated over to Content
Manager. However, all boxes now
begin with a letter “B” and files with a
letter “F”. So, if you have older
documents or notes that refer to these
numbers, simply add the B or F to the
beginning of the number.
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If you want to search for items based on
criteria other than the title or the Record
Number, you can use the Search Form
function. The first time you want to use
the search form, you need to make the
form your “favorite”. To do this, go to the
dropdown at the top for “Search Form
Options”, then click “View Search
Forms”. On this screen, click the star
icon to make this search form your
favorite. You only need to do this once
the first time you use it. In the future, it

will be set as soon as you log in.

Now, when you want to use the search
form, just click on the Form Search icon
at the top of the screen to open it. In the
future, you can go right to this button,
because you have already set it as your

favorite.
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We’'re going to go through each of the
search fields available on this form. You
may use one or more criteria for your
search. When searching, it's important
to note that most search values are only
associated with boxes, not files. If you
are searching for individual files, you will
only get search results by using the
“Title”, “Record Number”, or “Current
Location” fields.

You can search by “Title Word” or
“Record Number” on this screen, just
like we did from the search bar we

reviewed earlier.

If your boxes use a “User Box Number”
that you know, you may enter it in the
“User Box Number” field.

Click “Search” to get your results.
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The “Record Type” field allows you to
select whether you are searching for a
box or a file. Type the word “Box” or
“File” and select the type from the menu.
This works best if you combine it with
other search criteria below, so you
aren't just searching for all of the boxes
or files you have access to.
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Searching by “Agency” can be useful if
you have access to multiple agencies
and want to narrow your search down.
Clicking on the agency field with your
mouse will bring up any department
levels you have access to. In this
example, | only have access to one
department, which is what most users
will have.

Click on the arrow icon to the right of the
department name, to navigate to the
agency levels you have access to. If you
have access to multiple agencies,
selecting a specific one will filter your
search. If you only have access to one
agency, as many users do, this search
will not filter your results.
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Searching by “Retention Schedule” is a
good place to start if you're not sure
what has been sent to the Records
Center, or if you're not sure of how
boxes have been titled.

To bring up a list of agency specific
record series for the agency you have
selected, enter the department and
agency acronyms exactly as shown in
the agency field. In this example, | am
going to enter “DTMB (space, dash,
space) RMS (Space)”. This will bring up
a list of series for my agency, and | will
just select the one | need. Alternatively,
if | know the series number from my
Retention and Disposal Schedule, | can
simply type the series number into the
record series field, and then select it
when it pops up. Only agency specific
series that have boxes associated at the
Records Center are listed in Content
Manager.
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If your agency uses General Schedule
item numbers, you'll search for those a
little differently. For the full list of
General Schedules, see the Records
Management Services intranet site.

In the Retention Schedule field, type
“GS” and the number for the general
schedule you need to use. For example,
if | type “GS6”, | will see all of the item
numbers for General Schedule #6 for
Accounting and Purchasing records. |
can then select the correct series from
the list.

Or, as shown in the agency specific
example, | can search for the item
number, in this case “GS6.02". Make
sure you select the series from the list to
correctly populate the field.
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The next few fields are associated with
user information. The “Submitted By”
and “Legacy Submitted By” are the user
that originally submitted the box to the
Records Center. The “Submitted By”
field only applies to boxes submitted
since the migration to Content Manager
in June 2019. The “Legacy Submitted
By” field is associated with boxes sent
prior to that date. If you're not sure when
the box was sent, you may need to
search in both fields, one at a time, to
see all of the results. The “Current
Location” field will return any boxes or
files that are in the custody of that
person, meaning they have requested
the item and it has not been returned to
the Records Center.

To search in any of these fields, start by
entering the last name of the person you
wish to search by in the field, and scroll
down the menu to select the correct
person. I’'m going to enter “Payne”, and
select Sue Payne from the list. Some
user names may contain an extra “x”,
this was used in the previous system to
indicate inactive users, but they still may
have boxes associated with them. If you
want to search for yourself, simply type
“Me” (M,E) in the field.
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The “Notes Word” field will search by
keywords in the “Notes” extended
description field. For boxes migrated
from the former Versatile system, any
descriptions longer than 255 characters
will be searchable through this field, not
the “Title” field. Simply type your
keyword into this field.
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Cancel
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To search by dates associated with a
box, click the arrow next to “Dates” to
expand the form. Here you may enter
date ranges for the “From Date”, “To
Date”, or “Date Submitted” fields. You
may key the dates in or use the
calendar icon to select the date from the
calendar view. For example, I’'m going to
search for a “Date Submitted” between
January 1%, 2015, and January 1%,
2018, and click “Search” to get my
results.
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-Oscoda, M-33-01-C28, State/Local; -Oscoda.

BOX EM93662 <

Lansing Capital City Airport, 3-26-0055-3904, FM 19-G10-C183. C187. EV, LAND, AK2109, (3906 Ludington, Mason County. D-26-0057-1508; Muskegon, 3-26-0071-
2908, FM 61-1-C9%; Newberry, D-26-0042-0908;

newberry I:_

Records - newberry - 3 Racords found
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#  Af home: Records Cenfer. Aisle 282, Bay 26, Shelf 2 (Space)

FILE

Mewberry, Luce County Airport ; B-26-0042-0808

BOX.

/9 of 14; -Newberry, Luce Co,, B-26-0042-1211; - Newberry, Luce Co., F-26-0042-1311; -Oscoda, Oscoda — Wurtsmith, B-26-0151-1811; -Oscoda, F-26-0151-351T
-Oscoda. M-32-01-C28, State/Local: -Oscoda.
Updaie Mew - Add/Remove - More -

Request = Details =

CURRENT LOCATION DATE REGISTERED

127312016

BOX

Lansing Capital City Airport, 3-26-0055-3906, FM 19-010-C183, C187, EV, LAND, AK2109, (3904); Ludington, Mason County, D-26-0057-1508; Muskegon, 3-26-0071-
2908. FM 61-1-C9%; Newberry, D-26-0042-0908:

Next we’ll take a look at how to view and
navigate the results of your search.
Depending on how you searched, you
may get both boxes and files listed on
your results. Whether an item is a box or
file is indicated by differently shaped teal
icons, and the word “Box” or “File” in the
top left corner of the Item. Below this,
the Title of the item is displayed. The
Record Number is displayed in the top
right corner of the item.

Clicking on the item will display
additional information and functional
buttons. The “Current Location” of the
item shows if it is “at home” in the
Records Center, or if it is currently
located with a user who has requested
it.



To view more details about a selected
item, the double arrow near the top right
corner of the screen will open a window
displaying more properties. If you need
to view the Retention Schedule, From
and To Dates, or any other fields not
displayed by default, this window can be
configured to show that information. For
instructions on configuring this window,
see the module “Configuring Properties
Pane”.

If a box contains files that have been
individually itemized in the system, the
“Navigate To” button will be available.
Click on this button and select
“Contained Records” to view the files
contained within the box.
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B - PERM OUT

2017 Recartification Files

FILE - PERM OUT
235472 Memorial HC AUW311 10/31/16 (3/4)
FILE - NOT IN B

235472 Memorial HC AUWST 10/31/16 (4/4)

While searching and navigating, you
may also encounter a few different types
of items, indicated by different colored
icons. A yellow box or folder indicates
that the item has been permanently
checked out to the person shown as the
“Current Location”. A purple file
indicates that the file was not located in
the box when it was previously
requested. This information can be
useful to you when searching for an
item, but because the item is not at the
Records Center, you cannot submit a
request through the system for it.
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MNewberry, Luce County Airport ; B-26-0042-0808
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. Lansing Capital City Airport, 3-26-0055-3906, FM 19-010-C183, C187, EV, LAND, AK2109, (3904). Ludington, Mason County, D-26-0057-1508; Muskegen, 3-26-

2908, FM &1-1-C91; Newberry. D-26-0042-0908;
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Requesting and Returning Boxes or
Files

This module will cover the process for
requesting an item from the Records
Center and returning it. Once you have
located an item you wish to retrieve,
click on it to display the functional
buttons. Click the “Request” button and
choose the option “Retrieve -
Temporary” to open the Request
window.



Request

Retrieve - Temporary

B1194010

/9 of 14; -Mewberry, Luce Co. B-26-0042-1211; - Newberry, Luce Co. F-24-
0042-131T; -Oscoda, Oscoda — Wurtsmith, B-26-0131-1811; -Oscoda, F-26-0151-

3511, -Oscoda, M-35-01-C28, State/Local; -Oscoda,

Home Location

Records Center. Aisle

W O

282 Bay 24, Shelf 2 (Space)

Requested by

Sitveus, Jennifer

Priority

Mormal

Dafe required

MNotes

The Home and Requested By fields will
already be populated. Leave your name as the
“Requested By”, you do not have permissions
to request on behalf of another user with this
function. Now, select the priority for your
request.

Normal priority is the default. These records
will be shipped the next business day. The
“Date Required” field is not used, please leave
it blank.

Rush priority requests will ship the same
business day if they are submitted by 1pm.
Please use Rush priority with discretion.

Pick Up at Records Center allows you to come
to the Records Center to pick up the items. If
you select this option, you must include notes
indicating the day and approximate time you
plan to pick up the item. If the item will be
picked up the same day, please call our office
at 517-335-9132, after submitting your request,
to ensure it is ready to pick up when you arrive.
If a person other than yourself will be picking
up the item, their name must be included in the
request notes. Only State of Michigan
employees from the same agency may take
custody of or review items. The Records
Center business hours are Monday to Friday,
7:30am to 4:30pm, excluding state holidays. All
visitors must bring their State of Michigan ID.



If you need a specific file out of a box, but the file is not individually itemized already, submit the request for the entire box
and indicate in the request notes the name of the file you need. Records Center staff will retrieve and send just the
individual file, and create an itemized file in the system to track it.

If you need the item to be shipped to a user other than yourself, include the name and address information for that person
in the notes. This person must be a state employee from the same agency.

If the item will not be sent back to the Records Center, enter “Perm Out” in the notes. Records Center staff will send a
confirmation to you when the item has been updated to reflect Permanent Out status.

When your priority and notes are complete, click the “Save” button to complete the request. The item will briefly indicate a
message that the request was created. Repeat these steps for each item you need to request. Do not use the system
function for tagging and submitting multiple requests at once.

Once you click “Save”, you will not be able to edit the request. If you need to change or cancel your request, please email
RecordsCenter@Michigan.gov . Your items will be shipped per your indicated priority and instructions, and will also
include a return packing slip for your convenience when you return the item to the Records Center.

When returning items to the Records Center, use the return slip provided with your shipment and list the items you are
sending on the slip.

A blank return slip template is available on the Records Management Services intranet site.

Do not remove, cover, cross off, or otherwise alter the barcode labels on your boxes or files. These are needed to check
the items back into the Records Center.

If you are returning five or fewer boxes, you may send them via ID mail. To send larger shipments, email DTMB-mail-
services@Michigan.gov to schedule a freight pickup.

If you will not be sending an item back, or are removing a file from a box before returning the box, email
RecordsCenter@Michigan.gov .




Keyword Searching Tips Keyword Searching Tips

information was entered in the past, you

1. Searching is not case sensitive Compensation Compensation may need to search Title keywords ina
compensation few different ways to get the results
: you're looking for. Content Manager
2. Use wildcards Comp™ Comp ip . .
. uses specific search logic depending on
compensation
how you enter your terms. It may take a
3, Use quotation marks for phrases “Jones, Mary” Jones, Mary bit of practice to get your search to
return the results you are looking for, but
4. Use Commas to find instances of any lones, Mary lones, Mary these tipS can be pOWEI’fUl tools once
word Albert Jones you learn to use them. You may never
ey bR need to use any of these tips,
5. Use ‘and’ for records that contain all Mary and Jones Jones, Mary quendlng on your I’ECOI’dS,.bUt the five
S Wiy farie Jories tips shown here may come in handy.
lones College, 302 Mary St.




v Q[ s "8 Configuring Properties Pane

When viewing search results, if you

s want to see additional properties for an

- . : item, you can click on the double arrow

W | wwnosmquenasoen snisesssen s RIS icon on the right-hand side of the screen
S to show the Properties Panel. The
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Lansing Capital City Airport. 3-26-0055-3906, FM 19-010-C183, C187. EV. LAND, AKZ109, (3906): Ludington, Masan Coul . . .

2908, FM 61109 Newbery, D 26.0042 0908 . e properties, click on the gear icon at the
Showing 1-3 of 3 (Biperedes ftem #2506 top Of the pane



Select Properties
Then, scroll through the list of available

properties and select the items you want
displayed. When you're finished, click
“OK”. Only properties that contain data
Date Submitted for the currently displayed record will
show. Once you select your properties,
they will remain for future sessions. You
Retention schedule will need to set your properties
separately for boxes and files.

u>

Agency

MNotes

Scheduled Disposal Method

The properties recommended to select
for boxes are:

Title ) Current Location

Date Submitted

From Date

Legacy Submitted By

Notes

Retention Schedule
Scheduled Disposal Method
Submitted By

Title

To Date

User Box Number

Submitted By

Access Control

The properties recommended to select

for files are:

) Container

° Current Location
° From Date

° Notes

° Title

To Date



Record - ) - |

Reporting

Hewlett Packard

Enterprise Recofds Records - creatorime] - 3 Records found i

et fearsc Occasionally, you may want to generate

- -~ S a report of boxes to use outside of the
PO . o o sesreee o b e system. After searching for or creating

A Home A

s B s ockrion oate recsTeRes your boxes, select the boxes you want

il Records. Recent Documents In Transit 05/31/2013 355 PM .

- - to send to your report by tagging them

& 7 Created Records i Inactive Employee Files 2016 E-H just to the Ieft Of the boX iCOn. Then CIiCk

y Psser o T - on the “Show Reports” icon here.

T Insctive Employee Files 2016 1-L

S B Select the “Box Detail Report”, and click
3 ; the “Report” button to generate. The
ssssoconll report will be displayed in HTML format.

i . . .
¥ § = You can print this page using your
y . .
S| 3 browser’s print function.
Remove from
< Records - creatorlme] - 3 Records found
Request
N Create report
Details - Showing 1-3of 3
Cancel <_ B 0%
0X
s (]
* Select the records fo be included in Inactive Employee Files 2016 A-D
the Report
+ Select a Report Template from the New ~ Request Details
below list
* Click Report fo generate and open CURRENT LOCATION DATE REGISTERED
the HTML Report In Transit 05/31/2019 3:55 PM
— BOX
Box Detail Report .

Inactive Employee Files 20146 E-H

3 Iil BOX

Item(s) Selected

Inactive Employee Files 2016 1-L
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