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INTRODUCTION

The Total Recall Web Module Training Guide is organized by function so that users can refer to the table of
contents and find exact instructions on the type of service they wish to request from the Records Center. Even
users who only make requests once or twice a year can use the Training Guide to easily figure out how to do
what they need to do.

Chapter 1, User Access to Total Recall, explains how to gain access to the Total Recall Web Module and is
intended for new users.

Chapter 2, Web Module Screen Components, defines and explains the various components of the Home Page
screen and the Search screens. There are three different Search screens, all used to search for items stored in
the Records Center, and many of the components of these screens are similar. Users should refer to Chapter 2 if
there are terms on the Search screens they do not understand.

Chapter 3, Retrieving, Refiling, and Removing Boxes and Files, explains the exact steps to follow when
requesting a box or file for retrieval, refile, or permanent removal from the Records Center.

Chapter 4, Searching For, Indexing, and Retrieving Files, explains how to retrieve a file from a box when the user
is not sure whether or not the file has ever been retrieved in the past.

Chapter 5, Ordering Flat Boxes and Barcode Labels, gives instructions on how to place an order for boxes and
barcode labels to be used for new records coming to the Records Center.

Chapter 6, Adding New Boxes to Inventory, provides step-by-step instructions for entering box information into
Total Recall to have new boxes picked up for storage in the Records Center.

Chapter 7, Sending Your Order, explains the process for sending orders to the Records Center. Regardless of
the type of service being requested (retrieving, refiling, adding new boxes, etc.), after adding items to the current
order, the user should refer to this chapter for instructions on how to send the order to the Records Center.
Chapter 8, The User Menu Options, explains the various options available from the User menu such as editing
Delivery Sites, checking the status of orders sent to the Records Center, and viewing the current order that has
not yet been sent.

Chapter 9, The Reports Menu, explains how to generate a report from the Total Recall Web Module.

Chapter 10, Help, refers the user to Records Center staff to receive help using the Web Module.

Appendix A, Glossary of Terms, defines terms used in the Web module and throughout the Training Guide.
Users should refer to this appendix if there are terms in Total Recall they do not understand.

Appendix B, Preparing Records for Transfer, explains how to pack records into boxes for transfer to the Records
Center, and how to label and stack the boxes for pickup.

Appendix C, Records Storage Box Labels, shows sample records storage box labels, which must be completed
and placed on new boxes coming to the Records Center for storage.

Appendix D, Box Information in Total Recall, shows sample box descriptions, terms to avoid, and other relevant

information which the user should consider when entering new boxes into Total Recall for storage in the Records
Center. Users should refer to this appendix to understand the importance and usefulness of box descriptions.
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CHAPTER 1 — User Access to Total Recall

RMLO: Records
Management Liaison Officer,
s. 257.36(5)(a), F.S.

AUTHORIZED USER:
The RMLO, as an Authorized
User, will be able to set up
additional agency users in the
Total Recall™ Web Module.

SYSTEM REQUIREMENT: To
use The Total Recall™ Web
Module, the user must use
Microsoft Internet Explorer
version 5.5 or higher.

URL FOR THE TOTAL
RECALL™ WEB MODULE:

http://totalrecall.dos.state.
fl.us/v4

NOTE: Itis important to
not share User IDs and
passwords, as the system
tracks actions by the user
who is logged into the
system.

The Total Recall™ Web Module allows users to do business with the State
Records Center via the Internet. Customers can submit work orders to
retrieve, refile, and permanently withdraw their records, as well as accession

new records into the Records Center.

The Web Module program serves as a remote access to the Records Center
inventory database. It is important for RMLOs to carefully consider access
central to their agency’s records inventory and set up users accordingly.

The user must log on, using a given User ID and password. Records Center

staff is responsible for setting up the agency RMLO as the agency’s

Authorized User. The agency RMLO, as an Authorized User, will be able to
set up additional users for the agency. The RMLO should also make sure
their agency’s User IDs are kept current so that an employee’s user account is

disabled if the employee leaves the agency.

A Login - Microsall Internel Explarer

Bie [t Yew Fgewtes Jock  Help

B/
G

e

+

’ TOTAL RECALL"
“ Records Managemant Softwars

security Control Form
Please Log-In

UseriD

Pazsword

DHE Worldwide Software Solutions
S0 All Rights Resened
S0L Varsion 4.1 7004 1 IF

&) Dore

g

=

& Irteenet

Unauthorized users receive the following message: “User ID or Password

Invalid!”

Once the user successfully logs in, the user will see the Home Page, which is

discussed in Chapter 2.
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CHAPTER 2 — Web Module Screen Components

The Total Recall SQL Web Module program displays a menu bar at the top of the page, which contains dropdown
submenus. Here the user controls program operation and submits orders for processing. Since all of the
screens are available within the menu bar submenus, it is not advisable to use the <Back> button on your
browser’s toolbar. Use the menu buttons instead.

Home Page screen components
o Displays after login
e Available from User dropdown menu

A hutpiihotalrecall. dos.state flus - Home Page [hame_page) - Microsaft Internet Fxplarer
CURRENT CUSTOMER: e S e e e
Disp|ays the agency’s name. TOTAL RECALL" rowenes av TOTAL RECALL"
riysibipeieatnip il (R e e s i QU
the user’'s name _—> Cusrant Cugtomer: STATE, DEFT OF . LBIRARY & BFORMATION SFRVICES Cluansrt Uiser: Lalafns
) beisgers

'NI""-'

Fecords Canter Handbook now svadable. Click here Do downlosd

NOTE: Look for important /

messages about State ~ — |

Records Center operation on bl ekl
the Total Recall Home Page. T,
.E‘]I:lln

Indicates that the user is on the Home Page and there are 0 items on the
current order. The <Log Out> button logs the user out of Total Recall.

The MENU BAR has
dropdown menus that are used " Search User Add Reports Help
to navigate the Web module. v

4

The items on the Menu Bar will be explained in following chapters.

MENU ACTION BAR as > + '{} ﬁl x ! o & ﬁc{

displayed from the Home | oty lactaa: Gadds [ rns Lorins plE L L]

Page

From the Home Page, the only item available on Ae Menu Action Bar is the

_ _ <View> button.
VIEW: Displays items on the

user’s order which have not
been sent.
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Search screen components
There are three Search screens:

e Search — Quick Search
e Search — Advanced Search
e Search —Item

These screens are:

e Used to retrieve, refile, and remove boxes and files
e Available from the Search dropdown menu

Each of the Search screens has similar components which are illustrated below.

<Clear Input> removes search

-aTGTAL AECALL"
“ Racords Mmmegemant Boliware | Sésch Ussr  Add  Reperte  Maip

Corrgit Cutirfer. STATE, DEFT OF - LIBRARY & MNFORMATION SERNVICES  Curmafl Liser Lalafna

fields from the screen. — |

Iltems Matched (5) indicates

Ol gt

mrawenen av TOTAL RECALLT
e LX) DN
L = wiran rmm

Rrries Wached (%) - Gl Snachil
Wi Cuclar  Ling Cuf

there are (5) itemsinthe | - St ety ncgaesten For Fmge sian

. o b - Lallarnn Pangast X
Current SearCh reSU|tS (IISted at e Codi [ciefphion SACMuA. B B Bobdddas MurBr Fhdda Hundir BT Bl /m Fros Date
the bottom of the screen). [ | | T2 I I I
ch_k Search (0)_ indicates the et T By - A P
user is on the Quick Search [ CheckMAUnCheck ] == 1 =
screen and that there are (0) | oo e BT et n e

SR, foa d Froarron Humier Swhadube Rlumbar BT Humber Faord Seriea Tirke

items on the current order.

Lo 2

Page Size indicates the e B R ren worz

number of items that will be D il if  smrans e T

displayed on a page. The user o TR - -

can change this number by e i

entering a new number and Paye W A0 s — — |
pressing the <Enter> key. < ¥
Maximum is 1,000 items. & B e

<Search> searches and adds

TOTAL RECALL"
search results below the @mm.umm-q.rmmﬁ Semeh Usw ASd | Fapits | Wi

current search results.
<New Search> searches and
clears current search results

Carreit Cuitirier. STATE, DEFT OF - LIBRARY & MNFORMATION SERNVICES  Curmafl Liser Lalafna

3
Ol gt

mrawenen av TOTAL RECALLT
e LX) DN
e el mmen ey s Tem o mme

Rty Wached (%) - Gl Skl
Wi Cuclar  Ling Cuf

o B Ty Syt [wpuarlreard Frcpssim For g are
before displaying new search Pk = - Laena gt =
e Codi [ciefphion SACMuA. B B Bobdddas MurBr Fhdda Hundir BT Bl Fucird Cafar Tie Fros Date
results. i | e I I I |
. Samch  hew Search e N
Check or uncheck all items Bed oo -AlfPge Tl AP o
Check ALAnCheck Al s ] me Add ToOrdr  Cleer Resuly

in the search results.

Indicates number of pages of
search results. User can
navigate by clicking on the
page numbers and arrows.

Allows user to export all or the
current page of search results
to an Excel spreadsheet or a
text file.

B et

Adds checked items, in the search
results, to the current order.

Clears the search results.

Allows the user to import a list of Item Codes to search by.

CHAPTER 2 — Web Module Screen Components
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Menu Action Bar on the Search Screens

From the Search screens, the Menu Action Bar is used to add and remove items on the user’s order, clear the

search fields and the search results, change the Requested Action, and view the user’s order. The function of
each button is listed below.

+ = Same as “Add to Order” button — adds selected/checked items to the current order.
A00

= Removes search fields from the screen and clears the search results.

93| = Changes requested action to “refile.”

—
¥ | = Changes requested action to “remove.”

gLl - Changes requested action to “retrieve.”

%{ - When order is ready to be sent, click to display the send order screen.

.III-= Removes unchecked items from the current order.

&> - Click to view items on the current order.

CHAPTER 2 — Web Module Screen Components 11



Search Results Grid

The Select | e e e e EFEIEEE:.B.DI _________________________________
column indicates Detail ttemn Coda Dezcription L Focession Number Schedule Hum
the status of each Permed Out! H DEOTEA0GITET DEI7ET 030788
item. Permed Out! 43 D3067EI0H137 08137 030673
Destroyved H 730119025633 025633 7301189
Item Type = Box []
indicates the Ftrieve A2 dd e @o7RO00RORD IR 910729
items displayed n . e
are boxes. Fotriove 43 4% Af  CO0D0DDSE35Z 2004 GENERAL CORRE1 OF 1 0075573 G51-8
Retrieved
E:VE?;E 45 40 48 COD00D1559TE LSTr 1999 Box 20 of 33, box 16 of DOBEEZE G51-5
on 111805

In this example, the selected action is Retrieve, so the items that are available for retrieval have a check box in
this column. For the other items, the Select column shows their current status.

Detail column on the Search Results Grid

The Detail column allows the user to see details about the item displayed.

D & + 3
i 810728007070 007070 S
The first symbol Refrieve *\fﬁ 1
s “Add Non- " [ gAdd NoreIndexed Tt 5300 2004 GENERAL CORRE 1 OF 1 0075973 T
Indexed Item. e

Displays files indexed in the box and allows the user to retrieve those files or index
additional files in the box.

The Sec.ond Ll 4% 40 4% atorzen0voro 00070 010720

symbol in the Retrieve

DedtZII COllurTIm IS O H alAdd Multiple Tkems o Parent |sengraL cORRE 1 OF 1 0075273 GS1-§
"Add Multiple Retrieve

Iltems to Parent.
Allows the user to index multiple files in the box. Note that this option does NOT display
files already indexed in the box.

The third symbol Ll 43 44 43 wvo720007070 007070 210720

in the Detail Retrieve

C(?Iumn Is “ltem O ) 43 4 4ttem History Report |Jn4 GENERAL CORRE1 OF 1 OO75ET3 GE1-%
History Report.” Retrieve

Displays an Iltem History Report for the item, showing what actions have been taken on the
item. A sample report is displayed below:

Item History

Report for item item Code - CO0000155972

C00000155972. ,

It shows when .ﬂ\CtI.OI'I Due Date Reguested For
X Retrieve 111852005

the item was Retrieve 11182005

added, retrieved, Refile 111712005

and refiled. A 056252005
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Exporting Search Results to an Excel File or a Text File

From the Search screens the user has the ability to export the search results to a Microsoft Excel file or a text file.
This provides a means of getting inventory data into a format that can be manipulated by the user to produce
reports or printouts of customer inventory stored at the Records Center.

Powerep By TOTAL RECALL"

@ Iegrlﬁ:agﬁaﬁa?sﬁhlr—;r Search User Add Reports Help } IE' II'

E_CLEAR WEW  SUSHIT

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERWICES  Current User: LaDonna lems Matched: (126) - Guick Search (0]

agers
Clear Input Yiewe Order Log Out
Select ke Type Select Department Reguested For Page Size
Box b 01 - Information Access Services - FAW, Laws & Code w LaDonna YWagers 10
ttemn Code Description SRC/Cust. Box # Pecezzion Mumber Schadule Number tterm Mumber Record Seres Title From Date

S LT S h
=are S SEAre Excel Export - &l / Page Text Export - All £ Page
Import File
[ CheckAl/UnCheckAll | == 12345 > == = Ear Results

ltem Type = Box

Selact Dietail ftem Code De=scription SRC/Cust. Box & Aocession Humber Schedule Mumber ftem Mumber Record Seres
O 45 4 4§ ooosvatesosT 165057 890573
Retrieve
D & + e
41 4t di oo0seies0es 165028 900573
Retrieve
O 43 4 4§ ooosvatesoss 165039 990573
Retrieve
1 A® ot a®

The user may choose to export all of the items in the search results or just the current page by clicking on the
“All"” or “Page” button next to the Excel Export or the Text Export.

File Download (X

Do you want to open or save this file?

@ Mame:  action.xls
Tepe: Microsoft Excel Workshest

From: totalrecall dos,skate fl.us

Always azk before opening this type of file

harm your camputer. [F you da not trust the source. do not open or

@ “while filez from the Internet can be useful, zome files can potentially
save this file. What's the risk™?

Depending on the user’s workstation settings, a “File Download” dialogue box may be displayed and the user can
choose to “open” or “save” the export file.

CHAPTER 2 — Web Module Screen Components 13



A hit p:fftotalrecall. dos.state. fl. usfvd/action. asp?action=ExporiGrid&Empld... EJ [E| g|

File Edit  ‘“iew Insert Format  Tools  Daka Adobe PDF GoTo  Favorites  Help t
w — it 5 >
> </ \ﬂ \ELI _l\J Pl ) Search :3’ Favorites @\i % -
Sddress :&Llhttp:,l',l'tu:utalreu:all.u:Iu:us.state.FI.us,l'w’f,l'actinn.asp?au:I:iu:|r|=ExpnrtGrid&EmpIu:I=5EIS4B:nStart | &4 Go
F12 v %
A, B C D E F G H —
1 litemcode |refl ref? ref3 refd refs refs refs rE |
2 [Bo0573165 fEso87  Boosr3 ‘Do i (5 1 [
3 [Go0573165 fEsoes Boosra ‘Do i (5 1 i
4 [Bo0s7316E fEsaee Boosra Domi i (5 1 ot
£ MoDs7316E fEsoo0  Toosrs Domi i (5 1 !
F Bo0s7316E fEso91  Doosr3 Dom i (5 1 ot
7 Bons7316E fEso92  Topsrs Dooi i (5 T ol
£ COO00008EFLORIDA .1 OF 10 0035696
9 00000086 FLORIDA .2 OF 10 D035696
10 COOODDOBEFLORIDA .3 OF 10 D035696
11 CODOOOD0BEFLORIDA .4 OF 10 D035696
I3 CO0UOUB{FLORIDA 15 OF 10_[0oeede — -
M 4 b M\ xls0000005054 / <] | d/l
;EI Unkniown Zone

The screen shot above shows a sample Excel spreadsheet file containing the exported search results.

2 hitp:Htotalrecall. dos.state. fl. us/v4/action. asp?action=ExportGrid&Empld... EJ[E|E|

Fil= Edit ‘Wew Favorites Tools  Help o
&) > \ﬂ E'l _;‘J /'._ ) Search :ﬁ\f Favorites <) = = ST

Address | @] http:/ftatalrecal das. state.Fl.us/v4/action, aspraction=ExpartGridéEmpld=5054&nstart ¥ | 4 Go
"AO0STITES9ET" M TIAS9ET MRG0T 000" 1" " MOt gt e =

09/17/1998 00:00:00 03/17/2008 00:00:00 03/18/1998 00:00:00 0%17/1998
00:00:00 "990573165988" " *165988" "990573" "0001" 1" *6" "D1" "26" M M
" f £ 09/17/1998 00:00:00 09/17/2008 00:00:00 09/18/1998 00:00:00 09/17/1598
00:00:00 "990573165989" " *165989" "990573" "0001" 1" *6" "1" 1pE" v v
" f £ 0911771998 00:00:00 09/17/2008 00:00:00 09/18/1998 00:00:00 091741998
00:00:00 "990573165990" " *165990" "990573" "0001" 1" *6" "1" 1pEn v v
" f £ 09/17/1998 00:00:00 09/17/2008 00:00:00 09/18/1998 00:00:00 0%/17/1398
00:00:00 990573165991 ™ "165991" "990573" "0001" 1" *6" "D1" "26" ™ M
" 10911771998 00:00:00 09/17/2008 00:00:00 09/18/1998 00:00:00 091741398
00:00:00 "990573165992" " *165992" "990573" "0001" 1" 6" "D1" "26" M v v
" f £ 09/17/1998 00:00:00 09/17/2008 00:00:00 09/18/1998 00:00:00 09/17/1598
00:00:00 "C00000086223" "'FLORID A ADMINISTRATIVE CODE REFERENCE v

@l Dane  Internet

The screen shot above shows a sample text file containing the exported search results.
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Searching using an Import File

From the Search screens the user has the ability to search for items using a file to import Item Codes to search
for.

£ Import Test.txt - Notepad
File Edit Format Miew Help

CO0000141 289
CO0000141300
CO0000141714
ClOF29007068

090573165958
CO0000086224

In this example we will use the import file shown above. Note that the import file must be a text (.txt) file
containing text only (no formatting from Word or other software packages):

5 TOTAL RECALL" roweneo av TOTAL RECALL
u Mopsrds Massgament Saftwars r Temch Beai  Add  Bepoile  Haelp J

it Customedn STATL, DLPT OF - LIEFARY B INFORMATION SHRWICLE  Current s Lalonng
L
Clear inplt
Srlend Bern Typn Sloct Deparkrend
s o

Tearch Mew Search

By clicking on the <Import File> button, the user is able to browse for a file from which to import.

| Browsze... |
Cortinue | T

choosefle ]
Lok i [13) Impont Fles RN =Y = s

[W]mamcAT TEST TuT,

Deshiop

=

My Documents

=
My Compuer
rde Fil nasree. hd Dpen
My Nt | = I—
Flaolme  [adFieci) =l Coreced |
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IE:HImpnrt FilezhIMPORT TES  Browse... Im

Continue | +—

Clicking on the <Continue> button after selecting the file will prepare the file for processing.

B e L e B e ettt L et BT e siatatttnat

ﬁ TOTAL RECALL" =
u Records Management Software &

Web Import Processing

Thank you. Your file is ready for processing.

[ Click. here to continue. . ] 4+—

Clicking the <Click here to continue...> button will begin the search.

‘3 TOTAL RECALL rowerED By TOTAL RECALL

Arcords Meragemant Saftwars EI_IJIEI':FJFE

Qurrerd Cuntomer STATE, DEPT OF - LIBRAAY & MFOFMATION SERVICES  Qurverd iz LaDonma

M rerey Madched (8) - Guick Search (2)

Chear Inpead v rder  Log ol

A sample of the search | it i P — P— Pagw 20
results from a file o T Laborna Wager 0

Import search.

Excel Expent = AN rPage Tl Expedt = Al 5 Page:

it Pl
Check AR UNChesck A0 L T Add ToOrder  Chosr Rells

______ __l-'l wil«:

Leerr Ceazd iy, ok Tkt e ARCIun baa d S r R M Snbadds Hmbar Lo Pastutral Saras
I I H i FHEROTONM DAT PI0TIE

= IR

Ll oA weseee 1esEm et

LLIESE]

0 ﬁ 1k 'ﬂ oD FLOREI0A ARARISTIRA T OF 18 Lot L] a2

Lt

vy

D OO0 b LA T B I3 ol 3, bew 7 of £ (O0SSST L3105 ] 1) Ol Fiai .
- IR T ]

D l; u ‘{: CO0000 W00 LT | B Jlal 3, bee ¥ of | (O0SEN0 [10 ) 1) Ol Fiai .
Brlrieve

D l; ﬁ u CR0R00 HIT 14 varwas Helrbwwhs. frn B Wal 4 Wty LRI 1w Ol Fius .

The search results will be displayed just as they are for other searches.

CHAPTER 2 - Web Module Screen Components
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CHAPTER 3 - Retrieving, Refiling, and Removing Boxes and Files

There are three menu options that can be used for retrieving, refiling, and/or removing boxes or files:

e Search — Quick Search
e Search — Advanced Search
e Search - Item

The components of these screens are illustrated in Chapter 2. Here we will focus on the steps the user takes to
retrieve, refile, or remove items using the three different screens.

From the Search - Quick Search screen —retrieving, refiling, and removing items:

2e|e0tthUICk h TOTAL RECALL" rowerep sy TOTAL RECALL"
o ch e | & - _[sowan] X RIE
Recerds Management Software User Add Reports Help |
Search dropdown @
menu. Caurrent Customer: STATE, DEPT OF - LIBRARY & IM Advanced Search Current User: LaDonna Home Page (0]
Sk Lag Out
tem
Miscellaneous
Records C wvailable. Click here to download.
Select: -
. rowpero B3I OTAL RECALL
=) TOTAL RECALL" S
. Q Records Monagemeant Softwarse r Search User Add Reports Help J E" IEI ﬂ @ g
e Retrieve, . 0 \GETRETE AEFIE REROEAROG -
: Current Customer: = FORMATION SERWICES  Current User. LaDonna 5
e Refile, or /W fems Matched: (0 - Quick Search (0)
° Remove Clear Input Wiewy Oroer Log Ot
Select tem Type Select Department Requested For Page Size
by CliCking on the ~ v LaDonna Wagers 20
desired choice.
Search  Mew Search

Select:

e Box, or

The current Requested Action is displayed in green. “Retrieve” is the default requested
action. Note: If you remove a box or file, you will not be able to return it to the Records
Center; it is a Permanent Removal.

rowerep sy TOTAL RECALL"

@ lgrzﬂhsgiﬁagﬂhh“r Search User Add Reports Help J IEI III

E CLEAA WIEW _SUBHIT

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna

° F||e - kems Matched: (0) - Guick Search (0)
Clear Input Yiew Crder  Log Out
Zelect ftem Type Select Department Reguested Far Page Size

The search fields
are displayed.

The fields
displayed are
based on the Item
Type selected.

i~ Lalonna VWagers 20

Frowerep sy TOTAL RECALL"

@ :a:?rl%;agﬁiﬁ?ﬁhh“r Search User Add PReports Help J IEI “ @ E

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERWICES  Current User: LaDonna

tems hatched: (00 - Guick Search (00

BAErs
Clear Input Wiew Qrder  Log Out
Select tem Type Select Department Requested For Page Size
Box v b LaDonna Wagers 20
Itel Deseription SRC/Cust. Box # Aocession Number Schedule Number kemme
Search '

—_—
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If searching for
records in a
specific
Department, then
select the
Department from
the dropdown list.

Enter search
criteria in one of
the search fields.

Then press
Search or New

Search to perform Y
the search. /

The search
results are
displayed at the
bottom of the
screen.

Since there is only
one item in the

search results, the
—_—

item is
automatically
checked.

Sending your
order

CHAPTER 3 - Retrieving, refiling, and removing boxes and files

roweRED By TOTAL RECALL"

TOTAL RECALL"
@nm.,.u.....mmmm Tameh e ABd | Fapots Welp RIS

Qurrerd Cutomer STATE, DEPT OF - LIBRARY & MFORMATION SERVICES  Currant User, Laloens 8 dobctvod {TTh - Coch i

Ele'!‘ et

4

Wherw Oeder  LiogOud

bt Bern Type > Mmpesdnd o Page Sire
Rim W LLsDsona Visgens oL
[ vz due M e M Fcont) Sarmd Toe Fram O

01 - Information Acoess Services - FAW, Laws & Code — e
I iz - romemstion At Servicns » Sinte Arctivess | I I I
Seath  Hiw Seurch 15 . Corvitpmsrt

(M - Carveliopment - Grants

15 - Informeation Sysiems « Bectronic Library [[mperi oo |

D - e of (i Devaken Dirgclor

07 » Cinfrarsoalin’sy O Toe

Note: If your agency’s account is not departmentalized, Select Department will NOT be
displayed.

powerep sy TOTAL RECALL"

J HEBIX O/l

D0 RETAIEVE REFILE REMOWE UFDATE CLEAR  WIEW  SUBHIT

-, TOTAL RECALL"
“ Records Management Software r Search User Add Reports Help
.

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna

tems Matched: (0 - Guick Search (0]

YWagers
Clear Input Wiew Order  Log Out
Select kem Type Select Department Reqguested For Page Size
| Box A4 b | |LaDonna Wagers | |20 |
Dezcription SRCJCust. Box # Pecession Humber Schedule Mumber ftem Number Record Seres Title From Date

{ Coge
00000086233 )| Il I I I I I

garch  Mew Sear
Import File

This will search for a box with Item Code “C00000086233.”

Frowerep sy TOTAL RECALL"

T BT E

REFIE REWOVE UFDATE CLEAR VIEW  SUBHIT

-, TOTAL RECALL"
“ Records Management Software r Search User Add Reports Help J
>

Current Custamer: STATE, DEPT OF - LIBRARY & INFORMATION SERMWICES  Current User: LaDonna
agers

tems Matched: (17 - Guick Search (0)

Clear Input Wiew Qrder  Log Out
Select tem Type Select Department Requested For Page Size
Box i | | . | |LaD0nna Wagers | |2D |
ttem Code Description SRC/Cust. Box # Aocession Mumber Schedule Humber ttem Mumber Record Series Title From Date

I I I I I I I
Search  Mew Search

Excel Export - Al / Page Text Export - &1 Page

[ Check All/UnCheck Al == 1 == Add To Crder Ylear Results
ftem Type = Box \
Select Dietail ftem Code Description SRC/Cust. Box # PAeocession Humber edule Number ftem Number Record Series T

DO356E5 186 4

- 4% 4§ 48 cooooo025233 FLORIDAADMINISTRT 1 OF 8
Retrieve

To place this item on the user’s order, make sure the item is checked and then click <Add
to Order>.

The steps above can be repeated to add additional items to your order. Note: Do not mix
items for retrieval, refile, and remove. Each type of service should be submitted on separate
orders.

Refer to Chapter 7 for instructions on sending your order.
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From the Search

Select Advanced
Search from the
Search dropdown
menu.

Select the
Requested

Action by clicking ___
on the desired
choice:

e Retrieve,
Refile, or
Remove

The Advanced
Search allows

more flexible
search criteria.

For example, you
can look for items
that contain a

certain phrase ™~
using the search

box here.

After entering the
search criteria,
press Search or
New Search to
display the search
results.

—

The Advanced
Search also allows
the user to search
for items that
have been
removed from
inventory:

Check the box
labeled “in a_—
specific
status?” and
Check
“REMOVED.”

—

CHAPTER 3 - Retrieving, refiling, and removing boxes and files

- Advanced Search screen —retrieving, refiling, and removing items:

R

Current Customer: STATE, DEPT OF - LIBRARY & I
Aers

POWERED BY TI:ITAL_REBA L
J HREXTOEE

Home Page (1)
Loy Ot

TOTAL RECALL"

Records Monagement Software

User Add Reports Help

Quick Search

Advanced Search

Item

Currert Uszer: LaDonna

Miscellaneous

Records ©

vailable. Click here to download.

TOTAL RECALL"
Aecords Mansgemant S5 Twsrd f Srarch

R

Cur

el Customer: STATE, DEFT OF - LDRARY & P40

B baiched (0] « Adwaroed Searchi(2)

Teet tmmch for Bere ... Chiar bgad Vi O Lung (o

of & wpecilic bppe? w anshgreed Lo o spocilic deparlment T w
of & specific storage type? n ) i & specilic stabus? Ix ouT REMOVID
[] o] et bin o g purrsinns At s CorLa Page Size [
] wth
[ Long Descripkion Conkains? Requested For | Jlioong “impori i

The current Requested Action is displayed in green. “Retrieve” is the default requested
action. Note: If you remove a box or file, you will not be able to return it to the Records
Center; it is a Permanent Removal.

roweren oy TOTAL RECALLT

TREXEIREE

TOTAL RECALL"
Hﬂﬁwleimlmmfiﬂﬂl User  Add  Repons  Help J

- J

Currdnl Duitondn STATL, DOFT OF - LIDRARY & NFORMA TION SERYICES  Currant Uisn LADOnnS

Rems Maiched: (0] - Advenced Seerch (2]

B
L sarch bor B ... o gl Wirwe Order Loy Ca
of & speilic type? w gnaed to o specilic dep 7 w
of & spacific aborage Fype? = [ In i spesific status? L] LT MM
O checked eail b o specilic prrson® ek wharls ol Page Sice |2y
nane
[ ] Long Description Conkains? Requested For || alenrs it Film
Wik allowing relererce data: #

[trn Cal i
P
SR Munber w

* ShArch Ml Sidecl

e

Additional search fields are available by scrolling down. In this example, we are searching
for boxes where the Description field contains the phrase “administrative code.”

roweren oy TOTAL RECALLT

TREXEIREE

Rt Machad: (0] - Advinced Seanch (1]
Wirwe Order Loy Cod

v
s Bize |2

it Film

TOTAL RECALL"
Hﬂﬁwleimlmmfiﬂﬂl User  Add  Repons  Help J

- J

Qi Duitdadr STATE, NPT OF « LIIRARY & MFORMATION SIRVICDS  Curradnt Uik Lalana

Wages
igned to oo specilic dep #
ks [EoE s
with

L

]
L soarch Por Bevi ... Cioar gad

of & specilic byped
ol & specific storage Lype?
O checked el ke o specilic person?

Snwch

Mo Sniw (1
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To search for
items that are
checked out to a
specific person,
use the “checked
out to a specific
person?” check
box.

Note: We do NOT
use the Long

Description field, 4

As with the Quick
Search, the
search results
are displayed at
the bottom of the
screen after
pressing Search
or New Search.

To place an item
on the user’s

order:

e Check the box
in the Select
column and

e Click <Add to
Order>.

Sending your
order

roweren oy TOTAL RECALLT

S XL

TOTAL RECALL
u HHWrMﬂHMIW[WH User  Add  Repanis  Help J

Currdnl Duitondn STATL, DOFT OF - LIDRARY & NFORMA TION SERYICES  Currant Uisn LADOnnS L M {6~ A & i

I soarchfor v .. Cloar byad Virw Grder Loy Ot
of a specific type? v d to a specilic dep 7 -
of & gpecific atorage bypa? = [ i speecific sbatus? = OUT  RESNID
& 5] hecknd et b sporeilic presin® Oﬂ O :Ih ot [Eae >u-?.|=. =
N | Long Description Conkains? Requested For || e gt Pl
wikh the lollowing relerence data; #
Itarn e o
Descrghan -
R Mt -

ShArch Ml Sidecl

TOTAL RECALL" rowereo ov TOTAL RECALL
u HHWrMﬂHMIW[WH User Add  Repants  Help J’ T 5

Qi Duitdadr STATE, NPT OF « LIIRARY & MFORMATION SIRVICDS  Curradnt Uik Lalana

Rihis Mached: (0 - Advancad Saarch (1]

]
L soarch Por Bevi ...

The steps above can be repeated to add additional items to your order. Note: Do not mix

items for retrieval, refile, and remove. Each type of service should be submitted on
separate orders.

Refer to Chapter 7 for instructions on sending your order.

CHAPTER 3 - Retrieving, refiling, and removing boxes and files

o gl Wirwe Order Loy Ca
of & speilic type? w d bo o speecilic dep ¥ w
of & specific storage Lype? v [ i spmmific statut [ T} HESIIED
O checked el ke a specilic persont ek ks Gl Pags Siee |y
name with
N
[7] Leng Description Lontsins; Requested For || e It Pl
vtk the Following reference data: #
b Cener -
Despeviphion £
SR Nunber -
w
Shach  Mew Seaih
; roweree oy TOTAL RECALL"
TOTAL RECALL
u‘ Risords Messgemant Sittmars [ Seareh Ussr Add Beports Mep | J% 2T
4:.nn:mm STATH, (NPT OF . LENRASY & R ORATION SHRVICTS Currant Lisr Lalionna 3. 5 al
L sarch bor B ... o gl Wirwe Order Loy Ca
of & speilic type? w d bo o speecilic dep ¥ w
of & specific storage Lype? v [ i spmmific statut [ T} HESIIED
[] etk ol bix a speeilic person® enack Aarls corb Page Size |2
name with
[[] Leng Description Lontsins® Requested For || e It Pl
vtk the Following reference data: #
b Cener -
Desrphion  Conbers w0 ety kv code
SR Nunber -
w
bl e s Ecced Expunt - AN/ Pagre  Toat Exianl - A [P
Lheck ALLInCFech Al == 133 ¥ Add 1o Orar Neddle  Clear Hesuls
* . et
bam Code  Daierpieon SR o Bpoaiion Harbe  Sledus Reder a1 Hrrbed Ricosd St Tt O
CODBMOSATY FLORI ACLIRISTRS | OF 1D LA 168 4 al
COOBMOMITM FLORE ACLIRISTRR 3 OF 1D frr) M 4 ol
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From the Search - Iltem screen — retrieving, refiling, and removing items:

Select Item from
the Search
dropdown menu.

To search by Item
Code, the user
only needs to
enter the Iltem
Code in the blank
box after Item
Code.

Then press
Search or New
Search.

From this screen,
you can also
search for a
specific Item Type
and by other

fields based on ]

the Item Type
selected.

To change the
Requested
Action, click on
the desired choice:

e Retrieve,
e Refile, or
e Remove

Once the search
results are
displayed, the user
can add items to
the order by
checking the box
in the Select
column and
pressing <Add to
Order>.

Sending your
order

mowenen oy TOTAL RECALL

@ TOTAL nquLLLL-

itk Feach
Crarerd Cousbortow. STATE, DEPT OF . LIBRARY £ M

1 Lk, Lals
. e LT r =1

50
oy

Records € railable. Chck here to download

roweses ay TOTAL RECALL

TR Bty ey =) )| P )

Currant Customer: STAT
b agers

B PPORMA TION SUICLS Current Lissn Lalanng L sttt (0 - i b &

Clear input hrw Crder  Liog Ot
Seiact bam Types e Departmeend g Page Sxe
w w | | Laliorns wagen Iteen Code =l Fuil
Soarch  How Seanch

The Search - Item screen is set to search by Iltem Code by default.

poweren 58y TOTAL RECALL"
' TOTAL RECALL
u Records Managemant Software r Search User Add Reports  Help J +| <5 |3 m ! O O] @
- ADD  RETRIEVE REFILE REWOVE UPOATE CLEAR  VIEW  SUBHIT
-'\(r:at';:? Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna tems Matched: (0) - Request tems (2)
Clear Input “iew Order Log Out
selertteuy Type Select Department Requested Far Select tem Using Page Size
Box ) v| | v| |LaD0nna\N’agers | Item Code A | | |2D
MW Search e
Description
SRC/Cust. Bow i Import File
Accession Mumber _
Schedule Number
Item Mumber
Record Series Title
Fram Date
ToDate
Expire Date 1
< |
POWERE » TOTAL RECALL"
TOTAL RECALL"
u Records Menagement Soltwore Seareh  User  Add  Reparis Help # ]-+J I |ﬂ
[¥ el - ETATE, DEPT OF - LIBRARY & INFORMATION SERVICES b Lal
um: ‘1evinmer 5T H LFTENE A Bems Malched (23] - Request Rems [2)
e gl e Oncder Lug Ol
Galact Bam Types Sabect Dwpartment [Recguesied For Salect Bem Uging Page: Size
Box Lo A LaDiorrs Wager Accedion Hurber W | 035005 20
Swarch  Mere Swarch Exip] -AliPmge  Teot Pepon - AN/ Page
[ Check AL URCheck, A1 ] o {2 =» @ Upaiale  Clenr Reaults It File
. _ iem Type = Bax . .
adeck Ciead Bem Cads  [(MEcApBen SR, ey i Bcestnien Mumbbr fichidtils Mumibdr Bam Humber Fbeind fanad T
D stroped 1% CONONBAS CHT RAnMOkS tita [P [F ] FATRAMNTIONS
Dordeored ﬁ COOMOEIEEd EXTRADIMONT Bila [oinkos Pl I ETRADITIONS
D strcpad TH CONONEAESE EaTRADITIORE i [ ' i EXTRAMTIONE
Ll 4% 44 4% cooooeess cxrisomons LTH] [T 153 I CXTRAITIINS
Flrierve
®“‘ A% Ai AR COOO00ENIET EXTRADITIONS 1E] LS ] ] EXTRADITIONE
F‘ 4% 41 4f  COONO00EIES STRADIMONS o4 0I5 19 I EXTRADITIONS

The current Requested Action is displayed in green. “Retrieve” is the default requested
action. Note: If you Remove a box or file, you will not be able to return it to the Records
Center; it is a Permanent Removal.

The steps above can be repeated to add additional items to your order. Note: Do not mix
items for retrieval, refile, and remove. Each type of service should be submitted on
separate orders.

Refer to Chapter 7 for instructions on sending your order.
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CHAPTER 4 - Searching For, Indexing, and Retrieving Files

This chapter explains how to index and retrieve files. If the file you are looking for has already been indexed, and

you know the Item Code or Barcode assigned to the file, you can retrieve, refile, or remove the file by following

the instructions in Chapter 3. If you do not know if the file has an assigned Item Code or Barcode, follow the

instructions below.

The following steps can be performed from any of the Search screens — Quick Search, Advanced Search, or

Search — Item.

Since you do not
know if the file has
been indexed, you
must first search
for the box in
which the file is
located.

In this example,
we are using the
Quick Search
screen and
searching for box
C00000016788.

When the box is
displayed in the
results grid, click
on the first
symbol in the
Detail column.

The Children
Display screen
will display. This
screen shows files
that have been
indexed into the
box.

— TOTAL RECALL® T
“ Rscords Meangement Soltwars r_s-umh User Add  Heports  Help J + H_}.,I Iﬁ' M 1 ]QJ |1;)| !ﬁ
-, T wrwnn T Swen G T wee e
Current Customser: SUPREME COURT Currert User, Damans Prce B MalChed (1] - Guck Search (D)
Clenr inpag s Orcder Ling O
Satect bem Type Fiequested For Pagye Size
Eins b Darkars Price il
nem Code Deserpson ERC/Cum, Bax § Fecessien Humber  Sehedult Mumber e Hambar Record Serkes Tile  From Dae
fovcoo0id7E: Il Il I[ 1 Il Il I[
Stk Unead Dupaet - AN 1 Pragpe Tt Dvpedt - &1 Page
gt P
[ CheckAlfUnlheck Al | a2 1 »» Ackd To Cevder Cloer Rl
B Typsk ® flax
St Daisd Wun Code Dasrigtion FRCITeat, Bon B Bocaiiion Harker Suhedds Burber barn Fhanbar Foweard Swmbe
L A3 A AF  codaniaTEd SUPRBME COURT CAf 1 ey
Feefrierve

Enter the search criteria and click Search or New Search.

ftern Type = Box

Select Detail ftem Code Dezcription SRCSCust. Box # HAocession Number Schedule Humber ftem Mumber Record Series Title
4% 41 4% co0o00001678% SUPREME COURT CAS 1 0003693
Retrieve W

Add Mon-Indexed Ikem

Click the Add Non-Indexed Item symbol to display files that are indexed in the box.

‘A hitp:Hitotalrecall. dos.state.fl.us - Children Display - Microsoft Internet Explorer

Parent Bar Code = CO000001 6785
Parent Type

RETRIEVE ~ CANCEL

Select kem Type

= Box e a0

J

|Total number of ré

ttem Type = FILE

Submit? ftem Code Diescription FILE IO
Retrieved! FOODDOD0Z 163 [scotteor
Retrieved! FOO0DO0DZ164 TBRERLA BOGLE WS, § 'scottror
FOODDOD03267 SHARPE /5 MOTTE 5CR5346

If the file you need IS listed, you can simply check the file and press the Retrieve button

to add it to your order.

Il On Order! FOOODODD3 26T

SHARPE"S MOORE

SCA534G

After the file is added to your order, the Submit? column will display On Order!, indicating

the file has been placed on your order.

CHAPTER 4 — Searching for, Indexing, and Retrieving Files
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If the file you need
is NOT listed, click
the down arrow for
Select Item Type

and select “File.”
Then press the
ADD button.

—_—

The Add Non-
Indexed Child
screen will display._’
To index the file,
enter the

_Fi*—d PG
otal number of records: 4

2 http:Hitotalrecall. dos.state.fl.us - Children Display - Microsoft Internet Explorer

Parent Bar Code = CO0000D0M 6755
=B

ltem Type = FILE

Submit? ftemn Code Dezcription FILE ID
Retrieved! FOO000D0: 1 6% BRETT & BOGLE WS, £ 0011607
e

| http:{ftotalrecall. dos.state.fl.us - Add Non-Indexed Child - Microsoft Ints

Dezcription

|Amy L Smith |
|355.28-1234 |

FILEID

> () (G

Description and
FILE ID and press
the ADD button.

A blank Add
screen appears,
which allows you
to enter additional
files, if desired.
When you are
done entering
files, press the
Cancel button to
close the window.

To close the
Children Display
window, press the

CANCEL button. Fance.
— | otal numker of records: 5

2 http:/ftotalrecall. dos.state.fl.us - Add Non-Indexed Child - Microso

Dezeription | |

FILEID | |

3 http:Htotalrecall. dos.state.fl.us - Children Display - Microsoft Internet Explorer

Parert Bar Code = CON000016783 Select ttem Type

Once you are back
on the search
screen, click the

a Parent Type = Box A
e Type = FILE
Submit? ttemn Code De=zcription
O
Retrigved! FODDOODO2162 BRETT A BOGLE WS, £
Retrieved! FODODO0DZ 164 BRETT A BOGLE 'S, &
On Order! FOODOO003267 SHARPES MOORE
[ FODDDDDDSDE4
" TOTAL RECALL® rowerco oy TOTAL RECALL
u Records Menagemant Soltwaro r Seareh User  Add  Pepons Help J L'H m
o G EIETI RALI meTR ETAME G TER v

<View Order>
button to see the
files that were
placed on your
order.

Charred Cuoconeer . SLPREME COURT  Curosed L Boariows Prics Bere Wadchend (1) - Cadck Seanch ()

Chear inget —> Wigw Drder Lo Ot
wepat Bam Typs Radpassied For Page Sz
1) W Barbars Frice 0
mem Code DS oripacn ERGCum. Bax # FopesRen Number Sohedule Hamber mem Humier Fasaord Eanes Tuke Frosm Dane:
Sennch  Wew Seanch
Exoetl Expan - A 7P Teom Ex AP r
e Pt A e—— ]
[ ChechAlfUniSmckAd | =< 1 == Ad ToOrder  Clear Fasuls )
- e e - = =\
Gy Dol mem Code (Degoriptian, ERCCum, Bax F SoRREsin Numbe Gobadule HumBer em Humbser Frgond e
!J' ﬁ ﬁ ﬁ CINNOR AN SUPHIML COURT CA2 e
Feefrierve
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The file that was

! w TOTAL RECALL" rowrern nv TOTAL RECALL"
already indexed Records Managemant Soltwore r Geareh  User  Add  Reports  Help J |+| m
i A1 SITENVE RALI RSCWL PRUAL CUAAY  TEM R
In thedgoé and that Curresn Clestomes SLIPREWE COLURT  Current Liner Barhinens Price: mwm
we a . e. to our Save ool Tonlirese Lo Sl
order is listed T
here.

B Typa & TR
\sum bem Code  Detad Forent hem Code  Cusmamer Hame  Desoaption FILEID  Dsames  Commenss 7
And the file that ,E,_,, FOOUOR00T07 COOMOMTER  BUPREMECOURT  SHARPEVE MODRE  BCISI
we indexed and -
added to our order :,::?! CONMOMTE  BUPREMECOURT vy L Smah 6T 12
is listed here.
oo Top

Sending your
order

CHAPTER 4 - Searching for, Indexing, and Retrieving Files

The steps above can be repeated to add additional items to your order. Note: Do not mix
items for retrieval, refile, and remove. Each type of service should be submitted on
separate orders.

Refer to Chapter 7 for instructions on sending your order.
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CHAPTER 5 - Ordering Flat Boxes and Barcode Labels

This chapter explains how to order records storage boxes (“flats”) and barcode labels. This is done from the
Search — Miscellaneous menu.

Select: ‘ TOTAL RECALL" rowerep sy TOTAL RECALL"
—
Searc h — u Records Managemeant SD.‘ewareLﬁ User Add Reports Help J + & ﬁ BI ! O & |@—
Miscellaneous Ouick Search — — —
Current Customer: STATE, DERT OF - LIBRARY & IN Current User: LaDonna
Wiagers Advanced Search Home Page (2]
tem Log Out

| Wiscolincous |
Rernrds Crmme vailahle Click hrre tn dovwnlnand

To order box rowerep sy TOTAL RECALL”

barCOde IabeIS: @ ;Egr:;ﬂhsgiiiﬁhh“r Search User Add Reports Help ) \i‘ \&1 @ BI m @ \9‘ |@_

° Se'ect BOX --\(.-::gr;?;d Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Currert Uszer: LaDonna Miscellaneous (2]
B arco d e Add To Order Wiew Al Orders Log Out
Labels — Select Task: Diepartment: Requested Far Guantity:

| w + | LaDonna "W agers |

preassigned A

BCODELBL - Box Barcode Labels - preassigned
from the SeIECt FILEBARLC - File barcode labels - preassigned f
TaSk FLATS - Flat Box Bundle - 25 bores each

FERITEM - Transfer [tem

dropdown.

I
You may also select a Department from the dropdown menu, if applicable.

Enter the desired powerep sy TOTAL RECALL"

number Of labels in @ lgrzﬁhagiiﬁsﬁhh“r Search User Add Reports Help J \i‘ \&1 @ BI m @ \@1 |@_

Quantity.
Cau;:;d Custamer: STAIE,DMMN‘&\ Mizcellaneous (2)
Add To Order  Viewe All Orders Log Out
Select Task: Department: =] o Quantity:

BCODELBL - Box Barcode Labels - preazzsigned + | A | LaDionna W agers i |25 |

Comments
entered here will
be sent with your
order.

Comments

rowerep sy TOTAL RECALL"

TOTAL RECALL" _
PreSS the <Add to @ Records Management Software r Search User Add Reports Help J \#“@m@ @E # \g \%‘ |§

Ord er> button to --\(.-::gr;?;d Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna Miscallaneous (2]
add the item to —P  Add To Order View All Orders  Log Out
your Order. Select Tashk: Cepartment: Requested For Quartity:
BCODELEL - Box Barcode Labels - preassigned | + | LaD'onna wagers |25 |
Commerts
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To order flats:

e Select FLATS
from the Select
Task
dropdown.

e Enter the
guantity
(quantity 1 =
25 boxes).

e Click <Add to
Order>.

Note: FLATS
come in bundles of
25, so one (1)
FLAT equals 25
boxes.

Sending your
order

Frowerep sy TOTAL RECALL"

@ ;I;Er:‘l;ﬂol-nsgiiecsﬁhh“r Search User Add Reports Help J IEIM m E

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna "
Mizcellaneous (2)

Wagers
Acd To Order Viewe All Orders Log Out
Select Task: Department: Requested For Guartity:
| FLATS - Flat Box Bundle - 25 boxes each A | + | LaDlonna W agers |1 |

Comments

Flats and Barcode labels can be placed on the same order since they are both ordered
using a Miscellaneous priority. Note: Do not mix these with items for retrieval, refile,
remove, or new accessions. Each type of service should be submitted on separate orders.

Refer to Chapter 7 for instructions on sending your order.
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CHAPTER 6 — Adding New Boxes to Inventory

This chapter explains how to create an order to have new boxes picked up and stored in the Records Center.
Prior to entering the boxes in Total Recall, you must label each box with a records storage box label and a
barcode label. For further instructions on packing and labeling your boxes for storage, please refer to Appendix B
— Preparing Records for Transfer.

Once your boxes are properly packed and labeled, follow the steps below to submit a New Accession order in

Total Recall.

Select:

Add - Iltem

Select:

e Box

Select

e Your
Department

Then:

e Click Proceed

powerep sy TOTAL RECALL"
=) TOTAL RECALL" — -
3 Records M Sof Search U Reports  Hel 1 <&
“ acords lenagement Sofltwara r earc| ser - ports elp J i & EE BI 1 u?‘l < |§

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATICN SERVI(see—aum!nt Uszer: LaDonna
Wi Home Page (21
AGErS Log Out

powerep sy TOTAL RECALL"

@ lgrzﬁhagiiﬁsﬁhh“r Search User Add Reports Help J \i‘ \&1 @ BI m @ \@1 |@_

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna

Add tem (2)
Wagers
Acd To Order Yiewe Order  Log Out
Select kem Type Select Department Reguested For
| hd Lalionna ‘wagers

Box

MICROFICHE
MICROFILR

rowerep sy TOTAL RECALL"
=) TOTAL RECALL" —
‘ Racords M, t Soft Search User Add Reports Help 1 &>
“ ecords Menagement So ware’r J :!: & EE BI 1 u?l ® @

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERYICES  Current User: LaDonna

Add tem (2)
Wagers
Acldd To Order Yiews Order Log Out
Select kem Type Select Department Requested For
| v LaDonna Wagers

01 - Information Access Services - FAW La & Code
- Information Access Services - State Archives

03 - Development

04 - Development - Grants

05 - Information Systems - Electronic Library

05 - Office of the Division Directaor

07 - Cammunications Office

Note: If your agency’s account is not departmentalized, then Select Department will not be
displayed.

a TOTAL RECALL" rowereo s TOTAL RECALL”
Records M. Sof Search U Add Reports  Hel 1 @
“ ecords lanagement So. Bware’r earc ser ports el J \# 'L%JE LEF'QLJ @E ﬁ \g \El @

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna

Add tem (2)
Vyagers
Acd To Order Wiewe Order  Log Out
Select tem Type Select Department Requested For
01 - Information Access Services - FAW, Laws & Code Lal onna ‘wagers

A grid will be displayed where you will enter your box information, one box per line.
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Select tem Type Select Department

Biox 01 - Information Access Services - FAW, Laws & Code

Reguested For
LaDonng Wagers

COP\j SRC/Cust, Box ¥ Schedule Mumber Record Series Title Expire 1

You will then type in the “ltem Code” (Pre-Assigned Barcode Number),
“Description,” “SRC/Cust. Box #,” retention “Schedule Number,” retention
schedule “Item Number,” retention schedule “Record Series Title,” “From
Date,” and “To Date.” The “From Date” and the “To Date” are the inclusive
dates of the records and must be included.

Note: Please IGNORE the “Expire Date 1" field. Do not enter anything in
this field. The “Expire Date 1" (expiration date of the boxes) will be calculated

Description

Exec. Dir. Office

ftem Code
CO0000798997

SRC/Cust.

1010

Box # Schedule Number ftem Mumber Record Series Title From Date To Date

G315 838 Budget Records: Supporti| 070152004 063002005

when Records Center staff receive the add request.
55?

Use the “Copy” feature to
copy information from one
line to the next.

NOTE: DESCRIPTION and
SRC/CUST. BOX # fields are
limited to 100 characters.

NOTE: “From” and “To”
dates must be entered in the
form mm/dd/yyyy.

SPECIAL NOTE ON
PACKING RECORDS IN SRC
BOXES

Note: We recommend that you
proof your data entry before
pressing the <Add to Order>
button. Once items are added
to the order, they cannot be
edited. If changes are
necessary, the items must be
removed from the order and
reentered.

Sending your order

CHAPTER 6 — Adding New Boxes to Inventory

In the illustration above, we have entered the 12-digit ltem Code number from
the barcode label that is affixed to the box, a Description, Customer Box #, the
retention Schedule Number, the Item Number, the Record Series Title, and the
From and To Dates.

When entering the Description, avoid vague terms such as “Miscellaneous.” If
describing a person’s files, include the person’s position title. For example,
rather than saying “Bob Smith’s Files,” use “Director of Marketing Bob Smith’s
Promotion Planning Files.” Make a note of the range of records in the box for
future reference. Please see Appendix C — Box Information in Total Recall for
more information about Description and From and To Dates.

You must pack only one record series into any one box and ONLY ONE
RECORD SERIES IS ALLOWED ON AN ORDER. In other words, all the
boxes entered on a New Accession work order MUST contain the same type
of records and use the same Schedule Number, Iltem Number, and Record
Series Title.

For further instructions on preparing your boxes for transfer, please see
Appendix B — Preparing Records for Transfer.

Once you have entered all the necessary information for the box(es), you must
click the <Add to Order> button to add the items to the order. You may want
to use the print option in Internet Explorer to print the items on order before
sending the order.

The Add Item screen has space for up to 50 boxes to be entered. If you have
more than 50 boxes of the same type of record and you want to send them all
on one order, you will need to enter the first 50 boxes and press <Add to
Order>. Then select Add — Item again from the menu, following the
instructions above, and add the next 50. Press <Add to Order> and so on
until all the boxes are entered.

Refer to Chapter 7 for instructions on sending your order.
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CHAPTER 7 — Sending Your Order

This chapter explains the steps involved in sending your order. After you have placed the items you need on your
order, you are ready to send your order.

You should first
view your order.

TOTAL RECALL"

Powerep 8y TOTAL RECALL"

R

Recerds Management Software ( Search User Add Reports Help
ot

TR XIORE

Select:

®

from the Menu
Action Bar.

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERWICES  Current User: | abamn
Wagers

Make sure the items you want are on your order.

UFOEIE CLEAR® WIEW  SUBHIT

Home Page (2]
Log Out

Do not mix items for Reference Request (retrieve), Refile, Permanent Removal (remove),
New Accession (add box), and Miscellaneous. Submit separate orders for each type of
service. Boxes and files can be retrieved on the same order. Similarly, boxes and files
can be refiled on the same order. But do not mix retrieving a box or file and refiling a box or

f

All the items on
your order should

ile on the same order.

TOTAL RECALL"

rowerep s¥ TOTAL RECALL"

AT

Records Management Seftware r Search User Add Reports Help
.

TECEXIORE

be for the same
type of service.

o Reference
Request
(retrieve) —
includes
“Request Box,”
“Request File,”
and “Add File.”

Current Customer: SUPREME COURT  Current User: Barbara Price

[ Check All/UnCheck Al

ftem Type = Box

On Order (3)
Save and Continue  Log Cut

Select  Hem Code Detail Parert tem Code Customer Name Descrption SRC/Cust. Box # Accession Mumber Schedule Mumber ftem Mumber Record Seres Tile From Date To Dat
L oo DSOS SUPREME 052749 02091 1A1801 11160
Request COURT
Box
ftem Type = FILE
Select  fem Code Detail Parent tem Code  Custormer Mame Dezcription FILE IO Department Commernts
Request FOODODOZ3302 01149117462 SUPRBEME COURT THE FLORIDABAR . JOSEPH SCoo-72
FILE
dd CODD00001172 SUPRBME COURT  State of Fla. ws Smith Z0DE-23E78
FILE
Goto Tap

tem Type = Box

Select ftem Code

RECORDS
. Reetur COBODO0S1873 SOPREME CENTER- 0040113
. Refile — Box 10 YEARS
includes

“Return Box”
and “Return

ftem Type = FILE

Detail Parent tem Code Customer Mame Description SRC/Cust. Box # Accession Mumber Schedule Mumber ftem Mumber Record Series Title From Date To Date

File” — %

CHAPTER 7 - S

Select  tem Code Detail  Parent tem Code Customer Name Description FILE ID
Return T 00000000054 030395308420 SUPRBEME COURT YUNIS WS STATE SCO02-43
FILE

GotoTop

ending Your Order

SUPREME
A COURT CASE 022202 04150
FILES
Department  Comments



e Permanent
Removal
(remove) —
includes

“Remove Box”

and “Remove

File.” »

o New
Accession —
includes “Add
Box.”

OR

e Miscellaneous
—includes
Barcode
Labels and
FLATS.

Once you have
viewed your order
to make sure it is
correct, press:

o

SUBHIT

from the Menu
Action Bar.
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ftem Type = Box

Select  em Code

Detail Parert tem Code Customer Name Descrption SRCSCust. Box § Accession Mumber Schedule Mumber tem Mumber Record Seres Tithe From Date To Da

SUPREME NO
Remowe CO0OO00O0T1VS COURT ORINION 4 DODD54G OFHM3M0E D425,
Box
ftem Type = FILE
Select  fem Code Detail Parent ftem Code Customer Name Diescription FILE IO Department Comments
Remaowe FO000OOOON1S 011420184726 SUPRBEME COURT JAWES MELSOM 5. STATE OF FLORIDA  SCO0-1595
FILE
GotoTon

ftern Type = Box

Select fem Code Detail Parent ttem Code Custommer Mame Description $RC/Cust. Box # Accession Mumber Schedule Mumber fem Mumber Record Series Title From Date

STATE, DERT
. OF - LIBRAR Y " Budget Records:
Ccooooo196997 4§ & Bec Dty oey GS1-5 883 Supporting 070172004
Add Office
Box INFORMATION Documents
SERVICES
Goto Top
hizcellaneous Requast
Select Customer Name

Serwice Code Description Ouantity Department Comments

STATE, DEPT OF - LIBRARY & INFORMATION SERVICES BCODELBL - Box Barcode Labels - preazsigned  25.000

STATE, DEPT OF - LIBRARY & INFORMATION SERVCES FLATS - Flat Box Bundle - 25 boxes each 1.000

Goto Tap

TOTAL RECALL" rowerep sy TOTAL RECALL

Records Management Software r Search User Add Reports Help

>

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERYICES  Current User: LaDonna
Wagers

Oon Qrder (2]
Save and Continue  Log Out

Check All/UnCheck Al
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The On Order
screen will be
displayed.

Customer Order
Reference can be
left blank or used

rowerep sy TOTAL RECALL"

TEEENIDEE

’ TOTAL RECALL"
u Records Monagement Software r Search User Add Reports Help

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna

agers on Qrder (2]

Customer Order Reference:

Select Delivery Priority: v |

Charge to Department: w |

Select Delivery Address:
Address: |4319 Shelfer Road |

LaDaonns VWagers w |

Address:

City:
State:

Zip:

Add Comments Below

’ Clear Comments ]

| Complete Send Order |

rowerep sy TOTAL RECALL"

TEEENIDEE

, TOTAL RECALL"
u Records Management Software r Search User Add Reports Help

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Current User: LaDonna

agers On Qrder (2]

to make a note for
yourself.

Select Delivery
Priority from the
dropdown menu.
This selection
must match the
type of service you
are requesting.

Select your
Department, if
applicable.

Select Delivery
Address is used
to select a different

—p Customer Order Reference: | Optional - use ifyou choose! |

Select Delivery Priority: -

Charge to Department:

Permanent Removal
Select Delivery Address: T S—————

Request
Address: |Refile
Mewy Accession M
ADHMESS: \\noe Fiote Labels, Miscelansous ||
City:
State:

Zip:

Add Comments Below

Make sure the Delivery Address is correct. If the correct delivery address is not listed in
the dropdown list, enter the correct address in the Comments field below.

TEEEXIDEE

On Order (2]

’ TOTAL RECALL"
u Records Management Software r Search User Add Reports Help

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERYICES  Current User: LaDonna
Wagers

Customer Orcler Reference: |Optional - use ifyou choosel |

Select Delivery Priority: | Reference Reguest w |

harge to Department: w |
—P  Select Delivery Addresa:

Lalonna VWagers b

address, if
necessary. Select
from the choices
on the dropdown.

Comments can be
CHAPTE

Address: |Defaut Delivery Address
Ay Harty
Address! |Dennis Mathis
City: Fa\,-'e. Lewiz

Jennifer YWormble
LaDonna
Lynin Raw
izty Pearson
Pam Braowen
Add Qyicki Mclntosh

State:

Zip:
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used to:

e provide the
correct
delivery
address if not
listed in the
dropdown
choices,

¢ indicate if you
would like to
pickup the
items rather
than have
them
delivered,

e indicate a rush
order (you
must also call
the Records
Center and
speak with
someone for
rush orders),
and

e specify other
special
instructions.

Powerep sy TOTAL RECALL"

THEDXIDEE

-’ TOTAL RECALL"
u Racords Monagement Software r Search User Add Reports Help
o

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERWICES  Current User: LaDonna

vagers on Order (21

Customer Orcer Reference: | This field is optional.

Select Delivery Priority: | Reference Request L
Charge to Department: b
Select Delivery Address: | LaDonna Wagers w
Address: 4319 Shelfer Road
Address:
City:
State:
Zip:
Add Comments Below

Usze thiz space for special instructions
to the Records Center staff |

Clear Comments

[ Complete Send Order ]

&] Done /‘

& Internet

To send your order, click the <Complete Send Order> button.

Currert Customer; STATE, DEPT OF - LIBRARY & INFORMATION SERWICES  Current User: LaDonns 5
agers end Crder Resy
After your order is Order for Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERMGES-sng WebUser: LaDonna Wagers
t ¥h S d has been submitted under York Orde
sen ’ € oen Recaords Certer Handbook now available. Click here to downlozd.
Order Results
screen will display. Order Date 04/20/2006 11:15:59 AN
Your Ref Customer Order Reference field - optional
Deliver To 4319 Shelfer Road
This screen
includes the Work Attention LaDonna Wagers
Order number R iredB 04/26/2006 05:00:00 PM - MISC
and links to view equired By e o0 ;
the Work Order DeptiCost
Line Report n Comments Comments with special instructions to Records Center staff. Judy
HTML format and do not print - | am testing! LaDonna
PDF format.
View Work Order Line Report HTML format I
View Work Order Line Report PDF format I
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Work Order Line Report for Work Order #: 0096548

Work Order Line Priority: MISC Due Date: 4/26/2006 5:00:00 PM
Report in HTML Requested By: LaDlonna Wagers
format.
ltem Code: Setvice: 25 - Box Barcode Labels - preassigned

Reguested For: LaDonna YWagers

4/20/2006 11:25:40 AM Page 1 of 1

The Work Order Line Report shows the items on the order and the work order Due Date,
which is the date by which the request will be completed.

It is a good idea to print this page for future reference.

CHAPTER 7 - Sending Your Order
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CHAPTER 8 — The User Menu Options

Log Out

Home Page

Edit Site

The User menu contains the five options specifically related to User activities.
The options are Log Out, Home Page, Edit Site, Edit User, Status Report, and
View Order(s).

rowereD 8y TOTAL

-’ TOTAL RECALL" —
! 5 | Add  Report Hel,
“ Records Management Software earch m il ports elp J @ E

Log Ot
Current Customer: STATE, DEPT OF - LIBRARY & INFORMATIC User: LaDonna
W Home Page
Ayers
Edit Site
Edit User

Records Center Hang o400 Report |- Click here to download.

View Order(s)

The “Log Out” option allows the current user to sign out or log out of the Web
module. Any items that have been placed on the user’s order but have not
been sent will remain on the order and can be sent or removed from the order
later. It should be noted that orders that have not been sent do not affect the
status of any items in the agency’s inventory.

The “Home Page” option brings the screen back to the original screen that is
displayed when the user first logs in.

N TOTAL RECALL" rowerep 8y TOTAL

Records Menagement Software Search Add  Reports  Help J IEI
ADD  RETRIEVE REFILE REWONE UFDATE

Log Ot
Current Customer: STATE, DEPT OF - LIBRARY & INFORMATIC User: LaDonng
W Home Page
agers
Edit User

Records Center Hane  grovie Report [ Click here to download.

View Order(s)

The “Edit Site” option allows Authorized Users to add, edit, or delete delivery
addresses and to add special instructions pertaining to specific delivery
locations.

rowereo 5y TOTAL
=) TOTAL RECALL"
Records Monagement Software Search User Add Reports Help .-.-
R Ji T HEE

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERVICES  Currert Uszer: LaDonna
WWagers

Eciil
Add Mewr Site

Select Site to Edit or Delete

Ay Harty - RA. Gray, Room 207 | Mail Station #3 |

Dennis Mathis - R.A. Gray, 15t Floor | Room 101, Mail Station #3

Faye Lewis - R.A. Gray, Room 208

Jennifer Womble - R & Gray Bldg | Room 101G |

Labonna YWagers - 4313 Shelfer Road

Lynn Rawls - R.A. Gray, Room 208 | Mail Station 94 |

Misty Pearson - Administrative Code Unit | B4, Gray Building, Room 101 |

Pam Browen - R4, Gray, Room 206 | Mail Station #3 |

“icki Mcintosh - S00 South Bronough Street | The R4 Gray Building, Room 100

From this screen, you may “Add” a new delivery site or edit an existing site.
To “Add” a delivery site, click on the <Add New Site> button. The illustration
below represents a new delivery site with a new contact person. Once you
have completed the information for the new site, click the <Save New Site>
button.
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Edit User

WEB ID: The Web ID will be
the user’s “User ID” when
logging into the Total Recall
Web module.

'a TOTAL BRECALL® roweres ov TOTAL RECALL"
“ Racords Mansgement Scitware | Seach  User  Add  Reporis  lelp -+ ﬁ b 1 O

=" A WL RS T L i

Curvenl Cuslperssr; STATE, DEPT OF - LERARY & MFORMATION SERVICES  Currsnt Liser: Lalonng A
Lol Sawe By Sikg Lﬂga

e Dagerighion;  LErary & nlormation Services Test Sie

Mgdress 1 G, Droteaugh e
Agdrey T R & ey B, Froom 104
iy,

e

Fostal oo

e 2a5LT00

Fax

Contat

Comments

To edit a delivery site, select the site by clicking on the site to be updated or
deleted. The editable data will appear at the bottom of the screen and you

can input the new information. To save the changes, click the e button.

The “Edit User” option provides Authorized Users the ability to add new or edit
existing users. The agency RMLO will want to consider security issues related
to their agency policy and procedure when setting up users. It is very
important to remember that a user has the ability to affect inventory. This
means that they can have inventory delivered, refiled, or removed.

The Total Recall™ Web module software has extensive security features that
allow several levels of options for users. These options will be reviewed in
detail. To add, edit, or delete a user, click on the <Edit User> button.

In this example, there are several users set up on this account. To edit a user,
click on the user name that needs to be edited. To add another user to the
account, click on the <Add New Web User> button.

With this example, we will illustrate how to add a new user.

‘ T e rowenes oy TOTAL RECALLT
u Racords Menagement Ssftwara ranu Use Add Reports telp | @ & 1
. S R SR Y G e
('Irl-.i('lll.‘llw—' ETATE, OFFT OF . LIBRANY & NFORMATION SEROVICES. Currand L L alirds A e Lisa
Pagers Sirve Herve et Liver Log Ol
IFrm Mame 7% Madmes wigh D wiel Pazrwoen  Telsphons
Jare [Doe [Jooe RIDSONG  |Pd5-4438

We have entered a new User, Jane Doe. The Web ID and Web Password
are then entered. The password should not be easy to guess. The
Telephone number should always be entered so that the Records Center can
contact the user about his or her orders when needed.

Jane Doe will need to be assigned security permissions within the system.
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If your agency account is
departmentalized, the user can
be assigned to all departments
by checking “All Departments,” —|
or to individual departments by
selecting the department.

The options listed here give

the user the ability to retrieve,
remove, and refile boxes or
files.

The options listed here give
the user access to the
corresponding menu options.

-

Note: Checking the “Browse
Only” option will restrict the
user to searching only. Even if
other user options are
checked, the user will not be
allowed to retrieve, refile, or
remove items or add items to
the order.

To add the user, click <Save
New Web User>.

Status Report

CHAPTER 8 — The User Menu Options

Click Checkbox or Select One or More Departments from the List

01~

0z

— i Departments [

04 v

Retrieve ftem Ability
D Remove tem Ability

Refile tem Shity
Authorize Wieb Menu Actions

[

BEEREE

ch User Add Reports

Quick Search D Braowese Only |:| ftem Default Report(s)
Advanced Search |:| Ediit Site Status Report
ttem O Edit User

Mon Indexed temis)

Miscelaneous

“ieww Orderis)

Let's assume that Jane Doe is a new employee with limited training in Records
Management. We have given Jane the ability to Retrieve and Refile items, but
not to Remove items. She has access to all the Search menu options. Under
the “User” menu, Jane is only given the option to view her orders. Jane
cannot Add items, but has access to the Default Reports and the Status
Report.

As Jane receives additional training, the RMLO (Authorized User) may want
Jane to start adding inventory to the Records Center. At that time, the RMLO
would edit Jane’s User Account and check the “Add” item option.

Acsgieh |
Save Mewe Wb User Pog (

Web Password

R3ID$ONG

Current Customer: STATE, DEPT OF - LIBRARY & IMFORMATION SERVICES  Current User: LaDonna
Wagers

First Name
Jane

Last Matne
Doe

¥k ID
JOOE

Telephone

245-4438

The “Status Report” option shows agency orders that have been sent to the
Records Center, based on the date parameters entered.
TOTAL RECALL"

- —
“ Records Monagement Seftware | Search Add

Log Out
Current Customer: STATE, DEPT OF - LIBRARY & INFORMATIO
- Home Page

Edit Site

Edit User
Status Report
View Order(s)

POwERED By 1T0OT

T DX

RETRIEVE REFILE REWIVE UFI

Reports  Help

User: Lalonna

Records Center Hang . Click here to download.
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Selecting the “Status Report”
option brings up the date
parameters.

The “Status Report Output”
displays the work order
number, the work order status,
the date and time submitted to
the Records Center, who
requested the order, and a
<WO Line Report> button.

The Work Order Line Report
shows the work order details.

rowenes ay TOTAL RECALI

=3} TOTAL RECALL"
\Dﬂ-w"wmm-«'- EEDERCTCN B )| ) =) A
ol AT W M e

L TR T

Currént Cutiomer: STATE, DEPT OF - LEFTARYY & IWFORMATION SDRWVICES Currént Lisér LaDanns
- . . Strgus Report Inpu
s Orer  Log!

Ertar lbeginring Dty | P01 10083 ] Entwr Bl A@l%

The Beginning Date defaults to the first day of the current month and the
Ending Date must be entered. If you are looking for a particular work order,
the date the work order was sent needs to fall within the date range entered.

After entering a date range, click the <View Status Report> button to see the
list of work orders.

powerep sy TOT
=) TOTAL RECALL"
5 Records Management Sofeware [ Search User Add Reports Help |
¢ | THEEE X

Current Customer; STATE, DEPT OF - LIERARY & INFORMATION SERVICES  Currert User: LaDonnas
Aer s

Weark Order Ho Wiark Order Status Date/Time Submitted | Requested By | WO Line Report
DOosz02 | COMPLETED | DehDE7Z006 0:01:16 Pha | dekikelrtosh | Wi Line Report
DO95TES | COMPLETED | 0h1172006 D4 43 P | “Mckihcirtosh | WO Line Report

0096137 | COMPLETED | 04 42006 0:23:47 Phd | -- Wi Line Report
———
O096152 | COMPLETED | 041772006 0225729 A | -- WO Line Report
—_—
Goto Top

The “Work Order Status” displays the current status of the order. A status of
WEB indicates the order was sent by a user from the Web module and has not
yet been looked at. PENDING and PRINTED indicate the work order is in
process. A status of COMPLETED means the work order is complete but has
not yet been billed. BILLED means the work order is complete and has been
billed. Click on the <WO Line Report> button to see detail information about
the Work Order.

Work Order Line Report for Work Order #: 0095785

Priority: RFIL Due Date: 4/17/2006 5:00:00 PM
Requested By: Vicki McIntosh

Item Code: CO0000086257 Service:
Description: FLORIDA ADMINISTR SRC/Cust. Box #: 2 OF 10 Accession Number: 0035697
Requested For: Vicki Mclntosh Department: 01

The Work Order Number is displayed in the heading. “Priority: RFIL” indicates
this is an order to refile an item. “Due Date” is the date by which the work
order should be completed, and “Requested By:” shows who submitted the
order. Information about the item being refiled is displayed below the
horizontal line.
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View Order(s)

Removing items from your
order.

CHAPTER 8 — The User Menu Options

roweren By TOTAL RECALL

-.,... meats o ) (] 1O (23] X LHY O >

'TEITAI. RECALL"
“ Aecords Mpssgesant Sofiware

B '_ User: Ladionee fresspae]
priager 1 fuy £l
Fuil e
Bl User
Records Carter HANE guye papor [ ChCK here 1o downlosd

The “View Order(s)” menu option allows the user to view the current order.

TOTAL RECALL" roweseo ar TOTAL RECALL

@ Arcordy Mrcagemant Softwore = L= i -ri‘l:::l:'g

Current Customer: STATE, DEPT OF - LEFARY & INFORMATION SERVICES  Currsnl Lissr: Lalanes
k]

O Qeder (2)
‘S o0 Continus Lo DUt
Chesch AlAInCresch Al

o Tt = B

Select  bem Cods  Daead Pacers ke Code Cunomer Rams larcrpicn SRLACwm, B B Accaawion Hamber Schaduls Hamber bem Humbsr Recond S Tl From Cone
STATL, OUPFT  FLOmDa

= OF - UBRRET  ADAIRIETRIRL
P & coog ol ] L] s LLLOT ]
Bas waf Qimasric  RLF DElNED

SDECES  MSTEHIAL

VIATE GEFT  FLORION
= OF - UBRART  ACRNIETRATIVE
Prpei ORRREREEE & GODE voF W i ] " ] T
Fih waF QAT REF ERENGE

IERVGES  MATERIAL- T80

To delete or remove items from the current order, uncheck the “Select” box
and click the <Save and Continue> button. Once you have verified the order,

it can be sent by pressing the ==8m. button. See Chapter 7 for more
information on sending an order.
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CHAPTER 9 — The Reports Menu

The Inventory Landscape
Format provides the most
useful information for the user.

You can select various criteria
to run the report, including:

o Department, if applicable

e Active, Destroyed, or
Permed Out

e Status of In, Out (retrieved
by customer), or Both

e Arange for Description

e Arange for Expiration
Date (date records are
eligible for disposal)

e Arange for Effective Date
(accession date of the
records)

e Field to sort by (Order By)

e View reportin HTML or
PDF format

There are several reports available from the Reports menu and they are all run
in a similar manner. The “Inventory Landscape Format” report is
demonstrated here, as it has the most useful information for the user.

POWERED BY T

B LA A e N TR
- REFILE REWI

Heo Assigned Reports

Current Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERWICES Cu
- Inventory Landscape Format
Inventory with long Ref 10

Inventory with long Ref T
Records Center Handbook now ava Inventory With Long Memo

Inventory with Ref 1 and 10
Inventory with Ref 1 and T

In this example, we have selected “Box” for our “ltem Type.” The default
“Action” is “Active.” This will display all the boxes currently in inventory for
the customer. The default sort order (Order By) is “Iltem Code.”

powerep sy 10T

a TOTAL RECALL"
“ Records Maenagerant So.‘ewsre-_’r Search User Add Reports Help J @

Currert Customer: STATE, DEPT OF - LIBRARY & INFORMATION SERYICES  Current User: LaDonna
aers

I

Inventory Landscape Format for Customer - STATE, DEPT OF - LIBR/
INFORMATION SERVICES

Select ftem Type:

Select Department:
v
Action; | Active v Status | Both v
Fram: Tor
Description IIITIIT

Expiration Date:

Effective Date:

Order By: hd

“iew Report in HTRML format

Wieww Report in PDF formst
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After entering the report
criteria, click <View Report in
PDF format> to see the PDF
report.

Sample Default Report.

The PDF report displays the
total number of records in the
report at the bottom of each

page.

You can also choose to run the report for items that have a status of “In,”

“Out,” or “Both,” or for a range of values in the “Description,” “Expiration Date,”
or “Effective Date” fields.
Once the report criteria is entered, click either <View Report in HTML format>
or <View Report in PDF format> to view the report.

Report Of Items In Inventory for Item Type - Box

4119/2006 10:36:06 AM

Bar Code i Description SRC/Cust. Box # Accession Effactive Expires Qut  Date Out Checked Out To
Number

810729007068 007088 a1072e Aatiteat B8/30/2980  No
Acrcdentr: 01

910729007062 007082 e1072e &311ee1 @302882  No
Acrcdentr: 01

010720007070 007070 o1o72e §3111001  @/3072080  No
Acrcdentr 01

910729007071 007071 o1072e LRl | 8302980  No
Acrcdentr: 01

810729007072 07072 a1072e Aatiteat B8/30/2980  No
Acredentr: 01

980573185987 165937 800573 @1711ee8 972008 No
Acrcdentr 01

000573165088 165032 0oosT3 171008 OMT2008  No
Acredentr: 01

980573185038 166089 2p0573 Q1T/1BEE 9172008 No

Acredentr: 01

Mumber of records shown on this report: 552
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CHAPTER 10 - Help

WEB HELP The “Web Help” feature is currently under construction by DHS Worldwide, the

Total Recall vendor. The Records Center technical staff will advise when the
“Help” feature becomes available.

In the interim, please call the Records Management Program at 850.245.6750
for individual assistance.
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APPENDIX A -GLOSSARY OF TERMS

COMMENTS — When sending an order, this field allows a user to indicate comments relating to the order. These
comments can be for the agency or directed to SRC staff.

CUSTOMER ORDER REFERENCE — When sending an order, this is an optional field that can be used for
comments or notes for the user.

DELIVERY ADDRESS — When sending an order, the default delivery address is displayed here. The user can
change the address by selecting from the dropdown list. If the user’s address is not listed, the correct address
should be entered in the Comments field, displayed below the Delivery Address.

DELIVERY PRIORITY — When sending an order, the user MUST select the Delivery Priority that corresponds to
the requested service (Reference Request, Refile, Permanent Removal, etc.). Otherwise, the order will not go
through and will have to be resubmitted. Delivery Priority MUST be selected as follows:

MISC-Flats, Labels, Miscellaneous — select when ordering Flats or Barcode Labels
Permanent Removal — select when permanently withdrawing a box or file
Reference Request — select when requesting a box or file

Refile — select when refiling a box or file

New Accession — select when adding new items to inventory

DEPARTMENT — This is used when items are assigned to a specific department within the agency.

DESCRIPTION (for boxes) — This is used to describe the records in a box. It is limited to 100 characters in Total
Recall.

DESCRIPTION (for files) — Description and File ID are used to describe a file when the file is Retrieved for the
first time. The information entered into these fields should be the same as the file folder label so that when
Records Center staff open the box they can find the file.

EDIT SITE (available from the “User” menu) — The “Edit Site” option allows the user to change the user’s delivery
site where records are to be picked up or delivered.

EDIT USER (available from the “User” menu) — The “Edit User” option allows the user to change user account
information. Access to this menu option is generally restricted to Records Management Liaison Officers
(RMLOs).

FILE ID (for files) — File ID and Description are used to describe a file when the file is Retrieved for the first time.
The information entered into these fields should be the same as the file folder label so that when Records Center
staff open the box they can find the file.

FLATS — These are flat boxes and they come in bundles of 25, so one (1) FLAT equals 25 boxes.

ITEM CODE (for boxes) — The 12-digit barcode number that identifies an agency’s box (begins with a “C” for
carton). For inventory accessioned into the Records Center prior to December 2, 2002, the numeric makeup of
the Item Code is the six-digit accession number plus the six-digit SRC number, to create a 12-digit number, as
illustrated below:

Item Code Formula for inventory residing in the SRC prior to 12/02/2002:
ACCESSION NUMBER + SRC NUMBER
Example: 02-435 3256
Item Code = 020435|003256
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ITEM CODE (for files) — This is the 12-digit barcode number that identifies a file in a box (begins with an “F” for
file).

ITEM NUMBER (for boxes) — The Item Number associated with the Records Series Title published in the
General Schedule or the item number of the individual agency schedule (e.g., 17a or 1a).

PARENT ITEM CODE (for files) — A file’s “parent” is the box in which the file is located. The file’s Parent Item
Code is the Item Code of the box in which the file is located.

RECORDS SERIES TITLE (for boxes) — The official title of the item published in the General Schedule or the title
of the individual agency schedule that identifies the group of records in the box (e.g., “Correspondence &
Memoranda: Administrative” or the title of the individual agency schedule).

RECORDS STORAGE BOX LABEL — This label must be completed and placed on new boxes being
accessioned into the Records Center. The current version of the label is available from our Web site at
http://dlis.dos.state.fl.us/recordsmanagers (under “Publications and Forms”).

REFILE — This “action” is used to request boxes/files to be picked up from the customer and returned to the
Records Center.

REMOVE - This “action” is used to request a Permanent Withdrawal of boxes/files from the Records Center. A
permanent withdrawal allows an agency to PERMANENTLY REMOVE inventory. Once the inventory is removed,

the same Item Code (Barcode) will not be allowed back into the Records Center’s inventory. If an agency would
like to return records to inventory that have been “Removed,” the agency will need to re-accession the box(es).

RETRIEVE — This “action” is used to request boxes/files to be delivered to the customer.

SAVE AND CONTINUE button — Used to remove items that have been added to the user’s order but have not
been sent yet.

SCHEDULE NUMBER (for boxes) — The Retention Schedule number being cited to identify records to be
transferred to the Records Center (e.g., GS1-SL or an individual agency schedule number).

SRC/CUST. BOX # (for boxes) — This is the SRC Number for old boxes (prior to 12/02/2002) and the customer’s
box number for new boxes.

STATUS REPORT (available from the “User” menu) — The “Status Report” option shows the status of customer
orders sent to the Records Center.
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APPENDIX B - PREPARING RECORDS FOR TRANSFER

Please follow the guidelines below when preparing records for transfer to the Florida Records Storage
Center. Failure to comply with these guidelines will result in the delay of records being transferred to the
center.

Storage Cartons:

e Standard cartons may be ordered from the records center. The cartons come in bundles of 25 flat boxes.
This is referred to as one flat.

e Standard cartons must have the following dimensions: 10 inches high by 12 inches wide by 15 inches long.
They will hold up to one cubic foot of letter or legal size records.

Preparing Cartons for Records:

e Open the flattened box so that it forms a cube.
0 For the bottom, tuck short flaps in.
o Fold long flaps over, completely covering the short flaps.
o0 Tape along the seam where the two long flaps come together. Extend tape over each end
approximately 1% inches. Use 2"-3" wide clear plastic heavy-duty commercial packing tape.
Packing:

e Pack only one record series per box.

o Keep files in their original folders. Do not put loose paper in the box. All papers must be in folders.

e Keep filing order intact. If there is no logical order that can be used for retrieving files, the records must be
put in order before packing boxes. Records Center staff must be able to quickly and easily locate a file
within a box.

o Pack folders upright with letter size folders
facing the 12-inch side or legal size
folders facing the 15-inch side (see
figures to the right).

¢ Do not over-pack or force files into a box.
It should be easy to slide a hand into the
box to retrieve a file.

e Ifitis possible that information will be
added to a file, leave room for growth in
the box. Once a file is too large to be put
back in the original space, it will be permanently withdrawn and returned to
your agency. If this happens, the file will have to be placed in a new box and
re-accessioned.

When packing is complete: Records Storage
Box Label
e Tuck the flaps alternately over each other. Do not tape shut.
e Fill out a records storage box label (available at Barcode label
http://dlis.dos.state.fl.us/recordsmgmt/publications.cfm). goes here

e Type all available information on the label.
o Place the records storage box label on the front (12-inch side) of the box.
Completely seal all four sides of the label with packing tape.

e Place a customer barcode label in the lower right-hand 5 10
corner of the box, not on top of the records storage box
label (use the Total Recall Web Module to order pre-
assigned barcode labels).

e Separate the boxes by work order (if they were entered into
Total Recall as separate orders) and then stack the boxes 3 8 etc.
for each work order in barcode number order (from lowest
to highest) for pickup. See the diagram to the right for

stacking order. B4
Stack boxes in barcode number order with “

lowest barcode on the lower left as illustrated. 1 6 11
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APPENDIX C -RECORDS STORAGEBOXVLABELS

A Records Storage Box Label (shown on the next page) must be completed and placed on new boxes being sent to
the Records Center for storage.
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AGENCY NAME & ADDRESS CUSTOMER BOX NUMBER (if applicable)

Florida

RETENTION SCHEDULE NUMBER: ITEM NUMBER: FROM DATE: / /
mm  dd yyyy

RECORD SERIES TITLE:
TO DATE: / /
mm  dd yyyy

DESCRIPTION OF RECORDS (When describing records, avoid vague terms such as “Miscellaneous.” If describing a
person’s files, include the person’s position title. For example, rather than saying “Bob Smith’s Files,” use “Director of
Marketing Bob Smith’s Promotion Planning Files” instead. Make a note of the range of records in the box for future
reference.) :

STATE OF FLORIDA
DEPARTMENT OF STATE
Division of Library and
Information Services
Form LS5E200 R 09-2004

Records Storage Box Label

AGENCY NAME & ADDRESS CUSTOMER BOX NUMBER (if applicable)
Florida
RETENTION SCHEDULE NUMBER: ITEM NUMBER: FROM DATE: / /

mm  dd yyyy
RECORD SERIES TITLE:

TO DATE: / /
mm  dd yVyyy

DESCRIPTION OF RECORDS (When describing records, avoid vague terms such as “Miscellaneous.” If describing a
person’s files, include the person’s position title. For example, rather than saying “Bob Smith’s Files,” use “Director of
Marketing Bob Smith’s Promotion Planning Files” instead. Make a note of the range of records in the box for future
reference.) :

STATE OF FLORIDA
DEPARTMENT OF STATE
Division of Library and
Information Services
Form LS5E200 R 09-2004

Records Storage Box Label
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APPENDIX D -BOXINFORMATIONINTOTAL RECALL

Sample Box Descriptions: Correspondence Files

Box 1
Box 2
Box 3
Box 4
Box 5

Box 1
Box 2
Box 3
Box 4
Box 5
Box 6

Box 1
Box 2
Box 3
Box 4
Box 5
Box 6

Box 1
Box 2
Box 3
Box 4

Box 1
Box 2
Box 3
Box 4
Box 5

Secretary’s Office Correspondence [1994-1997]
Secretary’s Office Correspondence [1998-2000]

Central Correspondence Files [1994-1995]
Central Correspondence Files [1996-1997]
Central Correspondence Files [1998-2000]
Commissioner John Johnson’s Correspondence [1988-1995]
Commissioner John Johnson’s Correspondence [1995-2002]

Assistant Secretary Jack Jackson’s Correspondence [1988-1991]
Assistant Secretary Jack Jackson’s Correspondence [1992-1995]
Assistant Secretary Jack Jackson’s Correspondence [1996-1999]
Assistant Secretary Jack Jackson’s Correspondence [2000-2003]

Commissioner’s Office Correspondence A-K
Commissioner’s Office Correspondence L-Z

Bureau of Administration Correspondence A-K
Bureau of Administration Correspondence L-Z
Bureau of Research Correspondence

Bureau of Finance and Accounting Correspondence

Correspondence with state agencies
Correspondence with vendors

Routine Public Inquiry Correspondence
Public Records Request Correspondence

Secretary Bubba Burke Correspondence

Assistant Secretary for Important Matters Fred Frick Correspondence

Assistant Secretary for Less Important Matters Doug Dickle Correspondence
Deputy Secretary for Other Stuff Sally Smith Correspondence

Assistant Deputy Secretary for Whatever is Left Andy Anderson Correspondence

Sample Box Descriptions: Grant Files

Grants: USC Title 7 Water-Waste Facilities/Rural Community Advancement/Sustainable Agr Research & Educ

Grants: USC Title 20 Improve Elem./Secondary Schools/Violent Crimes v. Women on Campus/Community Dev

Grants: Historical Records Program Development, s. 999.88(1)(a)7., F.S.
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Terms/phrases to avoid in box descriptions:

“Miscellaneous”

“Other”

“etc.” (except when Total Recall space limitations prevent further description)
Office jargon

“107s” — instead, use “Disposition Request Documents (107 Forms)”
“Blue Forms” — instead, use “Case Worker Assignment Forms”

Acronyms/abbreviations (except when providing a legal citation, e.g. ‘s119.07, F.S.")
“Closed HHA” — instead, use “Closed Home Health Agency Files”

“JTPA Payment Report Books 1-3, BLSH” (what in the world is BLSH???)
“CST” — instead, use “Communications Services Tax”

General schedule item titles that do not indicate record content

“Administrative Support Records” [GS1-SL #3]
“Administrative Convenience Records” [GS1-SL #2]

Instead, indicate record type(s)/subject content, such as:

“Internet article printout reference files”
“Employee circulation copies of interoffice memoranda”

Avoid using schedules GS1-SL #2 and #3 (Admin. Convenience and Admin. Support) except as a last resort.
Look for general schedule items that more specifically describe the content/purpose of the records, or
establish individual agency schedules that do so. When these schedules are appropriate for your records,
clearly indicate the type and subject content of the records in your box descriptions.

WHY?

1) Ensures that your agency can determine what is in each box, enabling you to request the correct box when
records are needed in your office.

2) Enables us to verify upon receipt of work order that the retention schedule you cite is the appropriate
schedule for the records being stored.

3) Enables us to identify records that might have archival value (permanent historical research value) for
potential transfer to the State Archives.
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Entering Dates for Boxes:

From date => EARLIEST date of records contained in the box

To date => LATEST date of records contained in the box
Follow this guideline even if records in box are filed in reverse chronological order.

WHY?
Total Recall calculates the date records are eligible for disposition from the “To” date. A box of records from
2002-2005 with a 3 year retention will be eligible for disposition in 2008. However, if you enter “12/31/2002”

in the “To” field for that box, Total Recall will calculate the eligibility date as 12/31/2005, so records could be
destroyed prematurely.

Entering Retention Schedule Numbers and Titles:

1) If using a general records schedule, make sure you are using a current, valid schedule number and item number.
See our Web site at http://dlis.dos.state.fl.us/RecordsManagers for current general records schedules and recent
updates.

For instance, do not use: “GS1-S Item 5a Applications: Leave Of Absence”

Instead, use: “GS1-SL Item 116a Attendance and Leave Records”

2) Enter the Record Series Title exactly as given in the established retention schedule.

For instance, do not use: “Projects”
Instead, use: “Project Files: Capital Improvement”
Do not use: “Accounts”
Instead, use: “Accounts Receivable: Supporting Documents”
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